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Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

This course provides information on the Requisition process in Cardinal.

These training materials include diagrams, charts, screenshots, etc. that clarify various Cardinal tasks and processes. The

screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see
how your specific responsibilities relate to the overall tr:
Security Handbook for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

A 1dentify requisition concepts, processes, integration, and interfaces

A Create and submit a requisition in the Purchasing and the eProcurement modules

A Maintain a requisition in the Purchasing and the eProcurement modules
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CARDINAL

Course Topics

This course includes the following topics:

A Lesson 1:
A Lesson 2:
A Lesson 3:
A Lesson 4:

A Lesson 5;

Understanding Requisitions

Creating a Regular Requisition
Creating an eProcurement Requisition
Maintaining a Requisition

Processing Requisitions Hands-On Practice



Lesson 1: Understanding Requisitions

CARDINAL

This lesson covers the following topics:
A Procurement Overview
A Key Concepts

Requisition Basics

Requisition Process

Integration within Procurement

Requisition Suppliers

Do o o Do Do

Interfaces with WebIMS and FleetFocus M5



Procurement Overview

—
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The Procurement functional area of Cardinal includes four modules: Cardinal Functional Areas

Purchasing

The Purchasing module includes the buying of goods and services
(Procurement) by creating and processing requisitions, purchase orders
(PO), receipts, procurement card (PCard), and Integrated Supply Services
Program (ISSP) transactions.

Accounts
Payable

Accounts
Receivable

Time &
Attendance

eProcurement

Like Purchasing, the eProcurement module provides for Procurement but is
web-based. It is similar to an online shopping cart experience for users
requesting goods and/or services.

General Ledger

Project
Accounting

Modules

Strategic Sourcing

The Strategic Sourcing module allows users to
create and award bids / proposals to purchase
orders or contracts.

Purchasing

eProcurement Procurement

Strategic Sourcing

Procurement Contracts

Procurement Contracts

The Procurement Contracts module builds, manages, and
archives all Cardinal contract related information.



Procurement Overview (continued)
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There are seven key processes in procurement: s
Trans:gtions I » FleetFocus M5
A Add / Update Requisitions ——— || Procurement .
Processing Confirming Order
A Create Strategic Sourcing Events ISSP
Transactions
A Add / Update Contracts ——
h J
A Add / Update Purchase Orders S Srete wa  Lmemceq| Carcna ||
Sourcing Event POs Vendors Suppliers
A Add / Update Receipts l |
YVY¥vy h
A Procurement Card Processing Cardinaltems || Addjupdste | ARG | Receive N Accounts
ppliers Requisitions Orders Goods? Payable
A Integrated Supply Services v 1
Program (ISSP) Processing o AdS  Update NS Receive and
ontracts Inspect Goods
A y
WebIMS SiteManager f:gg::'
T \
Doc Id/ Inventory ltem
Stock Issuance Requisifions



Procurement Overview (continued)
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Key Concepts

CARDINAL

Key concepts include:

A A requisition is a request for goods and/or services. Requisitions are used to identify and quantify the need for a good
or service and document the approval. Once approved, a requisition is sourced to a purchase order (PO) or a
sourcing event - Invitation for Bid (IFB) or Request for Proposal (RFP).

A A requisition may be created using either the Purchasing or eProcurement module. However, eProcurement
requisitions are not used for the web inventory management system (IMS) restock or issuances.

A Cardinal users share a centralized supplier database maintained by the Commonwealth Vendor Group (CVG). A
supplier must be recorded in the statewide supplier database before you can use the supplier on a Cardinal
transaction (e.g., requisition, purchase order, sourcing event, voucher, payment).

A eVA, the Commo rhasedploduterbent systend, is the source of procurement supplier information in
Cardinal. Procurement suppliers are interfaced from eVA to Cardinal via a nightly interface. Non-procurement
suppliers, also known as fiscal suppliers, are created directly in Cardinal by CVG.



Requisition Basics

CARDINAL

Requisition Basics:

A Any user can create a requisition. However, only a Buyer can create a purchase order or a sourcing event for the
requisition. POs commit the agency to procuring the goods and/or services.

A Purchases in Cardinal must have a PO, but not all POs need a requisition. If a good or a service is already on

contract, a requisition is not generally required. You can create a PO against the contract and avoid additional steps.

A Inventory issue and restock transactions must be done using a requisition in the Purchasing module. The data from
the requisition is loaded in WebIMS to track inventory quantities.

R Create
Requisition
Yes
h 4
o
PO
> Create PO >

Please refer to the course entitled 501 PR347: Inventory Issuances and Restock for additional details on creating
inventory and restock requisitions.

Contract Requisition

Required?

z
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CARDINAL

Alfa

1.

Requisition Basics (continued)

requisition is created and there is no contract with a supplier, you have two options:

Create a Sourcing Event: Once approved, the requisition goes through a solicitation process, which involves
creating a sourcing event. This process allows suppliers to bid against the event. Winning bidders are
awarded a contract or purchase order.

Copy the Requisition to a Purchase Order: When the value of goods or services falls within the range of a
small purchase or is otherwise permitted, the Buyer can copy the requisition directly into the purchase order,
rather than creating a sourcing event and awarding a contract.

