?—ACARD'NAH Procurement Job Aid

Professional Services Contracts

About Professional Services Contracts

Cardinal allows Contract Administrators to add and manage Professional Services contracts at
any time. As an enhancement, each contract has a related Purchase Order specific to the
contract, so that all Task Orders and vendor invoices can be simply tracked. Cardinal identifies
contract activities to include vouchers and payments to date. Any Supplemental Agreements or
Modifications to a contract are done so by creating a new Version. Versioning tracks contract
changes, where the current version makes all previous versions unavailable.

ENTERING A NEW CONTRACT:

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

4 CARDINAL
] Home | Workist | AddtoFavortes | Signout
Favorites - Main Menu > Procurement Contracts > Add/Update Contracts
&) New Window (2 Help i http
Contract Entry

Find an Existing Value _

SetlD: STATE @
[Contract ID: NEXT

IComract Process Option:| Purchase Order v
I Add I

Find an Existing Value | Add a New Value

N

Select Add a New Value tab. SetlD = STATE
3 Contract ID defaults to NEXT. DO NOT change.

4  Contract Process Option defaults to Purchase Order. DO NOT change.

5 Click Add button.
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ECARD'NAH Procurement Job Aid

Professional Services Contracts

CARDINAL

Home | ‘Worklist |
Favgkes Main'Menu > Procuremegt Contracts > Add/Update Contracts

& ew window (PHelp [F o

Contract Entry

Contract

cotin: STATE Coor From Confract
Contract ID: NEXT Version: ) 1 Status: Current
“status: [Feprovea £l |ewversion. | Approval Due Date: B
Administrator/Buyer: IM‘KE HALL * Hall, Mike (VDOT)

+ Header

Process Option: Purchase Order _— Activity Log

Vendor: PARSONS BR-00 Vendor Search w Document Status

I Eiypvn " Thresholds & Motifications

*Vendor In: po00002102 Parsons Brinckernoft ing
“Beqin Date: 01125020712 Confract Releases

Expire Date: 011252014 Contract Reference

Renew Dot
Currency: ’ﬁ% WQ Maximum Amount: ’m sD
Primary Contact: 2 Line [tem Released Amount: 0.00
Vendor Contract Ref: Jahn Jones- Y00( Distric} CA Category Released Amount: 0.00
Description: CEIINSPECTION SERVICES-NOVA Open ltem Released Amount: 0.00
Master Contract ID: A Total Released Amount: 0.00

™ Tax Exempt I

~ Order Contract Options

6 Enter values specific to your contract, e.g., Administrator/Buyer, Vendor ID, Begin Date, Expire
Date, Vendor Contract Ref (i.e. Contract Administrator), Description and Maximum Amount.

Note: If multiple Contract Administrators are assigned, use the Contract Activities hyperlink to keep
additional records.

-~
[[] Aliow Multicurrency PO [J Allow Open Item Reference [ Must Use Contract Rate Date Rate Date: 01/26/2012
Corporate Contract [ Adjust Vendor Pricing First Auto Default i
[ Lock Chartfields [ Price Can Be Changed on Order *Dispatch Method: ¥ Dispatch -
PO Defaults Add Open Item Price Adjustments Price Adjustment Template

 Contract items

Catalog Search ltem Search Search for Contract Lines

Qrder By Amount

tem Information Default Schedule Release Amounts Release Quantties Line Groupings

Line Item Description uom

Category RS Status
1 B q\I CEI SERVICES-NOVA = 2 B [HUR'@ (0184201 @ IQ OB Active ==
View Cateqgory Hierarchy Category Search

~ Contract Categories

Lines

Customize | Find | View A1 B | 2 et Kl g or4 D Lot
Release Amounts
Line Category Description Status
1 [ @ B T |acive ==

7 Enter Description, UOM, and Category.

8 Click on Order By Amount tab.
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ECARD'NAH Procurement Job Aid

Professional Services Contracts

(@ CARDINAL

Home | Workist | AddtoFavortes | Sign out
Favorites ~ Main Menu > Proouremerlt Contracts > Add/Update Contracts
~ Order Contract Options A
[ Atlow Multicurrency PO [ Allow Open item Reference [Imust Use Contract Rate Date Rate Date: 01/26/2012
Corporate Contract [ Adjust Vendor Pricing First Auto Default
[ Lock Chartfields [ Price Can Be Changed on Order *Dispatch Method: Print b  Dispatch
PO Defaults Add Open Item Price A ment Price Adjustment Template
~ Contract items
Catalog Search ltem Search

