?ACARDINAL"I Procurement Job Aid

Requisitions

About Requisitions:

A requisition is generally the first step in requesting the procurement of goods and/or services. A
requisition is required for all inventory items (see the Inventory Issuances and Restock simulation on
the Cardinal website for specific details). For non-inventory items and services, the requisition is used to
assign Buyers, track the progress and status of a purchase request. Requisitions can be created from
existing contracts, copied from other requisitions, or created ad-hoc. All requisitions must be approved by
a Supervisor before they can be executed via a purchase order or contract.

This job aid provides a step-by-step example for a simple requisition entry. It does not show all features
and functions available in Cardinal.

Requisition From Contract Pages 2-11

Requisition From Reqguisition Pages 12 - 13

Requisition (Ad-Hoc) Pages 14 - 18

Helpful Hints Pages 19 - 21

Reports Pages 22 - 23
[ carpinat]

Home | Workist | AddtoFavortes | Signout
FE\'O'ﬂ[ES Mam'Menu > Purchasing > Reqgusitions > Add/Update Regusitions

@ New Window (Z)Heip [ nttp

Requisitions

Find an Existing Value

Business Unit: E_G‘I-Ub_ o,
Requisition 1D: NEXT

[~ |

Find an Existing Value | Add a New Value

CREATING A NEW REQUISITION:
1 Navigate to the Requisitions page using the following path:
Main Menu > Purchasing > Requisitions > Add/Update Requisitions

2 Select the Add a New Value tab. Business Unit = 50100; Requisition ID = NEXT. Do not assign a
number; Cardinal assigns all requisition numbers in sequential order.

3 Click Add.
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4P CARDINAL

Procurement Job Aid

Requisition from Contract

Requisitions

Favorites | Main Menu > Purchasing > Requistions > Add/Update Requisitions

Maintain Requisitions

@ New Window @ Help

Requisition
Business Unit: 50100 *WebIMS Req Type Regular
Requisition 1D: NEXT
Requisition Name: | Copy From

Status: Open ~

[[] Hold From Further Processing

Add Items From
Catalog
Requester ltems

Purchasing Kit
ltem Search

*Requester: MIKE.HALL @, Hall Mike (vDOT)  Requisition Defaults Card Number:
Add Comments irati .

“Requisition Date: garEniz0ns = fnfe Requisition Activities Expiration Date:
Requisition Activities

Origin: oML 2, Online Input Use Procurement Card

=Currency Code: Dollar Amount Summary

Total Amount:

0.00 USD

v ]

i First B 1 0p1 O st

|F save | |=] wotify | [ Rekem]

Status || Vendor Information || keminformation | Attrbutes | Conirect | Soucing Controls | WebMS
. Merchandise
Line item Description Quantity UOM  Category Price i Status
1R Q| 8 ooooo | [ @ | Q| 0 0.00 Open Ccm BRI
View Approvals *Go to: ..More... . ‘

[T Add | 2] UpdateiDispiay |

1 Default information (Name and Ship To values)
setup, but can be changed as necessary.

2 Click on Vendor Information tab.

= Vendor ID:

will automatically populate, per the Requestor’'s

Look Up

Look Up Vendor

SetlD: STATE

L

beging with

Short Vendor Name: | begins with |

| LookUp | Clear || Cancel  Basic Lookup

Search Results
Hiew 100

Short Vendor

Vendor ID
—— Hame

Vendor Hame 1

| s . —
Ennnnmga || CARTER 002 LI Carter & Sonlnc I

_‘_i

3 Search for Vendor related to the contract.

4  Click on the selected vendor hyperlink.
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Procurement Job Aid

Requisitions

Favortes | Main Menu Purchasing > Requistions > Add/Update Requistions
H - -

 new

Maintain Requisitions
Requisition

Business Unit: 50100 *WebIMS Req Type Regular Status: Open 4

Requisition ID: MEXT

Requisition Name: ‘ Copy From [ Hold From Further Processing
+ Header
*Requester: MIKE.HALL @, Hall, Mike (vDoT) Reauisition Defaults Card Number: | v‘
“Requisition Date: [paz7i2013 [ Requesterinfo m\,mes Expiration Date:

origin: ’om_iqomme Input — Use Procurement Card
currency Code: Sollar

Total Amount: 0.00 UsD
Purchasing Kit Catalog
Item Search Requester lterns

Customize | Find | *
. Sourcing Controls. R

'Qe'lails N Ship To/Due Date . '§tatus B vendor Information ltem Information 'Aﬂributes N Contract N

Line Item Description Vendor Vendor Name
1= @ | Elltmmmssngs(la LL Carter & Son Inc I
View Approvals *Go to: |...More... v|

[Eh Add | 7] Update/Display |

|5l save [ Motify | [ Refresh |

5 Vendor information auto-populates, per vendor selected.

1 New Windo
Maintain Requisitions
Requisition
Business Unit: 50100 *WebIMS Req Type Status: Open 4
Requisition ID: MEXT
Requisition Name: ‘ Copy From [ Hold From Further Processing

*Requester: MIKE HALL @, Hall, Mike (vDoT)  Reduisition Defaults Card Number: | v ‘

*Requisition Date: W [ Requester Info m Expiration Date:

Origin: OML @, Online Input ] Use Procurement Card

“Currency Code: Doliar
Total Amount: 0.00 USD

Purchasing Kit Catalog

ltern Search Reauester ltems

" Details || Ship To/DueDate || Status || Wendor information | tem Information | Aftributes | Sourcing Controls || WebIMS

Contract Category Line  Use Contract if
Line Number Available

1| @ | ﬁl| i a, . a &

Line Item Description Contract ID Contract Version

View Approvals *Go to: | -More... vl

5] save | =] Wotify | |i3 Refresh |

6 Click Contract tab.

7  Click Contract Look up icon.
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Procurement Job Aid

Requisitions

) CARDINAL

Home | orkist | AddtoFavortes | Signout
Favorites = Main Menu > Puldlasng > Requisitions > Add/Update Requisitions

Enewwindow (DHelp [ Customize Page Ehip

Contract Search

Vendor SetiD: STATE
Contract ID: ‘ @ Vendor ID: 0000033093 Q LL Carter & Son Inc
Contract Process Option: \ ¥ tem setin: STATE

