?’-ACARD'NA” Procurement Job Aid

Procurement Iltems

About Procurement Items

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 to
establish vendor/item relationships.

GENERAL ITEM INFORMATION Page 1

CREATING A VENDOR/ITEM RELATIONSHIP Pages 2-6
Strategic Sourcing Events Page 7-8
Purchase Orders Pages 9-13
Procurement Contracts Page 14

ADD ITEM UNIT OF MEASURE (UOM) Pages 15 - 18
Procurement Contract Example Pages 19 - 22
Purchase Order Example Pages 22 - 24

GENERAL ITEM INFORMATION

e Items and Categories in Cardinal match NIGP and eVA item numbering.

e Item =10digits Description and Unit of Measure (UOM) is prefixed.

e Category =3,5o0r 7digits Description and UOM is open for edit.

e Inventory Items must be to the 10" digit and have a matching WebIMS number.
e Item/Vendor Relationships are required when building Contracts.

e Item/Vendor Relationships are not required when building Requisitions, Purchase Orders and
Sourcing Events.

S Al 13

)| Advanced Definition

Line Item 1D Description Category uom ity Start Price Ext. Amount Weighting

MAINTENANCE AND REPAIR, PIPE
CULVERT BOX CULVERT =

CLEANING GREATER THAN 6450 =2 (9137750 LF 100.0000 20.9500 $2,005.00 0.00000
FT

[ 9137750120

Example: Item shown displays pre-populated Description, Category and UOM.
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CREATING A VENDOR/ITEM RELATIONSHIP

NEW ITEM/VENDOR RELATIONSHIP

Home | Workist | AddtoFavorites | Sign out

Favovrkes Mam'Menu » Items » Define Items and Attributes > Purchasing Attributes

[_E’Nemeduw @Help Ehﬂp

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 to return {up to 300). |300

L Sain: L=l o o
itemiD:  [oegins with =] (9105435001 I
:[begins wnhﬂ\
Item Group: |hegm5 with j\
Family: |hegms wwlhj\

Category: |hegms with j\
™ Include History T~ CorrectHistory [~ Case Sensitive

Clear  Basic Search @_ Save Search Criteria

1 Navigate to: Main Menu > Define Items and Attributes > Purchasing Attributes
2 Enter Item ID. In this example, the item 9105435001 (Painting Services) is used.
3 Click Search button.

Home | Workist | AddtoFavorites |  Sign out
Favovntes Mam'Meﬂu » Items » Define Items and Attributes > Purchasing Attributes

Purchasing Attributes Purchasing Controls I Iltem Vendor I

 NewWindow (Z)Help [ Customize Page [ http

SetlD: STATE Item ID: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES
PO Available Date: 01/01/1900 |} “Item Descr: [PAINTING SERVICES [PanTING 5
Unavailable: [:) Category: 9105435
Standard Price: 3500.00000) ga Model: [ @,
Last PO Price: 1500.00000 Asset Profile ID: @,
“Currency: usDla@, Dollar Ultimate Use Code: @,
Lead Time Days: Physical Nature: Goods
Primary Buyer:
*Long Description: Ty Buy a
PAINTING SERVICES PANTING SERVGES -
File Name:
File Extension:
Customize | Find | View A1] BV |
*Account Task
5012570 @, | @
ltem Specifications Packing Details
VAT Default VAT Service Treatment Setup
Save | [ob Returnto Search | |7 Notify Updateisplay | | 5] clude History | |[7# Correct History

Purchasing Attributes | Purchasing Controls | ltem Yendor

4 Click on the ItemVendor tab.
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Favovr es Mam'Menu » Items »> Define Items and Attributes > Purchasing Attributes

[ Purchasing Aftributes i Purchasing Controls \

) New Window @Help @Cusmm\zﬂPagE Ennp

SetiD: STATE Item 1D:
Description:

9105435001 Standard Unit of Measure: EA

PAINTING SERVICES

Item Vendor

“Vendor SetiD: STATE |@, Vendor Lookup “Status:  [Active =
*Vendor ID: 0000055848 @,  CARTERS PAINTING ING *Priority: 1
Allocation %: 0 ¥ Include in Planning
Vendor's Catalog:

Vendor item ID:

Item Extension:

\
\
\
Description: I

¢
» Associated Picture
~ Vendor Attributes riew Al First K1 4 of 14 I Last
“Price Loc: WAIN @ ¥ Accept Any UOM
“price Date: ) = F Accept Any Ship To Oe’ Multiples
N Check Order Multiples
“Price Qty: Line Quanti - -
I y | ¥ Price Can Be Changed on Order| Jull LI EETTES
Origin Country: N ¥ Use ltem Standard Lead Time ||  Natural Round
§ .  Round U
Region of Origin: @, Lead Time Days: B

Item Vendor UOM

Return to Vendor Fees

Vendor ltem MFG

ltem Vendor Coniracts

Vendor listing is shown. Note: You may search for vendors using the Find, or View All links. In this
example, our vendor is not in the list and needs to be added.

Click the Last link.

Favorites

Mam'Menu > Itevrm > Deﬁneltermzlnd Attributes > Purchasing Attributes

Purchasing Controls \

SetiD: STATE Item 1D:
Description:

@Nemeduw @Help @?Cusmm\zﬂPage Ennp
[ Purchasing Aftributes A

9105435001 Standard Unit of Measure: EA

PAINTING SERVICES

¥ Vendor Priorities

Item Vendor

“Vendor SetlD: STATE ‘@, Vendor Lookup “Status:  |Active -
“Vendor ID: 0000027196 |4, PENDLETON PAINT CONTRACTING ING ~Priority: 7
Allocation %: 0 ¥ Include in Planning
Vendor's Catalog:

Vendor ltem ID:

\
\
Item Extension: ‘
Description: I

} Associated Picture

~ Vendor Attributes

*Price Loc:

MAIN F Accept Any UOM
“Price Date: ) - ¥ Accept Any Ship To Oer Multiples
N Check Order Multiples
*Price Qty: Line Quanti - .
I v [ ¥ Price Can Be Changed on Order| JASULEIEETIES
Oriain Country: A F Use ltem Standard Lead Time | Natural Round
. . . © Round U
Region of Origin: A Lead Time Days: l_ ound tp

ltem Vendor UOM
Return to Vendor Fees

Vendor ltem MFG

ltem Vendor Coniracts

B Save_\ |2 Returnto Search | |[=] mify_\

Purchasing Aftributes | Purchasing Controls | ltem Vendor

|2 updateDisply| | k] Include History | |[7# Comect History |

7 Click the blue + sign to add a vendor.
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Home | Workist | Addto Favorites
Favorites  Main Menu > Ite'rm » Define Items Qnd Attrbutes > Purchasing Attributes
@ MNew Window @ Help @ Customize Page E hitp
[ Purchasing Attributes || Purchasing Controls | [B1G R L0l
SetlD: STATE Item ID: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES

¥ Vendor Priorities

Item Vendor Find | View Al First K) g ofg | Lost
“Vendor SetiD: &=
*Vendor ID:

Allocation %: ¥ Include in Planning
Vendor's Catalog:

Vendor Item ID:
Item Extension:

\
\
\
Description: | (L

¥ Associated Picture

“Price Loc: @ ¥ Accept Any UOM
=Price Date: ) = ¥ Accept Any Ship To bk L b

. ™ Check Order Multiples
*Price Qty: [Line Quantity =] £

¥ Price Can Be Changed on Order| JiSULLI TS
Origin Country: A F Use ltem Standard Lead Time | Natural Round
. . I © Round U
Region of Origin: % Lead Time Days: &
Item Vendor UOM Vendor ltem MFG

Return to Vendor Fees ltem Vendor Contracts

[El save [2 Returnto Search | =] Notify | | ] Updatemispiay | | nclude History | ([ Correct History |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

8 Vendor Priority number is incrementally assigned. In this example 8 of 8.

9 Click on the Vendor ID lookup icon.

‘ Look Up

Look Up Vendor ID

Vendor SetlD: STATE
Vendor ID: |hegms weith j|
Short Vendor Name: | hegins with j |EAYNES

[ Lookup || clear || caneel |gasic Lookun

Search Results

r\}iewmﬂ First [4] 12 otz [§] Lasﬁ

VendorID  Short Vendor lame Hame 1

0000051418 BAYMNES PRO-002 | BAYNES PROPERTY MANAGEMENT I

10 Find and click on the selected vendor that you wish to add.
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Favorites  Main Menu > Itevrm » Define Items zind Attributes > Purchasing Attributes
2 New Window @ Help @’ Customize Page =] http

L Purchasing Aftributes i Purchasing Controls \

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

Description: PAINTING SERVICES

Item Vendor Find | view Al First Kl gora I Last

“Vendor SetiD: MQ Vendor Loakup *Status: lm =

“Vendor ID: 0000051416 (@, BAYNES PROPERTY MANAGEMENT “priority: |8

Allocation %: 0 ¥ Include in Planning

Vendor's Catalog:

Vendor item ID:

Item Extension:

\
\
\
Description: I (B2

} Associated Picture

+ Vendor Attributes

*Price Loc: MAIN @, ¥ Accept Any UOM =]
“Price Date: E5) = I Accept Any Ship To EHIE TRy

“Price Qty: I Tine Cuarlly I Check Order Multiples
- ine uanti | "
¥ Price Can Be Changed on Order| Jull LG0T

Origin Country: 2 F Use ltem Standard Lead Time | Natural Round
" . © Round U
Region of Origi @ Lead Time Days: e

Vendor ltem MFG

Return to Vendor Fees ltem Vendor Contracts

B Save] (& Return to Search | =] uuufy]

| ] Updatemispiay | | nclude History | ([ Correct History |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

11 Vendor information defaults in as shown.

12 Click on the Item Vendor UOM hyperlink.

Favorites

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

2 New Window @ Help E? Customize Page =] http
Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES
Vendor: 0000051418 BAYNES PROPERTY MANAGEMENT  Location: MAIN
Unit OT Measure Find Al First E1 4 011 O ast
“UOM: EA @, Each ¥ Default Packing Details
—_
Effective Dated UOM

‘Order Quantity Multiple:

Update PO

‘Conversion to ltem Base UOM

*Rate Type: Standard - “Qty Precision: Whole Nbr = Rounding Rule

— £ Natural Round
Std UOM Rate: | GetSwRate | © Round Up

UOM Price Attributes

1 ™
w Al First 1of1 Last

*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

Cancel |

13 Item Vendor information defaults in as shown and available for edit, if necessary. Note: Minimum
Quantity may be less than 1 and Maximum Quantity should be set to 0.

Page 5 of 24 Last Updated 03/24/2014



CARDINAL

Procurement Job Aid

Procurement Items

Favovrkes Mavaenu > ]te'rm > Deﬁne]termgnd Attributes > Purchasing Attributes

@ New Window @ Help @? Customize Page E hitp
Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES
Vendor: 0000051418 BAYNES PROPERTY MAMNAGEMEMT  Location: MAIN
Unit Of Measure

*UOM: EA @ Each ¥ Default Packing Details
Minimum Quantity: 1.0000 Effective Dated UOM
Maximum Quantity: 0.0000 Order Quantity Multiple: Update PO

Conversion to ltem Base UOM

Rounding Rule
& Natural Round

te Type: Standard -

Std UOM Rate:

€ Round Up

UOM Price Attributes

Find Bl qorq O Last
*
“Effective Date: 1112212013 “Currency Code: UsD /@, =
*Status: Active i Vendor Price: 3500.00000
“Minimum Quantity: 1.0000 Standard Price Update Status: No Update =
Qty Revd Tolerance %: 0.00 BU Price Update Status: Mo Update -

F Matching Controls

oK | §cancel |

14 Change Qty Precision from Whole Number to Decimal.
15 Click OK.

Favorites  Main Menu > ]te'm‘s > Deﬁne]term@nd Attrbutes > Purchasing Attributes

@ MNew Window @ Help @ Customize Page E hitp
" Purchasing Aftributes || Purchasing Controls | [l CLR L 4
SetlD: STATE Item ID: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES
} Vendor Priorities

Item Vendor

Find | view Al First K1 g org ™ Lot

“Vendor SetiD: STATE @, Vendor Lookup *Status:  |Active -
“Vendor ID: 0000051418 |@,  BAYNES PROPERTY MANAGEMENT “Priority: 8
Allocation %: 0 ¥ Include in Planning
Vendor's Catalog:

Vendor Item ID:
Item Extension:

\
\
\
Description: | L’”@

} Associated Picture

“Price Loc: MAIN @, F Accept Any UOM
*Price Date: PO - ¥ Accept Any Ship To Oer Multiples

N Check Order Multiples
“Price Qty: [Line Quantity =l p

¥ Price Can Be Changed on Order WAL RIS
Origin Country: s I Use item Standard Lead Time Natural Round
. .  Round U
Region of Origin: @ Lead Time Days: B
Item Vendor UG Vendor ltem MFG

Return to Vendor Fees ltem Vendor Coniracts

Return to Search | =] Notity | |2 UpdateDisplay | | Include History | |[# Correct History |

[lj Purchasing Attributes | Purchasing Controls | item Vendor

16 Click Save.
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Strategic Sourcing Events

Home | Workist | AddtoFavorites | Sign out

Favo'ntes Main'Menu » Sourcing » Create Events » Event Detais
2 New Window @Help EfcustomwzeFage Ehnp
Medify an Event

Line Items

Business Unit: 50100 EventID: 0000151302 Round: 1 Version: 2  EventFormat: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types

Copy From: ﬂ Go | Filtered View:

Customize | Find | 10f1 I Last

‘Advanced Definition

Description Category UoM  Qty tart Price Ext. Amount Weighting

MAINTENANCE AND REPAIR, PIPE

CULVERT BOX CULVERT =1
9137750120 CLEANING, GREATER THAN 64 50 B 9137750 LF 100.0000 20.9500 $2,095.00 0.00000

FT.

