?A-ACARD'NAH Procurement Job Aid

Procurement Contracts

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.

ENTERING A NEW CONTRACT Pages 1-8

UPDATING A CONTRACT Pages 9-12
CONTRACT PRICE ADJUSTMENTS Pages 13 - 15
CREATING A CONTRACT FROM A SOURCING EVENT Pages 16 - 21
CONTRACT HELPFUL HINTS Pages 22 - 25
CONTRACT REPORTS & QUERIES Pages 26 - 30

ENTERING A NEW CONTRACT

>

£8 |~ | Aaddiupdete Contracts X | Virginia,gov - Home Wl Ms.com *3 Goagle -8 1 de v page~ Safety - Tooks~ @~
|4 CARDINAL
— Home | Workist | AddtoFavorites | Sign out
Favgrites | Main Menu > Procurement Contracts > Add/Update Contracts
@ New Window (2)Help T nttp
Contract Entry
Find an Existing Value [ A A

SetlD: STATE ‘4,
Contract ID: NEXT

Contract Process Optior§| Purchase Order v

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

2 Select Add a New Value tab. SetlD = 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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ECARD'NAH Procurement Job Aid

Procurement Contracts

Home | Workist | AddtoFavortes | Sign out

Favo'ntes Main'Menu » Procurement Contracts > Add/Update Contracts
) New Window @ Help E,-/ Customize Page = http
Contract Entry
Contract
Contract Version
SetiD: STATE  Copy From Contract
Contract ID NEXT IVersion: ‘ 1 Status: Current .
MNew Version . [
*Status: HA_ppmved—L, = Approval Due Date:
Administrator/Buyer: VIKEHALL Qsj Hall, Mike (VDOT)
~+ Header
Process Option: Purchase Order Add Comments Activity Lag
Vendor: BAYNES PRO-00;@, Vendor Search Document Stalus
Primary Contact Info Thresholds & Notifications
“Vendor n: 0000051418 . payNES PROPERTY NANAGEMENT
“Begin Date: 11012013 Contract Releases
Expire Date: 122172014 [} Contract Reference
Renewal Date:
Currency: UsD @, [CRRNT, Maximum Amount: usD
Primary Contact: ) Line ltem Released Amount: 0.00
Vendor Contract Ref: ohn Jones Richmond A Category Released Amount: 0.00
Description: On-Call Building Repairs Open ltem Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00
I™ Tax Exempt [
¥ Order Contract Options
¥ Contract ltems
¥ Contract Categories
| save | (=] wotity | [ Refresﬂ] B ada| [ Updaaeumay]

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.

~ Order Contract Options

¥ Allow Multicurrency PO I~ Must Use Contract Rate Date Rate Date: 1110142013
¥ Corporate Contract Adjust Vendor Pricing First ¥ Auto Default

T Lock Chartfields ™ Price Can Be Changed on Order *Dispatch Method: Print - . Dispatch |

PO Defaults Add Open ltem Price Adjustments Price Adjustment Template

~+ Contract ltems

Catalog Search ltem Search Search for Contract Lines

n

T
Customize | Find | view 41| 2 Frsi Kl 4 011
L Order By Amount | ftem information || Default Schedule | Release Amounts || Release Quanties || Line Groupings | [F=EX)

Last

~ L Include for

Line Item Description uom Category = Status

1 Effe715001000 Jo. [ProreERTY == MON 9716001 QS B 4 Active =
View Category Hierarchy Category Search

b Contract Categories

5] Save | =] Notify | |3 Refresh | |Eh Add | | 5] UpdateiDisplay |

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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?ACARD'NAH Procurement Job Aid

Procurement Contracts

~ Contract ltems

Catalog Search ltem Search Search for Contract Lines

&
Find | view 41 [ | 2 First K] q.org O Last

Detais | (EEA= XTIl fem nformation || Defaul Schedule | Release Amounts | Release Quantiies || Line Groupings

e e,
n . = Release as
Line item Description Amt Only | Merchandise Amount e
1 II%’ imﬁnmnnm @, [FROFERTY == | I 70,000 0] r E =
View Category Hierarchy Cateqgory Search
¥ Contract Categories
Save [S] Netify |i% Refresh % Add | ] Update/Display

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.

+ Release Amounts / Quantities

Minimum Line Amount: Minimum Line Quantity:
Maximum Line Amount: Maximum Line Quantity:
Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00
Remaining Amount: uso Remaining Quantity: 0.0000 MON
Remaining Amount %: Remaining Quantity %: 0.00

¥ Use Contract Base Price ™ Use Vndr Price UOM Adjustments

¥ Price Can Be Changed on Orde: ™ Use Vendor Price Shipto Adjust

Price Date: PO Date - Adjust: [Before Contract Adjustments =]
Price Qty: [Line Quantity Order By Amount

L 7 A it Oni
Qty Type: [current Order Quantity =l mount Only
Merchandise Amount: 10000.00!

Select the 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.

Customize | Find | View 41|

Price Loc uom Base Price Curr
I MAIN @ mon @& | Imuuu 00000 \ISD @ [+][=]

Enterthe 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 Defaultatthe time ofrelease.

i

First K1'1 of 1 I3 Last

Shipping Template Customize | Find | View Al | B |
Lead Time Time Due *Qty Sched UOM

[ 0 0.0001] MON H|=

| .
oK I Cancel Refresh

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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Procurement Contracts

Workist | Addto Fav

Favo'm:es Main'Menu » Procurement Contracts > Add/Update Contracts
F New Window @ Help E,-/ Customize Page 3 htp =]
Contract Entry
Contract
Contract Version
SetiD: STATE  Copy From Contract
Contract ID: NEXT IVersion: ‘ 1 Status: Current -
MNew Version . [
*Status: Approved - — Approval Due Date:
Administrator/Buyer: MIKE HALL A Hall, Mike (vDOT)
Process Option: Purchase Order Add Comments Activity Log
Vendor: BAYNES PRO-00:@,, Vendor Search Contract Activities Document Status
Primary Contact Info Thresholds & Notifications
*Vendor In: 0000051418 . Bariies PROPERTY ANAGEMENT
"Begin Date: 012013 @ Contract Releases
Expire Date: 12/31/2014 -
Renewal Date: [ Amount Summary
Currency: usD @, [CRRNTS, Maximum Amount: 0.000 usD
Primary Contact: ) Line Item Released Amount: 0.00
Vendor Contract Ref: ‘Jnnn Jones -Richmond CA Category Released Amount: 0.00
Description: on-Call Building Repairs Open ltem Released Amount: 0.00
Master Contract ID: ‘ & Total Released Amount: 0.00
[~ Tax Exempt [

13 Click on Contract Reference hyperlink.

Workist | Addto

Favovm:es MainvMenu > Procurement Contracts > Add/Update Contracts
I New Window @Help L-)CuslnmlzePagE Ehnp

Contract Entry

Contract Reference

SetiD: STATE

Contract ID: NEXT Contract Version: 1

Contract Information

[Contract Category: [REQUIREMENTS =l  GLBusiness unit: 50100 @,
Estimated Contract Value: \ 10,000.000 Responsible Org: {10003 @,
Supplement Agreement

Supplement Number: Supplement Date:

Supplement Amount: ‘

Contract Renewal Options

[Renewal Date From: 01/01/2015 [ Renewal Date To: 1213112015 [H

Joriginal Number of Renewal Options: | 2 Current Renewal Period: | 0]

l oK IH Cancel | Refresn |

14 Enter Contract Category, Responsible Org, Estimated Contract Value and Contract Renewal
Options information.

15 Click OK.
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Procurement Job Aid
Procurement Contracts

| Workist | AddtoFaverites |  Sign out

Favorites : Main Menu > Procurement Contracts > Add/Update Contracts

A Newwindow (ZHelp [ Customize Page Elhtte X

Contract Entry

Contract

SetiD: STATE  Copy From Contract
Contract ID: NEXT Version: ) 1 Status: Current

*Status: W [ewVersion | Approval Due Date: E
Administrator/Buyer: [MIKEHALL A Hall, Mike (vDOT)