Description: [ Item ID: Q

Master Contract ID: I - § Item Description:

Contract Reference Type: v Category: Q
Requisition Date: 0611312012 Corporate Contract: | v

8 Click the Search button.

Home | Workist | AddtoFavorites | Signout
van_ntes Ma'n'Menu > Puldlasmg > Reuufltiuns > Add/Update Reguisitions

E New Window (DHelp [& CustomizePage Enp &

Contract Search

SatiD: STATE Vendor SetiD: STATE

Contract ID: | @ vendoriD: [oooo033093 @, LL Carter & Son Inc
Contract Process Option: | - Item SetiD: STATE

Description: [ tem ID: [ Q,

Master Contract ID: [ ¢ Item Description:

Contract Reference Type: | v Category: [ @

Requisition Date: 06/13/2012 Corporate Contract: [ 3

Contract

Select Contract D s::‘:‘:“ :;fn:ren:e Category Item ID Iterm Description Contract Base Price
[J 0000000000000000000040405 1Lineltem 7503548 7503548485 STONE, CRUSHED GRADE 26 2245000
] 0000000000000000000040405 1 Line ltem 7503548 7503548485 STONE, CRUSHED GRADE 26 21 E1CIEIUj
E 00000 000000 4041 . 1 Line item 7503548 7503548485 STONE, CRUSHED GRADE 26 21.49000
[0 0000000000000000000040405 1Lineltem 7503548 7503548485 STONE, CRUSHED GRADE 28 1 qunog
E 0 0 404 1 Line item 7503548 7503548485 STONE, CRUSHED GRADE 26 22 15000;
[0 0000000000000000000040263 1Lineltem 7503532 7503532250 | STONE NO. 78, STONE 20.42000|
O 0000000000000000000040263 1 Line ftem 7503532 7503532045 STONE NO. 8, STONE 20,57000;
il 00 0 104026 . 1 Line tem 7503532 7503532030 STONE NO. 3, STONE 16.17000| 3
[0 0000000000000000000040263 1lineftem 7503565 7503565400 g%ﬁMESCEMEOUS 23.64000|
AGGREGATE BASE _STONE ]

9 All Contracts with Lines (related to the selected vendor) display as shown.

10 Click the Contract Reference tab.
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Procurement Job Aid

Requisitions

Atd to Favarites Sign out

Favortes = Main Menu > Pulﬂlasng > Requisttions > Add/Update Requisitions

Enewwindow @DHelp [ Customize Page B nip

Contract Search

SetiD: STATE Vendar SetiD: STATE

Contract ID: [ % Vendorin: 0000033093 A, || Carter & Son Inc
Contract Process Option: [ ¥|  item seun: STATE

Description: ‘ Item ID: Q

Master Contract ID: I Item Description:

Contract Reference Type: Category: Q

Requisition Date: 0611412012 Corporate Contract: o

Contract Category Line}l Iltem Line it of Remaining
Gt X Version Number Number easure  CUTCMY  ouneiry Remning A
0000000000000000000040405 1 14N usD 0.0000 0.000
0000000000000000000040405 1 2N usp 0.0000 0.000
] 0000000000000000000040405 1 2 f uso 0,0000 0.000
a 0000000000000000000040405 1 4 @TN usD 0.0000 0.000
i 0000000000000000000040405 1 5 QTN usp 0.0000 0.000
0o 0000000000000000000040263 1 14N usD 0.0000 0.000
D 00000 0000000000040263 1 2/ 4TN usD 0.0000 0.000
[m] 0000000000000000000040263 1 3 uso 0.0000 0.000
[} 0000000000000000000040263 1 4N usD 0.0000 0.000
O | 0000000000000000000040253 1 5N usD 0.0000 0.000
| |
:r‘m | Retresn
|
11 Contract Line display.
12 Check a selected line item.
13 Click OK.
0 Mew Window
Maintain Requisitions
Requisition
Business Unit: 50100 *WebIMS Reg Type gular Status: Open
Requisition ID: MEXT
Requisition Hame: ‘ Copy From [T Hold From Further Processing
*Requester: WMIKE.HALL @, Hall, Mike (VDOT) Reaquisition Defaults Ccard Number: | y|
*Requisition Date: 0302712013 FJRequester nfy % " Expiration Date:
. equisition Activities
origin: ’CuNl_iQ,Onhne Input Use Procurement Card
Total Amount: 0.00 USD
Add Items From
Purchasing Kit Catalo
Item Search Requester ltems
" Detais J| Ship ToDueDate | Status | Wendor information | Hem Information || Attributes | [ " Sourcing Controls || WebMS
Line D . ‘. D C s Contract Category Line  Use Contract if
1 %I?snzs-ta-tas @, [STONE, CRUSHED ES [0000000000000000000040405 2, 1 5@, @,
L
View Approvals *Go to: | ..More... v‘
|5 save | [ Motify |£* Refresh |

14 The Contract Item selected auto-populates the requisition line.

15 Click the Details tab.
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4P CARDINAL

Procurement Job Aid

Requisitions

E New Window (2 Help
Maintain Requisitions

Requisition

Business Unit: 50100 *WebIMS Reqg Type Regular Status: Open =

Requisition ID: NEXT

Requisition Name: | Copy From [IHold From Further Processing
“Requester: MIKE HALL @, Hall, ike (vDOT)  Requisition Defaults Card Number: | v/
“Requisition Date: [0327i2013 | EJRequester info %\mies Expiration Date:
origin: ONL @, Online Input Requisiion Activies Use Procurement Card
*Currency Code: Dallar Amount Summary

Total Amount: 538.80 USD

Purchasing Kit Catalog
Itern Search Requester ltems

" Detaic 10 Ship To/Due Date || Status || Vendor Information || tem Information || Attributes || Contract || Sourcing Controls || WebIMS

Line item Description Quantity f| “UOM  Category  Price k‘;ﬁ’::t“"i“ Status
1/ [7503548485 @, [sTONE, CRUSHED =) [240000 J [LTNG, 7503548 22 45000 538.80 Open
View Approvals o to: [ -More

|E) save | =] natity | [ Refresn |

16 Enter the Quantity requested.

17 Click on Schedule icon.

| workist | AddioFavorites |  Sign out
Favorites - Main Menu > Puldlagng 3 Requgmns > Add/Update Requisitions
ENewwindow @D Help (& Customize Page [ hitn

