?,.J.CARD'NAL'| Procurement Job Aid

Setting Up Items

About Item Set-Up

Item Set-Up is integral to the Cardinal Procurement module because it provides a means to
track commodity prices, quantities used, market trends and quality of goods/service that you
receive from vendors by item, helping you make better purchasing decisions. Only authorized
Fiscal Division Inventory Programs Section (IPS) and Administrative Services Division (ASD)
employees can establish new items and define item attributes in Cardinal. The Contract
Administrator has access to create an item/vendor relationship for any item in Cardinal.

Item attributes in Cardinal include an Item Category and ID number, the purchasing description,
Unit of Measure (UOM), related vendors, pricing information and WebIMS inventory ID (if
applicable).

Understanding Purchasing Items

The item code structure used in purchasing is the National Institute of Governmental Purchasing
(NIGP) standard. Cardinal purchasing shares its information about items with other Cardinal
Financial modules as well as eVA. NIGP establishes categories that group the item codes into
commodities, which are represented by three, five and seven digits. Ten digit values are very
specific and have a fixed Unit of Measure (UOM). Although each item established in the system
is directly associated with one category, a hierarchy of categories is established in Cardinal.
This hierarchy is used by the Item Search function so you may logically navigate to any item.
Vendors must be registered in eVA (which interfaces into Cardinal) in order to receive contract
awards or purchase orders.

There are two categories of NIGP numbers or Class Code (represented by 1% three digits):

e 001 - 899 are used for Goods
e 900 — 999 are used for Services

The following is an example of the 10-digit NIGP code structure.

Item ID Categories Description

e 750 Class Road Materials Not Asphaltic
e 75077 Item Sand and Gravel

e 7507731 Group Gravel

e 7507731047 Detall No. 9 UOM=Ton

Adding Items

The addition of a new NIGP number (item) is a two-step process. First, you need to determine if
the item does not already exist in Cardinal. Second, add the new NIGP number if it does not
currently exist. If an item is specific to inventory (WebIMS), the item must be assigned an
IMS Stock Number before it can be added to Cardinal. Once WebIMS is updated, then an
NIGP number can be assigned
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Searching for an Item:

1 Navigate using the following path:

Setting Up Items

Main Menu > Items > Define ltems and Attributes > Define Item

Favorites = Main Menu > Items » Define Items and Attrbutes » Define Item

Item Definition

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

M Add a New Value

Waximum number of rows to returp (yp to 3003 (300

SetlD: = - [sTATE @,
Item ID: beginswithﬂ [y
IDescription: begins with VI BRIME I

Category: Ibeginswith '“ QJ
Item Group: |begins withj| @,
Family:  [begins with 7| @,

" Include History [ Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add 3 New Value

Click the Find an Existing Value tab.
Ensure that STATE is listed in the SetID field.

a ~r W N

Click the Search button.

Page 3 of 34

In the Description field, enter the search term using the various search criteria available.

Rev 8/27/2013



|?%CARDINAI." |

Procurement Job Aid

Setting Up Items

Favorites :

ek ha mr e e eeers et s § e 4w e s et

Find an Existing Value Add a Mew Value

Main Menu ;> Items » Define Items and Attributes » Define Item

Maximum number of rows to return (up to 200): |200

SetlD: = v [sTATE @
Item ID: begins with |+ || @,

[:-esc.npuon:|E|R|NE

Catogory: |begins wit ]| a
Item Group: | @,
Coegis win v a

[Jinclude History []Correct History []Case Sensitive

Family:

Search Clear |Basic Search [ Save Search Criteria

Search Results
Wiew All
SetlD tem ID Description

First [4] 1-2of2 [] Last
Category ltem Group|Family

STATE 7751872000 BRIMNE, SAl TWATER 7751872 |(blank)

(blank)

STATE 5456501000 :3ALT BRINE PRODUCTION EQUIPMEM 5456501 (blank)

(blank)

Find an Existing Value I Add a New Value

6 Alisting appears showing all items that match the search term(s). Select one of the items to view its
attributes. By verifying the attributes of the displayed items, you will be able to verify the NIGP

number (item) already exists in Cardinal.
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Favorites Main Menu > Items > Define Itemns and Attributes > Define Item

&N
m Inventory Substitutes Configuration I Custom Iﬁudit

Common Classifications Dimensions

Usage
SetlD: STATE Item ID: 7751872000
*Description: [BRINE, SALTWATER
ftem Status ¥ Inventory ltem
Current Status Date: |1 12612011 *Current Status: IAdive 'l ™ Hon-Owned ltem
Future Status Date: E‘j Future Status: I 'l Copy ltem Status = Consigned Purchase
I*Standard UOM: EA Q>| Each Default Category: [7751872 @, cateqories
*Physical Nature: Goods j
ltem Group: Q>
Family: @,
Demand Priority: Q>
Cost Profile Group: Q>
Promise Option: I ﬂ
ltem Image Manufacturers Purchasing Item Aftributes Units Of Measure

[5] save [ ReturntoSearch | =] otify | [Ek Add | [J5 UpdateDisplay | [E include History. |

General | Inventory | Substitutes | Configuration | Custom | Audit

7 The Standard UOM field is the Standard Unit of Measure. It is the same in Cardinal, WebIMS, and
interfaces to eVA.

The Inventory Item checkbox should be selected for all WebIMS related items. All others, select
Non-Owned Items checkbox.

