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Procurement Items

About Procurement ltems:

Procurement items and categories in Cardinal are synonymous with the National Institute of Governmental
Purchasing (NIGP) standards. Users with the Contract Administrator or Buyer role can manage procurement
items necessary to build and manage contracts and/or establish item / vendor relationships.

Item set-up is integral to the Cardinal Procurement module because it provides a means to track commodity
prices, quantities used, market trends, and quality of goods / services received from vendors by item, helping you
make better purchasing decisions. Only authorized Fiscal Division Inventory Programs Section (IPS) and
Administrative Services Division (ASD) employees can establish new items and define item attributes. The
Contract Administrator and Buyer have access to create an item / vendor relationship for an item.

Item attributes include an Item Category and Item ID number, the purchasing description, Unit of Measure (UOM),
related vendors, pricing information and WebIMS inventory ID (if applicable).
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Procurement Items

Understanding Items

The item code structure we use in purchasing is the National Institute of Governmental Purchasing (NIGP)
standard. NIGP establishes categories that group the item codes into commodities, which are represented by a 3-
digit class code, 5-digit class-item code, and a 7-digit class-item-group code. 10-digit values are very specific and
have a fixed Unit of Measure (UOM).

Cardinal purchasing shares its information about items with other Cardinal financial modules, as well as eVA.
Vendors must be registered in eVA, which interfaces into Cardinal, in order to receive contract awards or
purchase orders.

Although each item established in Cardinal is directly associated with one category, a hierarchy of categories is
established. This hierarchy is used by the Cardinal item search function so you may logically navigate to an item.

There are two categories of NIGP numbers or Class Code (represented by the 1% three digits):

e 001 — 899 represent goods
e 900 — 999 represent services

The following is an example of the 10-digit NIGP code structure breakout for Item ID 7507731047.

Iltem ID Category Description

750 Class Code Road Materials Not Asphaltic
75077 Iltem Sand and Gravel

7507731 Group Gravel

7507731047  Detail* No. 9 UOM=Ton

*The last two digits of the Item ID, also referred to as Detail in the NIGP code structure, are assigned by the
Fiscal Inventory Manager when the new item is set-up in Cardinal.

Add Items
Once you confirm that the desired NIGP item does not exist in Cardinal you will need to add it. Contact ASD or
Fiscal Division.

NOTE: If an item is specific to inventory, i.e., WebIMS, the item must be assigned an IMS Stock Number before it
can be added to Cardinal. Once WebIMS is updated, the new NIGP number / Item ID can be assigned.
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Procurement Items

General Item Information
e Items and categories in Cardinal match NIGP and eVA item numbering.
e |tem =10 digits with the Description and UOM field predetermined and cannot be changed.
e Category = 3, 5 or 7 digits and the Description and UOM may be edited.
 Inventory items must be 10" digits and have an associated WebIMS number.
e |tem / vendor relationships are required when building contracts.

e |tem / vendor relationships are not required when building requisitions, purchase orders (PO), and
sourcing events.

CIEENaTT

) ' Advanced Definition

Line tem ID Description Category UomM ity Start Price Ext. Amount Weighting

MAINTEMANCE AND REPAIR, PIPE
CULVERT BOX CULVERT
CLEANING, GREATER THAN G4 50
FT.

1 9137750120 E% 9137750 LF 100.0000 209500 $2,095.00 0.00000

Example: Item shown displays pre-populated Description, Category, and UOM

Search for an Item

1 Arequestis made to add an NIGP item. You must first confirm that the item does not exist in Cardinal and if it
does exist you will want to verify its Purchasing Attributes. To begin navigate using the following path:

Main Menu > Items > Define ltems and Attributes > Define Iltem
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Procurement Items

Favorites | Main Menu > Items > Define Items and Atfributes > Define Item

Item Definition

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

M Add a New Value

- 1300
SetiD: - = [sTATE @,
Item ID: begins with [¥]] N
IDescription: begins with3|ElRlNE I
category: |begins with =] | @
Item Group: |begin5 with j| Q@
Family: |begins with =] | @
" Include History T Case Sensitive
Search Clear |Basic Search [EF Save Search Criteria

Find an Existing Value | Add a New Value

Click the Find an Existing Value tab.
Ensure that STATE is listed in the SetID field.

In the Description field, enter the search term using the various search criteria available.

aa A W N

Click the Search button to initiate the search.
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ot era el emhraera e § e et s ke s e et 4t aae e tie s e taas r

Find an Existing Value Add a Mew Value

Favorites | Main Menu > Items : Define Items and Attributes » Define Item
i -

Maximum nurnber of rows to return (up to 300} W
SetlD: = v [sTATE @
ttemiD: | begins with v || @
Description:|ElRINE

Category. [segns win 1] a
Item Group: | @,
famity:  [begine win (v a,

[Jinclude History [ Correct History [ Case Sensitive

Search || Glear |Basic Search [@F Save Search Criteria

Search Results

View All First [4] 1-2of2 [p] Last
SetlD |ltem ID Description Category ltem Group Family
STATE 7751872000 BRIME, SAL TWATER 7751872 |(blank)

STATE 5456501000 SALT BRINE PRODUCTION EQUIPMEM (5456501 (blank)

Find an Existing Value | Add a New Value

6 A listing appears displaying all items that match the search term(s). If the item you are searching for is listed

then it is indeed an NIGP item and you do not need to add it.

7 Select an item to view its attributes. The General tab view defaults.
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Procurement Iltems

Favorites Main Menu > Itevms > Define Itemsgnd Attributes > Define Item

2N
@ Inventory Substitutes Configuration I Custom I Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872000
“Descripton: [BRINE, SALTWATER
ftem Status ¥ Inventory ltem
Current Status Date: |11.-'2I3.-'2011 *Current Status: IAdive 'l ™ Hon-Owned ltem
Future Status Date: E‘] Future Status: I 'l Copy ltem Status = Consigned Purchase
I*Standard Uom: EA Q) gaen Default Category: [r751872 @, Cateqories
*Physical Nature: Goods j
Item Group: Q
Family: Q
Demand Priority: @,
Cost Profile Group: Q
Promise Option: I j
ltem Image Manufacturers Purchasing ltem Atfributes Units Of Measure
[5] save |Gt Returnto Search | =] Notify | [Ek add| [ UpdateDisplay | |5 include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

8 The Standard UOM field is the Standard Unit of Measure. It is the same in Cardinal and WebIMS. It also
interfaces to eVA.

9 The Inventory Item checkbox should be selected for all WebIMS items.

10 Click the Custom tab.
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Procurement Iltems

Favorites = Main Menu > Items > Define Items and Attrbutes > Define Item
Inventory Substitutes Configuration Audit
Character Numeric
SetlD: STATE Item 10: T751872000 Standard Unit of Measure: EA
BRIMNE, SALTWATER
Item Fid C30 A: | Item Fid C1 A: l_
Item Fid C30 B: | Item Fid C1 B: |_
Item Fid C30 C: | Item Fid C1 C: |—
Item Fid C30 D: | Item Fid C1 D: l_
IWebIMS Item ID: | I Item Fid C2:
Item Fid C10 B: | Item Fid C4:
Item Fid C10 C: Item Fid C6:
Item Fid C10 D: Item Fid C8:
[5] save | [Sh Returnto Search | [=] notify | E} Add | Update/Display | | & Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

11 If the WebIMS Item ID field is blank, the item is not a WebIMS inventory item. If the item is a WebIMS-related
item a value is listed.