Process Option: Purchase Order A0d Comments Activity Log
Vendor: ’mo\ Vendor Search Contract Activities Document Status

Primary Contact Info
“Vendor I0; 0000051418 . paynES PROPERTY HANAEMENT
“Begin Date: 10112013 Contract Releases
Expire Date: ’W Contract Reference
Renewal Date: yiﬁ
Currency: WO\ mqh Maximum Amount: 0.00] usp
Primary Contact: Y Line Item Released Amount: 0.00
Vendor Contract Ref: Hohin Janes -Richmand CA Category Released Amount: 0.00
Description: [on-Call Building Repairs ‘Open ltem Released Amount: 0.00

16 Click the Thresholds & Notifications hyperlink.

| workist | AddicFavorites | Signout

Favn_rrtes : Mavaenu » Procurement Contracts > AddfUpdate Contracts

@NewWindnw @He\p E,/Cusmmize Page Ehnp
Contract Entry

Thresholds & Notifications

| ¥ send Dateiamount Notification]

Expand All Collapse All

~ Date Notification

Motify User when contract is within specified days of Expire Date

Expire Date: 12/31/2014 Notify Days Before Expires: 90
Expiration Notification Date: 100212014
Motify User when contract is within specified days of Renewal Date
Renewal Date: ]\7 Notify Days Before Renewal:
Motify User when New Contract or Draft is within specified days of Approval Due Date
Approval Due Date: El Motify Days Before Approval:

Approval Notification Date:

» Maximum Amount Notification

~ Notification Assignments Customize | Find |

—SHLTET UserID User Description Email Address
Type
1/| Expiration = MIKE.HALL Q, Hall, Mike (VDOT) soamike hall@vdot virginia gov E|
Maximum Amount: 0000 ygp
Total Line Released Amount: 0.00
Total Category Released Amount: 0.00
Open ltem Released Amount: 0.00
Total Released Amount: 0.00

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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Procurement Contracts

CARDINAL
Home | ‘Workist | Addto Favorites

Favorites — Main Menu > Procurement Contracts > Add/Update Contracts

B NewWindow (DHelp [ Customize Page Entp =

Contract Entry

Contract
Contract Version

SetlD: STATE  Copy From Contract
Contract ID: NEXT Version: : 1 Status: Current
~status: m [-ewVersion. | Approval Due Date: El
AdministratoriBuyer: MIKE HALL S Hall, Mike (VDOT)
v Header
Process Option: Purchase Order Add Comments Activity Log
Vendor: BAYNES PRO-00:2, Vendar Search Contract Activities Document Status

Primary Contact Info Thresholds & Notifications
“Vendor ID: 0000051418 O gaviyes PROPERTY MANAGEMENT

“Begin Date: 1012013 Contract Releases
Expire Date: 12212014 ) Contract Reference
Renewal Date: El

Currency: WG\ wqh Maximum Amount: 0.00/ usD
Primary Contact: yiq‘ Line ltem Released Amount: 0.00
Vendor Contract Ref: ‘Jahn Jones -Richmond CA Category Released Amount: 0.00
Description: [On-Call Building Repairs Open ltem Released Amount: 0.00
Master Contract ID: ‘ % Total Released Amount: 0.00

I™ Tax Exempt [

20 Click the Add Comments hyperlink.

CARDINAL
Home | Workist | AddtoFavorites | Sign out

Fav:yrtes : Main'Menu » Procurement Contracts > Add/Update Contracts

& New Window @Help [‘-)CustomwzeF’age = nttp

Contract Entry
Header Comments

SetlD: STATE Contract ID: NEXT Version: 1

*Sort Method: Comment Time Stamp j *Sort Sequence: Ascending j I

Find | View All First B 1 0f1 I Last
Inactivate [+ ]

Comment Status: Active [

15 contract is for "On-Call” buidling repairs, as necessary. One PO will be issued for the value of the contract.
Repair Orders will be placed via faxiemail to the vendor with a description of requested services. All prices will be in
accordance of the IFB and Contract . etc. \

I ™ Send to Vendor ™ Show at Receipt I Copy to Purchase Drderl

Associated Document

Attachment: Atach view.|[ Delste. | [¥ Email

From -= CNT STATE-NEXT

| OK | Cancel | Refresh |

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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CARDINAL Procurement Job Aid
Procurement Contracts

CARDINAL

Favo_rtes i Ma'n_Menu | 4 ot Contracts > Add/Update Contracts

Worklist | AddtoFavorites | Sign out

Look Up
SetlD: STATE
Standard Comment Type:

PR
Standard Comment ID: begins with ‘

Description: | begins with w H

LookUp | Clear | Cancel |Basic Lookup

Search Results
rﬂswﬂlll First [4] 1-11 011 [i] Last

Standard Comment ID Deseription
HO CONDUCT BUS

ELIVERY COMMEN

2VA TERMS AND CONDITIONS:
INSURANCE STANDARD
JUSTIFICATION COMMENT:

PRICE QUOTE COMMENT:

PRICE REASOMABLENESS COMMENT.
SOLE SOURCE PURCHASE.

EXEMPT FROM COMPETITION:

25 For Example: Select a pre-loaded comment (as applicable). The comment text will default in and is
available for edit.

| wWorkist | AddtoFavortes | Sign out

Favorites | Main Menu | ¢ jat Contracts > Add/Update Contracts
& New window (D)Help [# Customize Page [ hitp
Contract Entry

Header Comments

SetiD: STATE  Contract ID: NEXT Version: 1

*Sort Method: ‘CommentTime Stamp v “Sort W‘ Sort

se Standard Comments Comment Status: Active Inactivate [+
DELIVERY/RECEIVING REQUIREMENTS: ¢
Send to Vendor [ Show at Receipt [¥] Copy to Purchase Order

[ show at Voucher

Associated Document

Attachment: Attach e lmelele Email

| mllc:.mlnanssn

26 Click OK.
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CARDINAL Procurement Job Aid

Procurement Contracts

Kist | AddtoFavorites |  Sign out

Favgrites  Main Menu > Procurement Contracts > Add/Update Contracts
Enewwindow (DHelp [& Customize Page [ nttp

Contract Entry

Contract

Contract Version
SetiD: STATE )
Contract ID: 0000000000000000000041952 version: .‘ 1 Status: Current
NewVersion .

L status: J Approved Date: 11/01/2013
Administrator/iBuyer: MIKE HALL Hall, Mike (VDOT)

Process Option: Purchase Order Edit Comments Acthvity Log

Vendor: BAYNES PRO-002 Contract Activities Document Status

Primary Contact Info Thresholds & Mofifications

vendor ID: 0000051415 BAYNES PROPERTY VANAGEWENT

Begin Date: 1100112013 Coniract Releases

Expire Date: 12i31/2014 Contract Reference

Renewal Date: | Amount Summary ]
Currency: usD CRRNT Maximum Amount: 0.00 USD
Primary Contact: Line ltem Released Amount: 0.00

Vendor Contract Ref: John Jones -Richmond CA Category Released Amount: 0.00

Description: On-Call Building Repairs Open ltem Released Amount: 0.00

Master Contract ID: Total Released Amount: 0.00

I~ Tax Exempt I

¥ Order Contract Options

» Contract ltems

¥ Contract Categories
[2e o (o S s

27 Click Save.

28 Contract ID and Approved Date are shown.
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CARDINAL Procurement Job Aid

Procurement Contracts

UPDATING A CONTRACT

ntracts > Add/Update Contracts
&3 New Window :’) Help \ﬁ)cus\omile Page i nip A

Contract Entry
Contract
SetiD: STATE )
Contract ID: 0000000000000000000040467 1 Status: Current
*Status: _—|ADWW€ d 3 Approved Date: 05/16/2012
Administrator/Buyer: MIKE HALL Hall, Mike (VDOT)
Process Option: Purchase Order Edit Comments Ativity Log
Vendor: COX COMM-001 Contract Activities Document Status