Search for Contract Lines

tem Information Default Schedule Release Amounts Reiease Quanttties Line Groupings

" = a0 Release as

Line tem Description Amt Merchandise Amount Milestone ‘

1 B @, [CEISERVICES-NOVA =20 O 5] ®|=|
View Category Hierarchy Category Search

 Contract Categories

Customize | Find | Lo 8
Line Category Description Status ‘
: | Q B O adve GE] L

9 Check AMT Only box.

10 Click on the Line Details icon.

Home | Workist | AddtoFavortes | Sign out
Favorites ~ Main Menu > Procurement Contracts > Add/Update Contracts

0 New Window @ Help d Customize Page i nttp
Contract Entry

Details for Line 1

Contract ID: NEXT Version: 1  Vendor: PARSONS BR-001
Line: 1 Item ID: CEI SERVICES- NOVA
Line Details
Category: 9184201
Description: Status: Active
T ion Item iption:
’cen SERVICES- NOVA ‘E‘@
Expand All Collapse All

b Ham Infarma jon

¥ Release Amounts / Quantities
» Pricing Information

OK | Cancel | Refresh

11 Physical Nature: Select Goods or Services from the dropdown menu.

12 Click on the Expand All hyperlink
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CARDINAL Procurement Job Aid
Professional Services Contracts

4 CARDIN
o Home | Workist | AddtoFavortes | Sign out

Favovrites Main Menu > ProcuremerltContram > Add/Update Contracts

Clemiomaton ] 1
Vendor's Catalog: Device Tracking

Vendor Item ID:

Manufacturer ID: Q

Description:

Manufacturer's Item ID: Q

UPNID:

Minimum Line Amount: Minimum Line Quantity: 1

Maximum Line Amount: [ Maximum Line Quantity:

Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00 3
Remaining Amount: usD Remaining Quantity: 0.0000 HUR

Remaining Amount %: Remaining Quantity %: 0.00

i o Use Vndr Price UOM Adjustments F

I Price Can Be Changed on Order I Use Vendor Price Shipto Adjust

Price Date: Due Date ™ Adjust: Before Conkradt Mustment

oty [ r

QyTyps: [CumentOrgercuanit 3 @l Amount only

Merchandise Amount:

| schedue etanies |

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

Price Loc uom Base Price Curr

[MAIN @ [HR @ | 0.00000 u'o ==

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 *Qty Sched UOM
o[ 1.0000 HUR H=|E=
0K Cancel | Refresh

13 Enter Minimum Line Amount / Maximum Line Amount and Minimum Line Quantity / Maximum
Line Quantity (as applicable).

14 Check Price Can Be Changed on Order box.
15 Enter Base Price (as applicable)

16 Click OK
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CARDINAL Procurement Job Aid

Professional Services Contracts

Favgtes Main vNlenu > Procureme Qt Contracts > Add/Update Contracts
@ Mew Window @ Help @f‘ cy
Contract Entry
Contract
Contract Version
SetiD: STATE  Copy From Contract
Contract ID: NEXT |\len;ion: | 1 Status: Current -
INewVersion .
= Status: |Appmved = (MW LD T Approval Due Date:
Administrator/Buyer: ‘M‘KE HALL Q Hall, Mike (VDOT)
Process Option: Purchase Order Add Comments Activity Log
Vendor: PARSONS BR-00 2, Vendor Search Contract Activities Document Status
Primary Contact Info Thresholds & Mofifications
*Vendor ID: 0000002102 R parsons princkemott inc
“Begin Date: D1I28/2012 & Contract Releases
Expire Date: 01125/2014 Ed Contract Ret
Renewal Date: [5] Amount Summary
Currency: UsD @, [CRRNT@, Maximum Amount: 5,000,000.000 UsD
Primary Contact: 2 Line ltem Released Amount: 0.00
Vendor Contract Ref: Hann Janes- Y00 Distrid CA Category Released Amount: 0.00
Description: [CEIINSPECTION SERVICES-NOVA Open tem Released Amount: 0.00
Master Contract ID: ‘ A Total Released Amount: 0.00
™ Tax Exempt I
+ Order Contract Options