12 Click on the General tab.
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Favorites - Main Menu > Items > Define Items and Attrbutes > Define ltem
g
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetiD: STATE Item ID: 7751872000
*Description: [BRINE, SALTWATER
ftem Status ¥ Inventory item
Current Status Date: |1 1/26/2011  *Current Status: |Ac1ive 'l ™ Hon-Owned Item
Future Status Date: E‘] Future Status: I 'l Copy ltem Status = Consigned Purchase
*Standard UOM: EA A Eaen Default Category: [r751872 @, Cateqories
*Physical Nature: |G°°d5 j
Item Group: OQ
Family: Q
Demand Priority: Q
Cost Profile Group: Q
Promise Option: I j
ltem Image Manufacturers |F'urchasing Item.Aﬂributesl Units Of Measure
5] save | [Gh Returnto Search | =] otify | [Ek Add | [ UpdateDisplay | |5 Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

13 Click the Purchasing ltem Attributes hyperlink. The Purchasing Attributes tab for the Item displays.
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Procurement Items

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

7 New
Purchasing Controls Item Vendor
SetiD: STATE Item 1D: 7751872000 Standard Unit of Measure: EA
Description: BRINE, SALTWATER
IPD Available Date: 01/01/1900 Eﬂ' “Item Descr: [BRINE, SALTWATER BRINE, SAL
Unavailable: El Category: 7751872
Standard Price: 350.00000 ga Model: | @,
Last PO Price: 350.00000 Asset Profile ID: @,
*Currency: UsD @, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
Pri B : o]
*Long Description: fimary Buyer "
BRINE, SALTWATER BRINE, SALTWATER. (] \ssociated Picture
File Name:
File Extension:
*Account Task
5012550 Q| @,
ltem Specifications Packing Details
VAT Default VAT Semvice Treatment Setu

OK Cancel Apply
Purchasing Aftributes | Purchasing Controls | ltem Vendor

14 The item is available if the PO Available Date field has a date value less than today. If the item is available,
respond back to the requester and provide them with the Item ID, i.e., 10-digit NIGP number, a description of
the item, and let them know if the item is a WebIMS inventory item. If the requester does not feel the existing
item is specific for their use you may need to add a new item.

15 If the requested item does not exist in Cardinal, the Fiscal Inventory Manager can set-up a new item.

Adding a New NIGP Number (Item ID)

Only the Fiscal Inventory Manager can set-up new items in Cardinal.

1 First you will need to determine the new item number using the NIGP Code Structure. (Refer to the Add
Items section at the beginning of this job aid for the NIGP Code Structure). Navigate using the following path:

Main Menu > Items > Define Items and Attributes > Define Item
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Procurement Items

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

Item Definition

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

Add a Mew Value

WMaximum number of rows to return (up to 300} |300

SetlD: STATE

ftem ID: begins with =) [7751872 @
Deacription:lbegins withj|

Category: |begins with =] | @,
ltem Group: |begins with =] | 3@,
Family: |begins with =] | @,

" Include History [ Case Sensitive

Search Clear |Basic Search [@F Save Search Criteria

Find an Existing Value | Add a New Value

2 Click the Find an Existing Value tab.
3 Ensure that STATE is listed in the SetID field.

4 Inthe Item ID field, enter the first five or seven digits of the general category from the previous search. This
allows you to easily search for all items with this general category based on the NIGP Code Structure. (Refer
to the Add Items section at the beginning of this job aid for the NIGP Code Structure).

Item ID Category Description

1* 3 Digits Class Road Materials Not Asphaltic
4" and 5" Digits ltem Sand and Gravel

6" and 7" Digits Group Gravel

5 Click the Search button.
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Procurement Items

Favorites = Main Menu > Items Define Items and Attributes » Define Item

Item Definition

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

Maximum number of rows to return (up to 300): |300
SetlD: = > STATE @,

temiD:  [begins with =] [7751872 @,
Descriptiun:lm

Category: IW’ @,
ltem Group: IW, @,
Family: Im @,

[T Include History [ Case Sensitive

Search Clear |Basic Search [F Save Search Criteria

Search Results

View All First [4] 1-2of2 ] Last
SetlD [tem ID Description Category ltem Group Family
STATE|7751872000 BRINE, SALTWATER 7751872 (blank) (blank)
STATE[7751872150 420 LB/DRUM (CONTAINS 111 LBS 7751872 (blank) (blank)

Find an Existing Value | Add a Mew Value

6 A complete listing displays of all items within the Class / Item / Group you selected. You need to determine if
there is numbering space available within this general NIGP category. If yes, you can use this general
category and add the Detail number (last 3 digits of the NIGP) to it. Then you will have your complete 10-digit
NIGP number for this new item.

Item ID Category Description

1* 3 Digits Class Road Materials Not Asphaltic
4" and 5" Digits Item Sand and Gravel

6" and 7" Digits Group Gravel

7Th, 8th and 9th Digits Detail* No. 9 UOM=Ton

*The last two digits of the NIGP number, also referred to as Detail in the NIGP code structure, are assigned by the
Cardinal Fiscal Inventory Manager when the new item is set-up in Cardinal. In this example there are only 2 Item
IDs that begin with 7751872. For the Detail number you assign to the end of the NIGP number you may use any
number between the two numbers. In this example, the last 3 digits of the new Item ID would be any number from
001 to 149 or from 151 to 999. The newly created NIGP number will be your Item ID number in Cardinal.
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Add a New Item

7 Once you have determined the new NIGP number / Item ID you will need to add it to Cardinal. Navigate
using the following path:

Main Menu > Items > Define ltems and Attributes > Define Item

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

Item Definition

Find an Existing Value

SetlD: |STATE |@&,

[tem ID:|??5‘IB?2?ED

Add

Find an Existing Value | Add a Mew Value

8 Click the Add a New Value tab.
9 Ensure that STATE is listed in the SetID field.

10 Enter the new NIGP / Item ID number in the Item ID field. If the word NEXT is the defaulted value simply
delete it and enter the new Item ID.

11 Click the Add button.
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Favorites :
-

Common

SetiD:

- MainMenu > Items > Define Items and Attributes > Define Item

70 New
@ Inventory Substitutes Configuration Audit

“Description: ||SALT BRINE PER VDOT SPECIFICATIONS | SETTRTE
Item Status ¥ Inventory tem
Current Status Date: 08/22/2013 *Current Status: IUnder Initialization 'l Hon-Owned ltem

Classifications Dimensions Usage

STATE Item ID: 7751872760

Future Status Date: E‘] Future Status: I 'l Copy ltem Status r Consigned Purchase
 Standard UOM: AT6 QJI Gal | Default Category: [7751872 13 Cateqories
Physical Nature: Goods Jid |
Item Group: QJ
Family: QJ
I liO
Demand Priority: ]
Cost Profile Group: @,
Promise Option: I j
ltem Image Manufacturers Purchasing Item Aftributes Units Of Measure
5] save | [=] notify |

General | Inventory | Substitutes | Configuration | Custom | Audit

[Ek Add | | 7] updatemisplay | | 5] Include History |

12 Verify that you entered the correct 10-digit NIGP number. This is done by checking the Item ID number.
13 Enter / select values for the following required fields:

Description

Standard UOM

Default Category (1% seven digits of the NIGP number)

Physical Nature (Goods or Services)

14 If the item is a WebIMS inventory item, select the Inventory Item checkbox. If it is not an inventory item
select the Non-Owned Items checkbox.

15 Click the Custom tab.
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Character

SetlD:

Mumeric

STATE

[ten Fid C30 A:
[tem Fid C30 B:
[tern Fid C30 C:
[tem Fid C30 Dt

Item ID: 7751872760

Favorites | Main Menu > Items > Define Items and Atfributes » Define Item

Inventory Substitutes Configuration I Custom Audit

Standard Unit of Measure:

SALT BRIME PER VDOT SPECIFICATIONS

I WebIMS Item ID:

E| Save |

[tem Fid C10 B:
[tem Fid C10 C:
[tem Fid C10 Dt

[Z7] Motify

|
|
|
|
240004972 |
|

—
—

General [ Inventory | Substitutes | Confiquration | Custom | Audit

Item Fid C1 A:
Item Fid C1 B:
Item Fid C1 C:
Item Fid C1 Dt
Item Fid C2:
[tem Fld C4:
Item Fld CE:
[tem Fid C8:

[k Add | | 7] Updatemisplay | | =1 Include History |

ATE

WWTTTTTT

16 If the item is an inventory item enter the WebIMS Item ID, i.e., stock number. If it is not an inventory item,
leave the field blank.

