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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.

In this course we will show you the Purchase Order process.

These training materials include diagrams, charts, screenshots, etc., that clarify various 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 transaction or process being discussed. See your agency’s Security Handbook,
located on the Cardinal website, for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

» Describe Purchase Order Concepts, Processes, Integration, and Interfaces

* Create Purchase Orders

+ Review and Manage Purchase Orders

« Cancel Purchase Orders

» Create a Purchase Order Change Order

 Reconcile/ Close a PO

« Explain and Describe Key Reports and Online Inquires Related to Purchase Orders
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Course Topics

CARDINAL

Today, we will cover the following topics:

Lesson 1: Understand Purchase Orders

» Lesson 2: Process Purchase Orders

* Lesson 3: Maintain and Modify (Change Orders) Purchase Orders

* Lesson 4: Reconcile / Close a PO — 3 Way Match

* Lesson 5: Review Purchase Order Information, History, and Activities

* Lesson 6: Purchase Order Reports



Lesson 1: Understanding Purchase Orders

CARDINAL

This lesson covers the following topics:

Procurement Overview

« Key Concepts

* Procurement Process Overview

* Purchase Order Process

* Integration with Accounts Payable

* Interfaces with eVA and SiteManager



Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules. . .
Cardinal Functional Areas

Purchasing
The Purchasing module includes the buying of goods and services Accounts
(Procurement) by creating and processing requisitions, purchase orders Payable

(PO), receipts, procurement card (PCard), and Integrated Supply

Services Program (ISSP) transactions. Time &

Attendance

Accounts
Receivable

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.

CARDINAL]|

Project General Ledger
Modules Accounting
Strategic Sourcing Purchasing
The Strategic Sourcing module allows users to create eProcurement Procurement
and award bids / proposals to purchase orders or Strategicsourcing
contracts.
Procurement Contracts

Procurement Contracts

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



Key Concepts

CARDINAL

« Cardinal interfaces with external systems (eVA, SiteManager, etc.) daily, which eliminates duplicate entries in multiple
systems.

« There is a Statewide procurement supplier database that is updated by eVA daily and maintained by the
Commonwealth Supplier Group (CVG) and is shared with all agencies. Fiscal suppliers (non-procurement suppliers)
are created directly in Cardinal by the Commonwealth Supplier Group (CVG). The suppliers are shared between the
Accounts Payable and the Procurement functional areas.



Procurement Process Overview

CARDINAL

There are seven key processes in procurement:

PCard
Transactions

[ » FleetFocus M5

* Add/ Update Requisitions Procurement

Card / ISSP
Processing

Confirming Order

« Create Strategic Sourcing L lsse
Events

« Add/ Update Contracts

Create
Strategic
Sourcing
Event

Interfaced Cardinal
J—POSA eVA ™ Vendors ™! Vendors —l@
Receive
Goods?

* Add/ Update Purchase Orders

Add/ A
* Receive / Inspect Goods @ Cardinal items / Update 4\:@"’
sitions

Accounts
Payable

)2

* Procurement Card Processing » —
»\  Update Inzggct
. Contracts
* Integrated Supply Services T Goods
Program (ISSP) Processing . "

WebIMS SiteManager General Ledger

T \

Doc Id / Inventory Item:

Stock Issuance Requisition:




Procurement Process Overview (continued)

CARDINAL

PCard
Transactions [

» FleetFocus M5

Procurement
Card / ISSP
Processing
Confirming Order
ISSP
Transactions
Create .
.\ Strategic POs—» eVA 7Ir\1/t:rr1fdagresd Sar?;nal
Sourcing endors
Event
v Y A
Add/ Add/
Cardinal Items / . Update »\  Update o Receive No o Accounts
Vendors Requi- SOS o Goods? ' Payable
sitions
v A y
Add/ Receive
- Update Yes - | and
Contracts nspect
Goods
4 T ,
WebIMS SiteManager General Ledger
y ‘ N

Doc Id / Inventory Item

Stock Issuance Requisitions



Purchase Order Process

CARDINAL

Using the Purchasing module, you can create a PO online
that converts purchase requests into POs. Line
information is provided to Accounts Payables for invoice

payment. v v v
Add/Update PO T a Y —
As POs proceed from entry to (Copy Red. eyl v SteManag

Contract,
PO or Key)

Sourcing (Interfaced) (Interfaced)

dispatch, Cardinal tracks details

and collects analysis information to facilitate future
purchases.

Set eVA PO
Type, Update PO
(Acctg. Distrib,
Buyer Name,
Etc.)

* PO key components include: a header, lines,
schedules, and distributions.

A

Submit PO for
Approval (if not
created from
Req.)

* A PO isidentified by an ID that is unique within a
purchasing business unit.

Dispatch (Batch
or Manual)

Approved? Yes—m

» Cardinal automatically generates a PO ID number.

No A

Edit & Resubmit / Receive Items (if

Note: POs keyed into Cardinal, Strategic Sourcing POs, or Cancel  / requirec)
and SiteManager POs are interfaced to eVA after being
dispatched. (Only RO1 type POs transmit to eVA.) N




@ | Purchase Order Process (continued)

CARDINAL

v v v

Add/Update PO

(Copy Re Cardinal eVA SiteManager
Py Req., Strategic PO PO
Contract, Sourcin

PO or Key) 9

(Interfaced)

v

Set eVA PO
Type, Update PO
(Acctg. Distrib,
Buyer Name,
Etc.)

(Interfaced)

A 4

Submit PO for
Approval (if not
created from
Req)

No A 4
Edit & Resubmit/ Receive tems (if,
orCancel /[~ required)

Approved? Yes Dispatch (Batch

or Manual)

Note: POs keyed into Cardinal, Strategic Sourcing POs, and SiteManager POs are interfaced to eVA after being dispatched.
(Only RO1 type POs transmit to eVA.)
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Integration with Accounts Payable

CARDINAL

Processing a PO involves the Accounts Payable module in the matching process. Matching ensures that you are paying for
what you ordered and received by comparing vouchers with POs and receiving documents.

« Two-way matching: For POs that do not require receiving, the PO and voucher are compared. (i.e. professional services
and SiteManager).

« Three-way matching: For POs that have receiving, the PO, receipt, and voucher are compared.