9 Click the Custom tab.
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Favorites = Main Menu > Items > Define Items and Atfributes > Define Item
Inventory Substitutes Configuration " Custo
Character
SetlD: STATE Item 1D:
BRINE, SALTWATER
[tem Fid C30 A: |
[tem Fid C30 B: |
[tem Fid C30 C: |
[tem Fid C30 D: |
IWebIMS Item ID: |
[tem Fid C10 B: |
[tem Fid C10 C:
[tem Fid C10 D:
[5] save | [Eh Returnto Search | |[=] Motify |
General | Inventory | Substitutes | Configuration | Custom | Audit

Standard Unit of Measure:

[tem Fid C1 A:
[tem Fld C1 B:
[tem Fld C1 C:
[tem Fid C1 D:

[tem Fld C2:
[tem Fld C4:
[tem Fid C6:
[tem Fid C8:

“WTT—IT_I—I

El Add | UpdateDisplay | |5 Incluge History |

10 If the WebIMS Item ID field is blank, the current item is not a WebIMS inventory item. If the item is a
WebIMS-related item, a value is listed in the WebIMS Item ID field. A value in this field identifies this

item as a WebIMS-related item.

11 Click the General tab.
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Favorites  Main Menu > Items > Define Items and Attrbutes > Define Item
BN
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Iteemn 1D: 7751872000
“Description: [BRINE, SALTWATER
ftem Status ¥ Inventory Iltem
Current Status Date: 11/26/2011  *Current Status: IAdi\fe 'l ™ Non-Owned Item
Future Status Date: E‘] Future Status: I 'l Copy ltem Status = Consigned Purchase
~standard UOM: EA & moen Default Category: 7751872 @, cateqories
*Physical Nature: IGGGGS =l
Item Group: OQ
Family: OQ
Demand Priority: @
Cost Profile Group: @,
Promise Option: I ﬂ
ltem Image Manufacturers IF‘urchasing ltem Aﬂributesl Units Of Measure
5] save | [Gh Returnto Search | [Z] Notify | [Ek add| [/ Updatemisplay| |5 include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

12 Click the Purchasing Item Attributes link.
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Favorites = Main Menu > Items > Define Items and Attributes > Define Item

7 New
Purchasing Attributes Purchasing Controls Item Vendor

SetiD: STATE Item 1D: 7751872000 Standard Unit of Measure: EA
Description: BRINE, SALTWATER
IPDAvaiIabIe Date: 01/01/1900 Ei;l' “Item Descr: [BRINE, SALTWATER [BRINE, SAL
Unavailable: El Category: 7751872
Standard Price: 350.00000 gq Model: | @,
Last PO Price: 350.00000 Asset Profile ID: @,
*Currency: UsD @, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
Pri B H
*Long Description: fimary Buyer: Q>
BRINE, SALTWATER BRINE, SALTWATER (EV \ < cociated Picture
File Name:
File Extension:
Customize | Find | View 41| B | 8 First £ 4 of4 T Last
*Account Task
5012550 @ | @,
ltem Specifications Packing Details
VAT Default VAT Semvice Treatment Setup
OK Cancel Apply

Purchasing Aftributes | Purchasing Controls | ltem Vendor

13 If the item is verified to be available respond back to the requester and provide the complete 10-digit
NIGP number, the complete description of the item, and if the item is a WebIMS inventory item. The
item is available if the PO Available Date field has a value that is in the past.

14 If you do not find an item in the tables, you have to create a new one. You may also need to create a
new item, if the requester does not feel the existing item is specific for use.
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Adding a New NIGP Number (Item):

Only the Fiscal Inventory Manager can set up new items in Cardinal.
1 Navigate using the following path:

Main Menu > ltems > Define Iltems and Attributes > Define Item

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

Item Definition

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

Add a Mew Value

Maximum number of rows to return (up to 300} |300

SetlD. STATE

ftem ID: begins with =|[7751872 @
Description: | begins with ] |

Category: |begins with =) | @,
Item Group: |begins with =] | @,
Family: | begins with =] | @

I Include History T Case Sensitive

Search Clear

Basic Search @'.3' Save Search Criteria

Find an Existing Value | Add a Mew Value

2 Click the Find an Existing Value tab.

In the Item ID field, enter the first five or seven digits of the general category from the previous
search. This allows you to easily search for all items with this general category.