17 Click on Contract Reference hyperlink.

| Workist | AddtoFavorites | Sign out

Favn_rtes i Man_Menu > Prnmmmegt Contracts > Add/Update Contracts
New Window (DHelp [# Customize Page [ ntip
Contract Entry

Contract Reference

SetiD: STATE

ContractID: NEXT Contract Version: 1

Contract Information

Contract Category: [consuLTANT - PROF. INSPECTION  w|l  GL Business unit: (50100 @,
Estimated Contract Valued | 5,000,000 ResponsibleOrg: 10003 @,
Supplement Number: [ Supplement Date: [ 5

Supplement Amount: l

Renewal Date From: ||01.'26!2014 [ Renewal Date To: l01r252015 3 I

Original Number of Renewal Options: I 2 Current Renewal Penoﬂl 0 I

[ concet  metesn

18 Enter Contract Category, Estimated Contract Value, Renewal Date From and Renewal Date To
values.

19 Click OK.
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CARDINAL Procurement Job Aid
Professional Services Contracts

Contract Entry
Contract
Contract Version

SetlD: STATE  Copy From Contract
Contract 1D NEXT l\.’ers\on: | 1 Status: Current .

NewVersion .
*Status: I Approved = oot doial ) Approval Due Date:
Administrator/Buyer: |M‘KE-HALL @ Hall, Mike (VDOT)
Process Option: Purchase Order £dd Comments Activity Log
Vendor: PARSONS BR-00/2, Vendor Search Contract Activities

Primary Contact Info

“Vendor ID: 0000002102 (% pareons Brinckemottinc

. 01/26/2012
“Begin Date: ) Contract Releases
Expire Date: 011252014 El Contract Reference

Renewal Date: ] AT T T e ———————
Currency: [lusp @, [cRRNT@, Maximum Amount: 5,000,000.00 ysD
Primary Contact: ’_Q‘ Line Item Released Amount: 0.00

Vendor Contract Ref: [Jonn Jones- ok Distric CA Category Released Amount: 0.00

Description: |CE\ INSPECTION SERVICES-NOVA Open Item Released Amount: 0.00

Master Contract ID: | 2, Total Released Amount: 0.00

™ Tax Exempt [

~ Order Contract Options

20 Click on Thresholds & Notifications hyperlink.

Contract Entry
Thresholds & Notifications |

nd Date/Amount Notification

Expand All Collapse All
Notify User when contract is within specified days of Expire Date. E
Expire Date: [01252014 )
Expiration Notification Date:

Notify Days Before Expires: ‘

Notify User when contract is within specified days of Renewal Date.

Renewal Date: \ [ Notify Days Before Renewal: [
Renewal Notification Date:
Notify User when New Contract or Draft is within specified days of Approval Due Date.
Approval Due Date: [ a1 Notify Days Before Approval: [ W

Approval Notification Date:

~ Maximum Amount Notification
Notify User when the total contract released amount is either within the specified amount , or within the specified
percentage, of the maximum contract amount.

Percent Less than Maximum: 95.00

475000000 g

250,000.00

First K1 9 or 4 X Last

?wﬁw""" UserID User Description Email Address
I Maximum A VI JEFF.RODGI%I RODGERS, JEFFREY xojeff.rodgers@vdotvirginia.gov (=
Maximum Amount: 5.000,000.00 5p
Total Line Released Amount: 0.00 E
Total Category Released Amount: 0.00
Open Item Released Amount: 0.00
Total Released Amount: 0.00

o

21 Check Send Date / Amount Notification box.

22 Enter Percent Less than Maximum (example shown).
23 Select User ID and Maximum Amount from the dropdown box under Notification Type.
24 Click OK