Time & Attendance

| |
| |
| |
! Human I et ¥
| Time & Labor I | Project Accounting, !
| Resources : | | D
| | |
| . | - [
: " N Project Customer | Billing and !
| | : Costing Contracts | Receivables | :
[ [ | | L
! Absence ' BT | ! '
| eneral Ledger |
: Management Payroll |—>lI | - ‘T_ 3~ ‘T_ TTTTTTTRT T T T T T -7
| | I: | |
| — : General | | |
L e o | Ledger [ | Funds |
I I« ! Receipt '
I | , P I
' I | I
- - — — — — |
I Accounts Receivable |
|- T T T T T T ———— - ———— i e |
I Procurement : I Accounts Payable |
| |
I I | :
| ) ! gl
| Strateglc Procurement | | Expenses :
| Sourcing Contracts | i
I | I
I |
| 1 |
I I ‘I :
| ! g |
I : I |
| |
. | | Accounts |
: eProcurement Purchasing | ! Payable |
I I | :
|
| ! ' |
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Integration with Accounts Payable (continued)

—

CARDINAL

T Project Accounting, |

______________________ I | |

N Time & Attendance | N Project Customer | | Billi |

: | : Costing Contracts : 9 |

|
' I I | |
| Absence : O — |
: Management LB ||—14| General Ledger : I _T_ - ‘T ———————— -lr -~ T
| [ T
:_ : : General : : Accounts I
______________________ | Ledger * 1 | Receivable | |
|

I I I

[ — | Accounts |

|__ Receivable |

C Procurement | | \ "Accounts Payable |

| | | |

l | T dk | |

' Strategic Procurement | | | |

25

: Sourcing Contracts : : Expens :

| | | |

I | | |

I | > | I

| | | :

| | eProcurement Purchasing ' | | Accounts | |

| : : Payable :

| | | |

| | | |



Interfaces with eVA and SiteManager

CARDINAL

The PO process interfaces with eVA:

* POs and change orders that are created in eVA are
imported daily from eVA. -

PCard Issuer SiteManager

+ POs and change orders created are exported to eVA. Transactions \ /

This interface does not send attachments.

* When required, a designated Administrative Services
Division (ASD) staff member needs to upload attachments
into eVA.

WeblM S

* In Cardinal only accounting distribution changes can be
made to POs that originated in eVA. All other changes to © |CARDINAL

an eVA PO are made in the eVA system and interfaced Procurement
back into Cardinal. /

The PO process interfaces with SiteManager:

VDOTieVA FleetFocus M5
. . i Reconciliation
« SiteManager sends construction and maintenance contract Reporting DB
records to Cardinal, where it is used to create contracts
and POs.

ISSP Vendor

14



Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.
Answer the review questions below:

Questions:

1. | am a commitment from an agency to suppliers to purchase goods or services from that supplier.

2. | am the four components of a purchase order.
3. I can create a PO. Who am 1?
4. | can create a requisition. Who am [?

Answer Choices:
a) Header, lines, schedules, and distributions
b) A PO
C) user
d) Buyer

15



Lesson 1. Summary

CARDINAL

In this lesson, you learned about:

* Processing Purchase Orders

» Purchasing Key Concepts

* Procurement functional areas modules: Purchasing, eProcurement, Strategic Sourcing, and Procurement Contracts
« Change orders are used to add items, increase / decrease quantities, and change prices or ship to values

+ How Purchasing integrates with Accounts Payable

« How Purchasing interfaces with eVA and SiteManager

16



Lesson 2: Processing Purchase Orders

CARDINAL

This lesson covers the following topics:

Purchase Order Basics

Creating Purchase Orders

Managing eVA Purchase Orders
Submitting Purchase Orders for Approval

Dispatching and Printing Purchase Orders

17



Purchase Order Basics

CARDINAL

Purchase Orders (POs) are commitments from an organization to suppliers to purchase goods or services from that
supplier. The purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and
shipping instructions, is listed on the document and is part of the contractual nature of the PO.

All purchases must have a purchase order, but not all purchase orders need a requisition. If a good or a service is
already on contract, a requisition is not generally required. Exception: All inventory issue and restock transactions

must be done using a requisition.

Create
Requisition

=/
Iy B

Create

Requisition
or

PO

Contract

\/\
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Purchase Order Basics (continued)

CARDINAL

When a contract already exists, a requisition is not always necessary. You can create a purchase order against the

contract and avoid additional steps.
When a contract does not exist, the end user has two options after the requisition is created:

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 Purchase Order: When the value of goods or services falls within the range of a small
purchase, or is otherwise permitted in accordance with the Agency Procurement and Surplus Property Manual
(APSPM), the Buyer can copy the requisition directly into the PO, rather than creating a sourcing event and

awarding a contract.

Create
Contract
or
PO?

Create
Contract

Create
Sourcing Event

PO

Create
Sourcing Event
or
PO?

Requisition
(No Contract Exists)

Copy
Requisition

19



Creating Purchase Orders

—

CARDINAL

There are three ways to create a PO:

Key directly into Cardinal

Copy

« Copy a requisition: Use an existing requisition as a template
to create a new PO. This creates an electronic link from the
PO to the requisition.

» Copy a purchase order: Copy an existing PO if you want to
order the same items.

« Copy a contract: Copy from an existing contract to save time
on data entry. You can copy multiple contracts into an
existing PO.

Award a Strategic Sourcing event to a PO
(i.e. Invitation For Bid).

You can navigate to create a PO using the following path:
Main Menu > Purchasing > Purchase Orders > Add/Update POs

|4, CARDINAL |

Favo_r'rtes Maln‘[v'lenu > Purchvasing > Purchasg Orders » Add/Update POs

Purchase Order

" Find an Existing Value |00 CO R E

Business Unit:[50100 @,
PO ID: NEXT

Add |

Find an Existing Value | Add a New Value

20




Creating Purchase Orders (continued)

CARDINAL

Purchase Orders can be set to quantity or to amount only. Using amount only allows for the receipt by invoice amount.

Receive by Quantity

If you are ordering inventory or items that are specific by count, you would establish a PO with a predetermined quantity of
items at a fixed rate / price per item. Therefore, you would set your PO to receive based on the quantities delivered or
completed.

Receive by Amount

If you are ordering a service or project that is based on a lump sum, you would establish a PO that allows you to receive the
invoice amounts (dollar), not the quantity. Therefore, you would set your PO to Amount Only and receive the invoice
amount based on the dollars only.