4 Click the Search button.
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Favorites = Main Menu > Items > Define Items and Attributes > Define Item

Item Definition

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

'.' Find an Existing Va - Add a New Value

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

SetiD: = = [STATE @,
ttemID:  |begins with ¥} [7751872 @,
Description:|begins withj|

Category: |begins withj| @,
Item Group: |begins withj| QJ
Family: |begins withj| @,

" Include History [ Case Sensitive

Search Clear |Basic Search [gF Save Search Criteria

Search Results

iew All First .ﬂ 1-2of2 |ﬂ Last
Setld Hem ID Description Category Hem Group Family
STATE| 7751872000 BRINE, SALTWATER 7751872 |(blank) (blank)

STATE 7751872150 420 LB/DRUM (CONTAINE 111 LBS| 7751872 (blank) {blank)

Find an Existing Value | Add a Mew Value

5 A complete listing of all items within the group displays. You need to determine if there is numbering
space available in this general category. If there is, you can use this general category and assign the
number the detail number (last 3 digits of the NIGP). Then you will have your complete 10-digit

number for this new item.
6 Navigate using the following path:

Main Menu > Items > Define ltems and Attributes > Define Item
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Favorites = Main Menu > Items > Define Items and Attrbutes > Define Item

Item Definition

Find an Existing Value hdd =

SetlD: [STATE @,
tem ID:| 7751872760

Add

Find an Existing Value | Add a New Value

7 Click the Add a New Value tab.

8 Ensure that STATE is listed in the SetID field.

9 Enter the new NIGP number in the Item ID field.
10 Click the Add button.
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Favorites - Main Menu > Iftems > Define Items and Attributes > Define Item

70 New
@ Inventory Substitutes Configuration | Custom |gudit

Common Classifications

Dimensions Usage
SetiD: STATE Item ID: 7751872760

*Description: |SALT BRINE PER VDOT SPECIFICATIONS ftem Type
_ Status ¥ Inventory tem
Current Status Date: 08/22/2013 *Current Status: IUnder Initialization 'l Hon-Owned ltem

Future Status Date: ’7@ Future Status: I—;I Copy ltem Status ™ Consigned Purchase
- Standard UOM: WQI cal |DefauItCategory: [r751872 1:5 Categaries
Physical Nature: Goods Ll
Item Group: Q>
Family: Q>
Demand Priority: Q>
Cost Profile Group: Q>
Promise Option: I j
ltem Image Manufacturers Purchasing Item Aftributes Units Of Measure

5] save | [=] notify | [Ek Add | | 7] updatemisplay | | 5] Include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

11 Verify the correct 10-digit NIGP number was entered. This is done by checking the Item ID number.
12 Enter/select valid values for the following required fields:

e Description
e Standard UOM
e Default Category

e Physical Nature

13 Select Inventory ltem checkbox (only if the item is a WebIMS item). All others, select Non-Owned
Item.

14 Click the Custom tab.
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Favarites Main Menu > Items Define Items and Attrbutes > Define Item
Inventory || Substitutes || Configuration Audit
Character Mumeric
SetlD: STATE Item 1D: 7751872760 Standard Unit of Measure: ATE
SALT BRINE PER VDOT SPECIFICATIONS
Item Fid C30 A: | Item Fid C1 A: |—
Item Fid C30 B: | Item Fid C1 B: |_
Item Fid C30 C: | Item Fid C1 C: |—
Item Fid C30 D: | Item Fid C1 D¢ |_
| webims item 0: 240004972 | Item Fid C2:
Item Fid C10 B: | Item Fid C4:
Item Fid C10 C: Item Fid CG:
Item Fid C10 D: Item Fld C8:
[5] save || =] wotify | [k Add | | 7] updatemispiay | | 1 Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

15 Enter the WebIMS Item ID (stock number), if the item is an inventory item. If this is not an inventory
item, leave this field blank.

16 Click the Save button.
17 Click the General tab.
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Favorites - Main Menu > Iftems > Define Items and Attributes > Define Item

70 New
Inventory Substitutes Configuration Custom Audit
Commaon Classifications Dimensions Usage
SetlD: STATE Item 1D: TT751872760
*Description: [$ALT BRINE PER VDOT SPECIFICATIONS
¥ inventory item
Current Status Date: 08/22/2013  *Current Status: [Under nitialization =] I Hon.Owned ftem
Future Status Date: ’7@ Future Status: I—;I Copy ltem Status ™ Consigned Purchase
+Standard UOM: (876 @ &g Default Category: [r751872 @, Cateqories
*Physical Nature: IGOOdS j
Item Group: OQ
Family: OQ
Demand Priority: @
Cost Profile Group: OQ
Promise Option: I j
ltem Image Manufacturers | Purchasing Item Aftributes | Units Of Measure