Page 6 of 15 Last Updated 10/31/2013




ECARD'NAH Procurement Job Aid

Professional Services Contracts

CARDINAL

Home | ‘Worklist |

Favcgtes Main vN'Ienu > Procureme Qt Contracts > Add/Update Contracts
@ Mew Window @ Help [.j cy
Contract Entry
Contract
Contract Version
SetiD: STATE  Copy From Contract
Contract ID: NEXT |\fersion: | 1 Status: Current -
INewVersion .
= Status: |Appmved = (MW LD T Approval Due Date:
Administrator/Buyer: ‘M‘KE HALL O\ Hall, Mike (VDOT)
+ Header
Process Option: Purchase Order Add Comments Activity Log
Vendor: PARSONS BR-00 2, Vendor Search QNITACt ACTVITIES Document Status
Primary Contact Info Thresholds & Mofifications
*Vendor ID: 0000002102 R parsons princkemott inc
“Begin Date: D1I28/2012 & Contract Releases
Expire Date: 01/25/2014 Ed Contract Reference
Renewal Date: [5] Amount Summary
Currency: usD @, [cRRNT@, Maximum Amount: 5,000,000.00| usD
Primary Contact: 2 Line ltem Released Amount: 0.00
Vendor Contract Ref: Honn Jones- 00 District CA Category Released Amount: 0.00
Description: [CEIINSPECTION SERVICES-NOVA Open tem Released Amount: 0.00
Master Contract ID: ‘ A Total Released Amount: 0.00
™ Tax Exempt I
+ Order Contract Options

25 Click on Add Comments hyperlink.

|4 CARDINAL

Favovn’tes Main Menu > PromremerltConmcts > Add/Update Contracts

Home | Workist | AddtoFavortes | Sign out

ENew Window @DHelp [& Customize Page [ http

Contract Entry

Header Comments

SetiD: STATE  Contract ID: NEXT Version: 1

*Sort Method: [ Comment Time Stamp ¥ *Sort : Ascending bl Sort

Use Standard Comments Ci A Inactivate

RRERCHRHIT —
is contract is a result of RFP # JX0OXX for CEI services in the Northern Region. This is a Task Order type contract, notto \
xceed 5,000,000 for the firstterm.  Etc, Etc, Efc,

nd to Vendor [ show at Receipt [Jcopy to Purchase Order

how at Voucher

Attachment:

From -> CNT STATE-NEXT

oK Cancel Refresh

26 Enter comments (up to 2500 characters).
27 Check Send to Vendor box (if you want the comment to print on the Contract and PO).

28 NOTE: You may attach electronic document(s), e.g. RFPs, Supplemental Agreements, Contractor
Performance Reports, etc. You may also add up to 999 additional comments fields by checking the

blue + box.

29 Click OK
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CARDINAL

Procurement Job Aid
Professional Services Contracts

FGVOv es ' Main Menu > Promremerlt Contracts

=

| workist | Add to Favorite: Sign out
Add/Update Contracts

—

I3

Lock Chartfields Price Can Be Changed on Order *Dispatch Method: Print ~ Dispatch

PO Defaults Add Open Item Price Adjustments Price Adjustment Template

Customize | Find | Vie
[IEE OIS gem information | Default Schedule | Release Amounts | Release Quantties | Line Groupings

= = Release as

Line item Description AmtOnly Merchandise Amount iy

1 B CEI SERVICES- NOVA ue]
View Cateqgory Hierarchy Cateqory Search

w Contract Categories

Customize | Find |

Details Pricing Options Release Amounts

Line Category Description

‘| Notify. | |& Refresh-

30 Click on the Save button.

Favc»vrrtes Ma\nvMenu > Procuremegt Contracts > Add/Update Contracts
@ MNew Window @ Help @ Customize Page hitp

Contract Entry

Contract

SetiD: STATE

Contract 1D: 0000000000000000000041951 version: 1 Status: Current
*Status: = l —_— l —

AdministratoriBuyer: MIKE.HALL Hall, Mike (VvDOT}

Process Option: Purchase Order Add Comments Activity Lagq

Vendor: PARSONS BR-002 Contract Activities Document Status

Primary Contact Info Thresholds & Nofifications

Vendor ID: 0000002102 Parsons Brinckerhoff Inc

Beqin Date: 01/26i2012 ContractReleases

Expire Date: 01252014 Contract Reference

Renewa ute:
Currency: UsD  CRRNT Maximum Amount: 5,000,000.00 USD
Primary Contact: Line Item Released Amount: 0.00
Vendor Contract Ref: John Jones- XXX District CA Category Released Amount: 0.00
Description: CEI INSPECTION SERVICES-MOVA Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00