Maintain Requisiti

Schedule

Business Unit: 50100 Requisition Date: 0611872012

Requisition ID: NEXT Status: Open

Return to Main Page

Line v Al

A Hem: 7503548485 STONE, CRUSHED GRADE 26 Quantity: 24,0000 Longton Merchandise Amt: 538.80 USD
Customize | Find | Vv —-‘I‘-BI
I % 5 Merchandise z 3
isehad Ship To Quantity Price [ Due Date Attention To tus
1 Bl owrii@ | = proooo | [2zasooo | s3ss0 [ 1

Add Ship To Comments

[l-save |

\cm

[y Add |z UpdateDisplay

18 Ship To location is shown per user default and can be edited as necessary.

19 Click on the Distribution icon.
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AP, CARDINAL Procurement Job Aid

Requisitions

Home | Workist | AddtoFavories | Signout
Favortes ' Main Menu » Puldlaﬂng > Requistions > Add/Update Requisitions

ENewwindow (B Help [ Customize Page i nip
Maintain Requisitions

Distribution
Requisition ID: NEXT Item: 7503548485 STONE, CRUSHED GRADE 26
Line: ] Status: Active
Schedule: 1
Ship To: CNTRL OF2 CNTRL OF2 Quantity: 24.0000 LTN
*Distribute By: [wantiy v Open Quantity: 24,0000

Y
[ @, Mutt-SpeedCharts

Amt: 538.80 USD

LU Detsis | Asset information

Merchandise
Amount

1/0pen [100000C | 240000 53880

——

20 Enter valid chart of accounts values (An example is shown above). To auto-populate the Cost
Center, Fund and Program, you may use the SpeedChart lookup. The Multi-SpeedCharts
hyperlink is used to split distributions.

21 Click OK.

Distrib Percent ‘Quantity GL Unit Entry Event Account Fund Program Department Cost Center

50100@, |[ @, 5012550 (@, (041009, (609001 @, [10024 @, [11120010 ‘@

ask FIPS Asset Agenc

Q[ & o

4 CARDINAL

Home | Workist | AddtoFavorites | Sign out
favorites  Main Menu > Purd\_ﬂ!ﬁng » Requisiions > Add/Update Requisitions

& New Window *_;’)Heip m’Custumize Page i@ hitp
Maintain Requisitions

Schedule
Business Unit: 50100 Requisition Date: 06/18/2012
Requisition ID: NEXT Status: Open

Retumn to Main Page

1 tem: 7503548485 STONE. CRUSHED GRADE 26 Quantity: 24,0000 Longton Merchandise Amt: 538.80 USD
uUs

Sched *Ship To Quantity Price 'A"m“m“ Due Date Attention To Status
1| B [cNTRLE@, | (=] [24.0000 2245000 | 538.80 | H B Actve ==

Add Ship To Comments

5] save | (=] oty (22 Refresn

22 Click on Return to Main Page hyperlink.
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Procurement Job Aid

Requisitions

B New Window (2 Help [

Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type Regular Status: Open b4
| Requisition ID: 0002035030
Requisition Name: [poozo3s0z0 [ Hold From Further Processing
+ Header
“Requester: MIKEHALL @, Hall, Mike (vDOT) Requisition Defaults Card Number: | ~|
Add Comments irafi .
~Requisition Date: 0312712013 [Requester Info e Expiration Date:
Reqguisition ACtiVities
: Use Procurement Card
Origin: ONL @, Online Input Document Status
*Currency Code: Dallar Amount Summary
Total Amount: 538.80 UsSD
Add ltems From Select Lines To Display
Purchasing Kit Catalog o | 5 |
Line: Tou Retrieve
ltem Search Requester tems @ 4.\l it |

Customize | Find | View _ﬁ.lll'Lm | # First Kl 1074 I Last
" Detai: Ship To/Due Date || Status | Wendor Information || tem Information || Atfributes || Contract | Sourcing Controls || WeblMS |
Line Item Description Quantity  “UOM  Category  Price ::::::1""'“ Status
1 [7503548485 @, ([sTong,crRusHED =1 B [24.0000 | [LTN@, 7503548 2245000 538.30 Open O [E B
View Approvals *Go to: [ -More.. ~|

5] save | [oh RetumntoSearch | =] Wotity i3 Refresn |

| Eaa | [ £ update

23 Click Save.
24 Cardinal assigns a Requisition ID number.

25 Click on the Approval Status checkbox.
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AP, CARDINAL Procurement Job Aid

Requisitions

1 New Window @ Help

Maintain Requisitions

Requisition
Business Unit: 50100 *WebIMS Req Type I Status: Pending I X
Requisition 1D: 0002035030
Requisition Name: |UUU2U35U3U ] Hold From Further Processing
~ Header
“Requester: MIKE HALL @, Hall, Mike (vDOT)  Requisition Defaults Card Number: [ |
“Requisition Date: 0312712013 [ERequester info Acd Comments Expiration Date:

Requisition Activities

Origin: ONL @, Online Input Document Status

Use Procurement Card

“Currency Code: Dol [ amount Summary ]
Total Amount: 538.80 USD

Add Items From Select Lines To Display

Purchasing Kit Catalog

Line: Q, To: 2, Retieve |

ltern Search Requester ltems

w " Ship To/Due Date || Status || Vendor Information || fem Information || Affributes || Contract || Sourcing Controls || WebIMS

Merchandise

Line Item Description Quantity *uom Category Price Amount Status
1/[2[7503548485 @, [sToNE cRUSHED =1 |Ef 740000 | [LTN@, 7503548 22.45000 538.80 Pending Qe = =1
save | [Gh RetumtoSearcn [ Notify | {3 Refresh | [Beondd) [ Unsate

26 Requisition Status changes to Pending and the Supervisor is notified via email and Worklist.
27 Regquisition is complete.