: Save: El Nyntify: :I:L Adcl 5 Updateﬂ)isplay: Q Include History

General | Inventory | Substitutes | Configuration | Custom | Audit

18 Click the Purchasing Items Attributes link.
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Favorites - Main Menu > Items > Define Items and Attributes > Define Item

7 New
Purchasing Attributes Purchasing Controls Item Vendor
—
SetiD: STATE Item 1D: 7751872760 Standard Unit of Measure: ATE
Description: SALT BRINE PER VDOT SPECIFICATIONS
PO Available Date: [o8r2212013 51 *Item Descr: |SALT BRINE PER VDOT SPECIFICAT | [SALT BRINE
Unavailable: 12/31/2999 El Category: 7751872
Standard Price: 01 a76 Model: | @
Last PO Price: Asset Profile ID: @,
*Currency: UsD @, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
Pri B :
*Long Description: rimary Buyer. Q‘
SALT BRINE PER VDOT SPECIFICATIONS (E| W < cociated Picture
File Name:
File Extension:
Customize | Find | View A1 | B | 3 Frst T g o5 I Last
*Account [Task
5012550 a | @,
ltem Specifications Packing Details
VAT Default VAT Semvice Treatment Setup
OK Cancel Apply

Purchasing Aftributes | Purchasing Controls | ltem Vendor

19 The PO Available Date will default in today’s date. Do not change this value.
20 Inthe Unavailable Date field, always enter 12/31/2999.
21 Inthe Standard Price field, always enter .01 (one cent).

22 In the ChartFields section, an Account value may default. If an Account values does not default,
then you need to enter a value.

23 If the description was shortened, enter the full (long) description into the Long Description field.

24 Click the Purchasing Controls tab.
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Favorites - Main Menu > Items > Define ltems and Attributes > Define Item

| Purchasing Aftributes | (RN BRI GRE G jtem Vendor |
SetiD: STATE Ttem ID: 7751872760 Standard Unit of Measure: ATE
Description: SALT BRINE PER VDOT SPECIFICATIONS
Expand All Collapse All

b Matching Controls

¥ Receiving Controls

P Sourcing Controls

F Misc. Controls and Options

¥ WorkFlow Notification Controls

BU Affributes
OK | cancel | Apply |
Purchasing Attributes | Furchasing Controls | ltem Vendor

25 All data control areas are collapsed on this panel group. Click the Expand All link to see all available
fields.
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Fa\rovr'rtes MainvMenu » Items > Define Items and Attributes : Define Item
H - -

" Purchasing Attributes | F'urcnasing o)l ( Item Vendor |

SetlD: STATE Item ID: 7751872760 Standard Unit of Measure: ATG
Description: SALT BRINE PER VDOT SPECIFICATIONS
Expand All Collapse All

+ Matching Controls

JTolar Tolerance Under
IUn'rl Price Tolerance: 0.00000 0.00000

% Unit Price Tolerance: 0.01 999.99
IF_xt Price Tolerance: 0.00000| 0.00000
% Ext Price Tolerance: 10.50 999.99

+ Receiving Controls

*Receiving Required: Required = l ™ Inspection Required

¥ Reject Qty Over Tolerance Inspect Sample Percent: 0.00
*Inspection UOM: |Standard j
| Qty Revd Tolerance %: | 10.00 |
Inspect ID: I
*Partial Qty: [Recvd/warn =l
Early Ship Reject Days: 2

+ Sourcing Controls
M use Category Sourcing Controls *Sourcing Method: |EI—Q@ Basic

Lead Time Factor %: I 0.00 Ship to Priority Factor %: I 0.00
Price Factor %: | 0.00 Vendor Priority Factor %: I 0.00

+ Misc. Controls and Options

¥ Auto Select ™ Contract Required
¥ Accept Any Vendor [ RFQ Required

¥ Accept Any Ship To ™ stockless ltem

¥ available in All Regions ¥ Taxable
Close PO Under Percent Tol: [ ] I Include in Planning

Ship Via: [ .

Tolerance Over Tolerance Under
Unit Price Tolerance: 99999999.0000C 99999999.0000C

% Unit Price Tolerance: 999.00 999.00

BU Aftributes

|| OK | Cancal j| Apply _||

Purchasing Attributes | Purchasing Controls | ltem Vendor

26 Note: Some fields will default in and are grayed out. You need to enter valid values in required fields,
as applicable.