I~ Tax Exempt I

31 Note that once the Contract is saved a Contract ID displays.

32 The Version is 1 and Status is Current.
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CARDINAL Procurement Job Aid
Professional Services Contracts

UPDATING A PROCUREMENT CONTRACT:

1 Navigate as shown and display your existing contract.

Favn_rn:es ; Man_Menu > Promremer_m Contracts > Add/Update Contracts
#Newwindow @Help [ CustomizePage Ehtp &
Contract Entry
Contract
SefiD: STATE ‘Contract Version
Contract ID: 0000000000000000000040125 — 1 Status: Curent
tatus: . | \ Approved Date: 0210312012
Administrator/Buyer: DERYCKKRAFFT KRAFFT, DERYCK
~ Header
Process Option: Purchase Order Edit Comments Activity Log
Vendor: PARSONS BRINCK Contract Activiies Document Status
Primary Contact Info Thresholds & Notifications E
Vendor ID: 0000002102 Parsons Brinckerhoff Inc
Begin Date: 122212011 Contract Releases
Expire Date: 12i21/2012 Contract Reference
Renewal Date:
Currency: UsD CRRNT Maximum Amount: 3,000,000.00 USD
Primary Contact: Line ltem Released Amount: 3,000,000.00
Vendor Contract Ref: RFP SB2011-14C Category Released Amount: 0.00
Description: SB2011-14C LOAD RATING STWDE Open item Released Amount: 000
Master Contract ID: Total Released Amount: 3,000,000.00
Tax Exempt Remaining Amount: 0.00
Remaining Percent: 0.00
Allow Multicurrency PO Allow Open ltem Reference Must Use Contract Rate Date Rate Date: 02/03/2012
Corporate Contract Adjust Vendor Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order “*Dispatch Method: IP””'—"] Dispatch
PO Defaults Add Open Item Price Adjustments Price Adjustment Template
Catalog Search ltem Search Search for Contract Lines
TRAFFIC AND TRANSPORTATION ENGINEERING SERVICES
I3

2 Click on New Version button.

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

Contract must be saved before a Draft can be created. Hit Yes to proceed with
Saving the contract and creating a Draft version. Hit Mo to cancel out and

continue working with the Current version.

-

3 Message is displayed as shown.

4  Click Yes to update the contract with new values.
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ECARD'NAH Procurement Job Aid

Professional Services Contracts

'

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

2 New Window 2) Help ;:(CUS(O"‘IIZE Page B hitp
Change Reason

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

SetiD: STATE Contract ID: 0000000000000000000040125
Reason Code: Q

Comment: @%

[Juse same Reason Code

OK Cancel Refresh

5 Change Reason page displays as shown.

CARDINAL

Favovn’tes Ma’nyenu > PromremegtContra(ts > Add/Update Contracts

Home | Workist | AddtoFavortes | Sign out

I New Window (DHelp [& Customize Page [ hitp
Change Reason

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

SetiD: STATE ContractID: 0000000000000000000040125

Reason Code: I PRICE_INCR @, I

Comment: Adding funds for Supplemental s «1
|Agreement for next year. MJH 3/7/12

[Juse Same Reason Code

oK Cancel | Refresh -

6 Select change reason and insert a comment supporting the change, to include your identifier and
date.

7 Click OK.
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CARDINAL Procurement Job Aid

Professional Services Contracts

Fa\m_ntes Man_Menu > Pmmremer;tContram > Add/Update Contracts

7 New Window ‘:’)He\p E}Cus\cmiLeFage ﬁhnp [ |

Contract Entry
Contract
SetiD: STATE

" Version: 2 Status: Draft
Contract ID: 0000000000000000000040125

Delete Version .