Event Total: 2095.0000 USD Line Weighting Total: 100 % ining Weight: 0 %

Add Selected Lines to Group: j oK

= Return to Event Ovenview

Save EventChanges:
[Gh Return to Search | |3 Refresh | E Add Update/Display,

17 Items are inserted into the Sourcing Event. In this example, the item has been selected and the
requested quantity is 100 LF.

Step 1: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1
Lines Responded To: 1
Your Total Line Pricing: 116,500.0000 USD

Hide Line Detail
¢ Bid Required LiﬂE CommentsiFiles

Customize | First Previous Lines 1 of 1 Next Lines
Requested  Your Bid

Line  Description unit o antity ey Unit Start Price :?;;c""e“ ;?d"l',rui:: NoBid  Your Total Bid Price
MAINTENANCE AND
REPAIR, PIPE CULVERT
1/BOX CULVERT LF I 100.0000 | 100.0000 1165.000000[1165.0000C I ™ |116500.0000USD  Bid &)
CLEANING, GREATER
THAN 64 SQ FT.

At any pointin the bid response process you may Save an in-progress bid and resume completion at later time. When your bid response is complete, submit for
consideration.

Submit Bid | Save for Later ) I Validate Entries

Return to Create Bidder Response

18 Bid Quantity and Bid Price are entered.
19 Click on Submit Bid.
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CARDINAL
Home | ‘Workist | AddtoFavortes | Signout

Favo'm:es Main'Menu » Sourcing > Maintain Events > Award Events

& New Window @Help BCUSIUm\L&Fage & nttp

Award Details

Award Details Award Summary Review Constraints

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

50100 0000151302 1 2 Box Culvert cleaning

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

Buy RFx usD 11/07/2013 3:10PM EST Pending Award I j
v Show Award Details to Bidders

I™ Display bids I Display all bids I™ Display bid scores I™ Display bid's total bid price I™ Display factors

Award Details First K1 1014 I Last
Bidder Hame: BAYNES PROPERTY MANAGEMENT Bidder Type: vendor Buyer: CAROLINE HUDGINS @,

|F'urchase Order j Award Currency: Event Tlusp Terms: @,
PO Business Unit: %

Award Type:

Award Number: 1 Total Award: 116,500.0000
Award Lines Customize | Find | View All| First Kl 4.0r 4 O Last
, Vndriitem o Award Awarded Extended
Line Item D oo lter Description Group ID uom s e B
MAINTEMANCE AND REPAIR, PIPE CULVERT
19137750120 - BOX CULVERT CLEANING, GREATER THAN 64 LF 100.0000,  1,165.0000 116,500.0000 &

| Post Award |

20 Upon Bidder selection and Post Award, the Vendor/ltem Relationship is automatically established.

Note: The item is now available to be added to any contract specific to this vendor.
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|Z CARDINAL |

PURCHASE ORDERS

Note: 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.

Home | Workist | AddtoFavortes | Signout

Favorites . Main Menu > Purchvasmg > Purchase'l)rders » AddfUpdate POs
Maintain Purchase Order |

Purchase Order

Business Unit: 50100 PO Status: Open =4 X
POID: 0001085898

Copy From: I hd ™ Hold From Further Processing

Total Amount:

Add ltems From

Purchasing Kit Catalog ltem Search

Ship To/Dus Date || Statuses || feminformation || Aftributes || RFQ || Contract | Recsiving

PO Date: 1100712013 Ejl vendor Search
Vendor: BAYNES PRO-002 % yopor petais
- Receipt Status:
“Vendor ID: 0000051418 @, BAYNES PROPERTY MANAGEMENT ot Recvd J—
B : - Dispatch
“Buyer: CAROLINEHUDGIN'®, Hudgins, Caroline S. (vDOT) Dispatch Method: Frint [
PO Reference: | eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT
WebIMs?: T eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
oD Dosuen s L T ———————————
Requisitions Add Comments
PO Activities Add ShipTo Comments Merchandise: 23328000
FreightTax/Misc.: oog | Caloulate |

23328000 USD

Select Lines To Display

Line: Ao 2| Retrieve |

Customize | Find | A E First K1 12072 O Last

Merchandise

[5] save | b ReturntoSearch | |'=] Motify | |i Refresh |

Line Item Description PO Qty *UOM  Category Price Amount | S1LUS
1 B 9137750120 @, [WANTENANCEAND =& E"@.I 200.0000 BF (@ 9137750 |1,165.00000 23300000 Open  ¢0 [H =l
L
2 [ |[9907701000 @, [saFETY TRAINING j@ 8.0000 [HUF@, 9907701 [35.00000 280.00|Open o E =]
| Close Short Al Lines | -gote: [-More 3|
View Approvals

[E-ada] [ upsateDisniay]

Although, when entering a quantity greater than the quantity from a Sourcing Event, the

following message may be displayed. If so.....

Guantity over vendaor maximurm supported guantity of 100, Convert quantity to
Standard UOM. (10200,274)

FO line quantity is over vendor maximum supported gquantity. The systern will
canvert the line quantity to standard LGk,

ok

1 Click OK.
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CARDINAL

Favo'rrtes : Maln_Menu » Items > Define Items and Attributes > Purchasing Attributes

Home Workist |  Add to Favorites

ign out

& New Window () Help 3 hitp

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 to return (up to 300); |300
SetD: STATE @,

Item 1D: begins with 9137750120\

Description: | begins with =]

Item Group: beginswitnj|
Family: begins witnj|
Category: beginswitnj|
™ Include History [ Case Sensitive

I Search I Clear | Basic Search [gf Save Search Criteria

2 Navigate to: Items > Define Items and Attributes > Purchasing Attributes
3 Enter Iltem ID from the event or contract award.

