?ACARDINAH Procurement Job Aid

Purchase Orders

About Purchase Orders:

Cardinal tracks VDOT vendor payments for goods and services against a Purchase Order. You
can create Purchase Orders from a: Strategic Sourcing Event; Contract; Requisition; or Ad-
Hoc. Cardinal sends Purchase Orders electronically to eVA. eVA sends a confirming order to
the vendor.

Purchase Order (All Items) From Contract Pages 2-10
Purchase Order (1 Item) From Contract Pages 11 - 16
Purchase Order (Ad-Hoc) Pages 17 - 23
Change Orders Pages 24 - 28
Reconcile/Close Out PO Pages 29 - 36
Helpful Hints Pages 37 -43

CREATING A NEW PURCHASE ORDER:

4 CARDINAL

Favgrites Main Menu > Purdlasing > Purchasve Orders > Add/Update POs

Home | \Workist | AddtoFavorites | Sign out

I New Window (D Help E hitp

Purchase Order

Find an Existing Value MdaNewvme

Business Unit: 50100 2,

Add

Find an Existing Value | Add a New Value

1 Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs

2 Select Add a New Value tab. Business Unit = 50100, PO ID = NEXT (Do Not Change)
Cardinal assigns a PO ID number when you successfully save the PO.

3 Click Add button.
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CARDINAL

Procurement Job Aid

Purchase Orders

Purchase Order (All ltems) from Contract

| workist | AddtoFavortes | Sign out
Favovntes Mam'Menu » Purchasing » Purchase Orders > Add/Update POs

& New Windaw Help [E Customize Page hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Initial
PO ID:
Copy From: ™ Hold From Further Processing
+ Header
*PO Date: 05i22/2014 [ vendor Search
Vendor: @, Wendor Details Receipt Stat
ecei us:
*Vendor ID: @, Mot Recvd )
)i - Dispatch
“Buyer:  a Dispatch Method: = |
PO Reference: ‘ eVA PO Type: R01 @, Routine Bill vendor
“eVA Order Method: PRNT @,
Webmsz: [ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
PO Defaults T AT T
Add Comments )
PO Activities Add ShipTo Comments Merchandise: 0.0
FreightTax/Misc.: oo | Caleulate |
Total Amount:

0.00 USD

Add Items From
Purchasing Kit Catalog ltem Search

Lines

Customize | Find | Al B R Fea B apa O s
00N ShipTofDueDate | Statuses | feminformaton | Aftrbutes || RFQ | Contract ||

Receiving |
- . B X Merchandise
Linea Item Description PO Qty~ uom Category Price A Status
1 \ @, | O & @ @ o 0000 Open | O [ R =
| Close Short All Lines | +Goto: |-.More. =l
View Approvals

5] save | [=] notity | [ Refresn

|Ek Add| | 2] updateiDisplay

4 Click the Copy From and select Contract.

Vorkist | AddtoFavortes |  Sign out
Favovntes Malnyenu 3 Purchasing » Purchase Orders » Add/Update POs
- >

@ New Window @ Help @ Customize Page http
Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria

Contract SetiD:  STATE Vendor: JLcARTER 002 @,
Contract ID: @ Vendar ID: 0000033093 @Y
™ Allow ‘Open Item Contract Only Master Contract: ‘ Q

Select Contract
(ST [ Wore Details |

Customize | Find | View Al

Select  SetlD Contract Description Vendor ID Begin Date Expire Date~ ‘
Lo |
Ok | Cancel | Refresh |

5 Enter the Vendor or Vendor ID. You can use the magnifying glass icons if you need to search.
6 Click on Search button.
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CARDINAL Procurement Job Aid

Purchase Orders

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs
- - - -

(& New Window @Help E{'Cusmmlze Page =] hitp
Maintain Purchage Order

Copy Purchase Order from Contract

Contract Selection Criteria
Contract SetiD:  STATE Vendor: LLCARTER-003 @,
Contract ID: @, Vendor ID: 0000033093 @,
[~ Allow Open Item Contract Only Master Contract: @,
Search
Select Contract Find | wiew 2l | E
More Details
Select Setlh  Contract Description Vendor 1D Begin Date Expire Datev
m STATE  0000000000000000000041916 Snow Removal Services 0000033093 08/22/2013 07/01/2017
| STATE  0000000000000000000042566 Stone 0000033093 04/19/2014 04/18/2015
[T STATE  0000000000000000000042110 Stone 0000033093  10/28/2013 102712014
[T STATE  0000000D0DD00000D00D42E63 Stone 0000033093 04/09/2014 100812014
[~ STATE  0000000000000000000041951 Sand - Fredericksburg District 0000033093 08/30/2013 08/31/2014
[ STATE  0000000000000000000041945 MOVA Sand 0000033093 08/29/2013 08/31/2014
m STATE  0000000000000000000042392 Stone 0000033093 022172014 08/20/2014
[T STATE  0000000000000000000041816 Stone 0000033093 07/19/2013 071812014
[T STATE  0000000D00000000000041826 Stone 0000033093 08/01/2013 071412014
[~ STATE  0000000000000000000041808 Stons 0000033093 07/15/2013 071412014

E Cancel Refresh

7 All Contracts (related to the selected vendor) are displayed.

8 Select the desired Contract and Click OK.

Purchase Order

Business Unit: 50100 PO Status: Open ™
PO ID: NEXT
Copy From: W}I ™ Hold From Further Processing

PO Date: 05/22/2014 Vendor Search

Vendor: LLCARTER 002 @, Myzrdor Detais
—_—— Receipt Status:
“Vendor ID: [0000033093 @ U nc Not Recvd
i 3 - Dispatch
“Buyer: CAROLINE.HUDGIN@,  Hudgins, Caroline S (VDOT) Dispatch Method Print L
PO Reference: [Stone VA PO Type: RO1 @, Routine Bill Vendor
*eVA Order Method: PRNT &,
WebImsz: T~ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Aclivity Summary
PO Defaults _
Edit Comments
O Acliviies Add ShipTo Comments Merchandise: 0.00
FreightiTax/Misc.: 0.00 Calculate
Total Amount: 000 USD

Add Items From

Purchasing Kit Catalog ltem Search

Customize | Find | \ First K1 14 ora I3 Last

@ Ship To/Due Date |  Slatuses || feminformaton | Attributes | RFQ || Contract | Receiving

Merchandise

Linea Item Description PO Qty~ *UoM Category  Price J—— Status

1 [ [7s03518200 @, [AGGREGATE BASE, ::|ﬁl B [LTn@, 7503518 O oooopen &| @ =]
2 [ [7503532045 @, |[STONE NO. 8, STONE (Y] LTN@, 7503532 0O oooopen @ B [
El B [7503518200 @, [AccrecaTEBASE, U | LTNG, 7503518 0 oo00open @ [ Rl
4 [ [7503551310 @, [sToNERPRAP S| | [Crn@, 7503851 0 oooopen  @| [E &=

9 All contract line items populate the PO as shown.

10 Click on Vendor Details hyperlink to verify Vendor Address for ordering.
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ﬁCARD'NAf Procurement Job Aid

Purchase Orders

o CARDINAL

Home | Workist | AddtoFavorites |  Sign out
Favgrites Main Menu > Purchasing » Purchase Orders » Add/Update POs

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

Vendor Details -- LL Carter & Son Inc

Business Unit: 50100 PO ID: NEXT Vendor: LL CARTER -003

“Location: AN @, Wendor Information

“Address: ‘ | 4| show Address Details Terms: 30 L R
Contact: ‘ 2. show Contact Details Basis Date Type: | Promat Payment -]
Salesperson: I @, | show Salesperson Details|

Vendor Details Message

Country: USA  United States Prefix:
Address 1: 17460 Countyline Church Road Fax: 151/264-4047
Address 2: Prefix: 1
| eVA VLIN: VA10051504 I Phene: 745/630-8987
eVA Address ID: EVAAD227738
City: Ruther Glen
County: 077946325 Postal: 22546
State: VA Virginia
| Ok | cancel | Refresn |

11 Default Ordering address is displayed and shows eVA Vendor Location ID # (known as VLIN).

12 To change (if necessary), click on Address lookup icon.

Look Up Address

SetiD: STATE
Vendor ID: 0000033093
Address Sequence Number:l = _y_] \

Address Type: |= _v_]l _!j

| LookUp | Clear | Cancel :\Elas\cLookuQ

Search Results
View 100 First [4] 1-4of4 'I:aisi

Address Sequence  Address ... Address Line
Witsban T Description 3 Hame 1
Withhold (blank) (blank) LL. Carter & Son, Inc.

nvoicing (blank) VA10051504 L.L.Carter & Son, Inc.
Remitting (blank) VA10051504 |(blank)
Ordering blank) VA10051504 |(blank)

165 1R [l=

I

13 Select the Address Sequence Number desired.

14 For additional vendor details, click on Vendor Information hyperlink.
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ﬁCARD'NA“ Procurement Job Aid

Purchase Orders

Home | Workist | AddtoFavorites | Sign out

Favorites | Main Menu > Vendors > Vendor Information > Add/Update > Wendor

& Summary N Identifying Information [ Address 30 Contacts Bl Location T Custom i

E‘Re\ated\nformatian 0 New Window @Help @CusmmizeF‘age %hnp

|| carter & son inc

SetiD: STATE *Vendor Name 1:
Vendor ID: 0000033092 Vendor Name 2: |
“Vendor Short Name: LL CARTER LL CARTER -003 ™ withholding
*Classification: Supplier =] | CheckforDupiicate | ¥ Open For Ordering
HCM Class: i
“Persistence: Reguar i
*Vendor Status: Anpeoved i
Attachments (0)
| ExpandAll || Collapse All |
Vendor Relationships
™ Corporate Vendor ™ InterUnit Vendor
Corporate SetlD: STATE InterUnit Vendor ID: -Q
Corporate Vendor ID: 0000033093 LL Carter & Son Inc

(Create Bill-To Customer
I™ Create Bill To Customer

e —
¥ Standard Industry Codes

¥ Financial Sanctions Status

» Comments

| ExpandAl | Collapseall |
5] save | [t RetumtoSearch | |=] Notify | [ Add | |7 UpdateiDispiay | | ) nciude History | |£37 Correct History |

Summary | Identifying Information | Address | Contacts | Location | Custom

15 A new window opens on your browser. You may navigate back and forth between windows.

16 To view Vendor DMBE status, click (Expand) the Government Classifications line.

¥ Duplicate Invoice Settings
+ Government Classifications

EEO Certification Date: I™ HUB Zone

Government Sources

*Certification Source: VDMBE Q Virginia Dept of Minority & Business Enterprise

‘Government Classifications e
Effective Date: 0212712013 il Certification Number: 554919 ==
Certificate Begin Date: 022112013 Certificate Expiration: 022172016
Government Classification: [s 04 Small Business

¥ Standard Industry Codes
¥ Additional Reporting Elements

¥ Financial Sanctions Status

ExpandAll | CollapssAll

|i5) save | [ct Retumto Searcn | (=] Hotity | EhAdd| (2 isplay| |5 include History | |13 correct History |

17 In this example, the vendor’s Government Classification is shown to be S (Small Business).

< [ 1] https: ffinsitweb. covtest. virginia.gov/psp/finsit_5/EMPLOYEE/ERP/cMAINTAIN_vERDC £ = & | m W _’_ 1) o It

2] v W 'Sy

18 Click/Return to the Add/Update POs window.
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Procurement Job Aid

Purchase Orders

Favovrrtes Mavaeﬂu » Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

B New Window \Z/Help  [3 Customize Page &= hity)

Purchase Order

Edit Comments
PO Activities Add ShipTo Comments

Add Items From
Purchasing Kit Catalog ltem Search

¢ Details ‘Ship To/Due Date Statuses ttem Information Atftributes. RFQ Contract

Amount Summary

Merchandise:

Freig
Total

htTax/Misc.:
Amount:

Business Unit: 50100 PO Status: Open B
POID: MNEXT
Copy From: W:‘ ™ Hold From Further Processing
~ Header
*PO Date: 05/23/2014 Vendor Search
Vendor: LLCARTER-003 @ yoror petails
- Receipt Status:
“Vendor ID: 0000033093 @, LLCarter & Son Inc NotRecvd )
*Di : i Dispateh
“Buyer: CAROLINE HUDGIN'@, Hudgins, Caroline S. (VDOT) Dispatch Method [Print ] [mebic0aich |
PO Reference: [stone eVA PO Type: RO1 @, Routine Bill Vendor
“eVA Order Method: PRNT @,
WebIMs?: eVA Interfaced: NSEV &,
eVA Dttm:
Header Details Activity Summary
PO Defaults

