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About Procurement Contracts 

Users with the Contract Administrator or Buyer role can add and manage Procurement 

Contracts in Cardinal.  Procurement contracts resulting from Strategic Sourcing or ad-hoc 

events allow users to execute subsequent Purchase Orders (POs) for goods or services. 

Cardinal uses versioning to enter and track contract modifications. Each contract modification is 

numbered as the most recent version, which makes the previous version unavailable. Price 

adjustments are effective dated to allow for future adjustments. Cardinal tracks all modifications.   

Cardinal reports show all contract and purchase order activities and related payments. 
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ENTERING A NEW CONTRACT  

 

1 Navigate to: Main Menu > Procurement Contracts > Add/Update Contracts. 

2 Select Add a New Value tab. SetID = STATE, Contract ID = NEXT. Do not enter a Contract ID.  

Cardinal automatically assigns one.  Contract Process Option = Purchase Order.  Do not select 

any other option! 

3 Click Add button. 
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4 Enter all values shown (specific to your contract) to include Administrator/Buyer, Vendor, Begin 

Date, Expire Date, Vendor Contract Ref (i.e. VDOT Contract Administrator), Description and 

Maximum Amount (if applicable). 

Note: If multiple VDOT Contract Administrators are assigned, use the Contract Activities hyperlink 

to keep record.   

 

 

5 Enter Item number. Description and UOM default from the Item number as shown above.  If you 

enter a Category, the Description and UOM become available for entry.                                                  

See: Procurement Items Jobaid for additional information.  

6 If you are creating a Parts/Catalog type contract, check the Allow Open Item Reference.  
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7 If you wish to issue the PO by amount only, click the Order by Amount tab and check the Amt Only 

box. This will default the PO quantity to 1. Enter a Merchandise Amount for the value of the PO. 

This allows a user to receive any invoice value, rather than quantity.  

8 Click the line details icon. 

 

 

9 Enter Unit Price/Base Price (as applicable).  Check the Use Contract Base Price to lock down the 

price on the PO.   Check the Price Can Be Changed on Order to allow for price edits on the PO.  

10 Enter Minimum Line Quantity or Maximum Line Quantity (if applicable). 

11 Use Shipping Template section to pre-set the values that will default onto a PO.  

12 Click OK.  
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13 Click on Contract Reference hyperlink. 

 

 

14 Enter Contract Category, Responsible Org, Estimated Contract Value and Contract Renewal 

Options information. 

15 Click OK. 
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16 Click the Thresholds & Notifications hyperlink.  

 

17 Check the Send Date/Amount Notification box. 

18 Enter information in the Date Notification, Maximum Amount Notification and/or Notification 

Assignments sections. You may add any number of names and types of notifications. Cardinal 

sends emails to those identified. 

19 Click OK. 
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20 Click the Add Comments hyperlink.  

 

 

21 Enter your comment. Click the plus sign + icon to add additional comments.  

22 Check the Send to Vendor and/or Copy to Purchase Order box if you want the comment to print on 

the PO.  

23 Click on the Attach button to add any document (pdf, doc, jpg, etc.) 

24 Click on the Use Standard Comments hyperlink to use pre-populated comments.  
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25 For Example: Select a pre-loaded comment (as applicable). The comment text will default in and is 

available for edit.  

 

 

26 Click OK. 
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27 Click Save.  

28 Contract ID and Approved Date are shown.  
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UPDATING A CONTRACT 

 

1 Click on New Version button.  

 

 

2 Message is displayed as shown.  

3 Click Yes. 

 

 

4 Select Reason Code from the look-up and enter Comments why a new version is being created. 

5 Click OK. 
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6 Version 2 of the contract opens for editing. 

7 You may change any field and add/or cancel lines, as necessary.  

 

 

8 In this example, we are adding a second line by Category.  

9 Click on Line Details icon.  
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10 Enter a Base Price and Qty Sched.  

11 In this example, Price Can Be Changed on Order is selected.  

12 Click OK. 

 

 

13 Change Status to Approved. 

14 Message is displayed as shown. 

15 Click OK. 
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16 Click Save. 

 

 

17 Contract Version 2 Status changes from Draft to Current and is now available for use. 
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 CONTRACT PRICE ADJUSTMENTS  

Price adjustments are done by using effective dated updates to the original contract base price(s).      

Note: Do not change the Base Price when adjusting prices.  

 

1 While a contract version is Open, click on a Line Price Adjustment icon. 

 

2 Price Adjustment page displays the Base Price for the selected line.  Note: you can change the base 

price by Percentage or Amount.  
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In this example: CPI% or PPI% is permitted per the terms of the contract and is approved. This is the 

first price adjustment, so you may change the price by Percentage.  