For additional information, refer to the job aid titled 501 PR344: Purchase Orders.

21



» | Creating Purchase Orders (continued)

CARDINAL

The first page of the Purchase Order opens to the Add a New Value tab. The Business Unit field defaults to your agency

(i.e., 50100 for VDOT) and PO ID defaults to NEXT. Cardinal will create the PO ID number automatically. Do not change
the PO ID.

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

Purchase Order

Find an Existing Value |EEGERIETAVETITSN

Business Unit: 50100 -..:.{h

PO 1D: HMEXT

Add |

Find an Existing Value | Add a New Value

22



Creating Purchase Orders (continued)

Purchase Order:

Favorites ~ Man Menu > Purcnvasng > Fur:haseomers > Add/Update POs
I New Window (D He|

in Purchase Order

A PO is composed of several sections, including the Header, Purchase Order

. . . . . . Business Unit: 50100 PO Status: Dispatched A X
Lines, Schedule, and Distribution information. pow: ooot0sarza
Copy From: [JHold From Further Processing Current Change R

Vendor Search
Backorder Status: Not

We will also discuss Supplier Details, Header Details, PO . oo i
Defaults, and Line Detalils. — WRERAL 1A, et uwe 00D "Disoatch Mot [l o]

PO Reference: REGIONAL BUILDING DEMOLITION A eVA PO Type:

Create BackOrder

€VA Order Method: [urL @,
Web IMS2: VA Interfaced: [sEva @
You can add, update, and cancel PO lines, as well as correct Fobumis | Do e

Edit Comments
PO Activities Add ShipTo C Merchandise: 1,325,415.60

PO data such as PO lines, quantities, price, distributions, ship Fro T -
to locations, eVA purchase order type, and comments, as

Add Items From
needed Buasnats  Caea tam S ww: [ v [ Rovew )
Customize | Find | View 41| B | % first K1 43013 O (ast
i ip To/Due Date tatuses tio Attributes Q ontract Receiving | [

ttem Description Category  Price ”"‘:‘""';‘:‘ Status
™ REGIONAL BUILDING [132541580 5 |
1 z7n1ooo DENOLITICHA €& 10000 EA 9132701 132541560000 | [132541560 Oopen (O [@ #]
v REGIONAL BUILDING =5
2 P—g132701000 DEMOETORA <Y 10000 EA 9132701  66,270.78000 6627078 Oopen | [T ]
= REGIONAL BUILDING [ ss2r078 = 0
3 [ 9132701000 DEMBLITION A €& 10000 EA 9132701 -66,270.78000 6627078 open | O [E &
| Py S el ion

23
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CARDINAL

[P cArRDINAL]

Creating Purchase Orders (continued)

Fav‘o_r'rtes Ma'nidenu > PurdLasing > Purdwasgﬂrders » Add/Update POs

Maintain Purchase Order

@ Mew Window @ Hel

Purchase Order

Business Unit: 50100
PO ID: 0001048123
Copy From: | I~

10/21/2012 EJ Vendor Search

PO Status: Dispatched

[JHold From Further Processing

Backorder Status: Not
Vendor: ) Backordered  Create BackOrder
Receipt Status:
*Vendor ID: 0000032186 SBCOXING P Not Recvd
«pi ; Dispatch
“Buyer: MIKE.HALL @, Hall, Mike (vDOT) Dispatch Method: \— 21
: eVA PO Type: SO BT VT
PO Reference: MG DEMOLITION A e ype: ~oT Taor
eVA Order Method: URL @,
webIMS?: [ eVA Interfaced: [F VLQ
eVA Dttm:

Header Details

Activity Summa

EO Defaults Document Status
Edit Comments
B O Activities Add ShipTo Caomments

Purchasinag Kit Catalog Item Search

11/01/2012 9:00:18AM

Merchandise:

FreightTax/Misc.:
Total Amount:

1,325,415.60
000

132541560 USD

Select Lines To Display

I A 100 | @[ Retrieve |

Line:

-]
cCustomize | Find | View ail | | 7 First Kl 13073 11 Last

TS N Ship To/Due Date || Statuses || fteminformation || Attributes || RFQ | Contract || Receiving | [F=
— — — — — —
- — . - Merchandise
Line Item Description PO Qty UoM Category  Price Amount Status
| MAL | | =
1 2] 9132701000 gEaELITIOﬁL:mlNG Lo} 1.0000 EA 9132701 |1,325415.60000 | [ 132541560/ Open | Q2 e ==
| | ] | ] :
] NAL [ _
2 & 9132701000 REGIO! ,T,,f,'“f"D'NG Y 1.0000 EA 9132701 |66,270.78000 66,270.78| Open (] £S] =] |[=]
-I 1 1
| MAL | |
3 [ 9132701000 REGIONAL BUILDING 551 1.0000 EA 9132701 |-66,270.78000 -66,270.78| Open o = [+ [=]
| DEMOLITION A | l
| |

24



—

CARDINAL

From the Maintain Purchase Order — Purchase Order page,
clicking on the Supplier Details hyperlink takes you to the
Maintain Purchase Order — Supplier Details page. This page
allows you to view or edit the supplier Location, Address,
Contacts, and payment terms.

For construction and professional services purchase orders, the
Terms are setto 00 (Due Immediately) and the Basis Date
Type is set to Inv Date. For goods and services, the payment
terms are set to 30 Days and Prompt Payment type.

*Location:

g, CARDINAL |

Creating Purchase Orders - Supplier Detalls

Favnvrrtes i MalnvMenu > Purchasing > Purchase Orders > Add/Update POs
i - -

Maintain Purchase Order

Vendor Details -- S B COXINC

Business Unit: 50100 POID:

MAIN Q
*Address: ‘ 42, [ show Address Details |
Contact \ @, [ show Cantact Details |

9, [ show Salesperson Details |

0001048123

Salespersom

Vendor: §B COXIN-001

Vendor Information

Terms: L a Due Immediately
Basis Date Type:

AddressDetaills

Country: USA United States

Address 1: P.0.BOX 7737

Address 2: 901 POTOMAC STREET

Address 3: VA10053587

City: RICHMOND

County: 023899321 Postal:
State: VA Virginia

0K [ Cancel || Refresh |

Prefix:

Fax: 804/222-7832
Prefix: 1

Phone: 804/222-3500

23231

25




Creating Purchase Orders - Header Detalls

From the Maintain Purchase Order — Purchase Order page, clicking on the Header Details hyperlink takes you to the PO

Header Details page. This page displays the Billing Location which defaulted based on preconfigured Buyer preferences.
You can view or edit the location as necessary.