0.00 )
oog | Calculate |
0.00 USD

Customize | Find

140f4 3 Last

Save [ Notify (¥ Refresh

BReceiving
N P lag N Merchandise
Linea Item Description PO Qty~ UOM  Category Price Amount  SHATUS
1 2 7503518200 @, [AcCREGATE BasE, =i & | LTNG, 7503518 0 0.00 Open (@
2 [ (7503532045 @, [sToNE MO8, STONE | LTNG, 7503532 0O 000 Open (2
3 [ [7503518200 @, [AGGREGATE BasE, =7 B | LTN@, 7503518 0 000/0pen
4 [ [7503551310 @, [sToNERPRAP S & | LTN@, 7503561 0 0.00 Open G2

| Close Short All Lines | *Go to: [--mare =1

View Approvals

19 Click on Header Details hyperlink.

4% CARDINAL

Favovrites MainvMenu » Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

PO Header Details

Business Unit: 50100 POID: NEXT Vendor: LL CARTER -003

PO Details

Vendor: LL CARTER -003 PO Date: 05/23/2014

*PO Type: GEN @,

[*Bitling Location: TRCCOMC @, Billing Address ¥ TaxExempt 1D 546001730
Origin: oL @ oniine Letter of Credit ID: @
Currency Code: usD @, Exchangs Rate Detail Base Currency: usD
Rate Date: 01/011901 Exchange Rate: 1.00000000
Rate Type: CRRNT
Process Control Option
Acknowledgements required for: | Mot required ﬂ
I Dispatch “Methoa:  |Print =l

| ok | cancel | Refresh |

Home | Workist | AddioFavorites |  Sign out

2 New Window @Help @Customiz&?age %hnp

20 Click the lookup icon and select the Location Code for your Billing Location.

21 Click OK.
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CARDINAL

Procurement Job Aid

Purchase Orders

Purchase Order

Business Unit: 50100 PO Status: Open 4
POID: NEXT
Copy From: hod I™ Hold From Further Processing
~ Header
*PO Date: 05/22/2014 [ Vendor Search
Vendor: LLCARTER-003 20 yepoor petails
- Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc Not Recvd
*Di : Dispatch
“Buyer: CAROLINEHUDGIN®,  Hudgins, Caroline 5. (VDOT) Dispatch Method: Print H
PO Reference: [Stone eVA PO Type: RO1 @, Routine Bill Vendor
“eVIA Order Method: PRNT @,
WebIMsz: T~ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
Edit Comments ]
PO Adtiities Add ShipTo Comments Merchandise: 0.00
Freight/TaxiMi pop | Calculate |
Total Amount: 000 USD

Add Items From
Purchasing Kit Catalog ltem Search

Lines Customize | Find | View A First K1 14 074 O st

@555 ship To/Due Date || Statuses || lteminformation || Aftibutes || RFQ || Contract | Receiving

Merchandise

Linea Item Description PO Qty~ *Uom Category  Price et Status

1 [ [7503518200 @, [rGGREGATEBASE, = & | LTN@, (7503518 0 0000pen G2 [H E]
2 B 7503532045 @, [[sToNENO.8 STONE (& R | LTN@, 7503532 0 oooopen @ B & [E=
El [ [7503518200 @, [sccrEcATEBASE, L B | LTNG, 7503518 0 000 0pen (2 [ =
4 [ [7503551310 o, [FToNERPRAP = | [Cn@, 7s03ss1 0 000 0pen @ [E =

22 Click on PO Defaults hyperlink.

Worklist Add to Favorites

Favorites | Main Menu > Purchasing » Purchase Orders » Add/Update POs

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

Purchase Order Defaults

Business Unit: 50100 POID: MNEXT Vendor: LL CARTER-003
Default Options

© Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no
other defaultvalues are found for each field. If default values already existin the hierarchy, they are used, and the values on this page
are notused.

@ Override If you select this option, all default values entered on this page override the default values found in the default hierarchy.

Category: @, Unit of Measure: @
Schedule
[ snip To: ACCOMCAHO TL] accomac area Hdats Uttimate Use Code: @
Due Date: I [E] Original Promise Date: el
Ship Via: COMMON @, Freight Terms Code: FOB DEST @,
Arbitration: Q Freight Charge Method: i
“Distrbute By:  |Quantty =] One Time Address

Distribution

SpeedChart: @,

Distributions

Customize | Find | View 2| First K 1 or 4 I Last
BETET S Asset Information

Dist Percent GL Unit Entry Event Bccount Fund Program Department Cost Center Task
1/[100.0000 [50100 @ @, |so12550 @, [04100@, [sogo01 @, [10003 @ [11120010 @ @,
4 | »

| ok | cancel | Refresn |

23 Enter the required Ship To location.
24 Enter your accounting distribution.

25 Click OK.
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CARDINAL

Procurement Job Aid

Purchase Orders

Favuvrrtes Mamyeﬂu » Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Workiist | Add to Favorites

@NewWindow @Help [,/Customwze Page Ehnp

Retrofit field changes to "all" existing PO lines/schedules/distributions.....

Business Unit: 50100 PO ID: NEXT Vendor: LL CARTER -003
For Line and Schedule defaults, Select ‘Apply to apply changes to all lines and schedules.
For Distribution defaults, Select ‘Apply to apply changes to the Distrib Line

Example: If you select ‘Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the PO

Select ‘Apply to All Distribs’ to apply changes to all distribution lines on the PO

Retrofit Field Selection

Apply Distrib Line Field Name Field Value Apply to All Distribs
F Ship To ACCOMC AHQ
=2 Ship Via COMMON
z Freight Terms Code FOB DEST
o Pot 100
[ GL Unit 50100
- n Account 5012550
- 1 Fund 04100
| . Program 699001
ImE Department 10002
r 1 Cost Center 11120010
rn Location CNTRL OF2

O Clearal

Il Cancel Refresh

26 Click on Select All to checkbox all identified distribution values, or checkbox as shown.

27 Click OK.

Purchase Order

PO Date: 05/2212014 [ Vendor Search
Vendor: LLCARTER-002 9 yengor petails
Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc
*Di itch Method:
*Buyer: CAROLINE HUDGIN /@, Hudgins, Caroline 8. (vDOT) spatch Mef
PO Reference: [stone eVA PO Type:
“eVA Order Method:
Webimsz: [~ eVA Interfaced:
eVA Dttm:
Header Details Activity Summary
PO Defaults
Edit Comments X
PO Actiiities Add ShipTo Comments Merchandise:

FreightTax/Misc.:
Total Amount:

Add ltems From

ltem Search

Purchasing Kit Catalog

Business Unit: 50100 PO Status: Open
POID: NEXT
Copy From: = ™ Hold From Further Processing

Mot Recvd

Print hd
RO1 @, Routine Bill Vendor
PRNT @,

NSEV @,

Dispatch

13,513.00
0.00 Calculate

13513.00 USD

First Kl 14 or4 I3 Last

% Ship To/Due Date Statuses ttem information Attributes RBFQ Contract BReceiving

Linea item Description PO Gy~ “UOM  Category Price “e'c.';‘:‘::f; Status
1 ] ‘7503518200 @, IAGGREGATE BASE, :I@ EE{ 100.0000 |[LTNG, 7503518  40.96000 4,096.00 Open
2 [7503532045 @, [sToNENO.8, STONE (E] 100.0000] [ [LTN@, 7503532 2467000 2.467.00 Open
3 ‘7503518200 @, IAGGREGATE BASE, :I@ EE{ 100.0000 |[LTNG, 7503518  34.75000 3,475.00 Open
4 [7503551310 @, [STONERIP RAP =i 1000000 [[LTN@, 7503851 3475000 3,475.00 Open

==
=
EE
B ==

lkcIkelRC)

28 Enter PO line quantities.

29 If you are using different account distributions, click on the Schedule icon.
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CARDINAL Procurement Job Aid

Purchase Orders

4 CARDINAL

Home | Workist | AddtoFavorites | Signout
Favorites | Main Menu » Purchasing > Purchase Orders > Add/Update POs

& New Window @He\p @Customiz& Page Enﬂp

Maintain Purchase Order

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
POID: NEXT PO Date: 05/23/2014

Find | View All First K1 1 or 4 D Last
e ACCREGATE BASE, STONE CLASSpo, gry:
| DRY RIP RAP

100.0000 LTN Merchandise Amt: 4,096.00 USD

@i ) Statuses | Shipment | Matching | Receiving “RTV ‘
%.Enhed *Due Date +Ship To PO Qty Price "'e'c.':"“g::‘; Status

%1 B [osi232014 [accomcaHa (@, | &= 100.0000 40.96000 4,096.00 Active @ B 3| EI}
Add ShipTo Comments

[5) save | =] Wotity |2 Refresh | ] Update/Display |

30 Click on the Distribution icon.

Fawv 13 Ma\nvMenu > Purch'asmg > Purchass Orders > Add/Update POs

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

Distributions for Schedule 1

Unit: 50100 Vendor: LL CARTER -003

POID: NEXT Item: 7503518200 AGGREGATE BASE, STONE CLASS | DRY RIP RAR

Line: 1

Schedule: 1 Status: Active

“Distribute By: Quantity = Schedule Qty: 100.0000
Merchandise Amount: 4,096.00 USD

SpeedChart: @, Multi-SpeedCharts Doc. Base Amount: 4,096.00 USD

stribution
" Chartfields. Details/Tax Asset Information

Detail || Statuses

Dist  Status  Percent PO Gty r;’:::"‘di“ Currency  ['GL Unit Entry Event *Account Fund Program Department Cost Cer|
1 QOpen 100.000C 100.000 4,006.00 USD 50100 @, @, |5012550 @, |04100@, (699001 @, 10003 @, 111200
4l | G

[ ok ] cancel | Refresh |

31 Verify or update the accounting distribution.

32 Click OK.

Maintain Purchase Order

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
POID: MEXT PO Date: 05/22/2014

Return to Main Page

Lines

Line: 1 ltem: 7503518200 AGGREGATE BASE, STONE CLASSpq qy:
|_DRY RIP RAP

Find | View Al First - 1074 D Last

100.0000 LTN Merchandise Amt: 4,096.00 USD

Customize | Find |

@5 statuses || Shipment || Matching || Receiving || Freight || BTV |

R eens N . Merchandise
Sched Due Date Ship To PO Gty Price Amount | StatuS

1 B2y [o6n9r2014 B |[accomc aHa (@, = | 100.0000 40.96000 4,096.00 | Active T o 5 = =1

Add ShipTo Comments

Save =] Nelify | |& Refresh

33 Click Return to Main Page hyperlink.
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Purchase Order

Business Unit: 50100 PO Status: Open %
[PoD: 0001096995 |
Copy From: 'I I™ Hold From Further Processing
v Header
*pO Date: 05/22/2014 [ vVendor Search
Vendor: [LCARTER 003 @, e gor petails
Receipt Status:
“Vendor ID: 0000033093 @, LL carter& Sonlng NotRecvd
*Dii - i = Dispatch
“Buyer: CAROLINEHUDGING,  Hudgins, Caroline 5. (vDOT) Dispatch Method: Frint T 21|
PO Reference: [stone GVA PO Type: RO1 @, Routine Bill Vendor
*eVA Order Method: PRNT @,
Webims?: [ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
e e imonisumman
Requisitions Edit Comments 3
PO Activities Add ShipTo Comments Merchandise: 1351300
FreightiTax/Misc.: 000 | Caleulate |
Total Amount: 13,513.00 USD
Catalog ltem Search Line: @, To: Q\ Retrieve |

Customize | Find First E! 14074 1 Last
" Ship To/Due Date || Staluses || ftemInformation | Aftributes | BFQ | Contract | Receiving

- N _ Merchandise
Item Description PO Qty™ UOM  Category Price Amount  S1atus

1 [ [7503518200 @, [+GGREGATE BASE, ::|IEI \ 1000000 |[LTN@, 7503518  40.96000 4,096.00 Open & = =]

2 & 7503532045 @, [sTONENO.5,STONE ' 3| 1000000 [LTN®, 7503532 2467000 2,467.00 Open =

3 [ [7503518200 @, [+GGREGATE BASE, ::|IEI # [ 1000000 [LTN@, 7503518 3475000 347500 0pen & [B =

4 [ [7503551310 @, [sTONERPRAP = | 1000000 [LTN@, 7503551 3475000 3,475.00 Open = =

| Close Short All Lines | “Goto: |- More . =l
View Approvals )
(5] save ||[ch RetuntoSearch  [i=] Wotify i3 Refresh | |Ch Add| Update/Display |

34 Click Save. Cardinal assigns the PO ID # when you successfully save the PO.
35 Click the PO Status checkbox.

Favorites © Main Menu > Purch'aslng > Purchas'e Orders » Add/Update POs

£ New Window @ Help IE,/ Customize Page [ hitp &
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status:
POID: 0001096995

‘Copy From: hud ™ Hold From Further Processing

“PO Date: [osiz2r2014 | vendor Search
Vendor: "mo‘ Vendor Details -
*Vendor ID: [o000033093 @, 1L Carter & Soninc Recet Stan: Mot Recvd _
"Buyer: [CAROLINEHUDGIN|,  Hudgins, Caroline &. (VDOT) “Dispatch Hethod: lﬁ (- Dispaten|
PO Reference: [Stone &VA PO Type: [R01 @, Routine Bill Vendor

“eVA Order Method: [PRNT @
WebImsz: eVA Interfaced: [sEV @,

36 PO Status changes to Pending Approval and routes to your Supervisor’s Worklist for approval
action.
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EQCARDINAE Procurement Job Aid

Purchase Orders

Purchase Order (1 Item) from Contract

Home | Workist | AddtoFavortes |  Sign out
Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
: - -

F New Window (D) Help ] nttp
Purchase Order

' Find an Existing Value Add a New Value

Business Unit: 50100 2,
porn

Eind an Existing Value | Add a New Value

1 Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs

2 Select Add a New Value tab. Business Unit = 50100, PO ID = NEXT (Do Not Change)
Cardinal assigns a PO ID number when you successfully save the PO.