“Status: | § J Approval Due Date: B
Administrator/Buyer: DERYCK KRAFFT Q KRAFFT, DERYCK

Process Option: Purchase Order Edit Comments Activity Log

Vendor: PARSONS BRINC, \/andor Search Contradt Acthities Document Status
Primary Contact Info Thresholds & Notifications E

*Vendor ID: 0000002102 a Parsons Brinckerhoff Inc N

fomont W View Changes

Begin Date: Contract Releases

Expire Date: 1212112012 & Contract Reference

Renewal Date: £l Amount Summary

Currency: USD @, [CRRNT@, Maximum Amount:

Primary Contact: % Line item Released Amount: 3,000,000.00

Vendor Contract Ref: RFP SB2011-14C Category Released Amount: 0.00

Description: SB2011-14C LOAD RATING STWDE Open ltem Released Amount: 0.00

Master Contract ID: @ Total Released Amount: 3,000,000.00

DI7ax Exempt Remaining Amount: 000 u
Remaining Percent: 0.00

8 All Fields (to include Maximum Amount) are open for edit.

Fa\m_ntes Man_Menu > Pmmremer:tContram > Add/Update Contracts

) New Window 'é)He\u iﬂcuslomizaFage ﬁnnp A

Contract Entry
Contract
SetiD: STATE
" Version: 2 Status: Draft
Contract ID: 0000000000000000000040125
Delete Version .
*Status: [ op 3 ‘ Approval Due Date: o
Administrator/Buyer: DERYCKKRAFFT Q KRAFFT, DERYCK

Process Option: Purchase Order Edit Comments Ativity Log
Vendor: PARSONS BRINC®, yongor Search Contract Activiies Document Status
. Primary Contact Info Thresholds & Notifications E
*Vendor ID: 0000002102 A pareons Brinckerhoft nc ]
fazazott w View Changes

“Begin Date: Contract Releases

Expire Date: 12/2112012 B Contract Reference

Renewal Date: ]

Currency: USD @, |[CRRNT@, Maximum Amount: 4,000,000.00

Primary Contact: e, Line item Released Amount: 3,000,000.00

endor Contract Ref: RFP SB2011-14C Category Released Amount: 0.00

Description: SB2011-14C LOAD RATING STWDE Open Item Released Amount: 0.00

Master Contract ID: X Total Released Amount: 3,000,000.00

DI Tax Exempt | Remaining Amount: 1.000,000.00 || u

Remaining Percent: 25.00
Allow Multicurrency PO [ llow Open item Reference [Imust Use Contract Rate Date Rate Date: 02/03/2012
orporate Contras jjust Ves ricing Firs a

Mc ite Contract [ Adjust Vendor Pricing First [ Auto Default

[ Lock Chartfields [ Price Can Be Changed on Order *Dispatch Method: |F'"“'—"] Dispatch

PO Defaults Add Open Item Price Adjustments Price Adjustment Template

~ Contract tems

Catalog Search ltem Search Search for Contract Lines
TRAFFIC AND TRANSPORTATION ENGINEERING SERVICES

9 Change/Update Price (example shown). NOTE: Remaining Amount values have changed.

10 Click on Contract Reference hyperlink.
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CARDINAL

Procurement Job Aid
Professional Services Contracts

| Workist Sign out

Favo_rkes Main Menu > ProcuremerltContncts > Add/Update Contracts

2 New Window '3) Help Ecuslomlze Page ) hitp
Contract Entry

Contract Reference

SetiD: STATE
Contract ID: 0000000000000000000040125 Contract Version: 2

Contract Category: ‘CONSULTANT- PROFESSIONAL "‘ GL Business Unit: 50100 @,

Estimated Contract Value: | 3,000,000.000 Responsible Org: 10004 @

Supplement Number: 1 Supplement Date: 03/07/2012 [
|

1,000,000

Supplement Amount:

Contract Renewal Options

Renewal Date From: 12/2212011 3§ Renewal Date To: 1212112013 8

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

| ok | | cancel | Refresh

11 Enter Supplement Agreement information.

12 Click OK.

Home | Workist | Add to Favorite: Sign out

enu > Pmcuremerlt Contracts > Add/Update Contracts
@I New Window (D Help [# Customize Page T http Al
Contract Entry
Contract
SetiD: STATE
Contract ID: 0000000000000000000040125 “’;:‘:':v = 2 | Sttt ]DL »
r ersion 5
*Status: [open 3 S Approval Due Date:
Administrator/Buyer: DERYCICKRAFFT Q KRAFFT, DERYCK
Process Option: Purchase Order M Activity Log
Vendor: [PARSONS BRINCR,  yengor earch Somms———e Document Status
[ Primary Contact Info Thresholds & Notifications
*Vendor ID: J000002102 Q Parsons Brinckerhoff Inc
—— PR View Changes
*Begin Date: [1212272011 B ontract Releases
Expire Date: [12/21/2012 B Contract Reference
Renewal Date: [ ]
Currency: USD @, [CRRNT@, Maximum Amount: 4,000,000.00/ USD
Primary Contact: [ Q Line Item Released Amount: 3,000,000.00
Vendor Contract Ref: |RFP $B2011-14C Category Released Amount: 0.00
Description: $B2011-14C LOAD RATING STWDE Open Item Released Amount: 0.00
Master Contract ID: [ Q Total Released Amount: 3,000,000.00
Ditex Exempt Remaining Amount: 1,000,000.00
Remaining Percent: 25.00
w Order Contract Options
[¥] Allow Multicurrency PO [CJ Allow Open Item Reference [ must Use Contract Rate Date Rate Date: 02/03/2012
Corporate Contract [ Adjust Vendor Pricing First Auto Default
[Lock Chartfields [price Can Be Changed on Order *Dispatch Method: | Print ~ Dispatch
PO Defaults Add Open ltem Price Adjustments Price Adjustment Template

13 Click on Edit Comments hyperlink.
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CARDINAL Procurement Job Aid
Professional Services Contracts

| Workist | AddtoFavorites | Sign out

Favn_rtes i Ma'n_Menu i Pmmremagt Contracts > Add/Update Contracts
@Nemenuw '\:’) Help Mcustumize Page ﬁ hitp

Contract Entry

Header Comments
SetiD:  STATE Contract ID: 0000000000000000000040125  Veersion: 2
Retrieve Active Comments Only | Retrieve

*Sort Method: Comment Time Stamp v *Sort Ascending v Sort

Use Standard Comments Comment Status: Active Inactivate

02/03/2012 - INITIAL ENTRY OF CONTRACT, EFFECTIVE 12/22/2011, FOR $3,000,000 (D.KRAFFT).

[ send to Vendor [ Show at Receipt [ copy to Purchase Order
[[] show at Voucher
Attachment: Atach iew Delete Email

From -= CNT STATE-0000000000000000000040125

I\' OK || Cancel | Refresh

14 Edit comment shown or add a comment by clicking the blue + sign.

Home | Workist | AddtoFavortes | Signout

Favn_rn:es i Man_Menu > Pmmremegt Contracts > Add/Update Contracts
E New window (DHelp [ Customize Page [ ntip

Contract Entry

Header Comments
SetiD:  STATE  Contract ID: 0000000000000000000040125 Version: 2
Retrieve Active Comments Only \ Retrieve

*Sort Method: Comment Time Stamp v *Sort Ascending v | sort

Find | view a1 First Kl 2072 1 Lot

Use Standard Comments Comment Status: Active isachiiem| F]
Added 1,000,000 for Supplemental Agreement dated XO000CCX MJH 3712 L’”@»

[ send to Vendor [] show at Receipt [ copy to Purchase Order

[] show at Voucher

Associated Document

Attachment: IEW | i elele Email

g > CNT STATE-0000000000000000000040125
| Cancel | Refresh

15 Add Comments (example shown). Note: you may attach a pdf. and/or other related documents,
using the Attach button.

16 Click OK.
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CARDINAL

Procurement Job Aid
Professional Services Contracts

| workist | AddtoFavortes | Sign out

Favorites Main Menu > Promremegtcontzacts > Add/Update Contracts

@ New Window @ Help E{Cuslomue Page E hitp &

Contract Entry

Contract

SetiD: STATE

Contract ID: 0000000000000000000040125 Vorsion: 2 |Sinten: Dok
*Status: | Delete Version | Approval Due Date: | By

KRAFFT, DERYCK

Grenuse U Edit Comments Activity Lot
Contract Adtivities Document Status
Vendor: ‘PA‘RSONS BRINC@, Vendor Search e sotment Saty
(T Primary Contact Info Thresholds & Notifications E
*Vendor ID: (0000002102 Q Parsons Brinckerhoff Inc
e, TTTTTSTTTSmesssscees View Changes