Primary Contact Info Thresholds & Notifications
Vendor ID: 0000052364 COX COMMUNICATIONS N N

--------------------- View Changes
Begin Date: 06/01/2012 Contract Releases Current Change Reason
Expire Date: 05/31/12014 Contract Reference
Renewal Date:
Currency: usp CRRNT Maximum Amount: 0.00 USD
Primary Contact: Line Item Released Amount: 0.00
‘Vendor Contract Ref: John Smith-Foreman/Supervisor Category Released Amount: 0.00
Description: Conduit Trenching for Comm Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00
Tax Exempt

1 Click on New Version button.

Contract must be saved before a Draft can be created. (10400,577)

Contract must be saved hefore a Draft can be created. Hit Yes to proceed with
Saving the contract and creating a Draftwersion. Hit No to cancel out and

continue working with the Current version.
=

2 Message is displayed as shown.

3 Click Yes.

Home | Workist | AddtoFavortes | Signout
Favovrites Mahyenu > PlomremrltContracts > Add/Update Contracts

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

Change Reason

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

SetiD: STATE Contract ID: 0000000000000000000040467

Reason Code: |OTHER @

Comment: [mopiFicATION £ 84

[Juse same Reason Code

I OK Ic:mool Refresh

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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Procurement Job Aid

Procurement Contracts

Favorites | Main Menu > Procurement Contracts > Add/Update Contracts

_____ o ) &
ey
*Status: ﬁ Sl Approval Due Date:
Administrator/Buyer: MIKE HALL Q Hall, Mike (VDOT)
~ Header
Process Option: Purchase Order Edit Comments Actiity Log
Vel . COX COMM-001 Q. Vendor Search Contract Activities Document Status
r Primary Contact Info Thresholds & Notifications
“Vendor ID: 0000052384 A coy comMUNICATIONS )
oeoimoiz W View Changes
*Begin Date: Contract Releases
Expire Date: 05/31/2014 B Contract Reference
Renewal Date: c}
Currency: USD @, [CRRNTA, Maximum Amount: 0.00) usp
Primary Contact: L Q Line item Released Amount: 0.00
Vendor Contract Ref: John Smith-Foreman/Supenvisor Category Released Amount: 0.00
Description: Conduit Trenching for Comm Open Item Released Amount: 0.00
Master Contract ID: * Total Released Amount: 000
D Tax Exempt

» Order Contract Options

~ Contract ltems

Catalog Search ltem Search Search for Contract Lines

TELECOMMUNICATION SERVICES (NOT OTHERWISE CLASSIFIED)
Lines

Order By Amount | ltem Information

Default Schedule | Release Amounts | Release Quantities | Line Groupings.

Line Ktem Description UOM  Category e tor status
TELECOMMUNICATION SERVICES (NOT
= OTHERWISE CLASSIFIED) = !
1 B 9157901000 TELECOMMUNICATION SERVICES(NOT | &t [HUR  (s1s7001 (OO | (R M |Active
OTHERWISE CLASSIFIED)

6 Version 2 of the contract opens for editing.

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

Favo'ntes Main Menu > I'DG.IfemEfl(COﬂtﬂCB >

I NewWindow @D Help [ Customize Page [ http

Contract Entry
Contract
Contract Version
SetiD: STATE
B Version: 2 Status: Draft
Contract ID: 0000000000000000000040467
T Delete Version | .

*Status: | Open i eisinni/omion: Approesl Doa Dete: =
Administrator/Buyer: [MIKE HALL Q Hall, Mike (VDOT)

¥ Header

 Contract ltems

Catalog Search Item Search

Search for Contract Lines

TELECOMMUNICATION SERVICES (NOT OTHERWISE CLASSIFIED)

Customize | Find | View 41| B |

Order By Amount tem Information Default Schedule Release Amounts Release Quantties Line Groupings

Line ttem Description UOM  Category '";g'e‘" Status

TELECOMMUNICATION SERVICES (NOT OTHERWISE CLASSIFIED) TELECOMMUNICATION SERVICES (NOT OTHERWISE -
CLASSIFIED) B HR 9157901 O O F & |Adve

9NN 91579&,'@ ®

&l

@

4] Active

View Category Hierarch Category Search

» Contract Categories

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

9 Click on Line Details icon.
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CARDINAL Procurement Job Aid

Description:

Manufacturer’s Item ID: @

UPN ID:
~ Release Amounts / Quantities

Minimum Line Amount: Minimum Line Quantity:

Maximum Line Amount: Maximum Line Quantity:

Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00
Remaining Amount: usD Remaining Quantity: 0.0000 EA
Remaining Amount %: Remaining Quantity %: 0.00
~ Pricing Information

it SISt Use Vndr Price UOM Adjustments
I Price Can Be Changed on Ol’l!el Use Vendor Price Shipto Adjust
Price Date: Due Date v Adjust: Before Contract Adjustments
Price Qty: Line Quantity v OGOV Uy ANTOm
[ Amount Only
Qty Type: Current Order Quantity )

Merchandise Amount:

Schedule Defaults

Select the 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.

Price Loc

uom

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 i View L I 1
Lead Time Time Due i Sched UOM
[ o[ i\ 1.0000 IA B=E=
oK Cancel | Refresh

Procurement Contracts

10 Enter a Base Price and Qty Sched.
11 In this example, Price Can Be Changed on Order is selected.

12 Click OK.

This action will make the Draft version become the Current version when you
Save (10400,591)

Ifyou leave the status as Approved and then hit Save, the Current version will
become a History version and this Draft version will become the Current

version.

13 Change Status to Approved.
14 Message is displayed as shown.

15 Click OK.
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CARDINAL Procurement Job Aid
Procurement Contracts

& New window (D)Help [# Customize Page [ hitp

Contract Entry
Contract
setiD: —
Contract ID: 0000000000000000000040467 Version: 2 Status: Draft
*Status: [iewiersions| Approval Due Date:
Administrator/Buyer: MIKE.HALL Hall, Mike (VDOT)

~ Contract tems

Catalog Search ltem Search Search for Contract Lines

TELECOMMUNICATION SERVICES (NOT OTHERWISE CLAS SIFIED)

Order By Amount Release Quantities | Line Groupings.

Default Schedule | Release Amounts.

tem information

ttem Description uom Category R Status

TELECOMMUNICATION SERVICES (NOT
OTHERWISE CLASSIFIED)
TELECOMMUNICATION SERVICES (NOT
OTHERWISE CLASSIFIED)

B MISC Trenching Costs & ea 9157901 O T R Active X

2 9157901000 8 HUrR 9157001 (SRR Active X

i Hierar Cateqory Search

» Contract Categories

I Return to Search lE}Nﬂi‘y %% Refresh Adds| |FxUpdateiDisplay,

16 Click Save.

Fa\m_ntes i Ma'n_Menu > Pr nt Contracts > d/Update Contracts
@New Window @ Help E{Cus\uml}.e Page ﬁ hitp
Contract Entry
Contract
SetiD: STATE
Contract ID: 0000000000000000000040467 ‘Ve sion: 2 Status: Current
ewdersion .
=Status: Approved 3 Lizi f210.50 ]} Approved Date: 05/29/2012
Administrator/Buyer: MIKE. HALL Hall, Mike (VDOT)

~ Contract tems

Catalog Search ltem Search Search for Contract Lines

TELECOMMUNICATION SERVICES (NOT OTHERWISE CLASSIFIED)

Order By Amount Release Quantities | Line Groupings.

Default Schedule | Release Amounts.

em Information

item Description uom Category Release Status

TELECOMMUNICATION SERVICES (NOT
OTHERWISE CLASSIFIED)
TELECOMMUNICATION SERVICES (NOT
OTHERWISE CLASSIFIED)

B MISC Trenching Costs B e 9157901 [SIRVal= Adive

B 9157901000 B HUR 9157901 o R Active

i Hierar Category Search

) Contract Categories

[5) save  [ob RetumtoSearch | Moty ¥ Refresh |

Add,| [FeipastcDispley,

17 Contract Version 2 Status changes from Draft to Current and is now available for use.
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ECARD'NAH Procurement Job Aid

Procurement Contracts

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.