3 Click Add button.

4 CARDINAL

Home | Workist | AddtoFavorites | Signout
Favo'm:es : MainvMenu » Purchvasing > PurchasevDrders » Add/Update POs

) New Window @ Help B Customize Page [ hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Open =g
POID: NEXT
Copy From: hod ™ Hold From Further Processing
*PO Date: 0512312014 [  Vendor Search
Vendor: LLCARTER-002 (4, yengor Details
— Receipt Status:
*Vendor ID: 0000033093 @, LL Carter &Son Inc Not Recvd
*Di 3 - Dispatch
“Buyer: [MIKE HALL @, Hall, Wike (VDOT) Dispatch Method Prnt Bl (el
PO Reference: [ eVA PO Type: R01 @, Routine Bill Vendor
“eVA Order Method: PRNT @,
WebIMsz: T~ eVA Interfaced: NSEV @
eVA Dttm:
Header Details Activity Summary
e Cimountsummary ]
Add Comments 3
PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTaxiMisc.: pog | Caleulate |
Total Amount: 0.00 USD

Add ltems From

Purchasing Kit Catalog ltern Search
Customize | Find | View A1 Bl | 38 First B 074 1 Last
Ship To/Due Date || Statuses || keminformation | Aftributes |~ RFQ | Contract || Receiving =
- . " . Merchandise
Linea item Description PO Gy~ UOM  Category  Price Amoung  Status
: B a || a2y - 0.000/0pen | ¢ [E | =]

Close Short All Lines |

*Goto: | .. More .. j
View Approvals

[ save | =] Moty | £ Retresn

[Ch Aga| 5] Updatemispiay |

4 Enter Vendor information.

5 Click on Contract tab.
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|2 CARDINAL
Chacrension ]

Add ltems From

Purchasing Kit Catalog ltem Search

I Details.

Ship To/Due Date

Statuses. tem Information Attributes Beceiving
Lines Htem Description SetD  ContractD Contract Version “2172¢t €UV gejease  ilestone Line  GPOID
1B a | = se | @ C a |a

Close Short All Lines | sGoto: |- More...
View Approvals

|5 save | |=1 Wotiy | 3 Refresh

6 Click on Contract Search icon.

Home | ‘Workist | AddtoFavorites | Signout
Favorites | Main Menu > Purchasing » Purchase Orders » Add/Update POs
B newwindow (P Help [ Customize Page [ hitp
Contract Search
Search Criteria
SetiD: STATE Vendor SetiD: STATE
Contract ID: |uunuununnunuunuununn4zsas Q| Vendor ID: 0000033093 LL Carter & Son Inc
Contract Process Option: j Item SetlD: STATE
Description: Item 1D: a
Master Contract ID: @ Item Description: [
Contract Reference Type: hd Category: @
PO Date: 05/2312014 Corporate Contract: j'
|| Search || Clear |
} Contract Details
| OK | Cancel | Refresh

7 Enter a specific Contract ID #, or use Lookup icon if necessary. Only those contracts related to this
vendor will be shown.

8 Click the Search button.
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Purchase Orders

Add to Favorites |

Sign out

Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

0 New Window @Help @Customiz&?age Enﬂp

IContract Search

SetlD: STATE Vendor SetiD: STATE

Contract ID: ‘0000000000000000000042566 @, Vendor ID: 0000033093 LL Carter & Son Inc
Contract Process Option: [ =l item setn: STATE

Description: Item ID: @,

Master Contract ID: [ - [tem Description: [

Contract Reference Type: hd Category: qh

PO Date: 05/23/2014 Corporate Contract: I j'
| Search || Clear |

 Contract Details

™ tem Detail Contract Reference Contract Detail
(Contract Contract
Select  Contract IDv Version Reference  Category Item ID Item Description Contract Base Price
Type
AGGREGATE BASE, STONE
[ 0000000000000000000042566 1 Lineltem 7503518 7503518200 (00 i reap 3475000
[ 0000000000000000000042566 1 Lineltem 7503551 7503551310 STONE RIP RAP CLASS Al 3475000
AGGREGATE BASE, STONE
[ 0000000000000000000042566 1 Lineltem 7503518 7503518200 (0 b reap 40.96000
[ 0000000000000000000042566 1 Lineltem 7503532 7503532045 STONE NO. 8, STONE 24 67000
OK | Cancel | Refresh

9 Contract ID, Item Descriptions and Contract Base Prices are displayed.

10 Click the Contract Reference tab.

Home:

Worklist Add to Favorites

Favovrtes Mam_Menu > Purch_asmg B Purchasevorders » Add/Update POs

@New’.’\flmuw @He\p Cusmmw_e Page nnp

Contract Search

SetiD: STATE Vendor SetD: STATE

Contract ID: |O000000000000000000042556 @ Vendor ID: 0000033093 LL Carter & Son Inc
Contract Process Option: | =l item setiD: STATE

Description: Item 1D: @,
Master Contract ID: @, Item Description: [

Contract Reference Type: hi Category: 0\

PO Date: 05/23/2014 Corporate Contract: >
| Search i Clear |

+ Contract Details

" ttem Detail | ELIEEEEEEAN  Contract Detail |

Contract Category Line |tem Line nit of Remaining .

Select  Contract D e e B leasure  CUTTERSY  Quoncry Remaining Amount
0000000000000000000042566 1 3TN usD 0.0000 0.000
0000000000000000000042566 1 41 TN usoD 0.0000 0.000
0000000000000000000042566 1 1N usD 0.0000 0.000

r 0000000000000000000042566 1 2/ TN usoD 0.0000 0.000

OK__| Cancel | Refresh |

11 Each unique contract Item Line Number is displayed.

12 Check / Select desired line.
13 Click OK.
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Purchase Order

Business Unit:

View Approvals

|E save | =) Moty |3 Refresh |

50100 PO Status: Open e
POID: NEXT
Copy From: 'I ™ Hold From Further Processing
PO Date: 0512312014 Vendor Search
Vendor: LLCARTER-003 @ o petais
- Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc Mot Recvd
*Dispatch Method: Print Dispatch
*Buyer: MIKE.HALL @, Hall, Mike (vDOT) P
PO Reference: [stone eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT @,
Webimsz VA Interfaced: NSEV @,
eVA Dttm:
Header Details Aclivity Summary
oDstaus Lot sammany ]
Add Comments )
PO Activities Add ShipTo Comments Merchandise: 035
FreightTaxMisc.: pog | Caledlate |
Total Amount: 025 USD
Add Items From
Purchasing Kit Catalog ltem Search
185
[ Detais | Ship ToiDue Date | Statuses | feminformation | Aftributes | BFQ Receiving
Linea item Description SetD  ContractiD Contract Version f::"‘;’m f:‘t:gow Release  Milestone Line  Group ID
1 R fpeoassran @, [STONERPRAP =B = STATE |0000000000000000000042566 0, 1 aa] e
| Close Short All Lines ] “Go to:

I More

=

14 The Line you selected from the contract now populates your PO.

15 Click the Details tab.

Purchase Order

Business Unit: 50100
POID: NEXT
Copy From: j‘

*PO Date: 0512312014 Vendor Search
Vendor: LLCARTER-003 4 yongor petails
*Vendor ID: 0000033093 @, LL 7
“Buyer: MIKE.HALL @, Hall, Mike (vDOT)
PO Reference: \Sluﬂe
WebIMs?: [~
Header Details Activity Summary
PO Defaults

Add Comments
PO Activities Add ShipTo Comments

Add ltems From
Purchasing Kit Catalog

ltem Search

PO Status: Open

™ Hold From Further Processing

Receipt Status: M

*Dispatch Method:

VA PO Type: [RO1 @, Routine Bill Vendor
*e\VIA Order Method: PRNT &,

eVA Interfaced: NSEV @&,

eVA Dttm:

Amount Summary

Merchandise:
FreightTax/Misc.:
Total Amount:

Print =i ‘

ot Recvd
Dispatch-——|

434375 )
gop | Caleulate |
434375 USD

[ save | =] Motity | |2 Refresh

Customize | Find First K1 4 01 I Last
@ Ship To/Due Date || Staluses || llemInformation | Afributes | RFQ || Contract || Receiving
. . R R Merchandise
Lines item Description ko aty~ UOM  Category Price Amount Stalus
1 R [7503551210 G, [sTonErPRAP S B | 1250000/ [LTNG, 7503551 3475000 434375 0pen G2
| Close Short All Lines | “Goto: |- More.. =l
View Approvals

|k Add| 5] updateiDispiay

16 Enter PO Qty.
17 Click on the Schedule icon.
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Favorites -

Mavaenu » Purchasing > Purchase Orders > Add/Update POs

Purchase Orders

Workist | AddtoFavortes | Sign out

2 New Window @Help @Cu&lumlze?age nrlp

05/23/2014
Return to Main Page

Lines

Item:

Home |
Maintain Purchase Order
Schedules
Unit: 50100 Vendor: LL CARTER -002 PO Status:
PO ID: NEXT PO Date:

Open

] ™
AllFirst 10f1 Last
7503551310 STONE RIP RAP CLASS Al 125.0000 LTN 434375 USD
Customize | Find First K 1.0f1 I (ast
” Statuses | Shipment | Matching | Receiving | Freight | RTV |
Lo — la - Merchandise
Sched Due Date Ship To PO Gty Price Amount | StaTUE
1 05(26/2014 [accomc aHa (@, | =1 || 125.0000 3475000 4,343.75 Active w o B | B =1
Add ShipTo Comments
[ save | [=1 Notity | |23 Refresh |

18 Click the Distribution icon.

Add| 7] UpdateiDispiay

Favarites

Mamyanu » Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Workist | Addto Favorites Sign out

@Nemednw @Help @Cuslnm\zﬂPage m‘lp

SN Multi-SpeedCharis

Home |
Distributions for Schedule 1

Unit: 50100 Vendor: LL CARTER -003

POID: NEXT Item: 7503551310  STONE RIP RAP CLASS Al

Line: 1

Schedule: 1 Status: Active
“Distribute By: Quantity = Schedule Qty:
SpeedChart:

Merchandise Amount:

125.0000

434375 UsD
Doc. Base Amount: 434375 USD
DetaiisiTax || Assel Information || ReqDelal | Statuses
Dist Status  Percent PO Gty rﬁ:::("di’e Currency |*GLUnit  Entry Event *Account Fund Program Department Cost Ce]
1 Open 100.000C 125.000 4,343.75 USD 50100 (@, @, ||5012550 @, |[04100@, |EQQUU1 @, ‘10003 @, ‘111200
4] | +
| ok | cancel  Refresh |

19 Enter distribution charges (as necessary).
20 Click OK.

Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

@NewWimow @Hslp Iicusmmizepage mtp

05/23i2014

ftem: 7503551310 STONE RIP RAP CLASS Al PO Qty:
Statuses || Shipment | Matching |

Receiving

| Freight |

ATV |
“Due Date 2shipTo 2P0 Oty

125.0000 LTN

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status:
PO ID: NEXT PO Date:

Open

Merchandise Amt:

Customize | Find |

21 Click Return to Main Page hyperlink.

Merchandise

Status

Frst K 4 of 4 I Last

4,34375U8D
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| Close Short All Lines |

View Approvals

*Goto; Maore j

22 Click Save.

Workist | Addto Favorites | Sign out
Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
@ MNew Window @ Help @ Customize Page E hitp
Maintain Purchase Order
Purchase Order
Business Unit: 50100 PO Status: open x
po:
Copy From: = ™ Hold From Further Processing
*PO Date: 0512312014 Vendor Search
Vendor: LLCARTER-003 (% yenaor Details
Receipt Status:
*Vendor ID: 0000033083 @, LL Carter & Son Inc Mot Recvd
*Diis 3 - Dispatch
“Buyer: MIKE.HALL @, Hall Mike (VDOT) Dispatch Method Print - |—CFEE
PO Reference: [Sione 2VA PO Type: RO1 @, Routine Bill Vendor
“eVA Order Method: PRNT @,
webmsz: ™ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status Amount Summary
Requisitions Add Comments 3
PO Aclivities Add ShipTo Comments Merchandise: 434375
FreightTax/Misc.: pog  Caleulste |
Total Amount: 434375 USD

Add items From Select Lines To Display

Line: A To: Q| Retieve |

Catalog lterm Search

Lines

Customize | Find | View All| First K 10f1 I Last
(550 shipToDue Date || Statuses || feminformation || Atributes || RFQ || Contract | Receiving
. . l - Merchandise
Line+ item Description PO Qty~ UOM  Category  Price Amount  Status
1 E [7503551310 @, [sToNERPRAP = B [ 1250000 [LTNG, 7503551 3475000 434375/0pen | @ [H
| Close ShortAll Lines | Goto: [-More =l
View Approvals