17 Click the Save button.

18 Click the General tab.
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Favorites - Main Menu > Items > Define Items and Attributes > Define Item
70 New
1 Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item 1D: TT51872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory tem
Current Status Date: IDS.-'22.-'2013 *Current Status: IUnder Initialization 'l I™ Non-Owned ltem
Future Status Date: [5 Future Status: I 'l Copy ltem Status ™ Consigned Purchase
~Standard UOM: AT6 |, oy Default Category: [r751872 @, Cateqories
*Physical Nature: IGOOdS j
Item Group: Q
Family: Q
Demand Priority: a
Cost Profile Group: Q
Promise Option: I j
ltem Image Manufacturers | Purchasing Item Aftributes | Units Of Measure
5] save | [=] notify | [Ek Add | | 7] updatemisplay | | 5] Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

19 Click the Purchasing Item Attributes link.
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Favorites | Main Menu > Items > Define Items and Attrbutes > Define Item
) New
Purchasing Attributes Purchasing Controls Item Vendor
e —
SetlD: STATE Item ID: 7751872760 Standard Unit of Measure: ATG
Description: SALT BRINE PER. VDOT SPECIFICATIONS
PO Available Date: [o8r2212013 51 *Item Descr: |SALT BRINE PER VDOT SPECIFICAT | [SALT BRINE
Unavailable: 121312009 | Category: 7751872
Standard Price: 01 a7 Model: | @,
Last PO Price: Asset Profile ID: @,
*Currency: UsD @, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
Pri B :
*Long Description: fimary suyer: @
SALT BRINE PER VDOT SPECIFICATIONS (E| W < cociated Picture
File Name:
File Extension:

“Account

Customize | Find | View 1 | B | 2

[Task

First K1 4 or 1 I Last

5012550 @,

ltem Specifications Packing Details

VAT Default

I OK Cancel Apply
Purchasing Aftributes | Purchasing Controls | ltem Vendor

VAT Semvice Treatment Setup

20 The PO Available Date will default to today’s date. Do not change this value.

21 Inthe Unavailable date field enter 12/31/2999.

22 Inthe Standard Price field enter .01 (one cent).

23 If the Description you entered on the previous page was shortened you may enter the full description into the

Long Description field.

24 In the Chartfields section a default Account value may populate. If an Account value does not default you

need to enter one.

25 Click the Purchasing Controls tab.
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i Purchasing Attributes r Purchasing Controls 1 ltem Yendor N

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

7 New V]

SetlD: STATE Item ID: 7751872760
Description: SALT BRINE PER VDOT SPECIFICATIONS
Expand All Collapse All

» Matching Controls
» Receiving Controls
} Sourcing Controls
} Misc. Controls and Options

¥ WorkFlow Notification Controls

BU Affributes

| ok | cancel | Apply |
Purchasing Attributes | Purchasing Controls | ltem Vendor

Standard Unit of Measure:

ATG

26 All sections are collapsed for this panel group. Click the Expand All link to see all available fields.
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Favorites Main Menu > Items > Define Itemsand Attributes > Define Item

" Purchasing Attributes | (REIEAEELEReIIE | ftem Vendor |

SetlD: STATE Item ID: 7751872760 Standard Unit of Measure: ATG
Description: SALT BRINE PER VDOT SPECIFICATIONS
Expand All Collapse All

+ Matching Controls

Lol Tolerance Under
IUIli'l Price Tolerance: 0.00000 0.00000

% Unit Price Tolerance: 0.01 99999
|Ext Price Tolerance: 0.00000] 0.00000
% Ext Price Tolerance: 10.50 99599

+ Receiving Controls

*Receiving Required: | Required vl I~ Inspection Required

¥ Reject Qty Over Tolerance Inspect Sample Percent: 0.00
*Inspection UOM: |Standard j
[ aty Revd Tolerance %: | 10.00 | .
Inspect ID: l—
*Partial Qty: | RecvdfWarn j
Early Ship Reject Days: 2

+ Sourcing Controls
" use Category Sourcing Controls *Sourcing Method: |B—Q@ Basic

Lead Time Factor %: 0.00 Ship to Priority Factor %: I 0.00
Price Factor %: 0.00 Vendor Priority Factor %: I 0.00

+ Misc. Controls and Options

¥ Auto Select I~ Contract Required
¥ Accept Any Vendor ™ RFQ Required

¥ Accept Any Ship To [T stockless tem

[¥ Available in All Regions ¥ Taxable
Close PO Under Percent Tol: ’7 ¥ Include in Planning
Ship Via: [ &

Tolerance Over Tolerance Under

Unit Price Tolerance: ’m ’m

% Unit Price Tolerance: ’m lm

BU Aftributes
|1 oK | Cancel [ Appiy |
Purchasing Attributes | Purchasing Controls | ltem Vendor

27 Some fields will have default values and are grayed out.
28 Enter valid values in required fields, as applicable:
* Unit Price Tolerance: defaults to 0.00.
« Ext Price Tolerance: defaults to 0.00.
* Receiving Required: drop-down menu should always be set to Required.
* Qty Rcvd Tolerance %: set to 10 for bulk commodities. All others are set to O.
29 Click the Apply button.
30 Click the OK button. You will return to the General tab.
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Favorites Main Menu > Itevms > Define Itemsavnd Attributes > Define Item

I Ne
- Inventory Substitutes Configuration Custom Audit

Commaon Classifications Dimensions Usage

SetlD: STATE Item ID: 7751872760

“Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory tem
Current Status Date: M *Current Status: IW I” Non-Owned Item
Future Status Date: ’7@ Future Status: I—;l Copy Item Status I~ Consigned Purchase
+Standard UOM: (276 @, oy Default Category: [r751872 @, cateqories

*Physical Nature: |G°°d5 j
Item Group: Q
Family: Q
Demand Priority: Q
Cost Profile Group: Q
Promise Option: I j

ltem Image Manufacturers Purchasing ltem Afiributes

[Gh Returnto Search | [¥5] Previousin List | [ Nextin List | [=] Notify | [Ek Add| [ UpdateDispiay | |5 include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

31 Click the Save button.

32 If the item can be received and accepted in fractions click the Units of Measure hyperlink.

Page 19 of 43 Last Updated 11/10/2016



m Procurement Job Aid

Procurement Iltems

Modify the Unit of Measure

Favorites | Main Menu > Items > Define Items and Attributes > Define Item

Units of Measure

SetiD: STATE  Item ID: 7751872760
SALT BRINE PER VDOT SPECIFICATIONS

Standard Unit of Measure: ATE Gal
Convert From Find | view All First K8 1074 I L ast
Unit of M T =
<Unit of Measure: A76 19, o,
Unit of Measure M ™
Type Find Il First 1-30f3 Last
*Conversion Rate: I 1.00000000
I Ordering A l =
*Quantity Precision: I Decimal :I' """
IShipping 'l El El -
V¥ Default Stocking UOM [” Default Req UOM v
Rounding Rule
[Stocking -] #[=]
% Natural Round € Round Up
UOM WeightValume Global Trade ltem Mumber

ok | cancet | ooy |

33 Using the Quantity Precision drop-down menu select Decimal.

34 The Rounding Rule section should always be set to Natural Round.
35 Click the Apply button.

36 Click the OK button. You will return to the General tab.
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Favorites Main Menu > Items > Define Items and Attributes > Define Item

Current Status Date:

IDS.-'E 212013 *Current Status:

IF'endingApprovaI 'l

2 Ney
@ Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetiD: STATE Item 1D: 7751872760
*Description: [3ALT BRINE PER VDOT SPECIFICATIONS

¥ Inventory item
™ Non-Owned Item

Future Status Date: ’7@ Future Status:

*Standard UOM: WQ cal Default Category:
*Physical Nature: IGUUUS =l
Item Group: lick

Family: lick

Demand Priority: lick

Cost Profile Group: liQ

Promise Option: I j

ltem Image Manufacturers Purchasing ltem Aftributes

'|§p Return to Search | 1] PreviousinList | [4=] Nextin List | [ Notify |

General | Inventory | Substitutes | Configuration | Custom | Audit

j Copy ltem Status 7 Consigned Purchase

[7751872

Units Of Measure

@, Categories

[y Add | UpdateDisplay | |5 Inciude History |

37 Click the Save button.

38 Using the Current Status drop-down menu select Pending Approval.

39 Click the Save button.
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Favorites Main Menu > Itevms > Define Items Elnd Attributes > Define Item

| e
@ Inventory Substitutes Configuration Custom Audit

Common Classifications Dimensions Usage
SetiD: STATE  ltem ID: 7751872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS

¥ Inventory item
Current Status Date: 08/22/2013  1*Current Status: Active & ™ Hon-Owned ltem
Future Status Date: | [ Future Status: | j Copy ltem Status 7 Consigned Purchase
*Standard UOM: [a76 |2 oy Default Category: 7751872 @, cateqories
*Physical Nature: I Goods j
Item Group: Q>
Family: Q>
Demand Priority: Q>
Cost Profile Group: @,
Promise Option: I ﬂ
ltem Image Manufacturers Purchasing Item Aftributes Units Of Measure

[5] save | [Gh Returnto Search | [t5] Previous inlist | [ Nextin List | [=] Notify | [Ek Add| [ Updatemisplay| [ El Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

40 Upon Save the Current Status updates from Pending Approval to Active. Your new item is created and
the process is complete.