The PO Type, Currency Code, and Tax Exempt ID should not be changed.

I_-  — _-I

[P cCARDINAL

Favorites Main Menu > Purdlasjng > Purd1asg Orders > Add/Update POs

Maintain Purchase Order
PO Header Details
Business Unit: 50100 PO ID: MNEXT Vendor: LL CARTER 002
PO Details
Vendor: LL CARTER -002 PO Date: 04/08/2013

*PO Type: [GEN A

~Billing Location: [CNTRL OF @, Billing Address =] Tax Exempt ID: 546001730 |

| — ] ],
ngin: ASikL= reTommTE Letter of Credit ID: [ |

Currency
Currency Code: IEQN Exchange Rate Detail Base Currency: usD
Rate Date: 04/08/2013 Exchange Rate: 1.00000000
Rate Type: CRRMNT

Process Control Option

Acknowledgements required Tor: I Mot required lv:|

Dispatch “Method: [ Print ~|

[ ok |[ cancel |[ Refresh |
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From the Maintain Purchase Order — Purchase Order page,
clicking on the PO Defaults hyperlink takes you to the Purchase
Order Defaults page. This page displays the Ship To location
which defaulted based on preconfigured Buyer preferences. You
can view or edit the location as necessary.

In the Default Options section, you may set a Default chart of
accounts for all line items on the PO or Override defaulting
values or existing chart of accounts when copying in a PO.

In the Schedule section, the Ship Via and Freight Terms Code
default and should generally not be changed.

Creating Purchase Orders - PO Defaults

CARDINA

Favontes | Main Menu > Purdwasmg > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order Defaults

Business Unit: 50100 POID: NEXT Vendor: LL CARTER-002

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

® override If you selectthis option, all defaultvalues entered on this page override the default values found in the default hierarchy.

Category: I:lQ Unit of Measure: l:lq

Ultimate Use Code: .Q\
Original Promise Date: it

CNTRL OF2 Q Central Office - Annex

Pue Date:
Ship Via: COMHON Qu Freight Terms Code: FOBDEST (@
Arbitration: _O«. Freight Charge Method:

*Distribute By: One Time Address

SpeedChart: Q

Customize | Find | View A1 | EL | 22 First Kl 4 o 4 Dliast

(&0 N Asset Information
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center Task
T | Y Q fiooos Q. | Al -
< il ] ¥
I[ 0K || Cancel || Refresh |
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From the Maintain Purchase Order — Purchase Order page, [ CARDINAL]

clicking on the Line Details icon to the left of each PO line takes | " mome s o s
you to the Details for Line page. This page allows you to see all o euses Srder

information related to your PO line on just one page, instead of Po: oontoserzs Vendor:  58C0KINAD1

clicking through the tabs. Use the Expand All hyperlink to e e e S

expand the page. —

Category: 9132701 Line Status: Open A
Description: CONSTRUCTION, HIGHWAY AND ROAD Backorder Status: Not Backordered
Category ID: 04721
Amount to Receive: 1,325,415.600 usD Merchandise Amount; 1,325,415.60 usD
. H Quantity to Receive: 1.0000 Doc. Base Amt: 1,325,415.60 usp
In this example, the Amount Only checkbox is checked. - *

Transaction Item Description;
REGIONAL BUILDING DEMOLITION A

Preferred Language ltem Description:
CONSTRUCTION, HIGHWAY AND ROAD CONSTRUCTION, HIGHWAY AND ROAD

Expand All Collapse All
 Item Information

Vendor's Catalog:
Vendor Item ID; ["| Device Tracking
Manufacturer ID:

Description:
Manufacturer's Item ID: | |

UPN ID: [ withholding

Replenish Code: Standard Withholding Code: |:|
w Attributes:

Physical Nature: Senices v _M Amount Only
*Price Qty: Schedule Quantity v
*Price Date: PO

~ RFQ

| ‘

RFQID: Line:

28



EMah_Menu > Purdﬂ_asing > Purdﬂass Orders > Addf/Update POs

Maintain Purchase Order

0 Details for Line 1

PO ID: 0001048123 Vendor: 5 B COXIN-001

Line: 1 Item 1D: 9132701000 1O 1 AOLITION
Category: 9132701 Line Status: QOpen A
Description: CONSTRUCTION, HIGHWAY AND ROAD Backorder Status: Mot Backordered

Category ID: 04721

Amount to Receive: 1,325,415.600 usD Merchandise Amount: 1,325.415.60 usD
Quantity to Receive: 1.0000 Doc. Base Amt: 1.325.415.60 usD
ltem Availabili

Transaction Item Description:
REGIONAL BUILDING DEMOLUITION A

Preferred Language ltem Description:
CONSTRUCTION, HIGHWAY AND ROAD CONSTRUCTION, HIGHWAY AND ROAD

Vendor's Catalog:
Vendor Item ID: [ | Device Tracking

Manufacturer ID:
Description:

Manufacturer's ltem ID: | I

UPN ID: [ withholding
Replenish Code: Standard Withholding Code: |

29



Creating Purchase Orders - Additional Details

After clicking on Expand All on the Maintain Purchase Order — Line Details page by scrolling down, you can see
additional details related to the PO line.

Physical Nature:

| Senices

Amount Only

PTICE iy

*Price Date:

SLITe Ul LU ATTITY e

FO

RFQ ID:

Contract SetiD:

Contract ID:
Contract Version:

Line:
STATE GPO Contract
[A00099442R01
11 = GPO ID:

Contract Line:
Category Line Humber:
Group ID:

ontract Detail

Milestone Line:
Release:

GPO Contract:

L]

1

|*Receiuing Required: | Do Not v| || Close short

l

OK || cancel |[ Refresh |
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CARDINAL

Creating Purchase Orders - Copy From

From the Maintain Purchase Order — Purchase Order page, you can create a PO by copying it from an existing document

using the Copy From drop-down menu.