[5) save | [oh RetuntoSearch  [[=] Notify | | Refresh |

[Eoadd]| [ upsatemispiay|

23 PO ID #is shown.
24 Click on PO Status checkbox.

Home | Workist | AddtoFavorites
Favovm:es MainvMenu > Purchvasmg B Purchas'e Orders > Add/Update POs
@New’.’vmduw @Help @?Cusmmw_ﬂPage nnp
Maintain Purchase Order
Purchase Order

Business Unit: 50100
POID: 0001096991

Copy From: j'

| PO Status: Pend Appr | x

™ Hold From Further Processing

*PO Date: 0512312014 [ Vendor Search
Vendor: LLCARTER-003 @, yengor petails
- Receipt Status:

*Vendor ID: 0000033092 @, LL Carter & Son Inc NotRecvd )

*Di : i Dispateh
“Buyer: MIKE.HALL @, Hall, Mike (VDOT) Dispatch Method: Print |
PO Reference: [stone eVA PO Type: RO1 @, Routine Bill Vendor

“gVA Order Method: PRNT @,
Webimsz: T~ eVA Interfaced: NSEV @,

SVA DUm;

25 PO Status changes to Pending Approval.

26 PO routes to Supervisor's Worklist for approval.
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Purchase Orders

Purchase Order (Ad-Hoc)

There are multiple ways to build a PO (ad-hoc). The following example provides a step by step
means to generate a simple PO.

g8 CARDINAL

Home | Workist | AddtoFavortes |  Sign out
Favorites Main Menu > Purchasing » Purchase Orders > Add/Update POs
H - >

 New Window (D) Help ] nttp
Purchase Order

Find an Existing Value Add aMNew Value

Business Unit: 50100 2,
rorn

Eind an Existing Value | Add a New Value

Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs

Select Add a New Value tab. Business Unit = 50100, PO ID = NEXT (Do Not Change)
Cardinal assigns a PO ID number when you successfully save the PO.

3 Click Add button.

P CARDINA

Home | Workist | AddtoFavorites | Sign out
Favovm:es MainvMenu > Purchvasmg B Purchas'e Orders > Add/Update POs
@New’.’vmduw @Help [-{Cusmmwza Page Em‘lp
Maintain Purchase Order
Purchase Order
Business Unit: 50100 PO Status: Initial
POID: NEXT
Copy From: 'I ™ Hold From Further Processing
*P0 Date: 06/19/2014 E‘J Vendor Search
Vendor: | A | vendor Details &  stat
leceipl us:
‘Vendor ID: @, ot Recvd
E : - Dispateh
“Buyer: MIKE RALL @, Hall, Mike (VDOT) Dispateh Method: 2
PO Reference: | &VA PO Type: R01 @, Routine Bill Vendor
eVA Order Method: PRNT
WebIMS?: [T eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
FoDsais Chvomisommary
Add Comments
PO Adtivities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 000 USD

Add Items From
Purchasing Kit Catalog

ltem Search

Customize | Find | View A1 B | 38 Frst g org O as
@ Ship To/Due Date | Statuses  feminformation | Attributes | RFQ || Contract || Receiving
. e " X Merchandise
Line ttem Description PO Qty UOM  Category  Price Amoune Status
1 B @, | (e @, @, o 0000 0pen | B |E|E
Close Short All Lines *Go to: | - More ... j
View Approvals : : :

(&) save | [ Wotity | [ Refresh

b Add | |5 UpdateiDispisy

4 PO default information is displayed as shown.

5 Enter Vendor ID. Use lookup icon if necessary.
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Worklist Add to Favorites
Favovr as MEU’W'MEHU » Purchasing » Purchase Orders > Add/Update POs

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

Purchase Order

Business Unit: 50100 PO Status: Open =
POID: NEXT
Copy From: =] I™ Hold From Further Processing
+ Header
*PO Date: 05/23/2014 [ Vendor Search
Vendor: EPP ENTERP-001 @, Vendor Details
I Receipt Status:
=Vendor ID: 0000020803 @, BPPENTERPRISES CORP Not Recvd
*Dii 3 - Dispatch
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method Print - |—CEE
PO Reference: I eVA PO Type: RO1 &, Routine Bill Vendor
“eVA Order Method: PRNT &,
Webms?z: eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
0 datuts mountsunmay
Add Comments 3
PO Activities Add ShipTo Comments Merchandise: 415,000.00
Freight/Taxi: 000 [mmGalailateny)

Total Amount:

15,000.00 UsSD

Add ltems From

Purchasing Kit Catalog ltem Search
Lines

Customize | Find | View A First I 4 of1 I Last
(5550 ShipTo/DueDate || Statuses | fteminformation | Aftributes || RFQ | Contract || Receiving
. . N . Merchandise
Lines itemn Description PO Qty~ UOM  Category  Price Amount StAtUS
1 B |99077muuu @, [saFETvTRANNG = & [ 2000000 [HUF®, e907701  [75.00000 | 15,000.00 Open | {2

| Close Short All Lines ]

*Go to: More j
View Approvals o I

Save | [ Notify | {4 Rsfresh |

6 Enter Item ID.

7 Enter PO QTY and Price. Cardinal calculates and displays the total Merchandise Amount.
8 Click on Schedule icon.

Add to Favorites
Main Menu > Purchvasmg 2 Purchasgi}rders » Add/Update POs

@New’.’\flnduw @Help @Cuslnmlzﬂ Page

Maintain Purchase Order

Schedules
Unit: 50100 Vendor: BPP ENTERP-001 PO Status: Open
POID: MNEXT PO Date: 05/23/2014

Return to Main Page

Frst K 401

Line: 1 Item: 9907701000 ws PO Qty: 200.0000 HUR Merchandise Amt:

15,000.00 USD

HIGHWAY SAFETY, BOAT SAFETY
TRAINING AND AWARENESS
SERVICES

05/23/2014 |CDENTAF'F' @, E‘ 200.0000 75.00000

15,000.00 Active

Customize | Find | | First K 1.0F1 1 Last

0TS Statuses || Shipment | Matching | Receiving || Freight || RTV | |
lag e e - Merchandise

Sched Due Date Ship To PO Oty Price Amount St |

{ |

|

Add ShipTo Comments

|[5) save | =] Wotity | (i3 Refresh

9 Enter/Update Ship To location as necessary.

10 Click on Distribution/ChartFields icon.
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4 CARDINAL

Favorites

=Mam£~|enu » Purchasing > Purchase Orders > Add/Update POs

Home | Workist | AddtoFavortes | Signout

Maintain Purchase Order

2 New Window @Help @Cusmmlzﬂ Page hitp
Distributions for Schedule 1

Unit: 50100 Vendor: BPP ENTERP-001

. . SAFETY TRAINING AND AWARENESS SERVICES (HIGHWAY SAFETY, BOAT SAFETY
POID: NEXT ftem: 9907701000 TRANING AND AWARENESS SERVICES
Line: 1
Schedule: 1 Status: Active
=Distribute By: Quantity =l Schedule Qty: 200.0000

Merchandise Amount: 15,000.00 USD

SpeedChart: @ puti-speedcharts

Doc. Base Amount: 15,000.00 USD

JCT N DetaisiTax || Asset Information

ReqDetail | Statuses

Dist  Status  Percent PO Oty r:l':::'"di“ Currency [GLUmit  Entry Event *Account Fund Program Department CostCen
1 open  [100.0000 [200.000 15,000.00 USD 50100 @, @, [5012550 @ (041009, (599001 @ [10008 @, [1112001
4 T ¥

OK | cancel | Refresn |

11 Enter your accounting distribution.
12 Click OK.

Favovntes Ma\nvMenu » Purchasing > Purchase Orders > Add/Update POs

Workist | Addto Favorites | Sign out
0 New Window @ Help @ Customize Page B hitp.
Maintain Purchase Order
Schedules
Unit: 50100 Vendor: BPP ENTERP-001 PO Status: Open
POID: NEXT PO Date: 05/23/2014

Line: 1 Item:

TRAINING AND G
9907701000 AWARENESS SERVICES Poaty: 200.0000 HUR

c Merchandise Amt:
AY SAFETY. BOAT SAFETY

15,000.00 USD

i

NG AND AWARENESS
CES

SERVYI

Statuses | Shipment | Matching | Receiving | Freight | RTV

*Due Date *Ship To

PO Oty — Merchandise

Amount  Status

B (05232014 [ [coenTarp @ 2000000 75.00000 15,000.00  Active

Add ShipTo Comments

[5) save | =1 notiy | &3 Refresn |

13 Click Return to Main Page hyperlink.

Lines

™ Details Ship To/Due Date Statuses

Customize | Find | View A First Kl 1071 I Lost
ttem information Aftributes. RFQ Contract Receiving
- - N : Merchandise
Line item Description PO Oty UOM  Category Price Amount Status
1 B2 9907701000 @, [SAFETY TRAINING ::|E| [ 200.0000 [HUF@, 9907701 ([75.00000 15,000.00 Open (@]
[ Close ShortAll Lines | sgoto: [-More |
View Approvals

[5) save || [ Notify | |£3 Refresn

14 Click Save.
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Workist |  Add to Favorites.
Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
0 New Window @ Help I? Customize Page =] hitp
Maintain Purchase Order
Purchase Order
Business Unit: 50100 PO Status: Open x
POID: 0001096996
Copy From: = ™ Hold From Further Processing
*PO Date: 05123/2014 Bl Vendor Search
Vendor: BPP ENTERP-001 @, Vendor Details
Receipt Status:
“Vendor ID: oonoo20803 |4, BPFENTERFRISESCORP HotReevd JE—
D . n Dispatch
“Buyer: MIKE HALL @, Hall, Mike (vOOT) Dispatch Method: Frint B mmiZizpcit e
PO Reference: ‘ &VA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT
Webims?: T eVA Interfaced: NSEV

15 Click on PO Status checkbox.

@Newwmdow @He\p Cusmm\zs Page

Maintain Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Pend Appr x
POID: 0001096938
Copy From: :' I™ Hold From Further Processing
*P0 Date: 05/2312014 [ Vendor Search
Vendor: BPP ENTERP-001 [, Vendor Details .
*Vendor ID: 0000020803 @, BPR ENTERPRISES CORP Recept st Mot Rervd I
“Buyer: ’WQ Hall, Wike (VDOT) *Dispatch Method: Print =] |- Dispateh
PO Reference: ‘ eVA PO Type: [R01T @, Routine Bill vendor
eVA Order Method: PRNT
WebIMs?: T eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
Pondaus Dosimen e Lot samman ]
R i Add Comments
PO Activities Add ShipTo Comments Merchandise: 1§00000
FreightTax/Misc.: poo | Caleulste |
Total Amount:

15,000.00 UsD

Add Hems From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: @, Tor G, Refrieve
Lines

Cuslomize | Find First K 4 of4 I Last
52 ship ToDue Date || Statuses || ftem information | Aftributes | RFQ || Contract | Receiving
. . N _ Merchandise
Line Item Description PO Qty UoM Category  Price P m—" Status
1 B [oa07701000 @, [sarETvTRANNG = & [ 2000000/ [HUF®, 9907701  [75.00000 15,000.00 Pending | ¢ | [ =l
| Close Short All Lines | sGotor  [-Mere.. =
View Approvals

5l save [ RemtoSearch | =] Noily & Refresn | [Eada| [ upsstemispiay

16 The PO is complete and routes to the Supervisor's Worklist for approval.

17 Click on View Approvals hyperlink to view Supervisor’'s name.
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From: FINSIT@covtest. virginia.gov Sent:  Fri5/23/2014 11:48 AM
To: @ Hall, Mike (YyDOT)

Ce

Subject: PO ID "0001096992" Business Unit “VA Dept of Transportation” Has Been “Approved”

| » I

The following purchase order has been "Approved”.