41 Once a new NIGP number / Item ID is created in Cardinal, the item / vendor relationship needs to be
established in Cardinal.
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Create a New Item / Vendor Relationship
1 To create the item / vendor relationship in Cardinal navigate using the following path:

Main Menu > Items > Define Items and Attributes > Purchasing Attributes

4 CARDINAL
= Home | Workist | AddtoFavorites | Signout

Favovrkes Mavaenu > Itej's » Define Iten'sgndAttributes » Purchasing Attributes

2 New Window @ Help =] http
Purchasing Attributes

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

Find an Existing Value

Maximum number of rows ta return (up ta 300). 300

set:  [= =] sTaE &
[TemD | cegms wih =] 0 T0e2 35007

Descnpl\on:l begins wnhj\

Item Group: |heg|ns wnhj‘

Family: |heg|ns wnhj‘

Category: |heg|ns wnhj‘

Qﬂcwm& History [ Case Sensitive
| Clear |Basic Search @ Save Search Criteria

2 Enter the Item ID. In this example, the item 9105435001 (painting services) is used.

3 Click Search button. The Purchasing Attributes page displays.

/P CARDINAL
= Home | Workist | AddtoFavortes |  Signout

Favorites — Main Menu > Items - Define Items and Attrbutes > Purchasing Attributes

Purchasing Attributes Purchasing Controls I Item Vendor I

B New Window @He\p Bcustomiupage = nttp

SetlD: STATE Item ID: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES
PO Available Date: 011011900 [ “ltem Descr: [PAINTING SERVICES [PAINTING &

Unavailable: Category: 9105435
Standard Price: 350000000, pp Model: [ @,

Last PO Price: 3500.00000 Asset Profile ID: @,
*Currency: usD|@, Dollar Ultimate Use Code: @,
Lead Time Days: Physical Nature: Goods
*Long Description: Primary Buyer: o‘
PANTING SERVICES PANTING SERVES &
File Name:
File Extension:
Customize | Find | ) & First K 1071 O Last
*Account Task
5012570 @, | @,
ltem Specifications Packing Details
VAT Default VAT Senvice Treatment Setup
|5) save | | Returnto Search | =] Motify | |5 UpdateDisplay | | & Include History | [7# Correct History

Purchasing Attributes | Purchasing Controls | ltem Yendor

4  Click on the Item Vendor tab.
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Home | Workist | AddtoFavortes |  Signout
Favovm:es Ma\nvMenu > Itelm » Define Items zlnd Attributes > Purchasing Attributes
@New’.’\flmuw @He\p Cusmmlze Page http

| Purchasing Attributes || Purchasing Controls | [Rlb a0k g

SetiD: STATE Item 1D: 9105435001 Standard Unit of Measure: EA

Description: PAINTING SERVICES

¥ Vendor Priorities

Item Vendor Find | View All First L 4 0f7 D | ast

['Vendor SetiD: STATE [@, Vendor Lookup *Status: Active N -]

vendor ID: 0000055848 |3, CARTERS PAINTING ING “Priority: |1

Allocation %: 0 W Include in Planning

Vendor's Catalog:

Vendor Item ID:

Item Extension:

\
\
\
Description: I e

¥ Associated Picture

w Vendor Attributes

Find | View All First K 4or4 I Last

*Price Loc: WAIN @ ¥ Accept Any UOM =]
+Price Date: ) = I Accept Any Ship To Order Nultiples
. ™ Check Order Multiples

P : =

ice Qty: [Line Quantiy | I Price Can Be Changed on Order| [LlUllil TS
Origin Country: < ¥ Use ltem Standard Lead Time

§ . € Round U

Region of Origin: @ Lead Time Days: I £

ltem Vendor UOM Vendor lterm MFG

Return to Vendor Fees ltem Vendor Contracts

Vendors with associations to the item selected are displayed. You may view or find a particular vendor using
the Show previous row or Show next row arrow icons or by clicking on the Find or View All hyperlinks. In
this example, our vendor is not in the list and needs to be added.

6 To add a new vendor relationship to this item click the + sign in the Item Vendor section of the page.

Home | Workist | AddtoFavortes | 5
@Newwmdow @He\p Cusmmizs Page hitp
[ Purchasing Attributes || Purchasing Controls | [BIC L0

SetiD: STATE Item 1D: 9105435001 Standard Unit of Measure: EA

Description: PAINTING SERVICES

} Vendor Priorities

Item Vendor Find | View Al First B g ofg | Last
*Vendor SetiD: STATE [@, endor Loakup atusefactive HE
"Vendor ID: E

Allocation %: o ¥ Include in Planning

Vendor's Catalog:

Vendor Item ID:

\
\
Item Extension: ‘
Description: I (EL

} Associated Picture

+ Vendor Attributes

Find | Viaw All_First K1 10714 I st

*Price Loc: @, ¥ Accept Any UOM =
+Price Date: E5) S ¥ Accept Any Ship To er Ll
N Check Order Multiples
*Price Qty: Line Quanti - -
I w | ¥ Price Can Be Changed on Order| [ Ll
Origin Country: @ F Use ltem Standard Lead Time | Natural Round
. . © Round U
Region of Origin: @, Lead Time Days: I £

Item Vendor UOM Vendor lterm MFG

Return to Vendor Fees ltem Vendor Contracts

|[Fl save | (ot Rewmto Search | [ Wetity |2 UpdateDisplay| | ] Include History | |[# Correct History |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

7 The vendor Priority number is incrementally assigned. In this example, 8.

8 Click on the Vendor ID lookup icon.
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‘ Look Up

Look Up Vendor ID

Vendor SetlD: STATE
Vendor ID: Ibegms wiith jl
Short Vendor Name: | hegins with j |ElA‘r’NEE

“TKUD:” Clear H Cancel |Basic Lookup

Search Results
Mewmﬂ First [4] 12 otz [§] Lasﬂ
VendorID  Short Vendor Name Hame 1

0000038598 BAYRES PRO-001 Baynes Property Managerment
0000051418 BAYNES PRO-002  BAYMNES PROPERTY MANAGEMENT|

9 Find and click on the Vendor ID that you wish to associate with the selected item.

A
Favovntes Ma\nvMenu » Items » Define Items and Attributes > Purchasing Attributes
& New Window @He\p IZ’Customize Page B hitp
| Purchasing Attributes || Purchasing Controls GRG0
SetiD: STATE Item 1D: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES

} Vendor Priorities

Item Vendor Find | View All @naula 0 Last
“Vendor SetiD: [sTATE @, vendor Lookup “staws:  [Adive 7] =
*Vendor ID: [0000051418 |3, BAYNES PROPERTY MANAGEMENT “priority: | 3|

Allocation %: l—n ¥ Include in Planning
Vendor's Catalog:

Vendor Item ID:

Item Extension:

\
\
\
Description: I (EL

} Associated Picture

~+ Vendor Attributes

*Price Loc: MAIN @, ¥ Accept Any UOM =
“Price Date: E5) B I Accept Any Ship To Al e

§ ™ Check Order Multiples
P : -
rice auy: [ine Quarity | ¥ Price Can Be Changed on Order| JiSlUl G0

Origin Country: < ¥ Use ltem Standard Lead Time
" . € Round U
Region of Origin: @ Lead Time Days: I g

Vendor ltem MFG

ltem Vendor Contracts

|5 save | (G Retumito Search | |=] Hotity | |2 Updatemispiey| |1 include History | [F5# Correct History |

Purchasing Aftributes | Purchasing Controls | tem Vendor

10 The selected vendor information populates as shown above.

11 Click on the Item Vendor UOM hyperlink.
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P CARDINAL

Home | ‘Workist | AddtoFavortes |  Signout
Favorites — Main Menu > Items - Define Items and Attrbutes > Purchasing Attributes