e Unit Price Tolerance field defaults to 0.00 for bulk items. Non-bulk items may have none.
e Ext Price Tolerance field defaults to 0.00 for bulk items.
¢ Receiving Required drop down menu should always be set to Required.
e Qty Rcvd Tolerance % field set to 10 for bulk commodities. All others are set to 0.
27 Click the Apply button.
28 Click the OK button.
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Favarites Main Menu > Itevms > Define Items avnd Attributes > Define Item
2 Ne
Inventory Substitutes Configuration Custom Audit
Commaon Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: lm *Current Status: IW I™ Non-Owned Item
Future Status Date: ’7@ Future Status: l—;l Copy ltem Status 7 Consigned Purchase
+Standard UOM: (276 @, oy Default Category: [r751872 @, cateqories
*Physical Nature: IGOOdS j
Item Group: Q
Family: @,
Demand Priority: Q
Cost Profile Group: @,
Promise Option: I j
ltem Image Manufacturers Purchasing ltem Afiributes
:|§p Return to Search: :ﬂ] Previous in List }D Nextin List EI Notify :I:L Adcl Update;‘Display: :JQ Include History
General | Inventory | Substitutes | Configuration | Custom | Audit

29 The General tab displays. Click the Save button.

30 If the item can be received and accepted in fractions, click the Units of Measure link.
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Favorites | Main Menu > Items > Define Items and Attributes > Define Item

Units of Measure

SetlD: STATE  ltemID: 7751872760
SALT BRINE PER VDOT SPECIFICATIONS

Standard Unit of Measure: ATB Gal

Convert From Find | View Al First KX 4 of 1 I Last

[a76 | Unit of M T
“Unit of Measure: ATE (A gy o o e
Unit of Measure

=
*Conversion Rate: I 1.00000000 ype
IDrdering vl

[Shipping -] =] s
[# Default Stocking UOM I~ Default Reg UOM

Rounding Rule
- IStocking 'I E|
¢ Round Up

% Natural Round

m b |
All First 1-30f 3 Last

*Quantity Precision: |Decimal =l

UOM WeightVolume Global Trade Item Number

ok | cance | appy |

31 Inthe Quantity Precision drop down menu, select Decimal.
Note: Rounding Rule should always be Natural Round.

32 Click the Apply button.

33 Click the OK button.
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Setting Up Items

Favortes - Main Menu > Items > Define Itemsand Attributes > Define Item

e
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
“Description: [$ALT BRINE PER VDOT SPECIFICATIONS
¥ Inventory item
Current Status Date: 08/22/2013  *Current Status: IF'ending Approval 'l ™ Non-Owned Item
Future Status Date: E‘] Future Status: | j Copy Item Status = Consigned Purchase
~standard UOM: ATE @ oy Default Category: [r751872 @, cateqories
*Physical Nature: |G°°d5 j
Item Group: Q
Family: Q
Demand Priority: @,
Cost Profile Group: Q
Promise Option: I j
ltem Image Manufacturers Purchasing ltem Afttributes Units Of Measure
[Gh Return to Search | [+=] Previous in List | [i=] Nextin List | [Z] Notify | [Ek Add| [ UpdateDisplay | |[F Include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

34 The General tab displays. Click the Save button.

35 Select Pending Approval from the Current Status drop down menu.
36 Click the Save button.
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Favortes  Main Menu > Items > Define Itemsand Attrbutes > Define Item

7 el
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS

¥ Inventory item

Current Status Date: 08/22/2013

*Current Status: Active 5 ™ Non-Owned Item

Future Status Date: | E‘] Future Status: | ¥ | Copy ltem Status = Consigned Purchase
*Standard UOM: [a76 12, oy Default Category: 1751872 @, cateqories

*Physical Nature: I Goods j

Item Group: Q

Family: Q

Demand Priority: Q

Cost Profile Group: Q

Promise Option: I ﬂ
ltem Image Manufacturers Purchasing ltem Aftributes Units Of Measure

' ve” urn to r | [ reviuusinis” extin ie-' i | [ .. uae:‘iepay” isnr_v'
=] sa + Return to Search P List Nextin List:| =] Notify El-add | |FE UpdateDispl Include Hist

General | Inventory | Substitutes | Configuration | Custom | Audit

37 The Current Status changes from Pending Approval to Active. Your entries are saved and the
process is complete.
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Establishing Vendor / Item Relationship (Set-Up):

Once a new NIGP number is created in Cardinal, the vendor/item relationship needs to be
established in Cardinal.

1 Navigate using the following path:

Main Menu > Items > Define ltems and Attributes > Define Item

Favorites | Main Menu > Items > Define Items and Attrbutes > Define Item

Item Definition

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

Add a Mew Value

Maximum number of rows to return (up to 300y |300
SetiD: = = |STATE @

[temD: _ fbvegins with =] [7751872760 <
Description:lbegins with vI|

Category: |begins withj| @,
[tem Group: |begins withj| @,
Family: |begins withj| @,