Contract Entry L.
Contract
Contract Version
SetiD: STATE
Contract ID: 00! 404 Version: 1 Status: Current
Pk [Ghen 3 (miewiemion Approved Date: 05/29/2012
Administrator/Buyer: MIKE HALL Q Hall, Mike (VDOT)
~ Header
hoa: Add Comments
Process Option: Purchase Order 4dd Commen Activity Log
Ver . GIANT GRADALL Vendor Search Contract Activities Document Status
—_— Primary Contact Info Thresholds & Notifications
“Vendor 1D 0000052863 ‘A, GanT GRADALL AND EQUIPMENT RENTAL LLC A —
i 1= ’ 4
. . 1291201
“Begin Date: 705 242N2 B Contract Releases Current Change Reason
Expire Date: 052812014 E) Contract Reference
Renewal Date: Bl | Amount Summary |
Currency: USD @, |[CRRNT@, Maximum Amount: 1177,576.50. usp
Primary Contact: 1 GARY R GADDY Line Item Released Amount: 0.00
Vendor Contract Ref: Joe Vendor Category Released Amount: 0.00
Description: Gradall with Operator Open Item Released Amount: 0.00
s S Q Total Released Amount: 0.00
[JTax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00 T
» Order Contract Options
Catalog Search ltem Search Search for Contract Lines
RENTAL OR LEASE OF EARTH MOVING EQUIPMENT, PER VADOT SPECS
Lines
Qrder By Amount Jtem Information Default Schedule Release Amounts Release Quantities Line Groupings
= P Include for
Line tem Description uom Category AT Status
1 [ [9753410198 @, [RENTALORLEASE =i 8 HUR 9753410 Active ==
2 [ (9753410196 @, [RENTALORLEASE =/ & HUR 9753410 Active H = v

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

Workiist |  Addto Favorites |  Sign out

Favorites . Main Menu > Procuramagt Contracts » Add/Update Contracts

& New Window @ Help @’ Customize Page [ htp
Contract Entry

Price Adjustments for ltem Line 1

SetiD: STATE  Contract ID: 0000000000000000000040468  Version: 1 Line: 1 RENTAL OR LEASE OF EARTH MOWIN

Price Adjustments Find | View Al First EI 40f1 O Last
*Effective Date: 06/15/2012 *Status: |Active =1 *Calculation Method: Sum All Adjustments = [¥][=]

Find | View Al First K 4 o84 I3 Last
Restrictions

™ General Adjustment
™ Match Shipto

Ship To:
™ match UOM

UoM: [ &

I” Hard Price
™ Ignore If Other Adjustments
I” Stop Price Calculation Here

Sequence: ’71
Vendor Loc: 2

Adjustment Detail Customize | Find | View 4 First K 9 074 I Last

*Method Percentage Adjusted Price

Percentage I 10785000 I
| ok | cancel | Refresh |

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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ECARD'NAH Procurement Job Aid

Procurement Contracts

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.

& New Window aj) Help A_'f Customize Page & hitp
Contract Entry

Price Adjustments for Iitem Line 1

SetiD: STATE  Contract ID: 0000000000000000000040468  Version: 1 Line: 1 RENTAL OR LEASE OF EARTH MOVIN

(06152012 9

Find | View A

T
um All Adjustments | (] [=]

tatus: |ACiVe ¥ =Caiculation Method:

Criteria Method Restrictions [+ [=]
Vendoriocs MAN @ Match Shipto [ignore If Other Adjustments

ship To: | [ stop Price Calculation Here

Match UOM

UoM: ]

*Method Percentage Adjusted Price |
Percentage I 23 107.85000
.~ OK  Cancel | Refresh

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.

|

Home | Workist | AddtoFavortes | Sign out
Favorites | Main Menu | ¢ ot Contracts > Add/Update Contracts

@ New Window 3) Help Lofcuslomlze Page ﬁhﬂv
Contract Entry

Price Adjustments for Item Line 1

SetiD: STATE  Contract ID: 0000000000000000000040468  Version: 1 Line: 1 RENTAL OR LEASE OF EARTH MOVIN

Price Adjustments

Find | Vi 4] D,

*Status: | Active ¥ | *Calculation Method: 'STurVnAIIAdJuslmems v [+ [=]

06/15/2012

*Effective Date:
Find | Vew Al Frst K 4or4 D Last
=HE
Sequence: [ General Adjustment [ Hard Price
Vendor Loc: AN @ Match Shipto [Jignore If Other Adjustments
Ship To: [—] O Stop Price Calculation Here
Match UOM
UOoM:

*Method Percentage Adjusted Price I
Percentage 2.3000 110.33055|
OK Cancel Refresh

6 The Base Price changes to the Adjusted Price as shown and is available on the new Effective Date.
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ECARD'NAH Procurement Job Aid

Procurement Contracts

In this example: You are adjusting the price by an Amount.

Home | Workist | AddtoFavorites | Sign out
Fav:yrtes : Main'Menu » Procurement Contracts > Add/Update Contracts

& New Window @Help @Customwz& Page [ nttp
Contract Entry

Price Adjustments for Item Line 1

SetlD: STATE  Contract ID: 0000000000000000000040468  Version: 1 Line: 1 RENTAL OR LEASE OF EARTH MOVIN

Price Adjustments
*Effective Date:

[ First K 4 of 4 I Last
Sum All Adjustments 'I E|

an First K 4 of 4 O Last

061152012 [ ~status: [Active =l +calculation Method:

Restrictions
Sequence: ™ General Adjustment I” Hard Price
Vendor Log: I™ match Shipto ™ Ignore If Other Adjustments
Ship To: r Stop Price Calculation Here
Currency:
¥ Match UOM
UOM: LTN [@,
Adjustment Detail Customize | Find A irst Kl 1071 0 Last
*Min Qty Max Qty *Method Amount Adjusted Price
I 10000 [999999999.9999 [Amount =] I 2.43000 I 11033000 (]| [=]
| oK |JCancel | Refresh |

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.

48 CARDINAL

Home | workist | AddtoFavorites | Sign out
Favn_rn:es i Man_Menu | 4 ot Contracts > Add/Update Contracts

Vendor Contract Ref: -oe Vendor Category Released Amount: 000 a
Description: Gradall with Operator Open ltem Released Amount: 0.00
Master Contract ID: @ Total Released Amount: 0.00
[ Tax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00

) Order Contract Options

~ Contract ltems

Catalog Search ltem Search Search for Contract Lines

RENTAL OR LEASE OF EARTH MOVING EQUIPMENT, PER VADOT SPECS

1708 O Last

LS Order By Amount || fem information | Default Schedule | Release Amounts | Release Quaniiies | Line Groupings

Line item Description vom Category INeludetor  status
1 B [975341018 @, [RENTALORLEASE = B HurR 9753410 @E‘z Active E =
2 R (075341019 @, [RENTALORLEASE =} B HUR 9753410 ETOTER Active ==

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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& CARDINAL Procurement Job Aid

Procurement Contracts

CREATING A CONTRACT FROM A SOURCING EVENT

1 <
CARDINAL
= Home | Workist | AddtoFavorites | Sign out

Favo'ntes i Man‘Menu 2 SDULG"\Q > Mantah_Events > Award Events
ENew Window (DHelp [ Customize Page Eintp &

Award Details

Award Details Award Summary Review Constraints

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150043 1 3 Gradall with Operator

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx UsD 02/08/2012 1:00PM EST Pending Award M
v Show Award Details to Bidders

[ pisplay bids O isplay all bids [ pispiay bid scores O pisplay bid's total bid price [ pisplay factors

Awiard Details First K1 4 of 4 I Last
Bidder Name: sl CQLIE NTAL LLCBidder Type: Vendor l ARNEY @
Award Type: PO Contract "I Award Currency: Event ¥usp fTerms: 30 a