& New Window @He\p IZ’CustomizePage %hﬂp

Vender's UOM and Pricing Information

SetlD: STATE Item ID: 9105435001 PAINTING SERVICES

Vendor: 0000051418 BAYNES PROPERTY MANAGEMENT Location: MAIN

Unit Of Measure Find | View All First E) 4 of 4 I Last

Zuom: [EA @ Eacn ¥ Default Packing Details =
Minimum Quantity: | 1.0000 Effective Dated UOM

Maximum Quantity: Update PO

0.0000
CONVersion 1o item sase VUM
*Rate Type: Standard - “Qty Precision: Whole Mbr = Rounding Rule

—  Natural Round
Std UOM Rate: | CetSwRate |  Round Up

‘Order Quantity Multiple:

UONIBHES SHTGIES Find | View Al First I 1 of4 I Last
*Effective Date: 1112212013 El “Currency Code: UsD|@, =
*Status: Active d Vendor Price: 3500.00000
*Minimum Quantity: 1.0000 Standard Price Update Status: No Update =

Qty Revd Tolerance %: 0.00 BU Price Update Status: No Updats 2

¥ Matching Controls

I| OK | Cancel |

12 Item information populates as shown and is available for edit, if necessary.

13 The Minimum Quantity may be less than 1.

14 The Maximum Quantity will default to 0 and should not be changed.

Home | ‘Workist | AddtoFavortes |  Signout
Favovm:es Ma\nvMenu » Items > Define Itemsand Attributes > Purchasing Attributes

@Nemeduw @He\p CLIEIUFHIZEPEQE hrlp

Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES

Vendor: 0000051418 BAYMES PROPERTY MAMAGEMEMT  Location: MAIN

Unit Of Measure Find | View Al First &) 1 of 1 D Last
*UOM: [EA |9 Eacn ¥ Default Packing Details =
Minimum Quantity: 1.0000 Effective Dated UOM
Maximum Quantity: 0.0000 Order Quantity Multiple: ’— Undate PO

Conversion to ltem Base UOM

“Rate Type: Standard hal *Qty Precision:

Std UOM Rate:

# Natural Round
 Round Up

UOM Price Attributes

+
*Effective Date: 1112212013 *Currency Code: usD @, =

*Status: Active d Vendor Price: 3500.00000
“Minimum Quantity: 1.0000 Standard Price Update Status: No Update =
Qty Revd Tolerance %: 0.00 BU Price Update Status: No Update -

¥ Matching Controls

II oK HICanceJ|

15 The Qty Precision value defaults to Whole Number and should be changed to Decimal.

16 Click OK. The Purchasing Attributes page will display.
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Home | ‘Workist | AddtoFavortes |  Signout
Favorites — Main Menu > Items - Define Items and Attrbutes > Purchasing Attributes

Purchasing Attributes Purchasing Controls Item Vendor

SetlD: STATE Item 1D: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES

& New Window @He\p [‘qustomizepage E nttp

} Vendor Priorities

“Vendor SetiD: [STATE 1@, Vendor Logkup “staws:  [Acve =] [#[=]
"*Vendor ID: [0000051418 |@,  BAYNES PROPERTY MANAGEMENT *priority: | 3|
Allocation %: [ F Include in Planning

Vendor's Catalog:

Vendor Item ID:

Item Extension:

\
\
\
Description: I @@

} Associated Picture

Find | View All First K 10f4 D Last

*Price Loc: WAIN @, ¥ Accept Any UOM FE
*Price Date: PO = ¥ Accept Any Ship To er Nultiples
Check Order Multiples

*Price Qty: Line Quanti ha i

I v = ¥ Price Can Be Changed on Order| [t Rl
Origin Country: N ¥ Use ltem Standard Lead Time  Natural Round

 Round U

Region of Origin: @ Lead Time Days: I g
ltem Vendor UOM Vendor ltem MFG
Return to Vendor Fees Item Vendor Contracts

L+ Returnto Search | |[=] Notify | UpdateDisplay | [ 5] inciude History | |[%# Correct History
Purchasing Attributes | Purchasing Controls | tem Vendor

17 Click Save. The item vendor relationship is now set.

Create Item / Vendor Relationship: Strategic Sourcing Event

Upon selection of and the posting of the award to the bidder, the vendor / item relationship is automatically
established. The item is now available to be added to any contract specific to this vendor.

Please refer to the course titled 501 PR345 Strategic Sourcing for additional details on creating and awarding
events.

Create Item / Vendor Relationship: Purchase Order

Item / vendor relationships are not required when creating ad-hoc purchase orders. Cardinal allows the user to
select any item or category for insertion into a line. POs may also be created from sourcing events or contracts.

Please refer to the course titled 501 PR344 Processing Purchase Orders for details on creating POs.

1 When entering a PO from a sourcing event where the quantity on the PO is greater than the quantity on the
sourcing event, a message, similar to the one below, may be displayed:
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Giuantity over vendor maximum supported gquantity of 100, Convert quantity to
Standard LUOM. {10200,274)

FO line quantity is over vendor maximurm supported guantity. The systerm will
canvert the line quantity to standard L.

2 Click OK.

3 Asthe Maximum Quantity and Vendor Price defaults in from the sourcing event or contract you may need
to update the Purchasing Attributes on the Item / Vendor Relationship page in order to proceed.

4 Using the Item ID, from the event or contract award, find the item and follow steps 11-17 as noted in the
section above titled Create a New Item / Vendor Relationship.

Favo_rkes MainvMenu > Itevrm > Define Itermzlnd Attributes > Purchasing Attributes

Home | Workist | AddtoFavortes | Signout

) New Window ®He|p Bcustum\wFage Ehrlp

endor's UOM and Pricing Information

SetlD: STATE ftem 1D: 9137750120 BOX CULVERT CLEANING, GREATER
Vendor: 0000051418 BAYNES PROPERTY MANAGEMENT Location: MAIN
Unit Of Measure Al First K14 074 I L ast
“uom: LLF @ UnearFoot ¥ Default Packing Details =
Minimum Quantity: [ 10000 Effective Dated UOW
Maximum Quantity: [ 0.0000 Order Quantity Multiple: ] Update PO
*Rate Type: |0vemde j| 1.00000000 *Qty Precision: Decimal |
€ Natural Round
Std UOM Rate: | GetSidRate £ Round Up
UOM Price Attributes Find | View Al First K 40f1 I Last
*Effective Date: 110712013 *Currency Code: WO‘ =
*Status: m Vendor Price: ,m
*Minimum Quantity: 1.0000 Standard Price Update Status: No Update =
Qty Rcvd Tolerance %: 0.00 BU Price Update Status: No Update 2

¥ Matching Controls

|
-

5 Find the vendor on the Purchasing Attributes page.

6 Using the Item Vendor UOM hyperlink, update the Maximum Quantity, Vendor Price and Qty Precision
values, as needed.

7 Click OK. The Purchasing Attributes page will be displayed.
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| [ @ CARDINAL
=4 Home | Workist | AddtoFavortes | Signout

Favortes  Man Menu > I‘telns > Defne Iterrsa_nd Attrbutes > Purchasing Attrbutes

P Altributes P Controls m

@ newwindow DHelp [ Customize Page [ hitp

SetiD: STATE Item 1D: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES

“Vendor SetiD: STATE @, yendor Lookup *Status: | Active v #Hi=
*Vendor ID: 0000051418 @,  BAYNES PROPERTY MANAGEMENT *Priority: |8
Aliocation %: ¥ Include in Planning
Vendor's Catalog:
Vendor ltem ID:
Item Extension:
Description: I o
» Associated Picture
~ Vendor Attributes 0| Vi At et K3 g ore I Last
*Price Loc: MAIN Q ¥ Accept Any UOM L=
*Price Date: PO - ¥ Accept Any Ship To
Check Order Multiples
*Price Qty: Line Quantity hd 5
[ = 7 Price Can Be Changed on Order | s
Origia Country: R ¥ Use item Standard Lead Time @ Natural Round
€ Round
Region of Origin: 3, Lead Time Days: | ound
vendor tem MFG
| (i) Save | b Returnto Search | = Notify 1 UpdateDsolay ) inchde History |7 Correct History
L Altibutes | Purchasing Controls | Hem Vendor

8 Click Save.

9 Upon Save the item / vendor relationship is updated with your changes.

Create Item / Vendor Relationship: Procurement Contract

When entering a contract using the Item lookup, the items listed are narrowed down to items related to the vendor
selected. If the item you are searching for is not available in the list you will need to create the relationship by
following the steps noted in the section titled Create a New Item / Vendor Relationship .