Business Unit: VA Dept of Transportation
PO ID: 0601096992

PO Reference:

PO Date: 2014-85-23

Buyer: MIKE.HALL

You can navigate directly to the approval page by clicking the link below.

https://finsitweb.covtest.virginia.gov/psp/finsit/EMPLOYEE/ERP/c/MANAGE PURCHASE ORDERS.PQO APPROVAL.GBL?
Page=P0O APPROVAL&ACtion=U&BUSINESS UNIT=58188&P0 ID=8801896992

18 Upon approval, the Buyer receives an email and can navigate to the PO from the hyperlink.

Add to Favorites | Sign out

Favorites  Main Menu > Workist > Worklst

& New Window @Help E,)Cuslnmlzer—‘age Enﬂp;

Worklist for MIKE_HALL: Hall, Mike (VDOT}) |

Detail View Work List Filters: = C] Feed

From Date From Work Item Worked By Activity Priorif

[PurchaseOrder, 382663, 50100

Sartini, Tim N Transaction T901-01- - - [
vooT) 052312014 Approved Approval Workflow 2-Medium F||IEOSHESS UNIT 50100 Mark Worked Reassign
1D:0001096392

Sartin, Tim N T i PurchaseOrder, 369081, 50100
artin, Tim ransaction 1901-01-
vVDOT) 03/14/12014 Approved Approval Workflow 2-Medium = EUS\NESS URIT:50100 I Mark Worked (1 Reassign

Pur:hgseOrder 358801, 50100,

Sartini, Tim N Transaction 1901-01-
vDOT) 02i21/2014 Approved Approval Workflow 2-Medium ¥| GUSHNESS UNIT 50100 Mark Worked Reassign
PO _1D:0007094588

T

19 Or, from the Worklist, click on Purchase Order hyperlink.

Home | Workist | AddtoFavorites | Signout

Favorites ; Main Menu > Workist > Workist
E,)CuslumlzePage

View Approvals

Business Unit: 50100

POID: 0001096992 PO Status: Approved

PO Total: 15,00000 USD PO Date: 05/23/2014

Vendor ID: 0000020802  BPP ENTERPRISES CORP

Buyer: MIKE HALL Justification:

PO Reference: Mo justification entered by buyer. &

EditPO

¥ Review Lines

~ Review | Edit Approvers
POICO for Supervisor Action

= Purchase Order 0001096992: Approved (& ViewHide Commenis
Buyer Supervisor Ho Req

Approved
¢Samn| Tim N. (VDOT!

Buyer's Supervisor
05/23H4 - 11:47 AW

< Comments

Sartini, Tim N. (VDOT) at 05/23/14 - 11:47 AM
This is approved. Be sure to tell the vendor that all training is to be completed
by July 1. TS

Return to Worklist

20 Click on Edit PO button.
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Favorites - Main Menu > Workdst > Workdist

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

Purchase Order

Business Unit: 50100 PO Status: X
POID: 0001096992
Copy From: hd ™ Hold From Further Processing
*“PO Date: 05/23/2014 Vendor Search
Vendor: PP ENTERP-001 2, yanor patails
- Receipt Status:
“Vendor ID: 0000020803 @, EBPPENTERPRISES CORP Mot Recvd
“Di : =
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method Pt
PO Reference: [ 8VA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT
Web IMs?: 7 eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status Amount Summary
Reguisitions Add Comments )
PO Activities Add ShipTo Comments Merchandise: 1500000
FreightTaxni oo | Calousle |

Total Amount: 15,000.00 USD

Add items From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: @ 1o 2, Retrieve |
Lines

Customize | Find | View Al First K 10f1 I Last
550 ShipToDue Date || Statuses || fleminformation || Atributes || RFQ || Contract | Receiving
- o N : Merchandise
Line item Description PO Qty UOM  Category  Price Amount Status
1 B 9907701000

@, [saFETYTRAmNG =0 E5 | 2000000 [HUF@, 9go77ot  [75.00000

15,000.00 Approved| (0 [B

| Close Short All Lines |

* : - More .. -
View Approvals Goto: I =l

5] save [ RewmtoSearch =] Notify % Refresh

Update/Dispiay |

21 PO is displayed and shows Approved status.
22 Click on Dispatch button.

Add to Favorites | Sign out
s Main Menu > Purch'asmg > Purchass Orders > Add/Update POs

@Nemedmw @Help @Cuslnmlzﬂ Page nnp
Dispatch Options

Dispatch Options

Fax Cover Page: I” Test Dispatch

S
Server Name: a Print Duplicate on PO
*Output Destination Type: WEB - I” Print Changes Only

[% Print PO Item Description
*Output Destination Format: PDF hd ™ Print Copy

OK | Cancel | Refresh |

23 Check Print BU Comments to display Line and Header comments, to include eVA T&C.

24 Click OK.
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rs

Home | Workist | AddtoFavorites |
Favorites i Main Menu > Purch'aslng > Purchas'e Orders » Add/Update POs

ould you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)

Sign out

(A New Window (2 Help [ hitp

our requestis currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled process has
jcompleted before accessing the PO being dispatched.

[ ves | no |

25 Click Yes

|4 CARDINAL

Home | Workist | AddtoFavorites |  Signout
Favovrkas Ma\n'Menu > Purchasing > Purchase Orders > Add/Update POs
Maintain Purchase Order -
Purchase Order
Business Unit: 50100 PO Status: Dispatched A x
POID: 0001096992
Copy From: hd ™ Hold From Further Processing
PO Date: 0512312014 Vendor Search
Backorder Status: Mot
l— Create BackOrder
Vendor: BPF ENTERP-001 Vender Details Recont stat Backordered
ecei] us:
*Vendor ID: 0000020803 BPP ENTERPRISES CORP Pt NotRecvd S
“Dispatch Method: Print =] [ Dispatch |
*Buyer: MIKE HALL @, Hall, Mike (vDOT) Pa o
PO Reference: | 2VA PO Type: R01 @, Routine Bill Vendor
eVA Order Method: PRNT
Web IMs?: T eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status Amount Summary
Reauisitions Add Comments 3
PO Activities Add ShipTe Comments Merchandise: 1500000
Freight/Tax/Misc.: pop | Caleulate |
Total Amount: 15,000.00 USD
Add items From Select Lines To Display
Purchasing Kit q ltem Search ine: .
Purchasing Kit Catalo ltem Search Line: @, To: Q‘ Retrieve |
[ Customize | Find | View A First Kl 10f1 I Last
(570 shipToDueDate | Statuses | Reminformation | Atributes | RFQ | Contract | Receiving
Line ftem Description PO aty “UOM Category Price “e'“_'::l‘:f“e' Status
SAFETY TRAINING AND
AWARENESS SERVICES
b (HIGHWAY SAFETY, BOAT
1 & 9907701000 SAFETY TRAINING AND @a 200.0000 HUR 9907701 ||75.00000 15,000.00 Approved |
AWARENESS SERVICES
(HIGHWAY SAFETY, BOAT
! Close Short All Lines Go to: Wore =l
View Approvals —
[5) save | [of RetuntoSearch  [[=] Notify | | Refresh | Update/Dispiay | =l

26 Purchase Order is Dispatched.

27 Electronic file copy will be sent to eVA.
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Change Orders

Change Orders are used to change or update PO quantities, dollar values, shipping/billing addresses, or
to add or cancel line items. In addition, since vendors and agencies are charged eVA fees based on the
values of a PO, all PO’s must be reconciled (change order) to match the received and paid amounts.

Favorites | Main Menu > Purchasing » Purchase Orders > Add/Update POs

Home | Workist | AddtoFavorites |  Sign out
) New Window @Help Em‘lp
Purchase Order

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

PEIEEETETERETEN]  Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: ,E oo @

o 1D: Deqins wilh =] 0000523344

Purchase Order Date: = = [

PO Status: = = =l
Short Vendor Name: begins wnhj\ Q@

Vendor ID: |hegm5 wnhj\ Q@

Vendor Name: |hegm5 with j\ Q@

Buyer: |hegms wwlhj\ Q@

Buyer Name: |hegms W\Ihj‘ @,

PO Type: |: = | =1

Purchase Order Reference: |hegms with ﬂ‘
Hold From Further Processing r
I™ Case Sensitive

Clear  |Basic Search [gY Save Search Criteria

—

Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs
2 Select Find an Existing Value tab.

3 Enter the PO ID # that you wish to make changes to.

4 Click Search button.
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In this example, we are increasing the quantity of the PO

Favorites : Main Menu > Purch'aslng > Purchas'e Orders > Add/Update POs

@ MNew Window @ Help I? Customize Page E hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Dispatched x
POID: 0000523347
‘Copy From: hud I™ Hold From Further Processing
PO Date: 07/01/2011 Vendor Search
Backorder Status: Mot
Create BackOrder
Vendor: BRANDYWINE-003 | yoroo borails ] Backordered
“Vendor ID: 0000058196 BRANDYWINE PROPERTIES MANAGEMENT TecelPt Status: Partial
L B
D . = Dispatch
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: Print T (il
PO Reference: [Req1a 0001603415 &VA PO Type: RO01 @, Routine Bill Vendor
*8VA Order Method: URL 2,
Webmsz: VA Interfaced: SEVA &,
eVA Dttm:
Header Details Activity Summary
“oostuls Decument S Dmomesimmary
Requisitions Edit Comments )
PO Actiities Add ShipTo Comments Merchandise: 7,372,498.00
FreightTax/Misc.: pog | Caleulate |
Total Amount: 7.372,493.00 USD
Add Items From Select Lines To Display
Purchasing Kit q Item Search _— . i
Purchasing Kit Catalo Item Search Line: Q\ To: Q\l Retrieve |

Lines.

Customize | Find | View 4 First Kl 1070 O Last
@5 chip ToDue Date || Statuses || emlnformation || Aftributes | BFQ || Contract || Beceiving
Lines item Description PO Oty~ *UOM Category  Price "e"’;‘:"“::;‘: Status
1 [ 9996440000 Annual Base Costs %) 56.00000 EA 9996440 [131,651.7500 @ 7,372498.00 Approved ¢ [B =

| Clase ShortAll Lines | +Goto: [ More =1
View Approvals
|[5) save | [of ReturntoSearch | 4] Previousinlist | lextinlist | [Z] Notify | {3 Refrash |Evadd | |5 Update/Dispiay
5 Click on Change Order icon.

Add Items From Select Lines To Display
Purchasing Kit Catalog ltem Search Line: @ 1o Q| Refrieve |

Lines

Customize | Find | V'
{55 ShipToueDate | Statuses | Remlnformation || Aftributes | RFQ || Contract

Recsiving
[ Item Description PO Gy~ <UOM Category Price “em:‘:""‘::.’:ﬁ Status
1 9996440000 Annual Base Costs & EA 9996440 [131,6517500  7,899,105.00 Approved O [E}
| CloseShortAlllines | .gore [ Mo =l
View Approvals
[5] save | [2" Returnto Search 1] Previousin List | <[ Nextn List | | Notify | [ Refres | UpdateDisplay|

6 Make change as required to existing line(s). PO Qty is increased from 56 to 60.
7 Click Save.
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Worklist Add to Favorites
Favovr as MEU’W'MEHU » Purchasing » Purchase Orders » Add/Update POs

& New Window @ Help E,j Customize Page [ hitp
Change Reason

Enter a reason code and comment for making changes that are being tracked.
Unit: 50100 POID: 0000523347
Reason Code: QUANTITY @

Comment: Increased quantiy from 56 to 60 (e
months. MJH 5/23/14|

™ Use Same Reason Code

Ok | cancel  Refresh

8 Change Reason page displays.

9 Enter Reason Code and Comment, to explain change(s).
10 Click OK.

Favovntes MEU’W'MEHU » Purchasing » Purchase Orders » Add/Update POs

& New Window @ Help E,j Customize Page [ hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100
PO ID: 0000523347

[Change Order: 1
Copy From: i ™ Hold From Further Processing

PO Status: approved A X

Current Change Reason

*P0 Date: 07/01i2011 [ Vendor Search
Backorder Status: Nat
Vendor: BRANDYWINE-003 Vendor Delsils Backordered  Seale BackOrder
“Vendor ID: 0000058195 BRANDYWINE PROPERTIES MANAGEMENT ReCeiPt Status: Partial
LP. S
""""""""""""""""""""""" “Di : =]|  Dispatch |
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: Print i (e Rkl
PO Reference: [Reatd 0001603415 2VA PO Type: R01 @, Routine Bill vendor
“eVA Order Method: URL (@,
Webms?z: eVA Interfaced: RSEV @,
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status M
Reauisitions Edit Comments 3
PO Activities Add ShipTo Comments Merchandise: 7,899,105.00
FreightTax/Misc.: 000 | Caleuiate
Total Amount: 7,899,105.00 USD

Add ltems From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: @, To: D, Refrieve

Ship To/Due Date || Staluses | ltemInformation || Atributes || RFQ |  Contract | Receiving

. . - . Merchandise

Lines item Description PO Qty~ UOM Category Price amount  S1A1US

1 [ 9996440000 Annual Base Cosls §0.0000 EA 9996440 |[131,6517500  7,899,105.00 Approved
| Close Short All Lines | “Goto: |- More... =l

View Approvals

[5) save  [oh ReturntoSearch | ] Wotify i3 Refresh |

[Ev-ndd| [ upsatemispiay.