IPOBusmess Unit: 50100
Award Number: 1 Total Award: 1,177 576.5000
Customize | Find | View 21| BV | B it K 48 or8 1 Lost

. Vndr/ltem § Award Awarded Extended

Line Item ID Rel jtem Description ‘Group 1D uom Quantity Price Price

RENTAL OR LEASE OF EARTH MOVING
1/9753410198 EQUIPMENT. PER VADOT SPECS GRADALL HUR | 8,100.0000 107.8500 873,585.0000 &
150-180 HPY RUBR TIRE WIOPR. GRA

RENTAL OR LEASE OF EARTH MOVING
2/9753410196 EQUIPMENT, PER VADOT SPECS GRADALL HUR = 2000000 127.8500  25570.0000 rd
150-180 HP) RUBR TIRE WIOPR. EXT

RENTAL OR LEASE OF EARTH MOVING
EQUIPMENT. PER VADOT SPECS GRADALL HUR 50.0000 144.9500 7,247.5000 rd
0-180 HP) TRACK W/OPR. GRADING

39753410199

RENTAL OR LEASE OF EARTH MOVING
49753410198 EQUIPWMENT. PER VADOT SPECS GRADALL HUR 50.0000 121.7500 6,087.5000 rd
150-180 HP) RUBR TIRE W/OPR. GRA

RENTAL OR | EASE OF EARTH MOVING
5/9753410196 UIPMEN Vi ADALL HUR 50.0000 1409500  7,047.5000 '
150-180 HP) RUBR TIRE WIOPR_EXT

ENTAL OR LEASE OF EARTH MOVING
60753410198 i@mmsm PER VADOT SPECS GRADALL HUR | 2,300.0000 107.8500 248,055.0000 rd

150-180 HP) RUBR TIRE W/IOPR. GRA

RENTAL OR LEASE OF EARTH MOVING
7/9753410196 QUIPHENT. PER VADOT SPECS GRADALL HUR 40.0000 127.8500  5,114.0000 rd
150-180 HP) RUBR TIRE WIOPR. EXT

RENTAL OR LEASE OF EARTH MOVING

8/9753410198 QUIPMENT. PER VADOT SPECS GRADALL HUR 40.0000 1217500 4,870.0000 s
150-180 HP) RUBR TIRE WIOPR. GRA
Post Award

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/ltem Relationship (Vndr/ltem Rel) is automatically checked and established as a
function of a sourcing event.

15 Click Post Award.
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CARDINAL

Procu

rement Job Aid

Fa\m'ntes i Man'Menu K t Contracts > Add/Update Contracts

Procurement Contracts

| workist | Add to Favorites

# New Window ‘:’)He\p \j)cus\omilePage ﬁhnp o]

Administrator/Buyer:
~ Header

Process Option: Purchase Order

Master Contract ID:

Tax Exempt

Add Comments

Contract Activities

Vendor: GIANT GRADALL
Primary Contact Info
Vendor ID: 0000052869 GIANT GRADALL AND EQUIPMENT RENTALLLC
Begin Date: 05/28/2012 Contract Releases
Expire Date:
Renewal Date:
Currency: usD CRRNT Maximum Amount:
Primary Contact: 1 Line item Released Amount:
Vendor Contract Ref: Category Released Amount:
Description: Gradall with Operator Open Item Released Amount:

Total Released Amount:

Remaining Amount:
Remaining Percent:

Activity Log
Document Status
Thresholds & Notifications

Contract Reference

1,177.576.50 USD
000
0.00
000
0.00

1,177,576.50
100.00

Contract Entry
Contract
Contract Version
SetiD: STATE -
Contract ID: 0000000000000000000040468 Version: 1 Swatus: Current
~Statum: N | - NewVersion Approved Date: 0512072012

16 Contract page is displayed.

CARDINAL

| Workist | AddtoFavorites | Signout

& New Window ‘f) Help \_;fcus(umlze Page Emm Al

Favorites - Main Menu i ¢ at Contracts > Add/Update Contracts
Contract Entry
Contract
Contract Version
SetiD: STATE
Contract ID: ‘Version: 1 Status: Current
*Status: I [Open I SV i Ol Approved Date: 05/29/2012
Administrator/Buyer: MIKE HALL Q Hall, Mike (VDOT)
v Header
Process Option: Purchase Order Add Comments Activity Lo
Vendor: GIANT GRADALL Veridor Search Contract Activities Document Status
—_—— Primary Contact Info Thresholds & Notifications
*Vendor ID: 0000052869 A GiaNT GRADALL AND EQUIPMENT RENTAL LLG
“Begin Date: 129!
Dt ?5 e B Contract Releases
Expire Date: 052812014 [ -
Renewal Date: o] Amount Summary
Currency: USD @, [CRRNT@, Maximum Amount: 1,177,576.50, UsD
Primary Contact: 19 GaryY R GADDY Line Item Released Amount: 0.00
Vendor Contract Ref: [oe vendor Category Released Amount: 0.00
Description: Gradall with Operator Open Item Released Amount: 0.00
Master Contract ID: Q Total Released Amount: 0.00
[J7ax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00

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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CARDINAL Procurement Job Aid

Procurement Contracts

| Workist | Add to Favorites

Favorites | Main Menu | ¢ ot Contracts > Add/Update Contracts

B New window (D)Help [ Customize Page [ hitp

Contract Entry

Contract Reference

setiD: STATE

ContractID; 0000000000000000000040468 Contract Version: 1

Contract Information

Contract Category: |REQUIREMENTS v|  GLBusinessunit: [50100 @,
Estimated Contract Value: | 1,177,576.50 Responsible Org: 10003 aQ
Supplement Agreement

Supplement Number: Supplement Date: =

Supplement Amount: [

Contract Renewal Options

Renewal Date From: 05/28/2014 [3 Renewal Date To: 05/27/2015 3

Original Number of Renewal Options: | 2| Current Renewal Period: | 0|

I oK Icancﬂlﬁmm

20 Enter values for: Contract Category (Requirements, Parts/Catalog, etc.), Responsible Org,
Estimated Contract Value, Renewal info (if applicable).

21 Click OK.
Contract
Contract Version
SetiD: STATE
Contract ID: 0000000000000000000040468 ‘V"L 1 Status: Cunent
hew n ;

*Status: ‘ Open 3 Approved Date: 05/29/2012
Administrator/Buyer: [MIKE HALL Q Hall, Mike (VDOT)

Process Option: Purchase Order Add Comments Activity Log

Ve : GIANT GRADALL Vendor Search Contract Activities Document Status

— . Thresholds & Notifications

*Vendor ID: 0000052869 A GIANT GRADALL AND EQUIPMENT R ]
“Begin Date: ‘05/2971207172 7@ Contract Releases

Expire Date: 8/2014 & Contract Reference

Renewal Date: \ o] . e —————r
Currency: [sp'a, [ci @ Maximum Amount: 1.177,576.50) usD

Primary Contact: 19 GARY R GADDY Line Item Released Amount: 0.00

Vendor Contract Ref: |Joe Vendor Category Released Amount: 0.00

Description: |Gradall with Operator Open Item Released Amount: 0.00

Master Contract ID: [ Q Total Released Amount: 0.00

[
[ Tax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00 m

» Order Contract Options

~ Contract items

Catalog Search ltem Search Search for Contract Lines

RENTAL OR LEASE OF EARTH MOVING EQUIPMENT, PER VADOT SPECS
Lines

Qrder By Amount | tem information | Defaul Schedule | Release Amounts | Release Quantiies | Line Groupings

Line ttem Description uom Category ":::":’ Status ‘
1 I .1} i75341o1ss @, [RENTALORLEASE =i 8 HUR 9753410 @0 B ] Active &= =
f
2 [ [9753410196 @, [RENTALORLEASE =& & HUR 9753410 @0 B Active = =) 3

22 Click on each Line Details icon.
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CARDINAL Procurement Job Aid
Procurement Contracts

| Workist | AddtoFavortes | Sign out

Favorites Main Menu | ¢t Contracts > Add/Update Contracts
&0 New Window 'é) Help chstomlze Page htp A