Maintain Purchase Order

| Purchase Order

Business Unit: 20100
PO ID: MEXT

PO Status: Initial

[ Hold From Further Processing

Vendor: | Q,

V@ndor Details

*Vendor ID: | @,
*Buyer: [YANI.HO '@, Ho, Yani (vDOT)
PO Reference: |

WebIMs2: [

Header Details Activity Summary

PO Defaults

Add Comments
H PO Activities Add ShipTo Comments

*PO Date: | Vendor Search

Receipt Status:

Mot Recvd
*Dispatch Method: I . Dispatch
eVA PO Type: R0O1 |, Routine Bill Vendor
eVA Order Method: PRNT
eVA Interfaced: MNSEV
eVA Ditm:

Amount Summary

Merchandise: 0.00
FreightTaxiMisc.: 0.00 Calculate
Total Amount: 0.00 USD
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Creating Purchase Orders - Copy From (continued)

Steps to copy from an existing document:

When copying from a Requisition or Contract, enter the Supplier ID first.
Click the Copy From drop-down menu.

Select the type of document to be copied from (Contract, Purchase Order, or Requisition). The Copy Purchase
Order from Requisition, Purchase Order, or Contract page will open. When copying from a Contract, you will
copy the entire contract. To copy only a single line from the contract, and for more details on creating POs, see the
job aid titled 501 PR344: Purchase Orders.

When copying a line from a contract, note that the contract selection displays on one tab. After you complete the
copy you can enter the Contract ID on the Maintain Purchase Order — Purchase Order page in the Lines section,
Contract tab, to associate it to the contract.

Add ltems From

Purchasing Kit Catalog ltem Search

[ Contract™ [W:CE

Contract Category
Ling& Line

g s || Q [ [ Ja

SetlDh Contract D Contract Version Release Milestone Line GPOID
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Creating Purchase Orders - Copy From (continued)

After you select the type of document to be copied from, a search page appears. The page will be based on the type of
document you have chosen to copy .

Maintain Purchase Order

Copy Purchase Order from Requisition

Feturn to Main Page

naiie NN Pt e RS NE] pMaintain Purchase Order

Business Unit: Copy Purchase Order from Purchase Order
Vendor ID:
Category:
: & : [ =
Requisition 1D PO 1D PO Date
R isition N Vendor: | |Qa Status: I -
equisiton Name:

4 Vendor ID: [ = Origin: [ =
Contract ID: Buyer: : : = [ e
[ Search ] |: Maintain Purchase Order

PO Ref :
= Copy Purchase Order from Contract

Search
SEIEC RETIStion CiHeS CerER

o —
| Sourcing [ Requisttions [ ( PEsisy 4| More Detail= | | coptract SetiD: STATE Vendor: | (=N
Select PO ID Contract ID: | (=% Vendor I1D: [ =
el e I
D | [ Allow COpen Item Contract Only Master Contract: Qa
o |
oK || cancel | ——— —
Select All O =rezran = " Jtore Detais |
Select SetlD Contract Description Vendor ID B
[ Copy To PO ]
O | |

[E) save | [=] notity | [ Refresn | Ok ECanco) ERsies )




Creating Purchase Orders - Copy From (continued)

Enter search criteria as required in the Selection Criteria section of the page and click the Search button.

[P cARDINAL |

Main Menu > Purdﬂvasjng > Purdﬂaseﬂrders » Add/Update POs

Favorites !
- ;

Home | Workist | AddtoFavortez | Signout

2 New Window @ Help E]’ Customize Page = hitp

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

Business Unit: Buyer: |:Q
Vendor ID: 0000032093 - Origin: I:Q

Category: | Max Rows:
Requisition ID: [ @, Include Regs With No Vendor
Requisition Name: | @ Include Inventory Items
Contcactin: [ @,
I Search [J Exclude Auto Source ltem
E @ IE E 2110 40 of 708

Customize | Find | View Al | B | 6 First Kl 4 or 1 I Last

select PO Qty PO UOM Item Description Req ID g':;"'emem Calc Price  Schedule Split
= i ' 8 Dpesa RealD | ' ' '
Select All O Clear All
[ Copy To PO ]

[5) save | (=) Moty | (&2 Refresh |

|5 Ada]| (2] Updatemisplay
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Creating Purchase Orders - Copy From (continued)

CARDINAL

After you click the Search button, the items matching your search criteria appear in the list at the bottom of the page. Review
the items and click the checkbox in the Select column for each item you want to copy. You can copy multiple items, such as
multiple lines, if desired.

After selecting the items to be copied, click the Copy to PO button.

[ cARDINAL]

Favorites Main Menu > Purdﬂ_asjng > Purdwas‘e-orders > AddfUpdate POs

Home | Workist | AddtoFavorites | Sign out

r@ MNew Window @ Help E‘f, Customize Page ﬁ hitp
Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

~+ Requisition Selection Criteria

Business Unit: Buyer: T,
Vendor ID: 0000032093 @, Origin: &
Category: | Q, Max Rows:
Requisition 1D: 0002032080 Q@ Include Regs With No Vendor
Requisition Name: | (=} Include Inventory ltems
ContractiD: | |°~
Search | [ Exclude Auto Source Item
quisitio es st El g 10 >
Requisd [ c in |
Select POQty POUOM Item Description Req ID E:’rg“'e"‘em g.‘ge Schedule Split
| |
400.0000 LN 7503555400 ) | TLONE. MISCELLANEOUS 0002033080 12: v
| GABION 0002033080
Select All O clearan
1 Copy To PO |
(D save ] (i votty | (& metresn ) |52 Ada] (2] Updaiemipiay ]
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CARDINAL

The Purchase Order page returns with the item(s) you selected copied in.