11 Change Order # displays, showing updated fields and recalculated amounts.
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Home | Workist | AddtoFavorites |  Signout

Favuvrrtes H MalnvMenu » Purchasing > Purchase Orders » Add/Update POs

2 New Window @ Help I? Customize Page =] hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: A x
POID: 0000523347
Change Order: 1

Copy From: - I™ Hold From Further Processing Current Change Reason

*PO Date: 07012011 [#  Vendor Search

Backorder Status: Mot Croals BackOrd.
Vendor: BRAMDYWINE-003 Vendor Details Backordered reate BackOrder
*Vendor ID: 0000053196 BRANDYWINE PROPERTIES MANAGEMENT eCeiPt Status: Partial
LP

“Dispatch Method: Print |l Dispatch |

*Buyer: MIKE HALL @ Hall, Mike (VDOT) pa
: RO1 Routine Bill Vendor

PO Reference: [Req1d 0001603415 eVA PO Type: @,

“eVA Order Method: URL @,
Webmsz: VA Interfaced: RSEV (@,

eVA Dttm:
Header Details Activity Summary
oDt Dscumert s Chowtsummany
Requisitions Edit Comments ]
PO Activities Add ShipTo Comments Merchandise: 789910500

FreightTaxifisc: 000 [ aleniolo|

Total Amount: 7,899,105.00 USD
Purchasing Kit Catalo ltem Search Line: @, 1o: Q| Retrieve |

Lines Customize | Find

@555 ship To/Due Date || Statuses || leminformation || Aftributes || RFQ || Contract | Receiving

. L N _ Merchandise

iz item Description PO Oty~ UOM Category Price Amoun Status

1 E 9996440000 Annual Base Costs 50.0000) EA 9996440 [1316517500 | 7,899,105.00 Approved ()
[ Close Short All Lines | sGoter |- More. =l

View Approvals

5] save (ot RetuntoSearch = Notify &% Refresh

] Update/Display |

12 PO Status remains Approved. (When changes do not increase PO value by more than 25%)
13 Click on Dispatch button.

A%, CARDINAL |

Home | Workist | AddtoFavorites | Signout
Favovrkas Ma\nvMenu > Purch'asmg > Purchass Orders > Add/Update POs

@Nemedmw @Help @CUEIUWIEPEQE nnp

Dispatch Options

Dispatch Options

Fax Cover Page: ™ Test Dispatch
[ Print BU Comments
Server Name: @ Print Duplicate on PO

*Output Destination Type: WEB - I” Print Changes Only
[% Print PO Item Description
*Output Destination Format: PDF hd ™ Print Copy

OK | cancel = Refresh

14 Verify Print BU Comments is checked.
15 Click OK.
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A% CARDINAL |

Home | Workist | AddtoFavorites | Signout
Favorites Main Menu > Purch'aslng > Purchas'e Orders > Add/Update POs

(B New Window (2)Help [ http
ould you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)

our requestis currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose notto wait, please check the Process Monitor to verify that the scheduled process has
lcompleted before accessing the PO being dispatched.

| ves | N0 |

16 Click Yes

dgist | AddioFavorites |  Signout

Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

2 New Window @ Help I? Customize Page =] hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Dispatched A x®
POID:

0000523347
Change Order: 1

Copy From: - I™ Hold From Further Processing Current Change Reason

+PO Date: 07i01/2011 Vendor Search
l— Backorder Status: et Create BackOrder
Vendor: BRAMDYWINE-003 Vendor Details . Backordered =
*Vendor ID: 0000058196 BRANDYWINE PROPERTIES MANAGEMENT eCeiPt Status: Partial
LP
“Dispatch Method: Print Dl
*Buyer: MIKE.HALL @, Hall, Mike (VDOT) pa
: RO1 Routine Bill Vendor
PO Reference: [Req1d 0001603415 eVA PO Type: @
“eVA Order Method: URL @,
WebImsz: ™ eVA Interfaced: RSEV @,
eVA Dttm:
Header Details Activity Summary
e Fac Pt L ————————————————
Reaquisitions Edit Comments ]
EO Activities Add ShipTo Comments Merchandise: 7,899,105.00 e
FreightTax/Misc.: 0.00 et
Total Amount: 7,889,10500 USD
Furchasing Kit Catalog Item Search Ling: @ 1o | Refrieve |

Lines

Customize | Find | View £ First K 10f1 D Last
@555 ship To/Due Date || Statuses || lteminformation || Aftibutes || RFQ || Contract | Receiving

Ling~ item Description PO Qtyv *YOM Category Price "e"’l‘:""‘g:.": Status
1 2 9996440000 Annual Base Cosls 600000/ EA 9996440 (1316517500 @ 7,899,105.00 Approved (' [ =]
| Close Short All Lines | “Goto: |- More.. =l
View Approvals N
|[5) save | [of ReturntoSearch | [ Notity |3 Refresh | =T Update/Display |

17 PO/Change Order is Dispatched and resent to eVA. The Vendor receives an electronic “confirming
order” or the Buyer prints and sends the vendor a copy.
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Reconcile/Close-Out PO

Once a PO activity is complete and the amount/quantity received differs from what was ordered, you must
reduce or increase (reconcile) the quantities or amounts to match the received, invoiced and matched
amounts.

For Example:

1 Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs
2 Select Find an Existing Value tab.

3 Enter the PO ID # that you wish to close out.

4 Click Search button.

Home | Workist | AddtoFavorites | Signout
Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
Maintain Purchase Order |
Purchase Order
Business Unit: 50100 PO Status: Dispatched A x
POID: 0001089685

Copy From: = ™ Hold From Further Processing

*PO Date: 111212013 [# Vendor Search

Backorder Status: Mot

Vendor: PORTCO INC-001 Vensor Details Backordered  SL€3te BackOrder
e Receipt Status: Partial
*Vendor ID: 0000028711 FPORTCO Inc
*Di : i - Dispatch
“Buyer: MIKE.HALL @, Hall, Mike (VDOT) Dispatch Method: Print |
PO Reference: [ranitorial services eVA PO Type: ROT @, Routine Bill Vendor
*8VA Order Method: PRNT @,
WebMs2: T eVA Interfaced: SEVA |@,
VA Dttm: 111312013 90051AM

Header Details vty Summary
PO Defaults Document Status

Amount Summary
Reguisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 3570.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 357000 USD
Add ltems From Select Lines To Display
Catalog ltem Search Line: A, 1o: @, Retrieve

Customize | Find | View Al B irst K 12072 Y Last

Ship To/Due Date || Statuses || leminformation | Aftributes | RFQ || Contract | Receiving
e item Description PO Oty~ AUOM  Category Price “erc";‘:‘:l‘g:.ﬁ Status

= JANITORIALICUSTODIAL SERVICES = EE
1 [ 9103001000 DS TE . T e 51 6.0000 MON (9103901 545.00000 3,270.00 Appraved T EE
2 [ 9103955000 SEMIFMONTHLY SERVICES Y 20000 EA 9103955  150.00000 300.00 Approved = EE

Close ShortAll Lines *Go to: Wore =l

View Approvals ’
5] save | (ot Retum to Search | |[Z] Notify | £ Refresh [Exada| [J8 updatemisplay|

e

5 PO displays...click on the Activity Summary hyperlink.

6 A new page will open.
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Home | Workist | Add toFavorites

Favovrtes Mam_Menu > Purcrlasmg B Furchas'e Orders = ReviewPD'Inforrmtion > Activity Summary
&1 New Window @He\p [,-/Cusmm\zePage B nttp

Activity Summary
Business Unit: 50100 PO Status: Approved
Purchase Order: 0001089685 Vendor: FORTGO Inc
Merchandise Amount: 3,570.00 USD
Merchandise Receipt: 2,875.00 USD
Merchandise Returned: 0.00 UsD
Merchandise Invoice: 0.00 USD
Merchandise Matched: 0.00 USD
Customize | Find B First Kl 42012 I3 Last
Receipt | Invoice || Matched | RTV
Line item Item Description uom Order Qty |Amount Ordered Currency Amount Only
1 % 9103901000  JANITORIAL/CUSTODIAL SERVICES MOoM 6.0000 3,270.000 USD [ ]
2 [ 9103955000  SEMIMONTHLY SERVICES EA 2.0000 300.000 USD =

7 The Activity Summary header displays the Merchandise Amount, Merchandise Receipt,
Merchandise Returned, Merchandise Invoice and Merchandise Matched.

8 The Details tab displays the Order Quantity.

CARDINAL
| Workist | AddtoFavorites | Signout

Favorites | Main Menu > Purchasing » Purchase Orders > Review PO Information » Activity Summary

& New Window @Help E,)Cusmmizepage =

Activity Summary

Business Unit: 50100 PO Status: Dispatched
Purchase Order: 0001089685 Vendor: PORTCO Inc
Merchandise Amount: 357000 USD

Merchandise Receipt: 2,875.00 USD

Merchandise Returned: 000 USD

Merchandise Invoice: 0.00 USD

Merchandise Matched: 0.00 USD

Customize | Find

Details  [RGEE"N] imvoice | Matched | ATV

. . aty aty Open
Line item Item Description uom wed | Accepted  Guanty OPSnAmount Currency

1 % 9102901000 JANITORIAL/CUSTODIAL SERVICES 'MON 5.0000 5.0000 1.0000 545.000 UsD

2 % 9103955000 SEMI-MONTHLY SERVICES EA 1.0000 1.0000 1.0000 150.000 USD

[+ Return to Search | =] Notify

9 The Receipt tab displays the Qty Received.

10 5of 6 on Line 1 and 1 of 2 on Line 2 have been received.
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Home | Workist | AddtoFavorites | Signout

Favo_ntes Mam_Meﬂu » Purchasing » Purchase Orders » Review PO Information > Activity Summary
& New Window @He\p E,/CustormzeF’age Enﬂp

Activity Summary

Business Unit: 50100 PO Status: Approved
Purchase Order: 0001089685 Vendor: PORTCO Inc
Merchandise Amount: 3,570.00 USD

Merchandise Receipt: 2875.00 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 0.00 USD

Merchandise Matched: 0.00 UsD

Customize | Find + Kl 12012 00 Last

Details | Receipt UG Matched | RTV

. . Quantity . Un-invoiced  Un-invoiced
Line item Item Description uom Invorced | Amountonly [ Amtinvoiced Currency o lPH e Currency
1 % 9102901000 JANITORIAL/ICUSTODIAL SERVICES |MOM 0.00 = 0.000USD 6.0000 3,270.000 USD
2 FE\ 9102955000 SEMI-MONTHLY SERVICES EA 0.00 = 0.000USD 2.0000 300.000 USD

11 The Invoice tab displays the QTY Invoiced (by Vendor) and Amt Invoiced (vouchered by VDOT).

Home | Workist | Addto Favorites

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary
& New Window @Help E,)Cusmm\zeF’age Enﬂp

Activity Summary

Business Unit: 50100 PO Status: Approved
Purchase Order: 0001089685 Vendor: PORTCO Inc
Merchandise Amount: 357000 USD

Merchandise Receipt: 2,875.00 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 000 USD

Merchandise Matched: 0.00 USD

it K 1-20f 2 ] Last

Detais | Receipt | Invoice |JEECEAR] RTV

Line Item Item Description uom Qty Matched Amt Matched |Currency
1 [ 9103901000  JANITORIALICUSTODIAL SERVICES MON 0.0000 0.000)USD
2 % 9103955000 SEMI-MONTHLY SERVICES EA 0.0000 0.000jUSD

12 The Matched tab displays the Qty Matched and Amt Matched that have been paid.
13 Payment has not yet been made.

14 Close or minimize the page.

Page 31 of 43 Last Updated 7/18/2014



CARDINAL

Procurement Job Aid

Purchase Orders

Cardinal displays a change order message if you make changes to a dispatched PO.

In this example, the blue Change Order icon is not clicked.

Home | Workist | Add to Favorites
Favovrkes MainvMenu > Purch'asing > Purchas'e Orders > Add/Update POs

[_E’ New Window ® Help E,) Customize Page E hitp 21
Maintain Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Dispatched x
POID: 0001089685
Copy From: hd ™ Hold From Further Processing
*PO Date: 11122013 [ vendor Search
Backorder Status: Not
Vendor: PORTCO INC-001 Vendor Details Backordered Create BackOrder
Receipt Status: j
“Vendor ID: 0000028711 PORTCO Inc ot Received
*Di E i - Dispatch
“Buyer: MIKE HALL @, Hall, Mike (VOOT) Dispatch Method: Print [ T
PO Reference: |Jammﬂa\ Services eVA PO Type: RO1T @, Routine Bill Vendor
“eVA Order Method: PRNT (@,
Webimsz: eVA Interfaced: SEVA @,
eVA Dttm: 111372013 9:00:514M
Header Details Activity Summary
PO Defaults Document Status A ot Su m
Reauisitions Edit Comments ]
PO Activities Add ShipTa Comments Merchandise: 3570.00
FreightTaxiMisc.: 000 | Calculate |
Total Amount: 357000 USD

Add Iltems From Select Lines To Display

Catalog ltem Search Line: A 1o @, Retrieve

First K1 4-20r2 I Last
Ship To/Due Date Statuses ttem Information Attributes RFQ Contract Receiving

Linea item Description~ PO Gty~ *UOM Category Price Mem:‘:‘:::.’“‘: Status
= JANITORIALICUSTODIAL SERVICES n
1 B 9103901000 o e e MON 9103901 54500000 3,270.00 Approved (2
2 2 9103955000 SEMIFMONTHLY SERVICES 2 EA 9103955  150.00000 300.00 Approved | G2
| Close Short All Lines ] *Go to: [~ More =l
View Approvals

[5] save | [Gf Returnto Search | [=] Notify = |3 Refresh [Ev-add]| [ upsatemispiay | =

15 Enter the quantity received found from the Activity Summary.

16 Click on the Schedule icons.

ssage

This action will create a change order. Continue®? (10200,27)

The action that you are taking will cause the system to create a change order.
Ifyou do not want to create a change order, then you cannot perform the action
at this time.