4  Click Search button.

4 CARDINAL

= Home | Workist | AddtoFavortes |  Sign out

Favo'rkes Ma\nvMenu » Items > Define Items and Attributes » Purchasing Attributes

Purchasing Altributes Purchasing Controls Iltemyandnr I

# New Window @He\p E)Custom\ze Page Ehnp

SetiD: STATE  Htem ID: 9137750120 Standard Unit of Measure: LF

Description: BOX CULVERT CLEANING, GREATER THAN 64 SO FT

PO Available Date: 01/0114800 ftem Descr: BOX CULVERT CLEANING, GREATER  BOX CULVER
Unavailable: Category: 9137750

Standard Price: 2095000 LF Model:

Last PO Price: 2095000 Asset Profile ID:

Currency: usD Dollar Ultimate Use Code:

Lead Time Days: Physical Nature: Goods

Long Description: Primary Buyer:

MAINTENANCE AND REPAIR, PIPE CULVERT BOX CULVERT CLEANING, (EI Associated Picture

GREATER THAM 64 SQ FT. File Name:

File Extension:

Customize | Find
Account Task
5012550
ltem Specifications Packing Details
VAT Default VAT Senvice Treatment Setu
(5] save | [Eh RetumntoSearch | [[=] Notify | [ 2] Updateimisplay | |51 Include History. |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

5 Purchasing Attributes page displays.
6 Click on ItemVendor tab.
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Favorites : Main Menu > Items » Define Items and Attrbutes > Purchasing Attributes

2 New Window @He\p I?Custom\zePage %hnp
| Purchasing Atiributes || Purchasing Controls |G UL ]

STATE Item 1D: 9137750120 Standard Unit of Measure:
BOX CULVERT CLEANING, GREATER THAN 64 SQ FT.

LF

Item Vendor

"Vendor SetiD: ISTATE | @, Vendar Laokup “Status: | Active =
"Vendor ID: 0000020315 (@, Atlantic Heating & Cooling Senvice Inc *Priority: 1
Allocation %: ¥ Include in Planning
Vendor's Catalog:

Vendor Item 1D:
Item Extension:

\
\
\
Description: I ﬁl(‘é

} Associated Picture

+ Vendor Attributes

=1 ™
w All - First 1of1 Last

“Price Loc: MAIN Q I¥ Accept Any UOM
+Price Date: ) = ¥ Accept Any Ship To e' Multiples

N Check Order Multiples
*Price Qty: | Line Quantity =1 2

[¥ Price Can Be Changed on Order| Uil LETIES
Origin Country: Q ¥ Use item Standard Lead Time | ** Natural Round
. . I  Round U
Region of Origin: @ Lead Time Days: P
ltem Vendor UOK Vendor ltem MFG

Return to Vendor Fees ltem Vendor Contracts

|5] save | [af Return toSearch | [ Hatify |

|5 Updatemisplay| & Include History. |

Purchasing Afiributes | Purchasing Controls | ltem Yendor

7 Search for the selected PO vendor. In this example, we are looking for the vendor Baynes Property
Management.

Favorites | Main Menu > Ite'rrs » Define Iterrsgnd Attrbutes » Purchasing Attributes

@ MNew Window ® Help Customize Page http
( Purchasing Aftributes a i Purchasing Controls B[ item Vendor
SetiD: STATE Item ID: 9137750120 Standard Unit of Measure: LF
Description: BOX CULVERT CLEANING, GREATER THAN fi4 SQ FT.

¥ Vendor Priorities

ltem Vendor Find | View All First K1 5075 I Last
*Vendor SetiD: [eTATE [, Vendor Lookup “status:  [Acive 3]
“Vendor ID: [0000057418 @, BAYNES PROPERTY MANAGEMENT ~prionity: [ 5
Allocation %: I—D ™ Include in Planning
Vendor's Catalog:

Vendor ltem 1D:

Item Extension:

|
|
|
Description: I @

» Associated Picture

~ Vendor Attributes 1 First 1 1011 D Lost
*Price Loc: MAIN Q ¥ Accept Any UOM =]
“Price Date: ) B I¥ Accept Any Ship To TR IR R

. ™ Check Order Multiples
*Pi 3 B
rree Ay [Lune Quantty [ I¥ Price Can Be Changed on Order | [l

Origin Country: @ I™ Use Item Standard Lead Time || ¢ Natural Round
. . " Round U
Region of Origin: @, Lead Time Days: £

Yendor ltem MFG

Return to Vendor Fees ltem Vendor Contracts

|[F] save |G RetumtoSearch | =] Wotify |

| £ Update/Display | |/l include History. |

Purchasing Attributes | Purchasing Controls | item Vendor

8 Click on Item Vendor UOM hyperlink.
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Sign out

Favo'm:es Main'Menu » Items »> Define Items and Attributes > Purchasing Attributes
) New Window @He\p Customw.e Page = http

Vender's UOM and Pricing Information

SetiD: STATE Item ID: 9137750120 BOX CULVERT CLEANING, GREATER

Vendor: 0000051418 BAYNES PROPERTY MANAGEMENT Location: MAIN

Unit OF Measure Find | View Al First K 4 o4 I ast
LF % LinearFoot ¥ Default Packing Details [#l[=]

Effective Dated UOM
Order Quantity Multiple: Update PO

um Quantity:

100.0000
LONVETsIOon 10 Iem sase uum

“Rate Type: [overnde =] [ 700000000 “Qty Precision: Whole Nbr L
—— & Natural Round
Std UOM Rate: | GelSWRae  Round Up

HONPHESATTAUIES view Al First Kl 101 D' ast
*Effective Date: 1110712013 5 “Currency Code: UsD|@, =
*Status: Active = I Vendor Price: \ 1165.00000 I

“Minimum Quantity: 1.0000 Standard Price Update Status: ER S =

Qty Revd Tolerance %: 0.00 BU Price Update Status: No Update -

¥ Matching Controls

| OK | Cancel |

9 Note: Maximum Quantity and Vendor Price defaults in from the Sourcing Event.

Fav(:vrrtes Mavaenu » Items > Define Itemns and Attributes > Purchasing Attributes

@ MNew Window @ Help I? Customize Page hitp
Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9137750120 BOX CULVERT CLEANING, GREATER

Vendor: 0000051418 BAYNES PROPERTY MANAGEMENT  Location: MAIN

Unit OF Measure Find an First Kl 40r1 O Last
LF % LinearFoot ¥ Default Packing Delails
Effective Dated UOM
Order Quantity Multiple: Update PO

*Rate Type: [override =] 1.00000000 *Qty Precision: Decimal =] bl
& Natural Round
Std UOM Rate: | GelSWRale |  Round Up