28 Click on View Approval hyperlink to view step/stage of approval status.

CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favnvrtes ManvMenu > Puldlasmg > Requghnns > Add/Update Requisitions

# New Window ;;)Help \jcuslomlle Page = hitp

View Approvals

Business Unit: 50100 Number of Lines: 1
Requisition ID: 0002020261 Total Amount: 53880 USD
Requisition Name: 0002020261
Requested For: Hall, Mike (vDOT)
Status: Pending
Budget Status: Valid
Req for SuErvlsor Action
— Requisition 0002020261:Pending [#]start New Patr)
Req - Requester’s Supervisor

Pending
(9 McCracken, Stacy (VDOT]

Requester's Supervisor

Req for Procurement Mgr Action

|
< Requisition 0002020261:Awaiting Further Approvals E%

Req - Procurement Manager
Not Routed

oy Multiple Approvers
Approval Assignment to Buyer

pplyApprovalGhanges

Retumn
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Procurement Job Aid

Requisitions

Home | Workist | AddtoFavories |  Signout
Favorites ' Main Menu > Workist > Workist

& New Window })He!o \JCustamEe Page @ hiip
Worklist for STACY. MCCRACKEN: McCracken, Stacy (VDOT)

Detail View

WorklistFiters: |~ ) Feed

Date From Workltem Worked By Activity

PBriority

Hall, Mike (VDOT)

equisition, 13627750100, 1901-]|
0611872012 Approval Routing Approval Workfiow ALHY

[2medum B T Martaarked Réasgign
FQ 1D:0002020261

29 Supervisor views and selects item from their Worklist.

4 CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favorites - Main Menu > Workist > Workist
~ Review/Edit Approvers

Req for Supervisor Action

< Requisition 0002020261:Pending

[#]start New Path
Req - Requester's Supervisor

Pending

® McCracken, Stacy o

Requester's Snpervsnr

Req for Procurement Mgr Action

A
— Requisition 0002020261:Awaiting Further Approvals E%
Req - Procurement Manager ]

Not Routed
Multiple Approvers
- -

Enter Approver Comments
Approved|

F@é
& Approve @  Deny |

Return to Worklist

30 Supervisor may insert comment and act (approve/deny) the Requisition

Favorites . Main Menu > Workkt > Worklst

CARDINA
Home | Workist | AddtoFavorites | Sign out

Requisition Approval

+ 0002020261 has been routed for further approval.

Req for Supervisor Action

- Requisition 0002020261:Approved ()ViewHide Comments
Req - Requester's Supervisor

Approved

¢Mccracken Stacy (VDOT)
Requester's Supervisor
06/18/12 - 11:44 AM

Req for Procurement Mgr Action

— Requisition 0002020261:Pending (> ViewHide Comments
Req - Procurement Manager

Pending

Multiple Approvers
Approval Assignment to Buyer

~

Return to Worklist

31 Once approved, the Requisition is forwarded to the Procurement Office for assignment
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i?ACMDINAL"I Procurement Job Aid

Requisitions

Req for Supervisor Action

 Requisition 0002020261:Approved i " ™™
Req - Requester's Supervisor

OGMEM2 - 11:44 AM

McCracken, Stacy (VDOT) at 0618132 - 11:44 AW
Appraved

Req for Procurement Mgr Action

- Requisition 0002020264:Pending (5o, oo pon

fleq - Procurement Manag

Sonrn

G 1]

DOIOVErS
aproval Assgnment to Buyer

Approver #1

Name: Hall, Mike (VDOT)

Empl ID: 00222997300

Department: 10003

Supervisor ID:

Telephone:

Reports To Position Number: 00014

Email I1D: xormike.hall@vdotvirginia.gov
Approver #2

Name: Hudgins, Caroline S. (WDOT)

Empl ID: 00038895600

Department: 10003

Supervisor ID:

Telephone:

Reports To Position 22892

Number:

Email 1D: wocaroline hudgins@vdotvirginia.gov

32 You may view the list of Approvers, by clicking on the Multiple Approver hyperlink.
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Procurement Job Aid

Requisitions

Requisition From Requisition

& New Window  (Z) Help
Maintain Requisitions

Requisition
Business Unit: 50100 *WebIMS Req Type Regular Status: Open =
Requisition ID: NEXT
Requisition Name: | | Copy From [] Hold From Further Processing
“Requester: MIKE HALL @, Hall, Mike (vDOT)  Requisition Defaults Card Number: \ |
*Requisition Date: [oar7r2013 |FRequester info %\mies Expiration Date:
origin N @, Online Input Requision Adviies Use Procurement Card
Currency Code. Dollar
Total Amount: 0.00 USD
Purchasing Kit Catalog
Itern Search Requester lterns

" Details 'ShiDIndJueDate N Status N Vendor Information ”Jtem Information 'At‘mbutes ”;nntrad N

‘ Sourcing Controls [ WeblMs

. S : Merchandise
1
Line Item Description Quantity UoM Category Price

1B a, | @ & ooooo | [ @ | @, | 0 0.00 Open Qm E =

Status

View Approvals “Go to: Wore

|E) save | [ natity | [ Refresh |

1 Repeat (pagel) steps 1-3.
Click on Copy From hyperlink.

Home | Workist | AddioFavortes | Signout
Favgrites - Main Menu > Purdiasng > Requisit > / it

&0 New Window 3) Help gf Customize Page = hitp
Maintain Requisitions
Copy Requisition
Business Unit:
Requisition ID: I 0002020261 Q.I
Requisition Name: |
Req Status: @ Origin: @
Requester: [
Requester Name:

|

|

|
Requisition Date: [ ) To: [ i)
Vendor SetiD: l

TATE Vendor Lookup

Vendor ID: | @, vendor Deails Vendor Name: @
ftem SetiD: STATE Item ID:

ftem Description: [l pirect ship

Department:

o

Customize | Find | iow 20 | B[ 3 rt B g org O

sel  Reqld Requisition Name Status Origin Requester

0K || Cancel || Refresh

2 Enter the Requisition ID.
3 Click Search button.
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AP, CARDINAL Procurement Job Aid

Requisitions

CARDINAL

Home | workist | AddtoFavortss | Signout
Favn_ntes Man'Menu ¥ Puldlasmg > Requi_smnns > Add/Update Requistions