" Include History [~ Case Sensitive

Search Clear  |Basic Search [&F Save Search Criteria

Find an Existing Value | Add a New Value

2 Click the Find an Existing Value tab.
3 Enter the Item ID in the search criteria.

4  Click the Search button.
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Favortes = Main Menu > Items > Define Items and Attributes > Define Item
=
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
*Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory ltem
Current Status Date: 08/22/2013  *Current Status: IAdi\fe 'l ™ Mon-Owned Item
Future Status Date: [5 Future Status: I 'l Copy ltem Status = Consigned Purchase
*Standard UOM: ATE (B g Default Category: 7751872 @, Cateqories
*Physical Nature: I Goods ﬂ
Item Group: OQ
Family: OQ
Demand Priority: a
Cost Profile Group: Q
Promise Option: I ﬂ
ltem Image Manufacturers IF'urchasing Itemn Afiributes I Units Of Measure
5] save | [Eh ReturntoSearch | =] Notify | [Ek Add | [/ UpdateDisplay| |E include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

5 Click the Purchasing Item Attributes link.
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&.CARDINAL Procurement Job Aid
Setting Up Items

Favorites = Main Menu > Items > Define Items and Attributes > Define Item

7 New
e R ol =R Purchasing Controls | Item Vendor
SetlD: STATE Item 1D: TT51872760 Standard Unit of Measure: ATE
Description: SALT BRINE PER VDOT SPECIFICATIONS
PO Available Date: psrz2i2013 51 *Item Descr: |SALT BRINE PER VDOT SPECIFICAT | [SALT BRINE
Unavailable: El Category: 7751872
standard Price: 001000 a7g Model: | @,
Last PO Price: 0.01000 Asset Profile ID: @,
*Currency: UsD @, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
Pri B :
*Long Description: rimary Buyer. o“
SALT BRINE PER VDOT SPECIFICATIONS (EV \ < cociated Picture
File Name:
File Extension:
First Kl 1.0f 1 I3 Last
*Account Task
5012550 @ | @,
ltem Specifications Packing Details
VAT Default WAT Senvice Treatment Setup
OK || Cancel | Apply

Purchasing Aftributes | Purchasing Controls | ltem Vendor

6 Click the ltem Vendor tab.
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4 CARDINAL Procurement Job Aid

Setting Up Items

Fa\rovr'rtes MainvMenu s Items » Define Items and Attributes » Define Ttem

’Purchasing.grtributes ”F‘urchasing.gontrols Bl Item Vendor

SetlD: STATE tem 1D: TT751872760 Standard Unit of Measure: AT
Description: SALT BRINE PER VDOT SPECIFICATIONS

¥ Vendor Priorities

Item Vendor

Find | View Al First EI 4 of 1 I Last
*Vendor SetiD: STATE @, Vendor Lookup *Status: IActive vl =l
“Vendor ID: 0000031025 @ B P Short & Son Paving Co Inc *Priority: 1
Allocation %: | 0 ¥ Include in Planning
Vendor's Catalog: |
Vendor ltem ID: |
Item Extension: |
Description: I ¢

} Associated Picture
w Vendor Attributes

Find | View All First EI 101 D Last
*Price Loc: MAIN @, ¥ Accept Any UOM (=]
*Price Date: Fo = ¥ Accept Any Ship To Order Multiples

™ Check Order Multiples
“Pri : i i -
rice Qty [Line Quaniiy = ¥ Price Can Be Changed on Order| Rt Gl
Origin Country: @,

¥ Use ltem Standard Lead Time | © Natural Round

) . ~ Round U
Region of Origin: Q Lead Time Days: I P
ltem Vendor LOM Vendor ltem MFG

Return to Vendor Fees Item Vendor Contracts

. OK | Cancel  Apply

Purchasing Aftributes | Purchasing Controls | tem Yendaor

7 Enter or verify that the Vendor SetID is STATE.
8 Enter or select the Vendor ID (as applicable).

9 Click the Item Vendor UOM link.
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4 CARDINAL Procurement Job Aid

Setting Up Items

Favorites - Main Menu > Items > Define Items and Attributes > Define Item

2 New Wind

Vendor's UOM and Pricing Information

SetiD: STATE Item ID: 7751872760 SALT BRINE PER VDOT SPECIFICAT
Vendor: 0000031025 B P Short & Son Paving Co Inc Location: MAIN

- m iy |
Unit Of Measure Find | View All First &1 4 of 4 &4 Last

*UOM: A76 @, Gal I7 Default Packing Details [

Minimum Quantity: | 0.0001 Effective Dated UCQM
Maximum Quantity: 0.0000 Order Quantity Multiple: Update PO

Conversion to ltem Base UOM

- Rounding Rule
*Rate Type: I Standard h l *Qty Precision: | Decimal j g

& Natural Round

Std UOM Rate: | GetStRate € Round Up
UOM Price Attributes Find | View Al First K 4 of 4 I L ast
*Effective Date: ’W e *Currency Code: W% =
*Status: |»‘\di\fe - \endor Price: | 5.00000 |

*Minimum Quantity: | 0.0001 I standard Price Update Status: date

Qty Revd Tolerance %: | 10.00 BU Price Update Status: [No Update -
» Matching Controls

10
11

12
13

o] o

Enter values (as applicable), to include minimum or maximum quantities, price, etc.