UOM Price Attributes 2 First K 4 of 4 O Last

“Effective Date: 11/07/2013 “Currency Code: ’EQ

*Status: Active j' Vendor Price: ’m
*Minimum Quantity: 1.0000 Standard Price Update Status: [NoUpsate =]
Qty Revd Tolerance %: 000 BU Price Update Status: [NoUpdate =]

¥ Matching Controls
[

Cancel
| J

10 Change Maximum Quantity to 0.

11 Change Qty Precision to Decimal.
12 Click OK.
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ECARD'NAH Procurement Job Aid

Procurement Items

A% CARDINAL |

Home | Workist | AddtoFavortes | Signout
Favovrites MainvMenu > Iteg's » Define Items alnd Attributes » Purchasing Attributes
I New Window ® Help @ Customize Page hitp
Purchasing Aftributes Purchasing Controls Item Vendor
SetlD: STATE Item ID: 9137750120 Standard Unit of Measure: LF
Description: BOX CULVERT CLEAMING, GREATER THAN 64 SQ FT.

¥ Vendor Priorities

Item Vendor Find | View Al First K015 0 o
*Vendor SetiD: [sTATE |@, Vendor Lookup #Status: lm =
“Vendor ID: [0000051418 @, BAYNES PROPERTY MANAGEMENT “priority: [ 8

Allocation %: [ 3 I” Include in Planning
Vendor's Catalog:

Vendor Item ID:

Item Extension:

[
[
[
Description: | e

} Associated Picture

+ Vendor Attributes

Find | View All First EI 4 of1 I Last

*Price Loc: MAIN 2 Accept Any UOM =l
“Price Date: [fo = ¥ Accept Any Ship To er b

N Check Order Multiples
*Price Qty: Line Quanti d -

I e = I Price Can Be Changed on Order| [T
Origin Country: 2 I™ use ltem Standard Lead Time
. -  Round U|

Region of Origin: @, Lead Time Days: d

ltem Wendor UG Vendor ltem MFG

Return to Vendor Fees ltem Vendor Contracts

Save |J[of Returnto Search | [=] Notify |

| Update/Display | | Include History. |

[l ing Attributes | Purchasing Controls | tem Vendor

13 Click Save.

Note: This item is now attached to this vendor and is open for ordering on contracts and purchase orders
for any quantity. You should never need to edit this Item/Vendor relationship again.
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PROCUREMENT CONTRACTS

| workist | AddtoFavorites | Sign out
Favovm:es Mavaenu > Pmcuremerﬁ:cuntracu > Add/Update Contracts

I New Window @He\p E,/Cuslnmlze Page [ nip =l
Contract Entry

Contract
Contract Version
SetiD: STATE  CopyFrom Contract
Contract ID: NEXT l\.'erswon: ! 1 Status: Current .
NewVersion .
*Status: m e Approval Due Date:
Administrator/Buyer: [WIKE HALL S Hall, Mike (VDOT)

Process Option: 4gd Comments Activity Log
Vendor: BAYNES PRO-00:@, Vendor Search Contract Activities Document Status
Frimary Contact Infa Thresholds & Notifications

“Wendor ID: 0000051418 [, T
*Begin Date: 110712012 & Contract Releases

Expire Date: Contract Reference

Renewal Date: ] [ Amount Summary ]
Currency: USD|@, [CRRNT @, Maximum Amount: 0.000 UsD
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: | & Total Released Amount: 0.00

I™ Tax Exempt [

» Order Contract Options

- Contract ltems

Catalog Search ltem Search Search for Contract Lines

QOrder By Amount ttem Information Defautt Schedule Release Amounts Release Quantities Line Groupings

Include for
Release

1 B | iQ;II (E] ’_Q; @ QT B ~ Active B =]

lew Category Hierarch Category Search

Line item Description uom Category Status

14 Enter the Vendor name.

15 Click on the Item lookup icon.

Look Up Contract Line Type ID

Vendor SetlD: STATE
10 Ooaan=1412
I Item SetlD: STATE
ttem ID: |begins with =]

ltem Description: | bedins with j \

| LookUp | cClear || Cancel |Basic Lookup

Search Results

100 I MR
ltem ID ltem Description

E4044R0000 PACKIMNG LIST ERYVELOPES, SELF-A
8016801000 SIGMS: BILLAOARD, ADVERTISING
4137750120 BOX CULVERT CLEANING, GREATER
4716001000 PROPERTY MAMNAGEMENT SERVICES
883601 000 GROUMNDS MAINTENAMCE: MOVING, E
H28364 2000 GROUMDS MAIMNTEMAMCE: MOVIMNG, E

Note: Only those items attached to this vendor (Item/Vendor Relationship) are displayed for selection.

16 Select an item from the list, or create a new item/vendor relationship. See pages 2-6.
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Procurement Items

ADD ITEM UNIT OF MEASURE (UOM)

For Example:

9105435001 (Painting Services) UOM is EA (each). 9105435000 (Painting Services) UOM is HUR (hour).

You wish to have a UOM of FTK (square foot), for a specific contract service.

1 Contact the Cardinal PR Helpdesk through VITA to request new UOM.

Upon notification of resolution....

4 CARDINAL

Favovrites Mam'Meﬂu » Items » Define Items and Attributes > Purchasing Attributes

Purchasing Attributes Purchasing Controls Item Vendor

SetlD: STATE Item ID: 9105435001
Description: PAINTING SERVICES

PO Available Date: 01/0111900

Unavailable:

Standard Price: 350000000 EA

Last PO Price: 3500.00000
Currency: usD Dollar
Lead Time Days:

Long Description:

Home | Workist | AddtoFavorites | Sign out

1 New Window @Help [»{Custum\zeFage = nttp

PAINTING SERVICES PAINTING SERVICES

5012570

Item Specifications Packing Details

VAT Default

[l save | [@h RetumtoSearch | (=] Hotify |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

Customize | Find | View 2] B 3 Firat B g or1 I Last

Account Task

VAT Sernvice Treatment Setup

Standard Unit of Measure: EA
ftem Descr: PAINTING SERVICES PAINTING §
Category: 9105435
Nodel:

Asset Profile ID:
Ultimate Use Code:
Physical Nature: Goods
Primary Buyer:
=
File Name:

File Extension:

[ 42 Upgaiemisplay | [ &) include History |

2 Navigate to: Main Menu > Items > Define Items and Attributes > Purchasing Attributes

3 Find your Item using the search tables.

4  Click on ItemVendor tab.
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Procurement Items

Favovmes Mam'Menu » Items » Define Items and Attributes > Purchasing Attributes

[ Purchasing Aftributes i Purchasing Controls \

2 New Window @Help @?Cusmm\zePage Ennp

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

¥ Vendor Priorities

Item Vendor

“Vendor SetiD: STATE (@, Vendor Lookup *Status:

*Vendor ID: 0000055848 @,  CARTERS PAINTING INC “Priority: 1
Allocation %: 0 ¥ Include in Planning
Vendor's Catalog:

Vendor ltem ID:

Item Extension:

\
\
\
Description: I IL’”@

} Associated Picture

~ Vendor Attributes

“Price Loc: MAIN @ F Accept Any UOM
*Price Date: PO - ¥ Accept Any Ship To Ger Multiples

N Check Order Multiples
“Price Qty: [Line Quantity | p

¥ Price Can Be Changed on Order| Sl LI RETES
Origin Country: A F Use item Standard Lead Time | Natural Round
. .  Round U
Region of Origin: @ Lead Time Days: e

Item Vendor UG Vendor ltem MFG

Return to Vendor Fees ltem Vendor Coniracts

[ 5ave_\ |5t Returnto Search | |[=] Nm'fy_\

[ -Updatemisplay,| |21 inciude History |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

5 Find your vendor using the Item Vendor search listing.

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

/F'urmasinggmibutes \’Purmasmggontmls B[ item Vendor

2 New Window @Help @Cusmm\zePage %nhp

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

} Vendor Priorities

Item Vendor

Find | View Al First Kl g ofg | Leost

“Vendor SetiD: STATE (@, Vendor Lookup *Status: | Active -
“Vendor ID: 0000051418 |@,  BAYNES PROPERTY MANAGEMENT “Priority: 8
Allocation %: 0 ¥ Include in Planning
Vendor's Catalog:

Vendor ltem ID:

Item Extension:

\
\
\
Description: | L’”@

¥ Associated Picture
~ Vendor Attributes

*Price Loc: MAIN ¥ Accept Any UOM

*Price Date: PO - ¥ Accept Any Ship To Oer Multiples
. Check Order Multiples
*Price Qty: | Line Quantity | pl

¥ Price Can Be Changed on Order L LET R
Origin Country: A F Use ltem Standard Lead Time | Natural Round
. . © Round U
Region of Origin: N Lead Time Days: £

Vendor ltem MFG

ltem Vendor Contracts

5 save | (G Retumto Search | [=] oty | | updatemisplay| [Z1 Include History. |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

6 Click on the Iltem Vendor UOM hyperlink.
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Favorites . Main Menu > Ite'rm > Deﬁneltermzlnd Attrbutes > Purchasing Attributes

@ New Window @ Help @ Customize Page E hitp
Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES
Vendor: 0000051418 BAYNES PROPERTY MAMNAGEMEMT  Location: MAIN
Unit Of Measure
*UOM: EA @ Each ¥ Default Packing Details o
Minimum Quantity: 1.0000 Effective Dated UOM
Maximum Quantity: 0.0000 Order Quantity Multiple: Update PO
Conversion to ltem Base UOM
*Rate Type: Standard - *Qty Precision: Decimal - Rounding Rule

—— & Natural Round
Std UOM Rate: | GsiStdRae |  Round Up

UOM Price Attributes

— —
v Al First 1of1 Last

“Effective Date: 1172212013 ] ~Currency Code: [uso @, =]
“Status: Active j' Vendor Price: ,m
*Minimum Quantity: 1.0000 Standard Price Update Status: [NoUpsate =]
Qty Revd Tolerance %: 0.00 BU Price Update Status: [NoUpdste =]

¥ Matching Controls

| Ok | Cancel |

7 Vendor's UOM and Pricing Information are displayed.

8 Click the blue + sign to add a new UOM.

Favorites . Main Menu > Ite'rm > Deﬁneltermzlnd Attrbutes > Purchasing Attributes

@ MNew Window @ Help @ Customize Page E hitp
Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 9105435001 PAINTING SERVICES
Vendor: 0000051418 BAYNES PROPERTY MAMNAGEMEMT  Location: WAIN

Find | View Al First Kl 2072 I Last
™ Default Packing Details =

*Uom: FTK @, square Foot
S TR

AT *

o B Effective Dated UOM
Maximum Quantity: 0.0000 Order Quantity Multiple: Update PO

Conversion to ltem Base UOM

“Rate Type: Standard - ~Qty Precision: [oeoma 51 Rounding Rule
& Natural Round
Std UOM Rate: |wl  Round Up

UOM Price Attributes

i First Kl 401 O Last

“Effective Date: 1172212013 [ N . [usD @, =
*Status: Active = I Vendor Price: | 1.00000 I

*Minimum Quantity: 7.0000 Standard Price Update Status:

Qty Revd Tolerance %: 0.00 BU Price Update Status: [MoUpdste =]

¥ Matching Controls

==

9 Select the new UOM.

10 Change the Qty Precision to Decimal.

11 Enter a Vendor Price. Note: any value can be entered and will default on the PO.
12 Click OK.
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Add to Favorites
Favorites . Main Menu > Ite'rm » Define Items zlnd Attrbutes > Purchasing Attributes
20 New Window @ Help @ Customize Page 3 hitp
! Purchasing Attributes || Purchasing Controls | (Rl 8
SetiD: STATE Item ID: 9105435001 Standard Unit of Measure: EA
Description: PAINTING SERVICES

¥ Vendor Priorities

item Vendor Find | View Al First K 8 of 8 | Last
*Vendor SetiD: [STATE |@, Vendor Lookup “Status:  [Active 7] =
“Vendor ID: (0000051418 |,  BAYNES PROPERTY MANAGEMENT *priority: | &

Allocation %: I—D I Include in Planning

Vendor's Catalog:

Vendor item ID:

\

\
Item Extension: ‘
Description: I (B
} Associated Picture

~+ Vendor Attributes

*Price Loc: WMAIN @ ¥ Accept Any UOM
“Price Date: E5) = I Accept Any Ship To Oer Lbl e

§ Check Order Multiple:
*Price Qty: [Line Quantity | st UL

¥ Price Can Be Changed on Order Ll Ll
Origin Country: A F Use ltem Standard Lead Time |  Natural Round
§ -  Round U
Region of Origin: @, Lead Time Days: l_ P
Item Vendor UG Vendor ltem MFG

Return to Vendor Fees ltem Vendor Coniracts

Return to Search | =] Notify | |/ UpdateDisplay | | & Include History. |

Purchasing Aftributes | Purchasing Controls | ltem Vendor

13 Click Save.

The Item is now set up with more than one UOM and is available for selection when using this specific
vendor.
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Procurement Contract Example:

Favovrtes Mam'Menu » Procurement Contracts > Add/Update Contracts

Contract Entry =2
Contract

Contract Version
SetlD: STATE  Copy From Contract

. Version: 1 Status: Current
Contract ID: NEXT Pttt
[~Newxersion | Approval Due Date: )

*Status: Approved hd S :
Administrator/Buyer: ‘ Qi
v Header
Process Option: Purchase Order Add Comments Activity Log
Vendor: BAYNES PRO-00;2, \Vendor Search Contract Activities Document Status

Primary Contact Info Thresholds & Notifications
“Vendor ID; [b000051412 BAYNES PROPERTY HANAGEMENT
“Begin Date: 11/22i12013

Contract Releases

Expire Date: B Conliect Reference

Renewal Date:
Currency: USD @, [CRRNT, 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: ‘ & Total Released Amount: 0.00

I™ Tax Exempt [

¥ Order Contract Options

Catalog Search ltem Search Search for Contract Lines

Lines PPy |

First Last b

5T Order By Amount || ltemInformation || Default Schedule || Release Amounts | Release Quantiies || Line Groupings |

Include for

Line Item Description uom Category heleass Status
1 B iq,|| & @, a o v B o Adive & =
View Category Hierarchy Category Search

14 Create a Contract with this Vendor for Painting Services by SQ. FT.
15 Enter Vendor ID.

16 Click on the Item Lookup icon.

‘ Look Up

Look Up Contract Line Type ID

Vendor SetlD: STATE
Vendor ID: 0000051418
tem SetiD: STATE

Ttem ID: |begms wiith j\

Item Description: | hegins with j \

| LookUp | Clear || Cancel |Basic Lookug

Search Results

P/lewmﬂ First [4] 16 o6 [3] Laal‘

em ID Iem Description
6404460000 PACKING LIST ENVELOPES, SELF-A

PAINTING SERYICES

aa8! GROUNMDS MAINTEMANCE: MOWING, E
9883642000 GROUMNDS MAINTEMANCE: MOWING, E

17 Item related to this vendor are shown.

18 Click PAINTING SERVICES hyperlink.
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Favovrtes Mam'Menu > Procurement Contracts > Add/Update Contracts

Contract Entry
Contract

Contract Version
SetlD: STATE  Copv From Contract
Contract ID: NEXT Version: 1 Status: Current
*Status: Approved — \—New Version | Approval Due Date:
Administrator/Buyer: ‘ =N

Process Option: Purchase Order Add Comments Activity Log
Vendor: BAYNES PRO-00:C, Vendor Search Contract Activities Document Status

Primary Contact Info Thresholds & Notifications
“Vendor ID: 0000051418 R, paynEs PROPERTY MANAGEMENT

“Begin Date: 1222013 Coniract Releases
Expire Date: Contract Reference
Renewal Date: B

Currency: [UsD'@, [cRRNTA, Maximum Amount: 0.00/ usD
Primary Contact: ’7(1 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

Catalog Search ltem Search Search for Contract Lines

Lines

(:- % OrderByAmount || Heminformation | Default Schedule || Release Amounts | Releass Quantities | Line Groupings

Line Item Description uom Category '“;e!"'::'ec" Status
1 105435001 @, [PANTING SERVICES 27 [Zli=T) 9105435 (SRR 2 Active =1

View Category Hierarchy Category Search

19 The default UOM of EA is automatically populated.
20 Click the Line Details icon.

Category: 9105435
Description: Status: Active

Category ID: 04244 Physical Nature: Goods :I'

Transaction ltem Description:
PAINTING SERVICES PAINTING SERVICES EI@

Preferred Language ltem Description:
PAINTING SERVICES PAINTING SERVICES

Expand All Collapse All
Item Information

Release Amounts | Quantities
~ Pricing Information

™ use Contract Base Price ™ use Vndr Price UOM Adjustments
[# Price Can Be Changed on Order ™ Use Vendor Price Shipto Adjust
Price Date: | PO Date - Adjust: | Before Contract Adjustments j
Price Qty: I Line Quantty j Order By Amount
A tO;
Qty Type: | Current Order Quantity j mount Only

Merchandise Amount:

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.

Schedule Defaults

UOMIPricing Customize | Find | Z Frst K 1 0114
Price Loc uom Base Price Curr

| AT Q, 3500.00000 [USD =

21 Click the UOM lookup icon.
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Look Up UOM

Unit of Measure: I beqging with j ‘
Description: |hegms wmﬁj\

 Look Up H Clear H Cancel |Basic Lookup

Search Results

Eiewmﬂ First [4] 12 ef2 [3] Lasﬂ

it of Measure

22 Both available Units of Measure are displayed.

23 Select Square Foot hyperlink.

Procurement Items

Transaction ltem Description:
PAINTING SERVICES PAINTING SERVICES EI@

Preferred Language ltem Description:
PAINTING SERVICES PAINTING SERVICES

pand Al Collapse Al
Item Information

Release Amounts | Quantities
~ Pricing Information

™ Use Vndr Price UOM Adjustments
I” Use Vendor Price Shipto Adjust
| Before Confract Adjustments j

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

Price Date: [PO Date =1 Adjust:
Price Qty: |Lme Quantity j Order By Amount
I~ Amount O
Qty Type: | Current Order Quantity j mount Only
NMerchandise 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
2 First K 1or4 O Last

UOM/Pricing
Price Loc uom Base Price Curr
F  [man affFk @ | 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 thatis selected as the

Release Default atthe time of release
Shipping Template
Lead Time Time Due

Customize | Find | View 21 | B | B8 Frot 5 qor1 D Last

*Qty Sched UOM

1.0000 EA =

\ of

1
il oK |I Cancel | Refresh |

24 Square Foot UOM is populated.

25 Click OK and complete the contract entry procedures.
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]
B
CONTRACT
VA Dept of Transportation Dispatch via Print
' VDOT Central Office Contract ID Version Page
1201 E Broad St 0000000000000000000042047 1 1of 1
CARDINAL _|Richmond VA 23219 Contract Dates Currency  Rate Type Rate Date
United States 11/22/2013 to _11/22/2014 USD CRRNT PO Date
Description: Contract Maximum
Vendor ID 0000051418 0.00
BAYNES PROPERTY MANAGEMENT Contract Officer Name Phone
4300 GRANTLAKE RD
RICHMOND VA 23234
United States
4355611182
Contract Lines:
Item ID / Minimum Order Maximum / Open J
Line # Category Item Desc uom Qty Amt Qty Amt
1 9105435001 PAINTING SERVICES PAINTING ER 1.00 0.00 0.00 0.00
SERVICES
Pricing Agreement:  Pricing Date: PO Date
Pricing Quantity PO Date
Quantity Type: Current Order Quantity
I Contract Base Pricing 475.00000 FTK I MAIN