Please refer to the course titled 501 PR348 Procurement Contracts for details on creating contracts.

Add an Item Unit of Measure (UOM)

Contact the VITA helpdesk to request new UOM type. Be sure to reference Cardinal in the helpdesk request.
Once your helpdesk request is complete you may add the new UOM to an item / vendor relationship.

Example: Item 9105435001, Painting Services, has a UOM of EA (each). Item 9105435000, Painting Services,
has a UOM of HUR (hour). You need to have a UOM of FTK (square foot), for a specific contract service. Your
request to the helpdesk for the new UOM has been completed. You now need to set up the UOM on the item /

vendor relationship.

1 Using the Item ID find the item and follow the step 1-5, noted in the section above titled Create a New Item /
Vendor Relationship.
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Favovm:es ; Ma\nvMenu b3 Itegs > Define Itermzlnd Attributes > Purchasing Attributes

@ MNew Window @ Help Customize Page hitp
s N @ | vyl
Purchasing Atfributes Purchasing Controls Item Vendor
SetiD: STATE Item ID: 9105435001 Standard Unit of Measure: EA

Description: PAINTING SERVICES

} Vendor Priorities

Item Vendor Find | View Al First D g ofg | Last
“Vendor SetiD: [sTATE 2, Vendor Lookup “staws:  [Acive 7] =
"Vendor ID: [0000057418 |2, BAYNES PROPERTY MANAGEMENT “priority: |8
Allocation %: l—[l ¥ Include in Planning
Vendor's Catalog:

Vendor Item ID:

Item Extension:

\
\
\
Description: I M@

} Associated Picture

~ Vendor Attributes

*Price Loc: MAIN 2 Accept Any UOM El
*Price Date: o = I Accept Any Ship To EHIE T

. ™ Check Order Multiples
“Price Qty: -
a [1an= Quarity [ ¥ Price Can Be Changed on Order| [t Ui

Origin Country: A F Use ltem Standard Lead Time
. -  Round U
Region of Origin: @ Lead Time Days: I P

Vendor ltem MFG

Item Vendor Contracts

|F] save | [Gh Retumto Search | |7 Hotity |

| Uptateisplay | | /£ include History |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

2 On the Item Vendor tab locate the vendor.

3 Click on the Item Vendor UOM hyperlink. The Vendor’s UOM and Pricing Information page is displayed.

P CARDINAL

Home | Workist | AddtoFavortes |  Signout
Favorites — Main Menu > Items - Define Items and Attrbutes > Purchasing Attributes

& New Window @He\p @Customlz&?age Ehﬂp

Vender's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES
Vendor: 0000051418 BAYNES PROPERTY MAMAGEMENT  Location: MAIN
"Unit Of Measure view Al First K11 ofa Tt ot
*UOM: [EA |2 Eaen ¥ Default Packing Details
Minimum Quantity: 1.0000 Effective Dated UOM
Maximum Quantity: 0.0000 Order Quantity Multiple: ’— Undate PO

Conversion to ltem Base UOM

*Rate Type: Standard - =Qty Precision: Dhma\ Rounding Rule

—— & Natural Round
Std UOM Rate: | celsWRale | £ Round Up

UOM Price Attributes

<1 ™
Al First 10f1 Last

“Effective Date: 11/22/2013 =Currency Code: [usoja, =
*Status: Active j' Vendor Price: ’m
“Minimum Quantity: 1.0000 Standard Price Update Status: [NoUpsae =]
Qty Revd Tolerance %: 0.00 BU Price Update Status: [NoUpsate &

» Matching Controls

OK | Cancel |

4 To add a new UOM to the relationship click the + sign in the Unit of Measure section of the page.
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Favovm:es Ma\nvMenu b3 Itegls > Define Itemszlnd Attributes > Purchasing Attributes

Home | Waorkist

;_E' MNew Window @ Help

| AddtoFavorites | Signout

E{'Cusmmiz& Page B hitp

Vendor's UOM and Pricing Information

9105435001
MAIN

SetlD: Item ID: PAINTING SERVICES

STATE
0000051418 BAYMES PROPERTY MANAGEMENT

Vendor: Location:

Find | view Al First K 2002 1 Lact

FHE=

I~ Default

—

Packing Details
Effective Dated UOM

Update PO

FTK @, Square Foot
= e
L

0.0000

*UoM:

Maximum Quantity: ‘Order Quantity Multiple:

‘Conversion to ltem Base UOM

Rounding Rule

*Rate Type: Standard > *Qty Precision: Decimal j'
# Natural Round
Std UOM Rate: EciSidRale © Round Up

Find | View All First &) 1 0f4 I3 Last

HE

UOM Price Attributes

11/22/2013 el USD @,

*Effective Date:

*Status: Active = Vendor Price: | 100000,
*Minimum Quantity: 7.0000 'Standard Price Update Status:

Qty Revd Tolerance %: 0.00 BU Price Update Status: lm

F Matching Controls

D Gance

Select the new UOM using the Look Up UOM icon.

Update the Qty Precision to Decimal.

5
6
7 Enter a Vendor Price. Any value may be entered and this information will default on the PO.
8 Click OK. The Purchasing Attributes page will display.

9

On the Purchasing Attributes page click Save. The item is now set up with the additional UOM and is
available for selection when using this vendor.

Example: Update the UOM on a Procurement Contract
Previously we added the new UOM of FTK on the item (9105435001) / vendor (000051418) relationship.
1 To use this UOM on a procurement contract navigate to create a contract using the following path:

Main Menu > Procurement Contracts > Add/Update Contracts
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f% CARDINAL |

Home | ‘Workist | AddtoFavortes | Signout
Favovm:es Ma\nvMenu > Procuramagt Contracks > Add/Update Contracts

Contract Entry =l
Contract
Contract Version

SetlD: STATE  Copy From Contract
Contract ID: NEXT ‘\lersion: | 1 Status: Current .

hewVersion .
~Status: lﬁppmve a = (e ol Approval Due Date:
Administrator/Buyer: ‘ QE
Process Option: Purchase Order Add Comments Activity Log
Vendor: BAYNES PRO-00@, Vendor Search Contract Activities Document Status

Primary Contact Info Thresholds & Notifications
“VendorIn: 0000051418 __A] avES PROPERTY MANAGENENT
*Begin Date: 1112212013

Caontract Releases

Expire Date: Eﬂ Contract Reference

Renewal Date: 5 [ Amount Symmary ]
Currency: [UsD/@, [CRRNTE, Maximum Amount: 0.00' usp
Primary Contact: [ Line Item Released Amount: 0.00

Vendor Contract Ref: ‘ Category Released Amount: 0.00

Description: ‘ Open Item Released Amount: 0.00

Master Contract ID: ‘ O‘ Total Released Amount: 0.00

™ Tax Exempt I

¥ Qrder Contract Options

~ Contract Items

Catalog Search ltem Search Search for Contract Lines

Order By Amount || em Information | Defautt Schedule || Release Amounts | Release Quantties || Line Groupings

Include for

Line Item Description uom Category Relonse Status
p B i O‘II B & &ev R ~ Active =
Wiew Cateqory Hierarchy Cateqgory Search

For additional details on creating contracts please refer to the course titled 501 PR348 Procurement Contracts.
2 Create a contract using Vendor ID, 0000051418.
3 Click on the Look up Contract Line Type ID icon to select the Item ID, 9105435001.