[P cArRDINAL]

Creating Purchase Orders - Copy From (continued)

Favorites | Main Menu > Purdlasing > Purd'-asg Orders > Add/Update POs

Maintain Purchase Order

) New Window @ Help

Purchase Order

Q

Business Unit: 50100 PO Status:
H PO ID: NEXT
Copy From: [JHold From Further Processing
“PO Date: 03/26/2013 _BJ  Vendor Search
Vendor: LLCARTER-002 A yengor petails .
Receipt Status:
*Vendor ID: 0000033093 @, LL Carer& Soninc
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Methiod: [Pant ]
PO Reference: [ eVA PO Type: IRO1 @, Routine Bill Vendor
eVA Order Method:
Web IMS?2: [ ] eVA Interfaced:
eVA Dttm:
Header Details Activity Summary
PO Defaults Amount Summary
Add Comments
Merchandise:

Activi hip T mmen
Freight/Tax/Misc.:

Total Amount:

Purchasing Kit Catalog Item Search

Ship To/Due Date Statuses | ltemInformation || Aftributes || RFQ | Contract | Receiving |

Customize | Find | View A1l | 3 | 28] rirst Kl 4 or 4 K Last

Item Description PO Qty ;'UOM Category
| 7503565400 1@, [sTONE. = [ B [ 400.0000 ‘ LTN@, 7503565 |[27.06000 \
[ Close Short All Lines | *Go to: [ Mmore ...
View Approvals B

() save | (= notity | &3 Retresn |

[Cs Ada | [Z] updatemispiay |




Creating Purchase Orders - Copy From (continued)

CARDINAL

After you copy the existing document information into the PO, you will probably need to add or change some information, such
as:

» Update the Buyer

» Date values which default and are not copied into the PO

» Shipping and freight information that defaulted from the copied document
» Schedule and distribution that defaulted from the copied document

« Enter the Quantity or Amount

Note: When copying from a contract, note that the contract selection displays on one tab. The contract number can be entered
on the PO line to associate it to the contract.

After you update the fields as needed, click Save and a new PO is created. A PO ID is generated by Cardinal.
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Creating Purchase Orders - Items

—

CARDINAL

Once the PO Header section is complete, identify the items that
need to be associated with the PO.

Favqp{es Man'Menu > Purctlasng > Puvmassorders > Add/Update POs

& New Window (@ Help

in Purchase Order
Purchase Order

T o PO Status: Open &
The Lines section contains links that allow you to select items for | == N
the PO. You can add or delete items in this section. Items can v R — -
be selected or added by: e o EE p—p— —
» Key in, or look up, the National Institute of Governmental - | e N
Purchasing (NIGP) Item number, i.e., Item. This is the tmosws o m;k )
most common method to select an Item. On each line, eoses o ot Camens i ot
click on the magnifying glass next to the Item field. The e
items listed will be narrowed down to items related to the e
supplier you previously selected. The UOM and L T T T T T T T T i
Description field values default from the item table. D e e e e T e
. . Close ShortAll Lines sGoto: | _More 3
» Key in or look up the NIGP Category, i.e. Category. On e S

each line, click on the magnifying glass next to the
Category field. This method will not be limited to items
related to the chosen supplier. You will need to complete
the UOM and Description fields. These fields become
available for entry after the Category is selected.
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Creating Purchase Orders - Items

Close short processing is not used. Do not use the Close Short
All Lines button.

Favgrtes Mm'Menu > Purdlasng > Pun:hzsg Orders > Add/Update POs

& New Window (@ Help

in Purchase Order
Purchase Order

7 PO Status: Open &
The accounting distribution can be accessed from the Maintain el N
Purchase Orders — Purchase Order page by clicking the - s S —
Schedule icon. From the Schedules page, click the — e Aot s — |
Distribution icon. Click the Distributions/ChartFields icon. o v o ;;:w* |
Webms?: eVA Interfaced: [Nsevia,

fem information | Attrbutes | RFQ | Contract | Receving | [FT))

L3 Ship ToDue Date

Statuses

~ M
fite: Degription PO Qty uoM  Cafpgory  Price P Status.
l%;,llﬁozssswo Q s]lgns. =1 €4 [ 4000000 [LTN@, 75f3se5 [27.0600f | 1082400 0pen | [T H) =

v\

Close Short All Lines *Go to: [ More ..

[T+ Add | 2] Updateisplay

39



Creating Purchase Orders - Items (continued)

y -
CARDINAL

[P cARDINAL|

Favorites | Main Menu > Purchasing >
~ : - -

Purd'lasg Orders > Add/Update POs
2 New Window (2 Help
Maintain Purchase Order

Purchase Order

Business Unit: 5010 PO Status: Open &

PO ID: N

Copy From: ~] [J Hold From Further Processing

 Header

*PO Date: 03/25/2013 __ B9 vendor Sear

Vendor: LLCARTER-002 @, ,, ¢ Detai
Receipt Status:

*Vendor ID: [0000033093 @, LLCarter & Son Inc NotReovd
=Di " 2 Dispatch

*Buyer: MIKE HALL @, Hall, Mike (VDOT) Diapatch Mohod: pe

PO Reference: | eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT @

Web IMs?: [ eVA Interfaced: NSEV @
eVA Dttm:

Header Details Activity Summary

BO Defsults Amount Summary

Add Comments

PO Activities Add ShipTo Comment: Merchandise: 10.824.00
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 10,824.00 USD

Purchasing Kit Catalog Item Search

Customize | Find | View All | ¥ | 221 Fiest Kl 4 o 4 D 5st
[ Ship To/Due Date Statuses | fteminformation || Aftributes || RFQ | Contract | Receiving |

—r———

. | . . Merchandise
Description PO Qty "UOM Category Price Am t Status ‘

| [7503565400 /@, [sTONE. =2 R [ 400.0000 ’LTNQ. 7503565 ‘277.076070707‘ \ 10.824.00:Open @ B BB E

[ Close ShortAll Lines | *Go to: [ More .. ~|

iew Al val

[ save | (=] Notify | [ Refresh | [55 Add | [5] updatemispiay |




Creating Purchase Orders - Distributions

A schedule may have one or more accounting distributions. ChartField values determine what fund, account, department, etc.
the schedule amount is charged to. If a PO line needs to use multiple SpeedCharts, click on the Multi-SpeedCharts link and
split as necessary.