Enewwindow (D Help [ Customize Page Ehip
inR
q

Copy Requisition

Business Unit: 156

Requisition ID; [ooo2020261 @
Requisition Name: [ =Y
Req Status: & Origin: (&
Requester: | @,
Requester Name: [ @&
Requisition Date: | [ To: )
Vendor SetiD: sTATE | Vendor Logkup
Vendor ID: [ 1@ vendorDetails Vendor Name: I @,
ftem SetiD: {T"] Item ID: @,
Item Description: ‘ F.v_’l] [ pirect Ship
Department: [ Q
Search |
Customize | Find | iew 41| B |
Sel Req 1D Requisition Hame Status Origin Requester
0002020261 0002020261 Pending Approval  ONL MIKE HALL

!OK!CM\RWM

4 Check/select the requisition.
5 Click OK.

B New Window 2 Help ]

Maintain Requisitions

Requisition
Business Unit: 50100 *WebIMS Req Type Regular Status: Open g
Requisition ID: NEXT
Requisition Name: [ CopyFrom [JHold From Further Processing

“Requester: [MKEHALL @, Han, mike (vDoT)  Reauisition Defaulls Card Humber: [ v

*Requisition Date: 0312712013 5)Requester Info mﬂm Expiration Date:

orig_": ,0[\”_7%0“””9 Iﬂput Use Procurement Card

*Currency Code: Dollar L T T e ———
Total Amount: 533.80 USD

Purchasing Kit Catalog

ltem Search Requester ltems

WSETS | Ship To/Due Date || Status || Vendor information | fem information || Atfributes || Contract || Sourcing Controls || WeblMS ¥
A . . Merchandise
Line Item Description Quantity *uom Category Price Amount Status
1 [ [7503548485 @, [STONE, CRUSHED €3 [240000 | [LTN@, 7503548 22.45000 538.80 Open == | =]

View Approvals Go to: [-More v

[E) save | [ Notity | & Refresh

(5 Ada | |2 updateiipiey |

6 The Requisition is displayed with all copied values, including accounting distribution.
7 Repeat (pages 6-9) steps 16-28 as applicable.

8 Requisition is complete and pending approval.
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AP, CARDINAL Procurement Job Aid

Requisitions

Requisition (Ad-Hoc)

Fnew window (2 Help [
Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type Regular Status: Open =4
Requisition ID: NEXT
Requisition Name: ‘ Copy From I Hold From Further Processing

*Requester: WIKE HALL @, Hall, mike (vDoT)  Requisition Defaults Card Number: | |
“Requisition Date: 03/27/2013 EJRequester Info Add Comments Expiration Date:

Requisition Activities

origin: ’qumme Input Use Procurement Card
*Currency Code: Dollar
Total Amount: 0.00 USD
Purchasing Kit Catalog
Itern Search Requester lterns

customize | Fing | view A1 BV | = First EF g 011 I Last
Ship To/Due Date Status Vendor Information Iltem Information Attributes Contract Sourcing Controls WebMS

Merchandise

Line Item Description Quantity *Uom Category Price Amount Status
1B IEI\ @ [ooooo @, 0 0.00 Open om EORE
View Approvals Go to: [ more v
[5) save | =] Notity | |3 Refresh b Add | | 3] UpdateiDispiay

9 Repeat (pagel) steps 1-3.

10 Click on Item ID or Category for a list of valid values. You can select either Item ID or Category, but
not both.

“LookUp | Look Up

~

Look Up Item -||Look Up Category E

- STATE cTaTE
ttem 1D: begins with Category: | begins with
Category: | begins with @, Description: begins with «

v
Desclimioln‘ begins with s

(]

<

LookUp | Clear Cancel |Basic Lookup
Look Up Clear Cancel  Basic Lookup
Search Results

Search Results Only the first 300 results of a pogsible 27987 can be displayed. Enter more search
Only the first 300 resulis of 3 possible 189527 can be displayed. Enter more search key information and search again to reduce the number UfSE?Wh results.
key information and search again to reduce the number of search results Mew100 First [] 1-300 of300 [§] Li
View 100 First [§] 1-300 0t300 [§] Last Category Description
- 000 All Categories
Item ID Category Category ID Description AT TR

00514040000051404 25378 ABRASIVES, PLASTONE

0P T4040 FI0CE T and T LIS 56 DS, 0 CRIT 00514 ABRASIVES COATED: GLOTH, FIBER, SANDPAPER ETC
STFTETT el B 0051404 ABRASIVES, PLASTONE
(051404055 0051404 25378 11N X50%¥D3. ROLL_ 370 GRIT
- . 0051408 BELTS, ABRASIVE, ALUMINUM CXIDE
0051404115 0051404 23378 112N 30 FTROLL.120 NNA141N0 ARRASIVES SIICON CARRAINF (CARRORLINDLIMY OXINF ]
00514041400051404 25378 1-1/2IN.X 50D ROLL 80 GR = | AVES S IEON G " CARRC 5

11 Search and select Item ID or Category by Item ID or Description.
Item selection (10 digit NIGP #) defaults both Description and UOM and cannot be changed.
Category selection (5 or 7 digit NIGP #) allows both Description and UOM to be edited.
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4P CARDINAL

Procurement Job Aid

Requisitions
| LookUp Ix]
Look Up Item
SetiD: STATE
temiD: | begins with .
Category: | beains with i) @
Description: | begins with | Tree Removal
LookUp | cClear || Cancel Basic Lookup
Search Results
Item ID Category Category ID Description
9588880000 9688880(06809  TREE REMOVAL SERVICES. INCLUDE
12 For example, item selected by Description (tree removal).
13 Click on Item ID hyperlink.
& New Window (Z)Help [
Maintain Requisitions
Requisition
Business Unit: 50100 *WebIMS Req Type Regular Status: Open =
Requisition ID: MNEXT
Requisition Name: | Copy From [] Hold From Further Processing

“Requester: [MKEHALL |, Hail mike (vpoT)  Requisition Defaults Card Humber: \ |

“Requisition Date: 03/27/2013 [5)Requester Infa %\}mes Expiration Date:

orig_n: ’Fqu”ne \ﬂpul Use Procurement Card

*Currency Code: UsD Dollar
Total Amount: 250,000 00 usD

Purchasing Kit Catalog

ltem Search Reguester Iterns

' Ship To/Due Date N Status N Vendor Information N 'Jtem Information 'At‘mbutes N 'gnntrad e Sourcing Controls [ WeblMs