*Begin Date: [1212212011 ] et Rel

Expire Date: 1212112012 & Contract Reference

Renewal Date: [ G

Currency: USD @, [CRRNT@, Maximum Amount: 4,000,000.00/ usD
Primary Contact: [ Q Line item Released Amount: 3,000,000.00

Vendor Contract Ref: [RFP SB2011-14C Category Released Amount: 0.00
Description: [SB2011-14C LOAD RATING STWDE Open Item Released Amount: 0.00

Master Contract ID: | Q Total Released Amount: 3,000,000.00

[ Tax Exempt [ Remaining Amount: 1,000,000.00 i

Remaining Percent: 25.00
+ Order Contract Options
Allow Multicurrency PO [ Attow Open Item Reference [Imust Use Contract Rate Date Rate Date: 02/03/2012
Corporate Contract O Adjust Vendor Pricing First Auto Default B
[Jrock Chartfields [Oprice Can Be Changed on Order *Dispatch Method: [Pint ] Dispatch
PO Defaults Add Open Item Price Adjustments Price Adjustment Template

~ Contract tems

Catalog Search ltem Search Search for Contract Lines
I TRAFFIC AND TRANSPORTATION ENGINEERING SERVICES

e E

(<

17 Change Contract Status to Approved.

~ Contract ltems

tal rch ltem Search
TRAFFIC AND TRANSPORTATION ENGINEERING SERVICES

Customize | Find |
=P Order By Amount || Reminformation | Defaut Schedule | Release Amounts | Release Quantiies | Line Groupings

Line Item Description uom Category "“"ﬂ “”.':' status ‘

RFP 2011-14C LIMITED SERVICE TERM

CONTRACT FOR PERFORMING LOAD -
! B RATINGS OF EXISTING STRUCTURES - | G4 HUR 9250301 (SIRVEE- = Active X
STATEWIDE
1 3
View Cat Hierarch Category Search

 Contract Categories

Line Category Description Status i
1 B O adwe X |
o Returnto Search =] Notify i Refresh EaAdd| | F-UpdateDispiay,

18 Click Save.
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CARDINAL Procurement Job Aid
Professional Services Contracts

| Workist | AddtoFavortes | Signout

Favovn'tes Main Menu > Procuremerlt Contracts > Add/Update Contracts
@ New Window (2) Help g{ Customize Page E hitp &
Contract Entry
Contract
SetiD: —
Contract ID: 0000000000000000000040125 Versio: 2 Status: Current
*Status: W—v‘ ! ! Approved Date: 03/07/2012
Administrator/Buyer: DERYCK KRAFFT KRAFFT, DERYCK
Process Option: Purchase Order Edit Comments Activity Log
Vendor: PARSONS BRINCK Contract Activities Document Status
Primary Contact Info Thresholds & Notifications =

Vendor ID: 0000002102 Parsons Brinckerhoff Inc View Changes
Begin Date: 121222011 Contract Releases Current Change Reason
Expire Date: 12/21/2012 Contract Reference
Renewal Date: | Amount Summary |
Currency: USD  CRRNT Maximum Amount: 4,000,000.00 USD
Primary Contact: Line item Released Amount: 3,000,000.00
Vendor Contract Ref: RFP SB2011-14C Category Released Amount: 0.00
Description: $B2011-14C LOAD RATING STWDE Opealtom Ralsasoed Amonnt: 0.00
Master Contract ID: Total Released Amount: 3,000,000.00

Tax Exempt Remaining Amount: 1,000,000.00

Remaining Percent: 25.00

Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date: 02/03/12012

Corporate Contract Adjust Vendor Pricing First Auto Default

Lock Chartfields Price Can Be Changed on Order *Dispatch Method: [Pint ™| [ Dispateh
PO Defaults Ad: n tem Price Adjustments Price Adjustment Template

19 Contract Version 2 Status changes from Draft to Current.

NOTE: The existing related Purchase Order is to be updated to match the new contract value.

See: Professional Services Purchase Orders Jobaid for additional information.
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