17 Change Order message is displayed
18 Click Yes.
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| 4 CARDINAL

Fav:gkes Ma\n'Menu 2 Purchvasmg » Purchass Orders > Add/Update POs

Home | Workist | AddtoFavorites | Signout

@New‘mndmw @Help @fcuslnmlmpage nnp

Maintain Purchase Order

Schedules
Unit: 50100 Vendor: PORTCO INC-001 PO status: Dispatched
POID: 0001089685 PO Date: 111212013

Return to WMain Page

JAN\TORIQUCUSTODIAL PO Qty: 5.0000 MON Merchandise Amt: 2725.00 USD

Line: 1 ltem: 9103901000 SERVICE
JANITORIALICUSTODIAL

SERVICES

Che Customize | Find |
S8 Statuses || Shipment | Matching | Receiving || Freight || BTV |

| N e L 3 Merchandise

iSched Due Date Ship To PO Qty Price Ao Status

!1 & [11n22012 [ [HPTRD ADMS @, [=] | 5.0000) 545.00000 2,725.00 Active T | B ‘
Line: Z Item: 9103955000 SEMIMONTHLY SERVICES PO Qty: 1.0000 EA Merchandise Amt: 150.00 USD

Statuses | Shipment

| s s L 5 Merchandise
|sched Due Date Ship To PO Gty Price Amount | StatuS
|1 B 11122013 [HPTRD ADMS @, = [ 10000 150.00000 150.00 Active % & | B \

Add ShipTo Comments

UpdateDisplay

[5] save | [ RetumtoSearch | |[] Notify | | Refresh

19 Schedules are displayed.
20 Verify quantities and amounts match your changes.

21 Click the Distribution icons.

Add to Favorites | Sign out

13 Ma\nvMenu > Purch'asmg > Purchass Orders > Add/Update POs
@Nemedmw @Help @Cuslnmlm?age nnp
Maintain Purchase Order

Distributions for Schedule 1

Unit: 50100 Vendor: PORTCO INC-001

POID: 0001089685 Item: 9103901000  UANITORIAL/ICUSTODIAL SERVICES JANITORIALICUSTODIAL SERVICES

Line: 1

Schedule: 1 Status: Active

*Distribute By: Quaniity 3 Schedule Qty: 5.0000
Merchandise Amount: 272500 USD

SpeedChart: @, Multi-SpeedCharts Doc. Base Amount: 272500 USD

stribution
J05 N Detais/Tax || AssetInformation

Detail Statuses

Dist  Status  Percent PO aty ::‘:f::'“di“ Currency *GLUnit  Entry Event *Account Fund Program Department CostCen
1 Open 100.000C 5.0000 272500 USD 50100 @, @, [5012510 @, 041003, |604002 @ ‘15031 @, |111531O
4] | >

| ok | cancel = Refresh

22 Distribution is displayed.
23 Verify quantity and amount matches your changes.

24 Click OK.
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POID: 0001089685 PO Date: 111212013 Change Order: 1

Hefim to lain Page

Find | View 1 First L 1.20f2 1) Last
Line: 4 ltem: 9103901000 B PO Qty: 50000 MON  Merchandise Amt: 2.725.00 USD
JANITORIALICUSTODIAL
SERVICES

< =
Customize | Find | View 21| B First B 1 or 1 14 Last

ST Statuses | Shipment | Matching || Receiving | Freight || RTV

Sched *Due Date *shi PO Qty Price “em:‘;'l‘::f“i Status
1 111212013 HPTRD ADMS = 5.0000 545.00000 2,725.00 | Active T F B =
Line: 2 Item: 9103955000 SEMEMONTHLY SERVICES PO Qty: 1.0000 EA Merchandise Amt: 150.00 USD

Customize | Find

(559 Statuses | Shipment | Matching || Receiving || Freight || RTV
=

. " . ) Merchandiss

Sched Due Date sh PO Qty Price oncise status

1 11112/2013 HPTRD ADMS = 1.0000 150.00000 150.00 Active B oE @ =
Add ShipTo Comments
|5) save | ot Returnto Search | [ Notify | |£% Refresh Update/Display |

25 Click on Return to Main Page hyperlink.

4 CARDINAL

Workist |  Add to Favorites.
Favovrkes Mam_Menu » Purcrlasmg > Furchas'e Orders > Add/Update POs

Maintain Purchase Order a
Purchase Order

Business Unit: 50100 PO Status: Dispatched A x
POID: 0001089685

Copy From: i ™ Hold From Further Processing

PO Date: 11/12/2013 Vendor Search
Backorder Status: Mot
l— Create BackOrder
Vendor: PORTCO INC-001 Vendor Details Rocoiot St Backordered
ece us: i
“Vendor ID: 0000028711 PORTCO Inc ot Partial
*Dispatch Method: Print - | Dispatch |
*Buyer: MIKE.HALL @, Hall, Mike (vDOT) P S
PO Referance: |Jaﬂnor|al P &VA PO Type: R0O1 @, Routine Bill Vendor
“eVA Order Method: PRNT (@,
WebIMs?: T eVA Interfaced: SEVA |@,
eVA Dttm: 111312013 9:00:51AM
Header Details Activity Summary
PoCelaus Dcument st Cimomtsunman ]
R i Edit Comments )
PO Acivities Add ShipTo Comments Merchandise: 287500
FreightTax/Misc.: 0.00 Calouiale
Total Amount: 2875.00 USD
Add Hems From Select Lines To Display
Catalog ltem Search Line: @, 1o ., Relrieve

Lines

Customize | Find | View 10 | B | 3 First Bl 42072 10 Laat

@i "% shipToMueDate | Statuses | teminformation | Aftrbutes | RFQ | Contract || Receiving |

Lines itern Description PO Qty~ “UOM  Category Price “em:x‘g:ﬁ Status

3 JANITORIAL/CUSTODIAL SERVICES
1 = 9102901000 JANITORIALCUSTODIAL SERVICES EE{ 5.0000 MOM 9103901 |545.00000 2,725.00 Approved
2 [ 9103955000 SEMI-MONTHLY SERVICES EEL 1.0000) EA 9103955 |150.00000 150.00 Approved = =
| Clase ShortAll Lines *Go to: Wore =]
View Approvals

5] Save | (o Retunto Search | | Notity |f3 Refresh |

Update/Display |

26 Verify the changes have been applied.
27 Click Save.
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Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

Change Reason

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

Unit: 50100 POID: 0001089685
Reason Code: OTHER @,
Comment: Reduced quantities to match M@

Received amounts. MJH 5/23/15|

I” use Same Reason Code

OK | cancel = Refresh |

Home |

Workist | AddtoFavorites |  Signout

2 New Window @He\p I?Customize Page Enﬂp

28 Change Reason message is displayed.

29 Enter/update reason and click OK.

4 CARDINAL

Home | Workist |

Add to Favorites | Sign out
Favo'ntes Mainyenu » Purchasing > Purchase Orders > Add/Update POs
Maintain Purchase Order -
Purchase Order
Business Unit: 50100 PO Status: apen x
POID: 0001089685
Change Order: 1
Copy From: = I™ Hold From Further Processing Current Change Reason
*PO Date: 11122013 [ Vendor Search
Backorder Status: Mot
l— Create BackOrder
Vendor: PORTCO INC-001 Vendor Details Backordered
Receipt Status:
“Vendor ID: 0000025711 PORTCO Inc ot Recetved
=D 3 Dispatch
*Buyer: MIKE.HALL @, Hall, Mike (VDOT) Dispatch Method Print I it
PO Refarence: [Fantoral Senices &VA PO Type: R01 @, Routine Bill Vendor
“eVA Order Method: PRNT &,
WebIMs?: [ eVA Interfaced: RSEV @,
eVA Dttm: 1113/2012 9:00:51AM
Header Details Activity Summary
oDl Decunel Sus mountsummary ]
Requisitions Edit Comments 3
PO Activities Add ShipTe Comments Merchandise: 287500
FreightTax/Misc.: oo | Caleulate |
Total Amount: 2,875.00 USD
Add Items From Select Lines To Display
Catalog ltem Search Line: A 1o | Refrieve |
Lines Customize | Find
@°U Ship ToDueDate | Statuses || eminformation | Aftributes | RFG || Contract || Receiving
e Item Description PO Gy~ <UOM Category Price “e'c_'::"“:f“e' Status
Es JANITORIAL/ICUSTODIAL SERVICES
1 & 9103901000 T e S 51 50000 MON 9103801 545.00000 2725.00 Approved | (2 | =
2 [ 9103955000 SEMI-MONTHLY SERVICES 10000 |[EA  |9103955 | 150.00000 150.00 Approved (2 =
| Close Short All Lines *Goto: .. More . =l
View Approvals |
|[5) save | [of ReturntoSearch | [ Notify i3 Refresh | B Add| |F UpdateiDisplay =

30 The Change Order is updated.
31 Click on the PO Status check box.
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Home | Workist | AddtoFavorites
Favovm:es Mainlvlenu » Purchvasing > Purchasve Orders > Add/Update POs
Maintain Purchase Order =
Purchase Order
Business Unit: 50100 PO Status: Approved A x
POID: 0001089685
Change Order: 1
Copy From: = ™ Hold From Further Processing Current Change Reason
*PO Date: 1112/2013 [FH  Vendor Search
Backorder Status: Mot
l— Create BackOrder
Vendor: PORTCO INC-001 endor Details Backordered
Receipt Status: j
“Vendor ID: 0000028711 PORTCO In ot Received
“Dij : Dispatch
*Buyer: MIKE.HALL @, Hall, Mike (vDOT) Dispatch Method: Print ST
PO Reference: |Jammma\ = &VA PO Type: R01 @, Routine Bill Vendor
“eVA Order Method: PRNT @,
WebIMsz: T~ eVA Interfaced: RSEV @,
eVA Dttm: 11/13/2013 9:00:51AM
Header Details Activity Summary
o0 Decumen Sais Lot simmary ]
Reaquisitions Edit Comments .
PO Activities Add ShipTo Comments Merchandise: 287500
FreightTaxiMisc.: 0o | Caleulate |
Total Amount: 2,875.00 USD
Add ltems From Select Lines To Display
Catalog Item Search Line: @, 1o od Refrieve |
Lines Customize | Find First E1'12 or2 I L ast
@55 ship To/Due Date || Statuses || leminformation || Aftibutes || RFQ || Contract | Receiving
Lines item Description PO Qty= *UOM Category Price "e"’;’;"‘:::: Status
Bl JANITORIALICUSTODIAL SERVICES A =
1 B 9103901000 T B G e aes 50000 |MON |9103901 54500000 2725.00 Approved | &2 =]
2 F% 9103955000 SEMI-MONTHLY SERVICES 1.0000) EA 9103855 | 150.00000 150.00 Approved Q =
| Close Short All Lines “Goto: ~Hore.. =
View Approvals ) |
save | (G Retumto Search | [] Notity | | Refresh | [Ev-aca| [ upsatemispiey =

32 Change Order is Approved and ready for dispatch.

33 Once Dispatched (either manually or by batch process), the PO will be reconciled/closed out.
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PO Default Items:

Purchase Orders

eVA Order Method = The PO is delivered to the vendor based on preference set up in eVA. You will not

have access to make any changes.

* Vendor is Exception: Most Government (Public Agency) type vendors are set up in
Cardinal with an eVA preferred order method of exception, which keeps the Cardinal PO

from being interfaced to eVA.

» Vendor is URL: Vendor registers in eVA to receive electronic Pos. URL is a Uniform
Resource Locator, used as an address on the World Wide Web.
* Vendor is Print: The buyer needs to send the PO to the vendor manually (fax, email,

etc).

eVA PO Type = eVA fee billing method

EO01 = Emergency Bill Vendor

EPO = Existing PO

EVP = eVA Purchase Order

P01 = Proprietary Bill Vendor

R0O1 = Routine Bill Vendor

S01 = Sole Source Bill Vendor

VE1 = Emergency VITA Bill Vendor
VP1 = Proprietary VITA Bill Vendor
VR1 = Routine VITA Bill Vendor
VS1 = Sole Source VITA Bill Vendor
X02 = Excluded Per APSPM

Page 37 of 43

Select one of the following values:

[EPO|[Existing PO

[EVF |[eVA Purchase Order

[NV |[PCard Payment of Invoice
[P |[Integrated Supply Sev Prog
[OTC|[Over The Counter eVA Exempt
[P01 |[Proprietary Bill Vendor
[R01|[Routine Bill Vendor

501 |[Sole Sre Bill Vendor

VE1 |Emrgcx"v"ITA Bill Vendor

VP1 |Progrietarf WVITA Bill Vendor

VR1 |R0utine‘v"ITA Bill Vendor

V81 |So|e Src VITA Bill Vendor

02 |Excluded Per APSPM

Cancel
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Vendors:

This is not an eVA registered vendor and/or eVa location. Document your file

accordingly. (25004,10)

o |f the message (above) is displayed, the selected vendor must be changed.

|

Home | Workist | AddtoFavorites | Signout

Favorites Main Menu > Venvdors » Vendor In'furmatmﬂ > Add/lipdate » Vendor
E Related Information L.El New Window @ Help IL-/ Customize Page E hitp
m Identifying Information 'm‘ Contacts Location Custom
SetiD: STATE
Vendor ID: 0000009329
Vendor Short Name:  VULCAN CON VULCAN CON-001
Vendor Name: Vulcan Construction Materials
Order: VULCAN CON-001 Remit To: VULCAN COMN-001
4401 N. PATTERSON AVE PO BOX 75219
WINSTON-SALEM, MNC 27105 CHARLOTTE, NC 28275-0219
Status: Approved Last Modified By: AA_CARDINAL_BATCH_AP
Persistence: Regular Last modified date: 11/07/2013 1:19AM
Classification: Supplier Created By: V_CONV_LOAD
HCM Class: Created Date/time: 11M10i2011 7:33PM
Open for Ordering: Yes Last Activity Date: 04/11/2014
‘Withholding: No
Save | [oh Return toSearch | |7 Notify. | Ek-Add| [/E Update/Display. ﬁ Include History T} Caorrect History
Summary | Identifying Information | Address | Contacts | Location | Custom

e Vendor information/data is transmitted from eVA into Cardinal. It is important to ensure the
selection of the eVA vendor and specific ordering address is correct on the PO.