Do not split or add additional schedules for a PO line. There should be only one schedule per PO line.

s cARDINAL ]|

Favorites Main Menu > Pun:hvasing > Purchasgorders > AddfUpdate POs

Home | Workist | AddtoFavorites | Signout

LE Mew Window @ Help E’ Customize Page E hitp
Maintain Purchase Order

Distributions for Schedule 1

Unit: 50100 Vendor: LL CARTER -002

PO ID: MNEXT Item: T503565400 STOME. MISCELLAMNEOUS GABIOMN
Line: 1

Schedule: 1 Status: Active

*Distribute By: Schedule Qty: 400.0000
icuicdate by Amount v
[ ® pui-SpeedChans

Merchandise Amount: 10,824.00 USD

Doc. Base Amount: 10,824 00 USD
Customize | Find | View Al | B |2 pist K1 g or 4 D ast

Asset Information || ReqDetail || Statuses || Budget Information
- —
Percent PO Gty :l;::uh:tndlse Currgncy  *GL Unit Entry Event *Account Fund Program Department CostCe
T T t ! } |
[100.000c  [400.000] 10,824.00 USD [So100 @ || @, [012550 Q. |[04100Q. |[604005 @ [18002 A [111goot
< Al T >

Cancel Refresh |

41



Favorites Main Menu > Purch'asjng > Purdasgﬂrders > AddfUpdate POs

SpeedChart | Qi KMulti-SpeedCharts

@ MNew Window

Maintain Purchase Order

Distributions for Schedule 1

Unit: 50100 Vendor: LL CARTER -002

PO ID: MNEXT Item: 7503565400 STOME. MISCELLAMEQOUS GABIOMN

Line: 1

Schedule: 1 Status: Active
*Distribute By: | Quantity ~ Schedule Qty: 400.0000
*Liquidate by: | Amount ™ Merchandise Amount: 10,824.00 USD

Doc. Base Amount: 10,824 .00 USD

Customize | Find | View A1 | B | 28 First Kl q 04 O ot

(W ENSREO C Details/Tax || Asset information || Req Detail |[ Statuses | Budget Information | [F==¥ I
Dist Status Percent PO Qty :!;::jh:tndise Currency | *GL Unit Entry Event *Account Fund Program Department CostCe
1 (Open ‘|1oo.oonc [400.000 1nr82a.nﬂ;usn [s0100 |@, || @, [s012550 @, ‘[oamn% ‘[604[}05 |@, [18002 Q, “1119001
£ I_ 1l >
| OK || Cancel || Refresh |
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Creating Purchase Orders — Send for Approval

After you update the fields, return to the Maintain Purchase Order — Purchase Order page, click Save, and your PO is saved.
A PO ID value will be generated. The final step is to send the PO forward for supervisor approval.

» Click the PO Approval check mark. The checkmark will disappear and the words Pend Appr will appear.

(B earninatl-l
|g®. CARDINAL
. —— Home | Workiist
Favovrtes ! Main Menu > Purdlas'ng > Purd'lasg Orders > Add/Update POs
@Newwmdow @Help
Maintain Purchase Order
Purchase Order
BGSmess Unit 50700 PO Status: Open C4 X
PO ID: 0001041549
Copy From: I L‘Cl [JHold From Further Processing
*PO Date: [11/29/2012 BY vendor Search
Vendor: LLCARTER-001 & yengor petails Receint Statu
eceip s:
*Vendor ID: (0000033093 @, LL Carter & Soninc NotRecvd _
*Di " Dispatch
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: [ Print v/ |
PO Reference: |[sanND eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT Q@
PO Status: Fend Appr x
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Simulation: Creating a Purchase Order

You are now about to view a simulation entitled Creating a Purchase Order. Click the Cardinal logo below to start the
simulation.

\

.. CARDINAL .
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC344Simulations/dhtml_kp.html?Guid=782d2a49-17ef-4513-9eeb-b436fe31dacc&Mode=T&Back

Managing eVA Purchase Orders

—

CARDINAL

eVA Direct Orders (DOs) are loaded directly into Cardinal, where corresponding purchase orders are created. This allows for
receiving and vouchering to occur.

The end user must update the PO with a valid Chart of Accounts and Buyer name. Important PO field information includes:

« PO ID: When an eVA PO is loaded into Cardinal, it is assigned a PO ID.

* Purchase Order Reference: The eVA PO number is loaded into the Purchase Order Reference field, which can be
used to search for the PO.

« Buyer: The Buyer name assigned to the PO is EVA BUYER when the PO is first loaded. The Buyer should update this
name to their own name.

Purchase Order

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

LRSS TENERETTE © Add a New Value L

Maximum number of rows to return (up to 300): W
Business Unit: = v| [50100
PO ID: begins with v ||
urchase order Date: ]
PO Status: [: vI l
Short Vendor Name: begins with v ||
Vendor ID: begins with v
Vendor Name: begins with v ||
begins with v | EVABUYER
TOEgmS Wi |

= oS |

~] <

Buyer:

44 ##| 4 ]°

begins with + |

Purchase Order Reference:

Hold From Further Processing O

[ case Sensitive

45



Changing the Buyer value prompts a message to appear, asking if you want to change the default Ship To, Department ID,

Location, and Origin values. Click Cancel to maintain the prior default values.

Favorites Main Menu > Purdlasing > Purchas_g Orders » Add/Update POs

Changing Buyer will change the defaultvalues ShipTo ID to STAUN ADM Dept
ID to 18006 Location to STAUN ADM2 Origin to OML, continue to retrofit the
default values? {10200,280)

Changing Buyer will change the default values. Press OKto continue retrofit
all new default wvalues to schedules and distributions. Press Cancel to retain
the original ShipTo, Department ID, Location and Origin.

|| Cancel ]
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Managing eVA Purchase Orders (continued)

To complete the PO, the Buyer must enter the accounting distribution for each line on the PO. You can click the PO Defaults
link to enter the accounting distribution for all lines. Or, you may update the distributions for each PO line one at a time by
clicking on the Schedule icon at the end of each PO line and then clicking on the Distribution icon at the end of the schedule

line.

|| [# cARDINAL]
Home | WVWorkl:

Fav'o_r'rtes Ma'n'Menu > Purdw_asjng > Purchas_g Orders > Add/Update POs
@Newwmdnw @Hel

Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Approved x
PO ID: 0001044223
Copy From: | I~ [J Hold From Further Processing
~ Header
*PO Date: 10/04/2012 F) Vendor Search
Vendor: mq Vendor Details .
Receipt Status: Mot Recvd

*Wendor ID: 0000015978 @, James River Solutions
=D ethod: >, Dispatch
“Buyer: MIKE. HALL @, Hall, Mike (VDOT) Dispatch M Phone ] L
eVA Purchase Order

PO Reference: [DO1532439 €VA PO Type: EVP
eVA Order Method: EXCP @,

Web IMs?: [ QVA Interfaced: LA N
€VA Dttm: 10/05/2012 7:04:54AM

SeadecDatal Activity Summary eVA PO ID: DO0O1532439

Document Status [y —p——

Requisitions Edit Comments

PO Activities Add ShipTo Comments Merchandise: 369884 0000
Freight/Tax/Misc.: gog |- Calculate |
Total Amount: 3,698.84 USD