Create
Create Contract Create
Sourcing Event or Contract
PO?

Create
Sourcing Event
or
PO?

Requisition
(No Contract Exists) Create PO

PO

Copy
Requisition
to
PO
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Requisition Basics (continued)
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A Requisitions can be set to amount only or quantity. Using amount allows for the receipt by amount.

A When creating a requisition, you may not know which supplier you want to use. This information is only mandatory for
contracts and purchase orders.

A eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.

12



Requisition Process
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Entering and maintaining requisitions includes:
A Create requisition

A If a contract does not exist, create a
sourcing event

A If a contract does exist, create a purchase
order by copying the requisition

A Edit requisition

A Cancel requisition

Create

Requisition

WeblIMS

Yes

WebIMS
Issue?

Approved?

Contract
Exists?

Create PO

Create a Sourcing
Event

Nalify
Requestor

Push back to
Requestor?

Yas

|

Cancel
Requisition

Edit
Requisition

General Ledgar o
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Requisition Process (continued)
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Integration within Procurement
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Processing a requisition involves the interaction of several modules within the Procurement functional area.

v v

Procurement Strategic
Contracts Sourcing

| ]

—— eProcurement ——» Purchasing

Requisitions interact with Purchasing, Procurement Contracts, Strategic Sourcing, and eProcurement modules:
A Purchasing / eProcurement: Requisitions are created in either module.

A Purchasing: A requisition can be sourced into a purchase order. Purchase orders are managed in the Purchasing
module.

A Procurement Contracts: A requisition can be sourced from an established contract. Contracts are managed in the
Procurement Contracts module.

A Strategic Sourcing: A requisition can be sourced to an event. The event will go through a bid process (solicitation) in
the Strategic Sourcing module.
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Integration within Procurement (continued)
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Requisition Supplier: eVA and CVG
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When creating a requisition, you search for a supplier to add to the requisition. All suppliers are shared across the
Commonwealth in one centralized database maintained by the Commonwealth Vendor Group (CVG).

A supplier must be added to Cardinal before it can be used on a requisition, purchase order, sourcing event, voucher or

payment. However, in creating a requisition, the supplier is not a required field. This can be added later on the purchase
order.

eVA updates procurement supplier information through a nightly interface into Cardinal. Non-procurement suppliers, also
known as fiscal suppliers, are created directly in Cardinal by CVG.

eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.
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Interfaces with WebIMS and FleetFocus M5
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WebIMS:
Stock Issuance: When processing an issuance of stock, a
Storekeeper / Requisitioner can order stock items from the g
web inventory system (WebIMS). WebIMS sends a
notification to the Storekeeper alerting them of the status of PCardissuer SiteManager

the order and the document ID (Doc ID). WebIMS Transactions
decrements inventory on hand. o |

Stock Reorder: The Storekeeper can reorder stock for WebIMS |
by creating a restock type requisition. The restock requisition — | — |

creates a Doc ID and sets flags for the related purchase eVA “webis
orders and receipts. Upon getting a receipt tied to a restock “'f*
requisition, a Doc ID is created and interfaced with the ArEmAL
guantity to WebIMS to increase quantity on hand. / \ T
FleetFocus M5: I
Fl eet Focus M5 is VDOTO6s equi pmenf™hanagement systrmemswhi ch
tracks equipment mileage / hours, maintenance, and repair Reporting DB
history. In Cardinal, requisitions are created for repairs / parts
and FleetFocus M5 records the repair history. 1SSP Vendor
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When would an end user create a requisition?

O When the item is not on contract
O When arequest needs an RFQ (Request for Quote)
O When the item is on a contract

O All of the above
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When processing a requisition, which external systems specifically interface
with the requisition?

O WebIMS and FleetFocus M5
O eVA

O Fleet Focus M5

O

B and C



Does a requisition require approval before it is sent to a Buyer?

O Yes

O No

21



Lesson 1. Summary
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In this lesson, you learned about:
A Procurement
A Requisition key concepts
A Requisition basics
A Two ways to initiate a requisition: Purchasing and eProcurement modules
A Procurement suppliers
A The ways requisitions integrate with other Cardinal modules

A The ways requisitions interface with external systems: WebIMS and FleetFocus M5
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Lesson 2: Creating a Regular Requisition
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This lesson covers the following topics:
A Create a Requisition in the Purchasing Module
A Add Items
A Requisition Lines

A Requisition Schedules
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When you create a regular requisition in the Purchasing
module, you may customize it to fit your needs.

To create a requisition in the Purchasing module you
navigate to the Maintain Requisitions T Requisition page
using the following path:

Main Menu > Purchasing > Requisitions > Add/Update
Requisitions

Create a Requisition in the Purchasing Module

8 CARDINAL .

Favorites + | Main Menu + > Purchasing~ > Requisitions +

¥ | Search

Requisitions

Find an Existing Value Add a New Value

Business Unit| 50100 |
Requisition 1D NEXT

Add

>

From the Add a New Value tab click Add. :l

The Maintain Requisitions T Requisition page displays.

The Header section contains some key data including

Requester, Requisition Date, and Origin.

For additional details on creating a requisition from a contract or another requisition, please see the job aid entitled

501 PR342 Create Requisitions. Job aids are located on the Cardinal website.
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