From the Qty Precision drop down menu, select either Whole Nbr or Decimal, depending if the item
can be partially received.

The Minimum Quantity should be set to .0001.
Click the OK button.
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Mi Procurement Job Aid

Setting Up Items

Fa\rovr'rtes MainvMenu s Items » Define Items and Attributes » Define Ttem

’Purchasinggrtributes ”F‘urchasinggontrols Bl Item Vendor

SetlD: STATE tem 1D: TT751872760 Standard Unit of Measure: AT
Description: SALT BRINE PER VDOT SPECIFICATIONS

¥ Vendor Priorities

Item Vendor Find | View Al First B! 1 071 I Last
*Wendor SetiD: STATE |@, Vendor Lookup *Status: IAC’[ive 'I =
*Vendor ID: 0000031025 ‘@, B P Short & Son Paving Co Inc “Priority: 1
Vendor's Catalog:

Vendor Item ID:
Item Extension:

Description:

Allocation %: | 0 ¥ Include in Planning
|
|
|
| -

} Associated Picture
w Vendor Attributes

Find | View Al First B} 101 I Last
*Price Loc: MAIN @, ¥ Accept Any UOM (=]
*Price Date: Fo = ¥ Accept Any Ship To Order Multiples

™ Check Order Multiples
“Pri : i i -
rice Qty [Line Quaniiy = ¥ Price Can Be Changed on Order| Rt Gl
Origin Country: @,

¥ Use ltem Standard Lead Time | © Natural Round

. . = Round U
Region of Origin: Q& Lead Time Days: I P
Item Yendor LOM Vendor ltem MFG

Return to Vendor Fees Item Vendor Contracts

| ok | cancel | Appiy I
Purchasing Aftributes | Purchasing Controls | tem Yendaor

14 The Item Vendor tab displays. Click the Apply button.
15 Click the OK button.
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@ CARDINAL

Procurement Job Aid

Setting Up Items

Favarites :
i

Main Menu > Items > Define Items and Attributes > Define Item

ltem Image Manufacturers

Purchasing ltem Afiributes

2 Ne
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetiD: STATE Item ID: 7751872760
“Description: |SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: 08/22/2013  *Current Status: IAdive 'l ™ Mon-Owned item
Future Status Date: E‘] Future Status: I 'l Copy ltem Status = Consigned Purchase
~Standard UOM: AT6 @ g Default Category: [r751872 @, cateqories
*Physical Nature: IGOOdS =l
Item Group: Q
Family: @,
Demand Priority: Q
Cost Profile Group: @,
Promise Option: I j

Units Of Measure

[&h Return to Search | [ Notify |

[Ek Add | [ UpdateDispiay | |5 Include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

16 The General tab displays. Click the Save button. Your entries are saved and the process is

complete.
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;PACARDINAE'I Procurement Job Aid

Setting Up Items

Changing / Inactivating an ltem:

Once an NIGP number is entered (saved), the number cannot be modified or deleted. You can
only make changes, inactivate, and in some cases reactivate the NIGP item data.

1 Navigate using the following path:

Main Menu > Items > Define ltems and Attributes > Define Item

Favorites | Main Menu > Items > Define Items and Attrbutes > Define Item

Item Definition

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

|" d an Existing Vz . Add a New Value
Maximum number of rows to return (up to 300y [300
SetiD: = | |STATE

| Item 1D: begins with j T751872760
Description: | begins withz

o

Category: |begins with =] | @,
ltem Group: |begins with =] | @,
Family: |begins with =] | @,
" Include History I~ Case Sensitive
Search Clear | Basic Search [P Save Search Criteria

Find an Existing Value | Add a Mew Value

2 Click the Find an Existing Value tab.
3 Enter the NIGP number you want to search for in the Item ID field.

4 Click the Search button.
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@ CARDINAL

Procurement Job Aid
Setting Up Items

Favortes - Main Menu > Items > Define Itemsand Attributes > Define Item

e
Inventory Substitutes Configuration I Custom Iaudit

Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
“Description: [$ALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: 08/22/2013  *Current Status: IAI:ti\fe 'l ™ Non-Owned Item
Future Status Date: E‘] Future Status: I 'l Copy Item Status = Consigned Purchase
*Standard UOM: ATE @ gq Default Category: [7751872 @, cateqories
*Physical Nature: IGOOdS j
Item Group: OQ
Family: OQ
Demand Priority: @
Cost Profile Group: OQ
Promise Option: I j
ltem Image Manufacturers Purchasing ltem Aftributes Units Of Measure

5] save | [@h ReturntoSearch | [[=] Notify | [Es Add | |3 UpdateDispiay | [ 2] Include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

5 The General tab is displayed. Click the Custom tab.
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Procurement Job Aid