For example: (Vulcan Construction Materials)
¢ Navigate as shown to view vendor information. The Main ordering default address is displayed.

e Select the Address tab.
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Favorites :
L

Mam_Menu » Vendors > Wendor Information > Add/Update > Vendor

Add to Favorites |

[=] Related information

@Newwmdow @Help @Cusmmize?age Enﬂp

Find | View All [ st ) 10f25 O Last

09/29/2012 Active -

Effective Date: Effective Status:

Country: [UsA 1@, united states Preferred Order Method| =]
Address 1: |3001 Alcoa Hwy

Address 2: |

VA VLIN: [

eVA Address ID: |

city: [knowite ]

County: Postal: 37920

State: ,TQ Tennessee

Email ID: |

¥ Payment/Withholding Alt Names

Summary ATe Identifying Information \ Contacts e Location o Custom ]
SetiD: STATE Yendor Address Searcht
Vendor ID: 0000009329 Short Vendor Name: VULCAN CON-001 Name: Vulcan Construction Materials
Vendor Address
Address ID: 1 =
Description: | Address Type: I"""'m"mm"1g j

AllFirst 10of1 Last

F[E=

Phone Information Customize | Fi
“Type Location Prefix Telephone Extension
Business Phone j | | =1
|[F) save [ ReturntoSearch | =] Notify | Add | |/ UpdateDispiay | |l include History | [ correct History |
Summary | Identifving Information | Address | Contacts | Location | Custom
e There are 25 available addresses.

|Mdress 1D: 15 I =

Description: | Address Type: I Ordering =l

Details Al First K 4 0f 1 I Lgst

+

Effective Date: 04116/2012 [ Effective Status: Active =l =
Country: USA @, United States Preferred Order Method | URL |
Address 1: |4401 N. Patterson Ave
Address 2: |
eVA VLIN: |\u’A1 0064198
eVA Address ID: [EvaaD176912
City: |Winston—SaIem
County: [111852526 Postal: 27105
State: NC 2, North Carolina
Email ID: |
» Payment\Withholding Alt Names
Phone Information Customize | Find | View Al | B | 3 Fiet B 4 of 2 I Laat
*Type Location Prefix Telephone Extension
[Business Phone = | [1 [776i007-6187 [ =

e Open up the listing and identify which Ordering Address ID you wish to select.
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Favovrtes Mam_Menu > Purcvasmg > Purcl ase'Ur ers » Add/Update POs

@ MNew Window @ Help Customize Page hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Initial

POID: NEXT

Copy From: =] I™ Hold From Further Processing

+ Header

*PO Date: 05/23/2014 [ Vendor Search

Vendor: VULGAN CON-001] 24, [Tranr Detaie

—— Receipt Status:

“Vendor ID: [oo0000e329 @, " ulcan Gonstiuclion Materials ot Recvd
*Dii 3 - Dispatch

“Buyer: " Dispatch Method Print | |

PO Reference: I 2VA PO Type: RO1 &, Routine Bill Vendor
“eVA Order Method: URL (@,

Webms?z: eVA Interfaced: NSEV @,
eVA Dttm:

Header Details Activity Summary

Fobetaue | Amount symmary |

Add Comments 3

PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: 000 | Caleuiate
Total Amount: 0.00 USD

Add ltems From

Purchasing Kit Catalog ltem Search
Lines

Customize | Find | Vi
™ Details Ship To/Due Date | Statuses || ftemInformation || Attributes || RFQ | Contract || Receiving
Linea item Description PO Oty= *UOM  Category  Price "e"’;::‘:": Status
1 B @, | (Bl @, @ o 0000 Open | [ [l (=]
[ Close ShortAll Lines | sgoto: [-More |
View Approvals

Save | |[=] Notify | £ Refresh |

e Onthe PO, enter the Vendor and Click on Vendor Details hyperlink.

Add to Favorites | Sign out
Favorites * Main Menu > Purch'asmg > PurchasgDrders » Add/Update POs

@ MNew Window @ Help @ Customize Page hitp
Maintain Purchase Order

Vendor Details -- Vulcan Construction Materials

Business Unit: 50100 POID: NEXT Vendor: VULCAN CON-001
*Location: MAIN @, Vendor Information
*Address: || hf‘osl\ Show Address Details | Terms: 30 R et30
Contact: [ | Show Contact Details | Basis Date Type: | PromptPayment =
Salesperson: | @, \ Show Salesperson Detanls'\

Vendor Details Message

Country: USA United States Prefix:
Address 1: 44071 N. PATTERSOM AVE. Fax: 10412007379
Address 2: Prefix: 1
eVA VLIN: VA10057409 Phone: 571/549-5511
eVA Address ID: EVAAD11463
City: WINSTON-SALEM
County: 099435112 Postal: 27105
State: NC North Carolina
OK | Cancel || Refresh |

e Enter selected vendor address ID #.
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VDC Purchase Orders;

e Vendor ID #0000031103 Department of General Services — Surplus
o Select address # 9 from the Vendor Details hyperlink.

e Enter the VDC item number in the line Manufacturer's Item ID field.

e To add the VDC item to a dispatched PO, a Change Order must be created.

Change Orders:

¢ Changes < 25% do not need Supervisor approval.

e Adding a line to a PO will require Supervisor approval.

¢ Changes > 25% will escalate to the Supervisor for approval.

e Changes >25% or $50,000 (whichever is greater) will escalate to the ASD Director for approval.

¢ Never change the unit price on an item that has already been received and vouchered. Close out

the line amount to what has been matched and insert a new line for the remaining items at a
changed price.

The following will automatically cancel an eVA order and create a new eVA order.

e A change to the Bill To Address

e A change to a different address location for the same vendor

PO Comments;

Favovm:es MainvMenu > Purch'asmg B Purchasevorders » Add/Update POs

Home | Workist | AddtoFavorites | Sign out

&5 New Window @ Help [4 Customize Page B http
PO Header Comments

Business Unit: 50100 POID: 0001096370 Vendor: WILKEM SCIENTI

Refrieve

= *Sort Sequence: Ascending =l st

*Sort Method:

Comments Find | View All First K 41 of 4 I | ast
Use Standard Comments Comment Status: Active I Inactivate [ +4]
! ﬂ@@é
State Contract PF-38678

SWaM: WS, Certification # 653000, Expiration Date: 03-08-2016 _I

[ send to Vendor ™ Show at Receipt

Show at Voucher rApprovaIJuﬁtiﬂcal\on

Associated Document
Attachment: Attach View Delete I~ Email

From -= PO 50100-0001096370

0K Cancel Refresh

e Check Send to Vendor box for comments to print on the PO.
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| workist | AddtoFavortes | Signout

Favarites  Main Menu > Purchvaslng > Purchasev[}rders » Add/Update POs
[_E’Newwmdnw @He\p E-{CuslnmlzePage Enﬂp

PO Header Comments

Business Unit: 50100 POID: 0001096270 Vendor: WILKEM SCIENTI
™ Retrieve Active Comments Only Retrieve
 Sort Method: |CommentTime Stamp j “Sort Sequence: Ascending -l Soit |
Use Standard Comments Comment Status: [Thacive ] Undo [+]
fl@
SWall: S, Certification #: 9083, Expiration Date: 12/16/2016
[THIZ PURCHASE ORDER CONTAINS THREE (2) SEPARATE ORDERS WITH THREE (2) SEPARATE DELIVERY
| OCATIONS =
™ Send to Vendor ™ Show at Receipt
Show at Voucher rApprovaIJustrﬁcatlon

Associated Document

Attachment: [ atach | view | Delete | ¥ Emai

From -= PO 50100-0001095826

OK  Cancel = Refresh

e Uncheck any Inactive Comments or other comments that you do not want to print to PO.

Related Documents;

*PO Date: 111212013 Vendor Search
: Not
Vendor: PORTCO INC-001 Vendor Detsils Bac“f"dermm' Backordered  Cedte BackOrder
“Vendor D: [oocozerit  PoRTEOMNC Focelpt Status Receives
“Buyer: MKEHALL 9, Hal, Mike (DOT) “Dispatch Method: [Pint ]|  Dispaten
PO Reference: |Jamm”a|s.gmces eVA PO Type: WOQ Routine Bill Vendor
“eVA Order Method: [PRNT |2,
WebIMs?: T eVA Interfaced: [Rsev @,
eVA Dttm: 11/13/2013 9:00:51AM
Header Details Activity Summary
PO Defaults T SeTTE Ly I~
R i Edit Comments
PO Activities Add ShipTo Comments Merchandise: 287500
FreightTax/Misc.: 000 | Calculate
Total Amount: 2:875.00 USD

e Click on the Document Status hyperlink to view all related documents; i.e. Requisitions,
Strategic Sourcing Events, Receivers, Vouchers & Payments.
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Amount Only;

Home | Workist | AddtoFavortes |  Sign out
Favuvrrtes Maln_Meﬂu » Purchasing » Purchase Orders > Add/Update POs

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

Purchase Order

Business Unit: 50100 PO Status: Open ™ x
PO ID: 0001058075
Copy From: 'I ™ Hold From Further Processing
*PO Date: 012312013 Vendor Search
Vendor: ABACUS CORPORA L o dor petails
Receipt Status:
*Vendor ID: 0000031586 @, Abacus Corporation Not Recvd
i 3 - Dispatch
“Buyer: WMIKE HALL @, Hall, Mike (vDOT} Dispatch Method Prnt
PO Reference: ‘ &VA PO Type: R01 @, Routine Bill Vendor
*VA Order Method: URL @,
WebMs?: [ eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Aclivity Summary
oDtai Dcumeri Sl imountsommary ]
Requisition: Edit Comments
PO Aclivities Add ShipTo Comments Merchandise: 2432265
FreightTax/Misc.: 0.00 Calculate
Total Amount: 2432265 USD
Add Hems From Select Lines To Display
Purchasing Kit Catalog ltem Search Line: @, To: @,|  Retrieve ]

T
Customize | Find | View A1 | B | #

First Kl 1-20r2 I3 Last

Defais || Ship To/Due Date | Staluses || liem information RFO | Contract || Receiving

Ling« Item Description~ Physical Nature *Price Qty *Price Date Amount Only

1 [ (9813080000 @, [TEMPORARY =i [Goaus =l [scheaue =] [Fo =l ~ ® =]

2 [ [es13080000 @, [TEMPORARY =iz [Gooos =l [scheouie 7] [Po =l ~ ] =]
Close Short All Lines *Go to: | More j

View Approvals

Save @b ReturntoSearch | |z Notify £ Refresn EkAdd | |/ UpdaieiDisplay

e Checking the Amount Only box from the Attributes tab allows Buyers to create PO lines by
dollar amount only.

52 First Kl 42012 0 Last

Customize | Find | View A1 |8 | #

@ Ship To/Dus Date || Statusss || teminformation | Aftributes || RFQ | Contract || Receiving

e Item Tt bo aty~ oM Category  Price “e'c";‘:‘:::;et Status
1 B (0613080000 @, [TEMPORARY =@ 10000 HUF@, 9613080 [24,300.0000C 2430000 0pen ) [ | [=]
2 [ [0613080000 @, [TEMPORARY HE & 10000 HUF®, 9613080  [22.65000 2265 Open (> [E ] (=]

e The quantity will default as 1. The Buyer may enter any price, where receiving is based upon
invoice amounts only.

For Example: Purchasing by Quantity would be ordering 10 tons of salt. The Buyer would order by
Quantity, where the price per ton is fixed. Receiving is counted as the items are delivered and paid for
by the ton. Purchasing by Amount might be a year of consultant services, where each week the
invoice value differs. The PO quantity is locked down at 1 and the total dollar value is entered. The

weekly invoice is received by dollar amount and the voucher payment is made to match those dollar
values.
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