Contract Entry

Details for Line 1

Contract ID: 0000000000000000000040468  Version: 1 Vendor: GIANT GRADALL
Line: 1 item ID: 9753410198 RENTAL OR LEASE OF EARTH MOVIN
Category: 9753410
Description: Status: Active
Category ID: 10687 Physical Nature: Goods
s i .
RENTAL OR LEASE OF EARTH MOVING EQUIPMENT, PER VADOT SPECS GRADALL (150-180 HP) RUBR TIRE W/OPR. ¥ =
GRADING/DIGGING BUCKET

Preferred Language Item Description:
RENTAL OR LEASE OF EARTH MOVING EQUIPMENT, PER VADOT SPECS GRADALL (150-180 HP) RUBR TIRE W/OPR. GRADING/DIGGING

BUCKET
Expand All Collapse All

» item Information
~ Release Amounts | Quantities

Minimum Line Amount: \ Minimum Line Quantity: [ 100
Maximum Line Amount: \ Maximum Line Quantity: [ ,100.00
Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00
Remaining Amount: usp Remaining Quantity: £,100.0000 HUR
Remaining Amount %: Remaining Quantity %: 100.00

Use Contract Base Price [Juse Vndr Price UOM Adjustments

[ Price Can Be Changed on Order [Juse vendor Price Shipto Adjust

Price Date: ‘ PO Date v | Adjust: I Before Contract Adjustments - ‘

onceqy. [ Quanty ¥

. [J Amount Onty
Qty Type: ‘ﬂuantltyTu Date "I
Merchandise Amount: 873585.00

Schedule Defaults

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

Price Loc uom Base Price Curr
MAIN @ [HrR @ | 107.85000 [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 at the time of release

Shipping Template

Lead Time Time Due

| o [ 8100.0000 HUR H =

23 Sourcing Event Item Values will default in as shown. Edit values (if applicable).

24 Click OK.
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CARDINAL Procurement Job Aid
Procurement Contracts

| workist | Add to Favorites Sign out

Favo'ntes Mahyenu | @ [at Contracts > Add/Update Contracts
@I New Window (@D Help [# Customize Page [ hitp

Contract Entry
Contract
SetiD: STATE
Contract ID: Version: 1 Status: Current
— I fopoed ¥ I {mblewsiarmion Approved Date: 057202012
Administrator/Buyer: MIKE HALL Hall, Mike (VDOT)
Process Option: Purchase Order sdilimnents Activity Lo«
Vendor: GIANT GRADALL Contract Activities Document Status
Primary Contact Info Thresholds & Notifications
Vendor ID: 0000052869 GIANT GRADALL AND EQUIPMENT RENTAL LLC View Chan
............................................. Changes
Begin Date: 05/29/2012 Contract Releases Current Change Reason
Expire Date: 0572812014 Contract Reference
Renewal Date:
Currency: uUsD CRRNT Maximum Amount: 1,177,576.50 USD
Primary Contact: 1 GARYR GADDY Line Item Released Amount: 0.00
Vendor Contract Ref: Joe Vendor Category Released Amount: 0.00
Description: Gradall with Operator Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00
Tax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00

» Order Contract Options

» Contract Categories

[if] save | [ah Returnto Search  |=] Notify | |&> Refresh E-Add.| | Fupdat

25 Change Status to Approved.

Favorites - Main Menu | ¢ ot Contracts > Add/Update Contracts

| workist | AddtoFavorites | Signout

ENew Window (@D Help [& Customize Page [ http
Change Reason

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

SetiD: STATE Contract ID: 0000000000000000000040458

Reason Code: |OTHER Q

Comment: |Buidling contract from Event Award I@@

[Juse same Reason Code

o

26 Onthe Change Reason page, enter Reason Code and Comment.

27 Click OK.

Page 20 of 30 Last Updated 3/13/2014



CARDINAL Procurement Job Aid
Procurement Contracts

|  workist |

Favorites | Main Menu | ¢ ot Contracts > Add/Update Contracts
@New Window @ Help \gcustumlz_e Page ﬁ hitp
Contract Entry
Contract
SetiD: STATE
Contract ID: 0000000000000000000040468 et 1 Status: Current
Status: | |=Newversion- Approved Date: 0si2en012
Administrator/Buyer: MIKE. HALL Hall, Mike (VDOT)
Process Opion: Purchase Order Add comments Activity Log
Vende GIANT GRADALL Contract Activities Document Status
Primary Contact Info Thresholds & Notifications
Vendor ID: 0000052869 GIANT GRADALL AND EQUIPMENT RENTAL LLC e Chan
View Changes
Begin Date: 0512012012 Contract Releases Current Change Reason
Expire Date: 05/28/2014 Contract Reference
Renewal Date: [ Amount Summary ]|
Currency: usD CRRNT Maximum Amount: 1,177576.50 USD
Primary Contact: 1 GARYR GADDY Line tem Released Amount: 0.00
Vendor Contract Ref: Joe Vendor Category Released Amount: 0.00
Description: Gradall with Operator Open item Released Amount: 000
Master Contract ID: Total Released Amount: 0.00
Tax Exempt Remaining Amount: 1,177,576.50
Remaining Percent: 100.00
» Contract Categories
I;ﬂ kh Return to Search =] Notify & Refresh

28 Click Save.

29 Contract Status is Current and is available for use.
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CARDINAL

Procurement Job Aid

CONTRACT HELPFUL HINTS

Document Status Hyperlink

FavovriteS Main Menu > Procuremen't Contracts > Add/Update Contracts

Contract Entry

Procurement Contracts

Home | Workist | AddtoFavortes | Sign out

ENew Window @DHelp [ Customize Page Ehttp &

Contract

SetiD: STATE

Contract ID: 000000000000032846

*Status: Approved v
Administrator/Buyer: CAROLINE HUDGINS

Process Option: Purchase Order
Vendor: LL CARTER -001
Vendor ID: 0000033093 LL Carter & Son Inc
Begin Date: 11/18/2011
Expire Date: 051712012
Renewal Date:
Currency: usD CRRNT
Primary Contact:
Vendor Contract Ref:
Description: STONE
Master Contract ID:

Tax Exempt

Contract Version
Version: 1 Status: Current
blewersion Approved Date: 1112712011

Hudgins, Caroline S. (VDOT)

Edit Comments
Contract Activities
Primary Contact Info

Contract Releases

Maximum Amount:

Line Item Released Amount:
Category Released Amount:
Open Item Released Amount:
Total Released Amount:

View Changes
Current Change Reason
Contract Reference

0.00 USD

174,699.30
0.00
0.00
174,699.30

Click the Document Status hyperlink.

Document Status

SetiD: STATE Contract: 000000000000032846
Document Date: 11/18/2011 Status: Approved

Currency: usD Document Type: Contract

Buyer: Hudgins, Caroline 8. (vDOT) Released Amount: 174,699.30

Short Vendor Name: LL CARTER -001

Frst K 190r9 O

Setip  Business T";’;"'""" poc i Status DocumentDate  Vendor ID Location

STATE Payment 20011888 || Posted 041212012 00000330935 MAIN
50100 g‘,’;z:a“ 0001007261} Dispatched 0211302012 0000033093 & MAIN
50100 Purenase  oooto1z279) Dispatched 032012012 0000033093 5 MAIN
50100 Receipt 0001522649) Received 0212512012 MAIN
50100 Receipt 0001522651) Received 0310212012 MAIN
50100 Receipt 0001522657]| Received 030212012 0000033093 5 MAIN
50100 Voucher 00041826 | Posted 03/08/2012 00000330933 MAIN
50100 Voucher 00041831 | Posted 0310912012 0000033093 8 MAIN
50100 Voucher 00042025 || Posted 03/09/2012 00000330933 MAIN

mmmmm m m m o

The Document Status page displays all related documents in hyperlink format for view.
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CARDINAL Procurement Job Aid

Procurement Contracts

Add/Edit Comments Hyperlink

| Workist | AddtoFavortes | Sign out
Fa\m_rtes i Ma'n_Menu i Prnmmmen_t Contracts > Add/Update Contracts
@New Window E) Help \gfcustumlle Page E htip &
Contract Entry
Contract
SetiD: STATE
Contract ID; 000000000000032845 ‘Ve:““"; : 1 Stams: Current
ew Version .