Line Item Description

*UomMm Category Price Amount Status
1| [s568880000 @, [REEREMOVAL =i [HUF, |esssaso 12500000 250,000.00 Open
View Approvals Go to: [ more

|E) save | [ natity | [ Refresh |

[Eh Agd | | 7] UpdateiDisplay

14 Item auto-populates based on your selection.
15 Enter Quantity and estimated Price per UOM.
16 Click on Schedule icon.
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CARDINAL |

Procurement Job Aid

Requisitions

Home | Workist | AddioFavorites |
Favorites = Main Menu > Puldlaﬂng > Requistions > Add/Update Reguisitions

Sign out

0 New Window j) Help .ﬁ' Cuslomize Page [T hitp
Maintain Requisitions

Schedule

Business Unit: 50100 Requisition Date: 06/21/2012
Requisition ID: NEXT Status: Open
Return to Main Page

Line

i | Item: 9688880000 TREE REMOVAL SERVICES INCLUDEQuantity: 2,000.0000 Hour Merchandise Amt: 250,000.00 USD

i = Merchandise
|Sched *Ship To Quantity Price Due Date Attention To
I Amount

1 B [CNTRL(@, | B [20000000] |[12500000 | 250,000.00 [

By [Hall. Mike (vDO1

Add Ship To Commenis

17 Click on Distribution icon

Home | Workist | AddioFavortes | Signout
Favorites | Main Menu > Puldlasing > Requf_stians » Add/Update Requisitions
Enewwindow (ZHelp [ Customize Page T ntp
Maintain Requisitions
Distribution
Requisition ID: NEXT ftem: 9688880000 TREE REMOVAL SERVICES. INCLUDE
Line: 1 Status: Active
Schedule: 1
Ship To: CNTRL OF2 CNTRL OF2 Quantity: 2,000.0000 HUR
*Distribute By: [Quantty Open Quantity: 2.000.0000
*Liquidate by: Amount v Merchandise Amt: 250,000.00 USD
SpeedChart: @, Multi-SpeedCharts
D
LTI Detalls (| Assetinformation | Budget Information
Distrib Percent  ‘Quantity Merchandise. o yoit  Entry Event Account Fund Program Department Cost Center Task FIPS Asset Agenc
1/0Open [100.000C [2,000.000C |250,000.00 50100'%, @ 5012550 @, ([04100@, (622001 @, |[12052 @, [11120010 @ @, @ Q
| Refresh

18 Enter accounting distribution.
19 Click OK.

Home | Workdist Add to Favorites | Sign sut
Favorites - Main Menu > Purdlaslng > Requgiﬁons > AddfUpdate Requisitions
&0 New Window (D) Help [ Customize Page [T nttp
Schedule
Business Unit: 50100 Requisition Date: 08/212012
Requisition ID: NEXT Status: Open

Return to Main Page

1 Item: 9688880000 TREE REMOWAL SERVICES. INCLUDEQuantity: 2,000.0000 Hour

Merchandise Amt: 250,000.00 USD

Sched *Ship To Quantity Price :‘"': ndine Due Date Attention To Status

1) B [enNTRL(®, | = [2,000.0000 | [125.00000 250,000.00

[ [Hall, Mike (vDOT | 53 Active

Add Ship To Comments

|5} save | 23 Refresh

20 Click on Return to Main Page hyperlink.
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Procurement Job Aid

Requisitions

{0 Mew Window @ Help

Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type Regular Status: Open g
Requisition 1D: MNEXT
Requisition Name: | Copy From [ Hold From Further Proces sing

*Requester: MIKE HALL @, Hall, Mike (VDOT) pelia Laia Card Number: \ v]
*Requisition Date: 03/27/2013 [5) Requester Info Add Comments Expiration Date:

Requisition ACtivities

Origin: |0N|_7Q0nlme Input Use Procurement Card
“Currency Code: Dollar Amount Summary
Total Amount: 250,000.00 USD
Purchasing Kit Catalog
ltem Search Reguester ltems

4] n
Customize | Find | View 21| B First &l 4 of 4 L4 | ast
" Detaie Ship To/Due Date || Status || Mendor Information || tem Information | Attributes || Contract || Sourcing Controls || WeblMS

Line Item Description Quantity *uom Category Price :::;:mndlse Status
1/ (9688880000 @, |[TREE REMOVAL S B3 [2,000000 [HUF®, 9eessan 125.00000 250,000.00 Open @ﬂ [ =
View Approvals *Go to: | Maore. v|

[F) save | [ notity | [ Refresh | [Eh Add | [ 7] UpdateiDisplay |

21 Click on Add Comment hyperlink to enter a Header Comment/Attachment.

22 Click on the line Comment icon to enter Line Comment/Attachment.

| AddioFavories |  Sign out
Favn_ntﬂ Ma'n_Menu > Puldlasng > _" > i/Update
& Newwindow (Z)Help [ Customize Page [ http
|.ine Comments.
Business Unit: 50100 Requisition Date: 06/21/2012
Requisition ID: NEXT Status: Open Line: 1
*Sort Method: Comment Time Stamp v *Sort . Ascending ~ | Sort

Use Standard Comments Comment Status: Active | Inactivate J Undo |
Use [tem Specifications
The Requisition if for a Tree Removal Service contract for the J000X(X Resid Allterms and from the [ @

prior contract remain. Please contact Mr. John Doe for any addtional information.

[ send to Vendor [ show at Receipt

[ Show at Voucher

Associaled Document

Attachment: Deskiop_Image1.JPG | | View | Delete [ Email

From -= REQ 50100-NEXT

: OK ;Icamai} Refresh

23 Enter comment(s) and attachments if appropriate.
24 Click OK.
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Procurement Job Aid

Requisitions

Maintain Requisitions

B New Window (2 Help

Requisition

Business Unit: 591% *WebIM5 Req Type
IRequ'!‘:ilionID: 0002035031 I

Requisition Name: |o002035031

“Requester: MIKE.HALL @, Hall, Mike (VDOT)
*Requisition Date: 03/27/2013 [F]Requester Info
Origin: OML @, Online Input

Add ltems From

Catalog
Requester ltems

Purchasing Kit
Itern Search

" Ship To/Due Date || Status

Regular Status:

Open

[ Hold From Further Processing

Requisition Defaults
Edit Comments
Requisition Activities
Document Status

Card Number: \
Expiration Date:

Use Procurement Card

Amount Summary

Total Amount: 250,000.00 UsSD
Select Lines To Display
Line: @ To @[ Reieve |

First K1 4 of 4 O (ast

| WeblS

IET‘ Return o Search | ] Notify | % Refresh

" Wendor Information " Iltem Infermation N Adtributes. " Contract A Sourcing Controls N
Line Item Description Quantity ~ *UOM  Category  Price ::Ifm"di“ Status
1/ [e688820000 @, [TREE REMOVAL €3, 2,000,000/ [HUF®, |ossssso  [125.00000 250,000.00 Open o = =l
View Approvals *Go to: |...Mure... v|

25 Click Save.

26 Cardinal assigns a Requisition ID number.

27 Click on the Approval Status checkbox.

Maintain Requisitions

@Newwmduw @Help

Requisition
Business Unit: 50100 *WebIMS Req Type
Requisition ID: 0002035031
Requisition Name: [0002035031

MIKE HALL 2, Hall, Mike (VDOT)

*Requester:
*Requisition Date: 0372712013 @Re uester Info
Origin: OML @, Online Input

Add Items From

Purchasing Kit Catalog
Item Search Requester ltems

I Status: Pending I

[IHold From Further Processing

Requisition Defaults
Edit Comments
Requisition Activities
Document Status

Amount Summary
Total Amount: 250,000.00 USD

Select Lines To Display

[T Te [ & i |

Card Humber: [ v

Expiration Date:

Use Procurement Card

Line:

First K1 4 or1 O ast

|E) save |G Returnto Search | ] Notity | |3 Refresh |

" Detaic 10 Ship To/Due Date || Status || Vendor Information || tem information || Attributes | Contract || Sourcing Controls || WeblMS |
- — . Merchandise
Line Item Description ‘Quantity *UoM Category Price e Status
1/ [9688880000 @, |[TREE REMOVAL =i ¥ 2000000 [HUFS, |9688BBD 125.00000 250,000.00 Pending &m = =]
View Approvals Gotor | Mare ~|

Add)| [ElplipdsteDizplay)

28
29
30

Requisition Status changes to Pending

Requisition is complete.

Page 18 of 23

and the Supervisor is notified via email and Worklist.

View pages 9-11 for approval workflow and action.
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Requisitions

HELPFUL HINTS

Ship To:

Customize | Find | View A1 B3] 25 First £ g 084 I Lost

Status | Vendor information | Rem information | Aftvibutes || Contract | Sougcing Controls | [B) [0

Line Item Description Due Date Ship To price
1 [ [9588880000 @, [TREE REMOVAL =i [ B [cnTRLOF@, 12500000 B EBE

e Ship To/Due Date tab allows you to select desired date and location.

Vendor:

Customize | na | Ve 0| BY |3 fr T g org T e
Htem information Aftributes Confract Sourcing Controis E) =»n

Line Item Description Vendor Vendor Name Location
1 R (9682880000 @, [TREE REMOVAL = |7 0000029580 @, |ALL PRO SERVICES MAIN @ ==

Vendor Information tab displays vendors related to the selected Item. You can search for and
select any vendor that you wish to display.

Details Ship To/Due Date Status

Item Information:

. Customize | Find | Ve 2| B Fre L g
Details Ship To/Due Date Status Vengor Information: ttem information Pt LG

Contract Sougcng Controts VebMS =Ty
—

RFQ Device .
Line ltem Description UPN ID Required Tracking| Vendor item ID Vender's Catalog D ttem 1D

1/ (9688880000 @, [TREE REMOVAL =& O

Item Information tab allows you to enter specific Vendor Item information, e.g., Grainger
Catalog, Version 13, pg 6. Item # XXXXXX

Mbibedes: | RFQ || Conbact | Recewang  [TTH

Descnpoon Vendor item 0 Vandor's Catalog Marntacturer i0 Manufacturer's am i uPHIg
CUPS, PAPER. FLAT BOTTOM.

HO HANDLE, FOR COLD LIQWDS, 520253 4

ROLLE 7 OZ DRINKING CUPS

For VDC (Virginia Distribution Center) related items, use the Manufacturer’s Item ID field to
insert VDC stock item number.

Customize | Fng [ View 412 3 Fre K 5 ord O Lot

| Detsls | ShipToDueDate | Status || Vendor information |@ECTUCHSTHMN  Atirbutes || Contract | Sourcing Controls | WebMs  [F=0

- /FQ Device
Line Item Description UPNID Required Tracking Vendor item ID Vendor's Catalog (1] er's item 10
1| (9688880000 @, [TREE REMOVAL = O RICHMOND @, [[Sandston Residency & &=

e To specify a District/CO and District/Division location, use the Manufacturer ID and

Manufacturer’s Item ID.
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Requisitions

Attributes:

Detais | Ship To/Due Date || Status

Vendor Information | fiem information [0 00l Contract | Sourcing Controls | WebMS _ [F=H
Where Service zeroPrice | Amount || inspection
Line Item Description Buyer Name Bertor Bcator Required Inspect Il
1 [ [os88880000 @, |[TREE REMOVAL S R [MKEHALL @, Hall, Mike (VDOT)

@

| Ship Ta Locati v

e The Attributes tab allows you to select Goods or Services and to receive by Quantity or

Amount Only.
WebIMS Type Requisitions:

|4 CARDINAL

Favorites . Main Menu > Pur:rlaslng > Raqugmons » Add/Update Requisitions

Home | Workist | AddtoFavorites | Sign out

[_E’New‘.'\findow @He\p E,}Cusmmwze Page Enﬂp
Maintain Requisitions

Requisition
Business Unit: 50100 *WebIMS Req Type Regular ¥ Status: Open &
" | Ext NonSta
Requisition 1D: NEXT Ext State
Requisition Name: [ cofl|nvissue ™ Hold From Further Processing
[|[Regular
*Requester: @, BT AL ts
Add Comments
= . 01/30/2014 [5 Reguester Info g LOmments
Reauisition Date: Reauisition Actities
Origin: ONL @, Online Input
*Currency Code: usD Deliar Total Amount: 0.00 USD
[ ]

Select the WebIMS Req Type first and foremost.