 

 

3 Enter an Effective Date for adjustment to take effect.  

4 Check the General Adjustment. Then enter the CPI or PPI Percentage. 

5 Click OK. 

 

 

6 The Base Price changes to the Adjusted Price as shown and is available on the new Effective Date. 
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In this example: You are adjusting the price by an Amount.  

 

7 Enter an Effective Date for adjustment to take effect.  

8 Check the Match UOM. Then enter the Amount (+ or –) to the Base Price to make the new change.  

9 Click OK. 

 

 

10 Shading in the Icon indicates that a price adjustment has been made. 

11 Repeat steps 13 -16 from the previous topic to complete the new contract version.   

 

Note: Any additional price adjustments must be done by Amount, not Percentage. Reason: In 

Cardinal, adjustments are calculated against the Base Price, not the most recent adjusted price.  
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CREATING A CONTRACT FROM A SOURCING EVENT 

 

 

 

12 Upon completion of Bid Analysis and determination of Award, navigate to: 

Sourcing > Maintain Events > Award Events. 

13 Under Award Type, select PO Contract.  

Note: General Contract is not used in Cardinal! 

14 Enter PO Business Unit and payment Terms. 

Note: Vendor/Item Relationship (Vndr/Item Rel) is automatically checked and established as a 

function of a sourcing event.  

15 Click Post Award.   

 

  

 

 
 

 

 



 Procurement Job Aid 

Procurement Contracts 

Page 17 of 30  Last Updated 3/13/2014 

 

 

16 Contract page is displayed.  

 

 

17 Change Status to Open. NOTE: All fields open for edit. 

18 Enter values for Begin Date, Expire Date, Renewal Date (if applicable), Vendor Contract Ref (i.e. 

Contract Administrator), Description, etc.   

19 Click on Contract Reference hyperlink. 
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20 Enter values for: Contract Category (Requirements, Parts/Catalog, etc.), Responsible Org, 

Estimated Contract Value, Renewal info (if applicable).   

21 Click OK. 

 

 

22 Click on each Line Details icon.  
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23 Sourcing Event Item Values will default in as shown. Edit values (if applicable).  

24 Click OK. 
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25 Change Status to Approved. 

 

 

26 On the Change Reason page, enter Reason Code and Comment. 

27 Click OK. 
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28 Click Save. 

29 Contract Status is Current and is available for use. 
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CONTRACT HELPFUL HINTS 

 

Document Status Hyperlink 

 

 

Click the Document Status hyperlink.  

 

 

The Document Status page displays all related documents in hyperlink format for view.  
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Add/Edit Comments Hyperlink 

 

 

Click the Edit Comment hyperlink.  

 

 

Click the plus sign + icon under Comments to enter up to 999 additional comments.  Click Attach button 

under Associated Document to attach a document related to the contract.  
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Contract Activities Hyperlink 

 

 

Click the Contract Activities hyperlink.  

 

 

The Contract Activities page provides an online log that tracks contract activities, such as Purchase 

Orders, Staffing, Compliance, etc.   The Comments field expands to allow for more than 1,000 

characters.  
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PO Defaults Hyperlink 

 

Click the PO Defaults hyperlink.  

 

 

The Payment Terms ID can be set to 30 days or 00 (Invoice Date), as applicable. Note: 30 days  

defaults onto the Purchase Order. If the 00 term has been selected on the contract, a message will be 

displayed when building the PO as a reminder to make the payment term change.   
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CONTRACT REPORTS & QUERIES 

 

Contract Usage Details Report: 

Displays a summary of Contract Information and Description to include all Purchase Orders issued, 

as well as Invoice and Voucher information. 

 

Navigate: Procurement Contracts > Reports > Contract Usage Details 
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PO Balance Detail Report: 

Displays a detailed listing of Purchase Order activity against a single contract, to include Line Details, 

Receivers, Vouchers and Remaining Quantities. You may run the report by Purchase Order or 

Contract number. 

 

Navigate: Purchasing > Purchase Orders > Reports > PO Balance Detail Report 
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Contract Executive Summary Report: 

Displays a summary of both Contract and related PO amounts by contract type, to date.  

 

Navigate: Procurement Contracts > Reports > Contract Executive Summary Rpt 

 

Enter Contract Category: (Requirements, Parts, etc.) 
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Contract Line Detail Query: 

 

Displays Contract Details and all Line Item Pricing related to any selected contract(s). 

 

Navigate: Reporting Tools > Query > Query Viewer 

 

 

Select V_PR_CNTRCT_DETAIL and click on HTML 

 

Enter Contract ID (Example shown) 
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Contract details and line information is displayed. 

 

 