*Status: [Approved - ! ) Date: 1112712011
Administrator/Buyer: CAROLINE.HUDGINS Hudgins, Caroline S. (VDOT)
~ Header
Process Option: Purchase Order Activity Log
Vendor: L CARTER -001 IR T Document Status -

Primary Contact Info Thresholds & Notifications
Vendor ID: 0000033093 LL Carter & Son Inc N

----------------- View Changes
Begin Date: 11182011 Contract Releases Current Change Reason
Expire Date: 051712012 Contract Reference
Renewal Date:
Currency: usD CRRNT Maximum Amount: 000 USD
Primary Contact: Line Item Released Amount: 174,699.30
Vendor Contract Ref: Category Released Amount: 0.00
Description: STONE Open ltem Released Amount: 0.00
Master Contract ID: Total Released Amount: 174,699.30 L
Tax Exomnt

Click the Edit Comment hyperlink.

| Workist | AddtoFavorites | Sign out

Favg‘n'tes Ma'nyenu > Procuremen_t Contracts > Add/Update Contracts
@Newwmdow ’@Hem dCuslomlzePage Emln

Contract Entry
Header Comments
SetlD: STATE  Contract ID: 000000000000032846 Version: 1
Retrieve Active Comments Only | Retrieve
“Sort Method: Comment Time Stamp v *Sort : Edfngi:‘ Sort

Use Standard C Comment Status: Active Inactivate

THIS CONTRACT IS A RESULT OF RFQ 115279.SOURCE OF MATERIAL - MARTIN MARIETTAPHONE # TO PLACE ORDERS -
804-448-3994 - PEGGYINVIOCE TO: VDOT, FRANKLIN RES., POB. 496, FRANKLIN, VA 23851|

Send to Vendor [[] show at Receipt Copy to Purchase Order
[ show at Voucher

Attachment:

From -> CNT STATE-000000000000032846
oK Cancel Refresh

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.

Page 23 of 30 Last Updated 3/13/2014




ECARD'NAH Procurement Job Aid

Procurement Contracts

Contract Activities Hyperlink

4 CARDINAL
= Home | Workist | AddtoFavorites | Sign out

Fa\m_ntes Man_Menu > Pmmremen'tContran's > Add/Update Contracts

7 New Window :’)He\p \ﬁ)cus\omileFage Ehnp [ |

Contract Entry

Contract

Setin: STATE Contract Version

Contract ID: 000000000000032846 Version: 1 Status: Current

Status: e | | NewVersion Date: 1112772011

Administrator/Buyer: CAROLINE HUDGINS Hudagins, Caroline S. (vDOT)

~ Header

Process Option: Purchase Order Activity Log

Vendor: LL CARTER -001 coonant flabe 3
Primary Contact Info Thresholds & Notifications

Vendor ID: 0000033093 LL Carter & Son Inc View Changes

Begin Date: 11182011 Contract Releases Current Change Reason

Expire Date: 051712012 Contract Reference

Renewal Date: A YU

Currency: USD  CRRNT Maximum Amount: 0.00 USD

Primary Contact: Line Item Released Amount: 174,699.30

Vendor Contract Ref: Category Released Amount: 0.00

Description: STONE Open Item Released Amount: 0.00

Master Contract ID: Total Released Amount: 174,699.30 4

Tax Exempt
~ Order Contract Options

Click the Contract Activities hyperlink.

¥ CARDINAL

Favorites - Main Menu > Pmcuremen_t Contracts > Add/Update Contracts

Home | Workist | AddtoFavortes | Signout

@Hew Window j) Help .:(Cuslomlze Page = hitp

Contract Entry

Contract Activities

SetiD: STATE  Contract ID: 0000000000000000000040555 Version: 1

customize | ing | View 21| B | 3 rest Kl 4 g0ra O Lo
Version *Due Date Done *Comments

1 1 [ [ | {Pro]ed Manager is John Smith ;@% ==
2 1 FH O [Po#x00Xwas issued on June 1 el 4 H|E
3 1 B | O [Pozzzzzzwas issuedonDec1 ¢ mE
4 1106302204260 [ | compiaint entto Vendor =iz nie

OK Cancel Refresh

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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CARDINAL Procurement Job Aid
Procurement Contracts

PO Defaults Hyperlink

Home | Workist | AddtoFavortes |

Favorites . Main Menu » Procuremegt Contracts > Add/Update Contracts
@ MNew Window @ Help @ Customize Page E hitp
Contract Entry
Contract
. —
Contract ID: 000000000000032846 version: 1 Status: Gurrent
“Status: T —— - NewVersion | Approved Date: 1112712011
Administrator/Buyer: CAROLINE HUDGINS Hudgins, Caroline 5. (vDOT)
Process Option: Purchase Order Edit Comments Activity Log
Vendor: LL CARTER -003 Caontract Activities Document Status
Primary Contact Info Thresholds & Notifications
Vendor ID: 0000033093 LL Carter & Son Inc Jiew Changes
Begin Date: Tnezom Conlract Releases Current Change Reason
Expire Date: 051712012 Contract Reference
Renewal Date: L
Currency: usp CRRMT Maximum Amount: 0.00 USD
Primary Contact: Line ltem Released Amount: 175,085.66
Vendor Contract Ref: Category Released Amount: 0.00
Description: STONE Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 175,085.66
I~ Tax Exempt [
¥ Allow Multicurrency PO [¥ Allow Open item Reference I~ Must Use Contract Rate Date Rate Date: 112772011
¥ Corporate Contract I~ Adjust Vendor Pricing First ¥ Auto Default
I Lock Chartfields I~ Price Can Be Changed on Order *Dispatch Method: Frint d | Dispatch |
Add Open Item Price Adjustments Price Adjustment Template
¥ Contract Categories

Click the PO Defaults hyperlink.

Home | Workist | AddtoFavorites |

Favorites  Main Menu > Procurement Contracts > Add/Update Contracts

2 New Window @Help @’Custam\ze Page @nhp
Contract Entry

PO Defaults

SetiD: STATE Contract ID: 000000000000032846 Version: 1 Vendor ID: 0000033093
First K 1011 O Last

*Business Unit: 20100 Copy from BU Defaults

Vendor Loc: AN 2

Buyer: ‘ Q

Origin: onL @,

Billing Location: CNTRL OFF3 @,
Payment Terms ID: I¥ Tax Exempt 546001730

Shipping Information

Ship To: @, ship To Address AM Business Unit: S
Location: Y I capitalize
N Unit: 2 Profile ID:

Freight Terms: FOB DEST @ Cost Type:
Ship Via: 2 Ultimate Use Code:

|Ctuarmty 'I Where Performed:

Charge By:

Distributions
*GL Unit Account Fund Program Department Cost Center Task FIPS Asset Ag
501003, @ a | @ | @ | Q a 2 @ [

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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Procurement Contracts

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

Fava_rrtes Main_Menu > meremen_t Contracts > Rep_m‘(s > Contract Usage Details

Home | Workist | AddtoFavortes | Sign out

B New Window (D)Help [# Customize Page [ hitp

Co ge Di

Run Control ID:  Contract_Usage_Report Report Manager Process Monitor Run

Business Unit /50100 @
*Accounting From Date 12012011 B »accounting To Date 05/31/2012 3§
“Vendor setiD STATE &,
Vendor ID X
Contract 1p[0000000000000000000040257 @