Favorites  Main Menu > Purchasing > Reguisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites |  Sign out

Maintain Requisitions

& New Window @He\p E,}Customwze Page [ http
Distribution
Requisition ID: NEXT Item: 7507766150 SAND SAND, GRADE B NATURAL
Line: 1 Status: Active
Schedule: 1
Ship To: CULPPR DIS CULPPRDIS Quantity: 100.0000 LTN
*Distribute By: Quantity 2 Open Quantity: 100.0000
Merchandise Amt: 154900 USD
SpeedChart:

Distributions
Chartfiekds.

Customize | Find |
LT Assetinformation [

L y ; - Open GL Base
Distrib Percent Location IN Unit Statistics Code Quantity —
10pen  100.0000§MADSN AHO2| D) 1000000  1549.00  Dollar = |E|E

| OK | Cancal | Refresh

Select the Details tab on the line Distribution to be sure to enter the specific stock location
matching the line Schedule location.
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Requisitions

Workflow:
e See Steps 32-35.
e Anemail is sent to the Supervisor when the Requisition status is changed to pending.

e Once approved, Cardinal forwards the Requisition to the Procurement Manager for assignment to
a Buyer.

e Anemail is sent to the Requestor when the Requisition is approved/denied/assigned.

Related Documents:

e Click on the Document Status hyperlink to view all related documents; e.g., Purchase Order,
Strategic Sourcing Event, Receivers, Vouchers & Payments.
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Reports:

Requisition Print

Navigate to Purchasing > Requisitions > Reports > Print Requisition

@ [Ti1 ® ® e - o -
- -]
Requisition
Business Unit: 50100
i Req ID: Date Page
Ship To:  VDOT Central Office 0002022608 06/21/2012 1
1401 E Broad St Requisition Name:
Richmond VA 23219 Locksmith Work HGWY Bld
Requester Currency
Godfre Jeffrey A. (VDOT) UsD
Requester Signature
ine-Schd _Item Description Mfg ID Quantity UOM Price Extended Amt Due Date
1-1 9104801000 LOCKSMITH 200.0000 HUR 1.00 200.00 06/22/2012
SERVICES
LOCKSMITH
SERVICES

Buyer: Godfrey, Jeffrey A. (VDOT)
Vendor: 0000033917 Dominion Lock & Security
Attn Godfrey, Jeffrey A (VDOT)

This is a not to exceed telephone estimate to perform the following locksmith services on site at our 1221
E. Broad St location on 6/22/12

1) Change code on cipher lock

2) Rekey cipher lockset to single key not on building master

3) Provide new padlock (Master Lock #7 or equal) with four keys

4) Duplicate up to 10 keys as provided during site visit

Please call Jeffrey Godfrey (840-7248) to confirm time of your site visit first visit in the moming.

Line Total: 200.00
JTotal Requisition Amount. 200.00
%4 Unknown Zane fa -
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PO/Requisition Xref

Navigate to Purchasing > Requisitions > Reports > PO/Requisition Xref

wirginia. gov/psreports Finprdf1... TR Y| ey v Page~ Safety

e (@@ [eer-f iy fd|iffd -

ORACLE oD POY1100 Peoplsson Purchasing Pags No. 1
User ID: PPS_MIKE HALL REQUISITION TO PO XREF REPORT Run Dats. 2112012
Run Control.  PRINT_PO Run Time 11:59:33AM

Req Dates Included: 152012 Thew: 6202012
Businsss Unit: 50100

Reguisition Purchase Order
0 UniSchiDst  Date  fem iD ‘Dascription Guanttty UOM POID Contract D Rel SmipDate  LiniSchiDst ‘Quantity CUR Prics
0002022008 1 1 1 81512012 7503548485 ‘GRADE 28 200000 LTN 0001027071 0OOODOODODDOD3241%5 2 a152012 11 1 2,000.00 USD 18.42

Requisition Name: 0002022008

0002022031 1 1 1 81572012 5508128148 CABINETS, TRAFFIC 100 EA 0001027238 8182012 11 1 1.00 USD 5,300 00
Requisition Name: 0002022031 SIGNAL CONTROLLER Attention To : Fecteau, Karen (VDOT)

CONTROLLER, 8 PHASE,

NEMA, W/D EQUIPMENT

0002022032 1 1 1 8152012 4250435000 COMPUTER 100 EA 0001027008 8152012 11 1 1.00 USD 82,842 48
Requisiion Name: 0002022032 Case Goods NOVA WORKSTATION Atiention To : Salisbury. Dave M. (VDOT)
DIS FURNITURE COMPUTER
WORKSTATION
FURNITURE
2 1 1 @152012 0314501000 FURNITURE INSTALLATION 100 EA 0001027000 852012 2 1 1 100 USD 4,300.00
Requisition Name: 0002022032 Case Goods NOVA AND RECONFIGURATION Aftention To : Salisbury, Dave M. (VDOT)
DI SERVICES (INCL. S

FURNITURE INSTALLATION
AND RECONFIGURATION
SERVICES (INCL. S

0002022044 1 1 1 /52012 7503548485 STONE. CRUSHED GRADE ~ 1.000.00 LTN 0001027213 D000D00D00000000000040574 TeeRn2 111 1,000.00 USD 18.08
Requisiton Name: 0002022044 % Attention To : Ferguson, Betty C (VDOT)
0002022047 1 1 1 /152012 2850048842 ENCLOSURE PARTS AND 100 EA 0001027545 w201z 1 1 1 100 USD 165.00
Requisiton Name: 0002022047 ACCESSORIES. Attention To : Hare. Neale D. (VDOT)

ELECTRICAL EQUIPMEN

UNDERGROUND

ENCLOSURE COVER,
PG1324CADD12

2 1 1 8N5/2012 2850040840 ENCLOSURE PARTS AND 100 EA 0001027545 8182012 21 1 1.00 USD 16190
Requisition Name: 0002022047 ACCESSORIES, Attention To : Hare. Neale D. (VDOT)
ELECTRICAL EQUIPMEN
UNDERGROUND

ENCLOSURE ASSEMBLY.
PG1324280512

0002022049 1 1 1 8152012 4504412052 COOLERS, WATER, 18200 EA 0001027544 1072012 11 1 18200 USD 212

Requisiion Name: 0002022049 PORTABLE 1 GALLON Attention To : Hare, Neale D. (VDOT)
WATER CONTAINER W/LID
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