Look Up Contract Line Type ID

Vendor SetlD: STATE
Vendor ID: oopnost41a
Item SetlD: STATE

Ttem ID: |begm5 ith j\

kem Description: | beging with j \

| LookUp | Clear || Cancel |Basic Lookup

Search Results
MWiew 100 First [4] 16 of5 (3] Last

em ID em Description

9883601000 GROUNDS MAINTENANCE: MOWING, E
9883642000 GROUNDS MAINTEMANCE: MOWING, E

4 The items listed are narrowed down to items related to the vendor selected.

5 Click on the Item Id 9105435001 hyperlink.
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rkist | AddtoFavorites |  Signout
Favovm:es i Ma\nvMenu > Procuramagt Contracts > Add/Update Contracts
Contract Entry =
Contract
Contract Version
SetiD: STATE  Copy From Contract
Contract ID: NEXT ‘Version: | 1 Status: Current 5
MewVersion . )
*Status: Approved - L Approval Due Date:
Administrator/Buyer: ‘ N
Process Option: Purchase Order 4dd Comments Activity Log
Vendor: BAYNES PRO-00:2, Vendar Search Contract Activities Document Status
Primary Contact Info Thresholds & Notifications
*vendor I0: 00000514781 BavNES PROPERTY HANAGEMENT
"Begin Date: 2R3 Contract Releases
Expire Date: Contract Reference
Renewal Date: i [ Amount Summary ]
Currency: USD @, [CRRNT, Maximum Amount: 0.000 usD
Primary Contact: 2 Line ltem Released Amount: 0.00
Vendor Contract Ref: ‘ Category Released Amount: 0.00
Description: ‘ Open Item Released Amount: 0.00
Master Contract ID: ‘ * Total Released Amount: 0.00
™ Tax Exempt [
¥ Order Contract Options
+ Contract ltems
Catalog Search Item Search Search for Contract Lines
Lines -
{555 Order By Amount || ltem information || Default Schedule | Release Amounts | Release Quantities || Line Groupings
Line item Description uom Category '“;:"::s':' Status
1 105435001 @, [PANTING SERVICES =t s 123 9105435 SR 9 Active =
Wiew Cateqory Hierarchy Category Search

6 The default UOM of EA is automatically populated.
7 Click the Line Details icon to the left of the Item. The Details for Line X page displays.

Category: 9105435
Description: Status: Active
Category ID: 04244 Physical Nature: Goods d

Transaction ltem Description:
PAINTING SERVICES PAINTING SERVICES ﬁl“é

Language ltem
PAINTING SERVICES PAINTING SERVICES

Expand All Collapse All

} Item Information
} Release Amounts / Quantities

~ Pricing Information
™ Use Vndr Price UOM Adjustments
I” Use Vender Price Shipto Adjust

I” Use Contract Base Price
[¥ Price Can Be Changed on Order

Price Date: I PO Date — Adjust: | Before Contract Adjustments ﬂ
Price Qty: |Lme ‘Quantity j Order By Amount
Qty Type: |Currsm Order Quantity j ™ Amount Only

—

NMerchandise Amount:

Selectthe eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract.

Schedule Defaults

UOM/Pricing Customize | Find | First K1 4 or 1 O Last

Base Price Curr

3500.00000 USD @,

Price Loc uom

M MAN @ (EA @

8 Expand the Pricing Information section by clicking on the arrow to the left of the section title.

9 Click the UOM lookup icon.

Page 33 of 43

Last Updated 11/10/2016




CARDINAL Procurement Job Aid
Procurement Items

‘ Look Up

Look Up UOM

Unit of Measure: | hegins with j \
Description: |hegm5 with j‘

[ Lookup || Clear [ Gancel |Basic Lookup

Search Results

Deseription
Each
Souare Foat

10 Both UOMs are available.
11 Select the Square Foot hyperlink.

Transaction ltem Description:
|F‘NNT\NG SERVICES PAINTING SERVICES @

Language ltem
PAINTING SERVICES PAINTING SERVICES

pand Al Collapse Al
¥ Item Information

} Release Amounts | Quantities
~ Pricing Information

[¥ use Contract Base Price ™ use Vndr Price UOM Adjustments

[# Price Can Be Changed on Order I~ Use Vendor Price Shipto Adjust
| Before Contract Adjustments j

Price Date: [PO Date - Adjust:
Price Qty: |Lme Quantity j Order By Amount
| ™ Amount Only

Qty Type: |Currem Order Quantity
NMerchandise Amount:

Schedule Defaults

Selectthe eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract.

First K1 1 or 1 I3 Last

UOM/Pricing L
Price Loc uom Base Price Curr
P wAN afFk @ f 475.00000 [USD @, =

Enter the lead times and schedule quantities to be used for contract generated purchase order
releases. Quantity is in standard UOM, and will be converted to the UOM that is selected as the

Release Default atthe time of release
Shipping Template Find
Lead Time Time Due *Qty Sched UOM

I o 1.0000] EA B

| oK |I Cancel || Refresh |

12 The FTK, i.e., square foot, UOM is populated.

| ELy

13 Click OK and complete the contract entry procedures.
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Example: Update the UOM on a Purchase Order

Previously we added the new UOM of FTK on the item (9105435001) / vendor (000051418) relationship.

1 To use this UOM on a PO navigate to create a PO using the following path:

Main Menu > Purchasing > Purchase orders > Add/Update POs

Home | Workist | AddtoFavorites |  Sign out
Favorites - Main Menu > Purchasing » Purchase Orders > AddfUpdate POs

& New Window @ Help E,/ Customize Page 3 http
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open C

PO ID: NEXT

Copy From: hd ™ Hold From Further Processing

“PO Date: 11/2212013 [ vendor Search

Vendor: BAYNESPRO-002 % yiorsor petals

- Receipt Status:

*Vendor ID: 0000051418 @, BAYNES PROPERTY MANAGENENT hotRec )
*Di E i - Dispatch

“Buyer: CAROLINEHUDGIN@,  Hudgins, Caroline S. (/DOT) Dispatch Method: Print H¢

PO Reference: | VA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT

Web Ms?: T eVA Interfaced: NSEV
eVA Dttm:

Header Details Activity Summary

FOfefauls | Amount Summary |

Add Comments

PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 0.00 USD

Add ltems From

Purchasing Kit Catalog Item Search
Custormize | Find | View A1 BV [ 38 First £ 4074 1 Last
m Ship To/Due Date || Statuses || fem nformation | Affributes | RFQ || Contract | Recsiving
N . g N Merchandise
Line item Description PO aty UOM  Category  Price e Status
1 | iQ,I| (= Q, 2 o 0000 0pen |G| [E || [=]

For additional details on creating contracts please refer to the course titled 501 PR344 Processing Purchase
Orders.

2 Create a PO using Vendor ID, 0000051418.

3 Follow normal PO procedures, as referenced in the course titled 501 PR344 Processing Purchase Orders,
to find and select the Item Id, 9105435001.
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|  AddtoFavorites |

Ma\nvMenu b3 Purchvasmg > Purchasevorders » Add/Update POs

. B0 New Window @He\p E,iCusmmizeF‘age = nttp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Stafus: Open ~
PO ID: NEXT

Copy From: il ™ Hold From Further Processing

*PO Date: 1112212013 Vendor Search

Vendor: BAYNES PRO-002 |3, Vendor Details
Receipt Status:

“Vendor In: 0000051418 % BAYNES PROPERTY MANAGENENT HotRecd R
*Dis - - Dispatch

“Buyer: CAROLINEHUDGIN/®,  Hudgins, Caroline S. (YDOT) Dispatch Method: Print T et

PO Reference: ‘ VA PO Type: R01 @, Routine Bill Vendor
eVA Order Method: PRNT

WebMs?: T eVA Interfaced: NSEV
eVA Dttm:

Header Details Adtivity Summary

Add Comments 3

PO Activities Add ShipTo Comments Merchandise: 570000
FreightTax/Misc.: 0.00 | Calculate
Total Amount: 5,700.00 USD

Add Items From

Purchasing Kit Catalog ltem Search

Lines Customize | Find | view 41 [ | 3 First B g 014 I Lost
{500 ShipTo/DueDate | Statuses | feminformation || Attributes | RFQ || Contract | Receiving

Merchandise

Line item Description PO Qty “UOM  Category Price Amouny | Status
1 9105435001 @, [PANTING SERVICES 2] & [ 120000 IE‘\ @ l3105435 475.00000 570000 0pen  §2 [E
| Close Short All Lines | “Go to: [.-more .. |
View Approvals
| save | [=] notity | [ Refresﬂ: |k add| [ Updaaemmy]

4  The default UOM of EA is automatically populated.
5 Click the Look up UOM icon.

Look Up UOM

Vendor SetlD: hegins with j |

Vendor 1D: contains j|51418
Vendor Location: | begins with j|

temn SetlD: STATE

ftem ID: 9105435001
Unit of Measure: | begins with j |
Description: |hegms with j|

| LookUp || Glear || Gancel |pasic Lookus

Search Results

[\I\ewmﬂ First [4] 12 of2 [B] Lasﬁ

Unit of Measure iption Vendor Default UOM
i m

==
Souare Footh l

6 All UOMs for this item vendor relationship are displayed and may be selected.

7 Click on the FTK Unit of Measure hyperlink.
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Home | Workist | AddtoFavortes |  Signout
Favorites  Main Menu > Purchasing » Purchase Orders » Add/Update POs