Contract Status Contract Category

) save |Ob Returnto Search | Notity

1

Commonwealth of Virgimia
CONTRACT USAGR DETAILS

Run Dater 05/30/2012
Report ID: RPROLT Run Time: 11,17 00

Page No. 1 of 1
Voucher/Trans Arount Paid to Retainage
Invoice & Amount. Date Vendor Held
3,450.03 00056117 05/01/2012 3,450.03 0.00
Total for PO 0001014106 3,4%0.03 3,450.03 0.00
Total for 0000000000000000000040257 3,4%0.03 3,450.03 0.00

Page 26 of 30 Last Updated 3/13/2014




& CARDINAL Procurement Job Aid
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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

Favorites  Main Menu > Duvch'asmg > Purchasgorders > Rep'urts > PO Balance Detail Report

PO Balance Detail

Home | Workist | AddtoFavortes | Signout

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

Report
Run Control ID:  PO_BAL_DTL_RPT Report Manager Process Monitor Run
Report Request Parameters
*Business Unit 50100 @,
PO Number Contract 1D |0000000000000000000040257 @,
Vendor ID Buyer
PO Status From Date B ToDate B
5} Save | [Gb Returnto Search =] Notify [ 4 Add

g
' A Commonwsalth of Virginia
PO BALANCE DETATL REPORT
CARDINAL Run Date: 05/30/2012
Report ID: RPROO3 Run Time: 10:54 00
Business Unit:50100 Page No. 1 of 2
PO ID: A1l
Contract ID: 0000000000000000000040257
PO Status: ALl
Vendor ID: A1l
Buysr ID: ALl
From Date:
To Date:
Buyer Name  Vendor Name Vendor 1D Vendor Location
STACY.SEED  LL CARTER -001 0000033083 MAIN
Change Order PO Receive o)
20 ID BO Date Fusber Status Match Control ID PO Reference
0001014106 04/02/2012 1 P STANDARD STONE
PO Line PO Line
Number Item ID Item Description Contract ID o QTY PO Price Merchandise Amount
1 7503532040 STONE NO. 5, STONE 0000000000000000000040257 150.00 $ 23.27 s 3,490.50
Reciever Reciever Receiver Schedule
Eeciever ID Line Number Shipping Sequence Eeceipt 215 Merchandise Amount
0001526463 1 1 0.00 $ 0.00
Reciever Reciever Receiver Schedule
Reciever ID Line Number Shipping Sequence Receipt Quantity Merchandise Amount
0001527336 1 1 76.08 s 1,770.38
Reciever Reciever Receiver Schedule
Reciever ID Line Number Shipping Sequence Receipt Quantity Merchandise Amount
0001527569 1 1 73.90 B 1,719.65
Total Received 149.98 $ 3,490.03
Open PO Line Quantity 0.02 Open PO Line Amount s 0.47
Vouchar
Youcher ID Youcher Line Number Beciever ID Beceiver Line Number Youcher Quantity Youcher Price Merchandise Amount
00056117 1 0001527336 1 76.08 $ 23.27 $ 1,770.38 -
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Procurement Contracts

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

| -
g, CARDINAL
= Home | Workist | AddtoFavortes | Sign out
Fava_ntes Maln_Menu > Pru(uramanvtCOntmcts > Repvnrts > Contract Executive Summary Rpt
EDNew Window (DHelp [& Customize Page  hitp
Contract Executive Summary
Contract Executive Summary Report
Run Control ID:  BID_TAB Report Manager Process Monitor Run
Report Request Parameters
“SetiD [STATE @, “To Date [08/30/2012 |[5}
*Business Unit 50100 @,
‘Contract o 1 o
Catanorien Find| View Al First K qore O Last
H[=
~Contract Category | PARTS CONTRACT v
Tl save | ob ReturntoSearch | Notity s Add ]

Enter Contract Category: (Requirements, Parts, etc.)

Commonwealth of Virginia
CONTRACT EXECUTIVE SUMMARY REPORT

Run Date. 06/07/2012
Report 1D: RPR91L Run Time: 11:35 00

Page No. 1 of 1
Set ID: STATE : Statewide SetID

Business Unit: £0100 : VA Dept of Tramsportation
To Date: 05/30/2012

Contract Category: PT

s PO % Incr
Original Current Purchase Order Payments Pymnts in Excess Purchase Order Balance Originl

Contract Catsgory Contract Amount Contract Amount Amount PO to Date Purchase Order Balance Remain Amount
PARTS CONTRACT F 0 s 0§ 2,475,576 ¢ 922,842 § o s 1,562,734 _ 62.72 0.00
Total s 03 (- 2,475,576 3 922,842 3 0= 1,552 734 62.72 0.00
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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

P CARDINAL

Favorites | Main Menu > ReDurtn'g Tools > ngrv > Query Viewer

Home | wWorkist | AddtoFavorites | Sign out
ENew window (D Help [ Customize Page [ nitp

Query Viewer

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

*Search By: |QueryName v begins with [v_Pr

Search | Advanced Search

Search Results

*Folder View: — All Folders — v

First K 147 of 47 O Last

Query Hame Description Owner Folder pol Bl DD | coee (BOI1E
V_PR_ISSP_SUM_BY_DISTRICT ISSP Sum and Counts by Distric  Private HIML Excel XML Schedule Eavorite
V_PR_ISSP_SUM_BY_DISTRICT_W ISSP Sum and Counts by Distric | Private HTML |Excel XML Schedule Favorite
'V_PROJ_LTD_EXP RPA106 nVision selection Public HTML Excel XML Schedule Favorite
= Excel XML |Schedule Favorite
PR CNTw CW Puﬂc m Excel XML Schedule Favorite
V_PR_COA_JRNL_QRY COA Journal Query Fublic HIML Excel XM Schedule  Favorite

Select V_PR_CNTRCT_DETAIL and click on HTML

V_PR_CNTRCT_DETAIL - Contract line Detail Pricing

Contract ID (% for all); [0000000000000000000040257
Vendor ID (% for all): |%
Item 1D (% for all): %

District (% for all):  [%

View Results
- Eff
Contract |Contract| Contract| Version |Vendor| Vendor| COMract | Contract |o o liem|  item |Vendor Vendor's District| Mig|Contract) ) ¢ | agjustment |Adjustment| Adjust |SCmPuted|Lead
D Status | Version | Status D Name R Line Nbr | ID |Description | Item ID | Catal (5T T [ e Price | Method Amount |Percentay e
Date Date 2 9 ID) |ID | Price Change %€ price |Days

Enter Contract ID (Example shown)
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Procurement Contracts

V_PR_CNTRCT_DETAIL - Contract line Detail Pricing

Contract ID (% for all): |0000000000000000000040257
Vendor ID (% for all): [%
ftem ID (% for all);:  [%

District (% forall):  [%

View Results

Download results in:  Excel SpreadSheet CSV TextFile XWLFile (7 kb)

) En
Contract | Contract District| Mfg Contract
Contract Contract|Version Vendor Confract Item Vendor | Vendor's Date of |Adjustment |Adj
T Status | Version | Status LY Name Beg"'"mg FLTLET Line Nbr S Description | Item ID | Catalog | () [ ] 222 Price Method A
ate Date D) D Price
Change
e STONE
1/0000000000000000000040257 | Approved 1|Current |0000033093 0312312012 (0312212013 1/7503548485 | CRUSHED 7503548 1852000
SEE GRADE 26
Inc
w
. Carter . . STONE NO -
2/0000000000000000000040257 | Appraved 1| urent 0000033083 (ST 03232012 | 0212212013 2|7503532030|3TONE N 7503532 23.27000
Inc
L
3/0000000000000000000040257 | Appraved 1|curent 0000033083 | S3" 031232012 0312212013 3|7503532040 [ TON= NO 7503532 2327000
Inc
ot STONE RIP
4/0000000000000000000040257 | Appraved 1| curent 0000033083 (€31 031232012 | 0312212013 47503551310 [RaP 7503551 36.66000
A A
i CLASS A
0w
5/0000000000000000000040257 | Appraved 1|curent 0000033083 (€31 031232012 | 0312212013 5|7503532225 (5T RO 7503532 25.27000

Inc

Contract details and line information is displayed.
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