Setting Up Items

Favorites  Main Menu > Items > Define Items and Attributes > Define Item
I/ General | Inventaory Substitutes Configuration m Audit
Character MNumeric
SetlD: STATE [tem ID: 7751872760
Item Fid C30 A: |
Item Fid C30 B: |
Item Fid C30 C: |
Item Fld C30 D: |
WebIMS5 Item ID:
Item Fid C10 B: |
Item Fid C10 C:
Item Fid C10 D:
[5] save || |G Return to Search | [[=] Notify |
General | Inventory | Substitutes | Configuration | Custom | Audit

Standard Unit of Measure:

SALT BRIME PER YDOT SPECIFICATIONS

Item Fld C1 A:
Item Fid C1 B:
Item Fld C1 C:
Item Fid C1 Dt

Item Fid C2:
Item Fid C4:
Item Fid C6:
Item Fid C&:

ATE

“W“—r\_\_l_\

E} Add | UpdateDisplay | |5 Include History |

6 Remove the WebIMS Item ID value (stock number).

7 Click the Save button.

8 Click the General tab.
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@ CARDINAL

Procurement Job Aid
Setting Up Items

Favortes = Main Menu > Items > Define Itemsand Attrbutes > Define Item
7 el
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetlD: STATE Item ID: 7751872760
“Description: [SALT BRINE PER VDOT SPECIFICATIONS
ftem Status ¥ Inventory item
Current Status Date: 08/22/12013  *Current Status: IAdive 'l ™ Hon-Owned ltem
Future Status Date: E‘] Future Status: | 'l Copy ltem Status = Consigned Purchase
~Standard UOM: A76 |2, o Default Category: 1751872 @, Categories
*Physical Nature: I Goods j
Item Group: Q>
Family: Q
Demand Priority: Q
Cost Profile Group: Q
Promise Option: I ﬂ
ltem Image Manufacturers |F'urchasing Item.Aﬂributesl Units Of Measure
5] save | [Gt Returnto Search | [=] Notify | [Ek Add | |2 UpdateDisplay | | Include History |
General | Inventory | Substitutes | Configuration | Custom | Audit

9 If the item should be removed from both inventory and non-inventory, click the Purchasing Item
Attributes link.
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- CARDINAL Procurement Job Aid

Setting Up Items

Fa\rc;r'rtes MainvMenu > Items > Define Items and Attributes > Define Item
; ] -

BN
Purchasing Attributes Purchasing Controls Item Wendor
SetlD: STATE Item ID: 7751872760 Standard Unit of Measure: ATE
Description: SALT BRINE PER VDOT SPECIFICATIONS
PO Available Date: 08/22/2013 E *ltem Descr: |SALT BRINE PER VDOT SPECIFICAT  [SALT BRINE
Unavailable: 08/22/2013 El Category: 7751872
Standard Price: | 001000 A7g Modet: | @,
Last PO Price: 0.01000 Asset Profile ID: @,
*Currency: UsD/@, Dallar Ultimate Use Code: e}
Lead Time Days: Physical Nature: Goods
*Long Description: Primary Buyer: o“
SALT BRINE PER VDOT SPECIFICATIONS (EIN ) << ociated Picture
File Name:
File Extension:
Customize | Find | View All | EY First KX 10f 1 I Last
*Account Task
5012550 @, | @,
ltem Specifications Packing Details
VAT Default WAT Semvice Treatment Setup

e e

Purchasing Aftributes | Purchasing Controls | ltem Vendor

10 Change the Unavailable field date value to today’s date.
11 Click the Apply button.
12 Click the OK button.
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Procurement Job Aid

Setting Up Items

*Description:
Item Status

Current Status Date:

Favortes = Main Menu > Items > Define Items and Attributes > Define Item
e
Inventory Substitutes Configuration Custom Audit
Common Classifications Dimensions Usage
SetiD: STATE Item ID: 7751872760

|SALT BRINE PER VDOT SPECIFICATIONS

08/22/2013 *Current Status:

¥ Inventory ltem
™ Non-Owned Item

I Active = l

I Future Status Date:

08/23(2013 lEﬂlFuture Status:

*Standard UOM:
*Physical Nature:
Item Group:
Family:
Demand Priority:
Cost Profile Group:
Promise Option:
ltem Image

Manufacturers

ATE @ oy Default Category:
|G00ds j

| =

Purchasing ltem Aftributes

[Eh Returnto Search | =] Notify |

||ﬂ3'31i\-'9 jICGQ_\f ltem Status I~ Consigned Purchase
[7751872 @, cateqories

Units Of Measure

[Ek Add | [ UpdateDispiay | |El Include History |

General | Inventory | Substitutes | Configuration | Custom | Audit

13 Change the Future Status Date field to tomorrow’s date.
14 Change the Future Status drop down menu to Inactive.

15 Click the Save button. Your entries are saved and the process is complete.
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