& New Window @He\p E-)Customize Page =) hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Open e

POID: NEXT

Copy From: hd ™ Hold From Further Processing

“PO Date: 1112212013 [ vendor Search

Vendor: BAYNESPRO-002 (2 yenoor petais

- Receipt Status:

“Vendor ID: 0000051418 @ BAYNES PROPERTY MANAGEMENT Hot Recuo )
*Dispatch Method: Print - Dispaten

*Buyer: CAROLINE HUDGIN @, Hudgins, Caroline S. (VDOT) pa

PO Reference: I VA PO Type: RO1 @, Routine Bill Vendar
eVA Order Method: PRNT

Webims?: T eVA Interfaced: NSEV
eVA Ditm:

Header Details Activity Summary

— s —————————————

Add Comments X

PO Activities Add ShipTo Comments Merchandise: 5,700.00
FreightTax/Misc.: 0.00 Caleulate
Total Amount: 5700.00 USD

Add Items From
Purchasing Kit Catalog ltem Search

T
Customize | Find | View 21 | B | 7

First K 1 011 I Last
Ship To/Due Date | Staluses | ffem information | Afiributes || BFQ | Contract | Beceiving

Line item SEmarne PO aty 31 Merchandise
—

Amount  Status

— —
1 I_%Igmsusum @, [PANTING SERVICES 2| €5 [ 120000 [FTKGL (9105435 [£75.00000 570000 0pen &0 [B &l =

Category _Price

Close Short All Lines *Go to: |..More - j
View Approvals

save | =] Notity | | Refresh | 4 Add| | 2] UpdateiDisplay |

8 The PO line information updates based on the selected UOM and is ready for completion.

9 Follow normal PO procedures, as referenced in the course titled 501 PR344 Processing Purchase Orders
to complete your PO.

Inactivate an Item:

1 Once an NIGP number / Item ID is entered into Cardinal it cannot be modified or deleted. However, you can

make changes, inactivate, and in some cases, reactivate the Item ID. To inactivate an Item ID navigate
using the following path:

Main Menu > ltems > Define Iltems and Attributes > Define Item
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Favgr'rtes Main_Menu » Items > Define Itermns and Attributes : Define Item

Item Definition

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

|| Find an Existing Value Add a New Yalue

Maximum number of rows to return (up to 200} W
SetiD: = = |STATE

Il Item ID0: begins with j Tre1872760
Description:| begins with 3

[

p=ap

Category: |begins with 7| @,
ttem Group: [ begins with =] | @,
Family:  [begins with 7] | @,
™ Include History I Case Sensitive
Search Clear |Basic Search [gF Save Search Criteria

Find an Existing Value | Add a Mew Value

Click the Find an Existing Value tab.
Ensure that STATE is listed in the SetID field.

Enter the NIGP number / Item ID you want to find.

a b~ W N

Click the Search button.
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ltem Image Manufacturers Purchasing ltem Aftributes

5] save | [Eh Return toSearch | =] Notify |

General | Inventory | Substitutes | Configuration | Custom | Audit

Favorites - Main Menu > Itevms > Define Items zlnd Attributes > Define Item
2 Ney
Inventory Substitutes Configuration I Custom I Audit
Commaon Classifications Dimensions Usage
SetlD: STATE Item 1D: 7751872760
*Description: [$ALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: 08/22/2013  *Current Status: m ™ Non-Owned Item
Future Status Date: ’7@ Future Status: l—;l Copy ltem Status I~ Consigned Purchase
*Standard UOM: [a76 1@, cal Default Category: [r751872 @, cateqories
*Physical Nature: IGOOdS j
Item Group: Q
Family: @,
Demand Priority: @
Cost Profile Group: Q
Promise Option: I j

Units Of Measure

[Ek Add| [ UpdateDisplay | |F Include History |

6 The General tab is displayed.
7 Click the Custom tab.
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Favorites . Main Menu » Items > Define Items and Attrbutes > Define Item
I/ General | Inventory || Substitutes || Configuration Audit
Character Mumeric
SetiD: STATE Item ID: 7751872760 Standard Unit of Measure: ATE
SALT BRIME PER VDOT SPECIFICATIONS
Item Fld C30 A: | Item Fid C1 A: |—
Item Fid C30 B: | Item Fid C1 B: |_
Item Fld C30 C: | Item Fld C1 C: |—
Item Fld C30 D: | Item Fid C1 Dt |—
WebIMS Item ID: [tem Fid C2:
Item Fid C10 B: | Item Fid C4:
Item Fid C10 C: Item Fid C6:
Item Fid C10 D Item Fid C8:
[5] save || [t Returnto Search | [[=] Notify | El Add | Update/Display | | E] Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

8 Remove the WebIMS Item ID value (stock number).

9 Click the Save button.

10 Click the General tab.
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ltem Image Manufacturers |F'urchasing ItemArlributesl

[5] save | [G Returnto Search | =] Notify |

General | Inventory | Substitutes | Configuration | Custom | Audit

Favorites Main Menu > Items > Define Items Elnd Attributes > Define Item
B Ne
Inventory Substitutes Configuration Custom Audit
Commaon Classifications Dimensions Usage
SetiD: STATE Item ID: 7751872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: M *Current Status: m ™ Non-Owned Item
Future Status Date: ’7@ Future Status: l—;l Copy ltem Status 7 Consigned Purchase
*Standard UOM: [a76 |2 oy Default Category: 7751872 @, cateqories
*Physical Nature: I Goods j
Item Group: Q
Family: Q
Demand Priority: Q
Cost Profile Group: @,
Promise Option: I ﬂ

Units Of Measure

[Ek Add| [ Updatemisplay| [ El Include History |

11 If the item should be removed from both inventory and non-inventory, click the Purchasing Item Attributes

hyperlink.
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Favorites © Main Menu > Items > Define Itemnsand Attrbutes > Define Item

7 1g

Purchasing Attributes Purchasing Controls Iltem Vendor

SetlD: STATE Item ID: 7751872760 Standard Unit of Measure: ATG

Description: SALT BRINE PER WDOT SPECIFICATIONS

PO Available Date: 08/22/2013 Bl *ltem Descr: |SALT BRINE PER VDOT SPECIFICAT  [SALT BRINE
Unavailable: 08/22/2013 El Category: 7751872

Standard Price: | 0.01000  a75 Modet: | @,

Last PO Price: 0.01000 Asset Profile ID: @,
*Currency: usD @, Dollar Ultimate Use Code: @,

Lead Time Days: Physical Nature: Goods

i Primary Buyer:

*Long Description: Ty Buy C%

SALT BRINE PER VDOT SPECIFICATIONS (E Associated Picture

File Name:
File Extension:
Customize | Find | View A1 | B First EI 4 of 1 IV ast

*Account Task

5012550 @ | Q@

ltem Specifications Packing Details
VAT Default VAT Semvice Treatment Setu

[ ] own oo

Purchasing Attributes | Purchasing Controls | ltem Vendor

12 Change the Unavailable field date value to today’s date.
13 Click the Apply button.
14 Click the OK button. The General tab displays.
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Favorites | Main Menu > Items > Define Itemsand Attrbutes > Define Item
e
General Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
*Description: [$ALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory ltem
Current Status Date: 08/22/2013  *Current Status: IAdive 'l ™ Hon-Owned ltem
I Future Status Date: 08/23/2013 'Eﬂ IFuture Status: |Ina|:1i\.'e jICog_\f Item Status = Consigned Purchase
*Standard UOM: ATE @ g Default Category: [751872 @, cateqories
*Physical Nature: IGOOdS j
Item Group: @,
Family: Q>
Demand Priority: Q>
Cost Profile Group: Q>
Promise Option: I j
ltem Image Manufacturers Purchasing ltem Aftributes Units Of Measure
|Gt Return to Search | [[=] Notify | [Ek Add| [ Updatemispiay| |5 Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

15 Change the Future Status Date field to tomorrow’s date.
16 Select Inactive from the Future Status drop-down menu.

17 Click the Save button. Your entries are saved and the item is unavailable effective immediately.
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