26 Printed contract displays UOM as desired.

Purchase Order Example:

Home | Workist | AddtoFavortes | Sign out
Favgrites .~ Main Menu > Purchvasmg > Purchasgorders » Add/Update POs

|_E’ MNew Window @ Help E,} Customize Page E hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open g
POID: NEXT
Copy From: > ™ Hold From Further Processing
PO Date: 1112212013 Vendor Search
Vendor: BAYNES PRO-002 |3, Vendor Details
Receipt Status:
“Vendor ID: 0000051418 @, BA NotRecvd
* - i - Dispatch
“Buyer: CAROLINEHUDGING,  Hudgins, Caroline S. (VDOT) Dispatch Method: Print H¢
PO Reference: ‘ eVA PO Type: RO1 @, Routine Bill Vendor
€VA Order Method: PRNT
Web IMs?: 7 VA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
e s | —
Add Comments
PO Actiities Add ShipTo Comments Merchandise: 0.00
FreightiTax/Misc.: 0.00 Calculate
Total Amount: 000 USD

Add ltems From
Purchasing Kit Catalog ltem Search

Customize | Find | View A1 | B First K 1071 1 Last
Ship To/Due Date || Staluses || jtemInformation || Atributes || RFQ || Contract || Receiving
, - " ) Merchandise
Line item pescription PO Gty UOM  Category  Price i Status
1 B IQ' e @ @, o oooojopen || [E |H|=

27 Create a Purchase Order with this Vendor for Painting Services by SQ. FT.
28 Enter Vendor ID.

29 Click on the Item Lookup icon.
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Look Up Item

SetlD: STATE
Ttem ID: hegins withj|
Category: begins withj|
Description:| begins withj|paiming

| LookUp | Clear || Cancel |Basic Lookup

Search Results

Mewmﬂ First [4] 117 o117 [i] Lasﬂ
ttem ID Category Category ID Description

9146101000 3146101 07257 PAINTING

98342501000 9835501 10268 PAINTIMNG EQUIPMEMT AND SUPPLIE
9345801000 9345801 08375 PAINTING EQUIPMENT MAIMNT. AND
0122344445 8122344 27921 PAINTING GUARDRAIL

9207064000 9297064 26913 PAINTIMG SHOWP LOWI/B|

AAITEA TANN IATR 7 NEnD T DAIMITIRI: CODEAMCD O

30 Enter search criteria to find the item. For Example: Description = painting

31 Click on selected item hyperlink.

Add to Favorites.

Favovrkas Mavaenu > Purchvasing > Purchasevorders » Add/Update POs

@ New Window @ Help @? Customize Page E hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open =4
POID: NEXT

Copy From: hd I Hold From Further Processing

*P0 Date: 1112212013 Vendor Search

Vendor: BAYNES PRO-002 |3, Vendor Details
Receipt Status:
“Vendor D: 0000051418 [ BAYNES PROPERTY MANAGEMENT HotRecrd JE—
*Dijs - Dispatch
“Buyer: CAROLINE HUDGIN/®,  Hudgins, Caroline S. (YDOT) Dispatch Method: Print T —iepeicim
PO Reference: I eVA PO Type: RO1T @ Routine Bill Vendor
eVA Order Method: PRNT
web ms?: T €VA Interfaced: NSEV
‘eVA Dttm:
Header Details Activity Summary
PO Defaults Amount Summary
Add Comments 3
PO Activities Add ShipTo Comments Merchandise: 570000
FreightiTax/Misc.: 000 | Caleulate |
Total Amount: 570000 USD

Add ltems From

Purchasing Kit Catalog ltem Search
Lines Customize | Find |\ First K1 4 of 4 1 Last
@ -0 shipToMueDate || Statuses | teminformation | Aftributes | RFQ | Contract || Receiving
Line item Description PO Gty *UOM  Category Price “em:'?"l‘g:f“et Status
1 T (0105435001 @, [PANTING SERVICES Z]& & [ 120000 mwos‘m [475.00000 | 5700.00 Open G2 [E

| Close Short All Lines | “Go to: [.-more .. |
View Approvals

[5) save =] Notity | |3 Refresn

32 Click on UOM Lookup icon.
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Look Up UOM

Vendor SetlD: | hedins with j |

Vendor 1D: |contams j|51418
Vendor Locmion:l hedins with j |

ftem SetiD: STATE

ftem ID: 9105435001
Unit of Measure: | hegins with j |

Description: Ihegms with jl

| Lookup || clear || Cancel pasicLookun

Search Results

[\I\ewwu First [4] 12 st2 [3] Lasﬁ

Unit of Measure Description Vendor Default UOM
. el

Souare Foot/N | |

33 Both Units of Measure as displayed for selection.

34 Click on selected UOM hyperlink.

Addto Favorites | Sign out

Favorites  Main Menu > Pur(hvasmg > Pur(hasg[}rders » Add/Update POs
2 New Window @Help @Cusmm\zeFage Enhp

Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open e
POID: NEXT

Copy From: hd ™ Hold From Further Processing
“PO Date: 1112212013 Ej vendor Search
Vendor: BAYNES PRO-002 |3, Vendor Details

Receipt Status:

*Vendor D: 000001418 [ BAYNES PROPERTY MANAGEWENT totRecd
*Dispatch Method: Print Dispatoh

*Buyer: CAROLINE HUDGIN @, Hudagins, Caroline S. (VDOT) Pl

PO Reference: [ eVA PO Type: R0O1 @, Routine Bill Vendor
VA Order Method: PRNT

Web mMs?: T &VA Interfaced: NSEV
€eVA Ditm:

Header Details Activity Summary

 — e ———————————————

Add Comments )

PO Activiies Add ShipTo Comments Merchandise: s7o000
FreightTax/Misc.: ooo | Calculate |
Total Amount: 5,700.00 USD

Add ltems From
Purchasing Kit Catalog ltem Search

Lines Customize | Find | View £ First K 4 or 4 I Last

@55 Ship To/Due Date || Statuses | fteminformation | Aftributes || RFQ | Contract | Receiving |

Merchandise

Descriﬂiun PO% U0 Cats Price [ — Status
@ |F‘AJNTINGSERV\CESjEI| 120000 [FTK@, 9105435 |[475.00000 5,700.00|Open o E =]

Close Short All Lines | Gote: |- More.. =1

Wiew Approvals

(5 save | =] noty | [ Refresn | [P aga [ 2] UpsatsiDisply

35 Purchase Order line information defaults as selected and ready for completion.
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