T
Purchasing Kit [o] Item Search o e y—— |
Purchasing Kit Catalo Item Search Line: | D, T10: | |2, | Retrieve |

Customize | Find | View Al | B | 28 First Kl 43083 13 (ast

47



|| [ CARDINAL

Favorites | Main Menu > Purdlasing » Purdﬂass Orders > Add/Update POs

Maintain Purchase Order

Managing eVA Purchase Orders (continued)

Home |

@ MNew Window @ Hel

Workk:

Purchase Order

Business Unit: 50100
PO ID: 0001044223
Copy From: | [ |

PO Status: Approved x

[J Hold From Further Processing

PO Date: [10/04/2012 B9 Vendor Search
Vendor: MAMES RVER SO A yendor Details
*Vendor ID: 0000015978 @, James River Solutions
*Buyer: [MIKE HALL @, Hall, Mike (VDOT)
PO Reference: [Do1522439

WebIMs?: [ ]

Activity Summary
Document Status
Edit Comments
Add ShipT amment:

PO Defaults

L
PO Activities

Purchasing Kit Catalog Item Search

Lines

Receipt Status:

Mot Recvd
*Dispatch Method: [Phone ]
eVA PO Type: EVF eVA Purchase Order
eVA Order Method: EXCP Q,
eVA Interfaced: Y @
eVA Dttm: 10/05/2012 7:04:54AM
eVA PO ID: DO1532439

Merchandise:
FreightTax/Misc.:
Total Amount:

3,698.84
0.00 Calculate

3.698.84 USD

tne: [ Ao [ || Retrieve |

Customize | Find | View A1 | Bl |

2 First K 93073 I3 Last
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Managing eVA Purchase Orders — PO Defaults

Enter the accounting distribution for all PO lines by entering the information on the Maintain Purchase Order - Purchase Order
Defaults page. Click OK. The Maintain Purchase Order - Retrofit field changes to "all" existing PO
lines/schedules/distributions..... page will open.

[P cARDINAL |

Favovrites Ma‘nvMenu > Purchvasing > Purd'lasevorders > Add/Update POs

Maintain Purchase Order
Purchase Order Defaults

Business Unit: 50100 PO ID: 0001044223 Vendor: JAMES RIVER SO
Default Options

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

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

Category: [ =8 Unit of Measure: DQ

Ship To: I ¥ Ultimate Use Code: S8
Due Date: [ By Original Promise Date: ]
Ship Via: [ Q Freight Terms Code: 1
Arbitration: Q Freight Charge Method:
*Distribute By: One Time Address
*Liquidate by:

I Dist Percent GL Unit Entry Event \Account fund Program Department Cost Center Jask
| 11 [ow0 @ [ @ | & | a || || a @
< [} | >

@ Cancel || Refresh |
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Managing eVA Purchase Orders - Distributions

—

CARDINAL

On the Maintain Purchase Order - Retrofit field changes to "all" existing PO lines/schedules/distributions..... page:

» Select the Apply to All Distribs checkbox next to all ChartField values you want applied to all
distributions lines.

« If a value cannot be selected to Apply to All Distribs, be sure to Click the Apply checkbox to include it.
* Click OK.

an.rovr'rtes Mainjﬂenu » Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

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

Business Unit: 50100 PO ID: 0001138319 Vendor: LL CARTER -003

For Line and Schedule defaults, Select "Apply to apply changes to all lines and schedules.
For Distribution defaults, Select "Apply' to apply changes to the Distrib Line.

Example: Ifyou select "Apply far Distrib Line 3, the change is applied to each Distrib Line 3 on the PO
Select "Apply to All Distribs' to apply changes to all distribution lines an the PO.

) ald Selection Customize | Find | View Al 1B 2E Firsy Kl 3 L as
Apply istrib Line Field Name Field Value
Pct 100
O Fund 04100
[ 1 Frogram 699001
[ 1 Department
(] 1 Cost Center 11120010
Select All O clearan
I [ Ok I[ Cancel |[ Refresh |
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Managing eVA Purchase Orders— Distributions (continued)

Once you have added the distribution values:

» Deselect the Hold From Further Processing checkbox.

* Click Save.

Il cARDINAL |

Favorites | Main Menu > Purd;\'asmg > Purd'\as;e Orders > Add/Update POs

PUrchase oraer
Business Unit: 50100 PO Status: Approved x
PO ID: 0001044223

Hold From Further Processing

*PO Date: 10/04/2012 B VendorSearch
Vendor: UAMES RIVER SO Q. yenor Details
T Receipt Status:
*Vendor ID: 0000015878 @, James River Solutions Not Recvd ]
*Di thod: Dispatch
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Me Phone S P2
PO Reference: |Do1532435 eVA PO Type: EVP eVA Purchase Order
eVA Order Method: EXCP @,
WebMs?: [ eVA Interfaced: y @
eVA Dttm: 10/05/2012 7:04:54AM
Header Details Activity Summary eVA PO ID: D01532429
PO Defaults Document Status A t S ry
Requisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 3,608.84
Freight/Tax/Misc.: 000 | Calcutate |

Total Amount: 3,698.84 USD

Purchasing Kit Catalog Item Search

Select Lines To Display

Line: | 2 T0: :lqL Retrieve,

| iew an ] B3 First KD 43073 13 (ast

Details Ship To/Due Date Statuses || leminformation | Aftributes C ct Receiving

Line | tem [pescription Poaty uoM  Category  Price ot Status

1 ‘I?;“ [4050935800 @, [12000al Premium =& lf& [ 1200.0000 l[@‘k 4050935 [3.04430 | 3,653.16 Approved O| B

2 ‘L% [4050935800 |@ [LusT, oL sPiLL, .+)L’H;E& [ 1200.0000 [1G|@, 4050925 :@ 10.68 Approved O| ESEE AN e

3 :?‘ [4050935800 |@, |[AST fee *)@:Q& [ 1.0000 :[ﬁ\‘% 4050935 [35.00000 | 35.00 Approved O| (e =
[ Close Short All Lines | ~Go to: [ More .. ~|

|[F] save |Jloh Return to Search | =] Notity | |3 Retresn |

|Eh-ada| [ updatemispl

11 | % Local in|
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Managing eVA Purchase Orders (continued)

eVA Direct Orders (DOs) come into Cardinal —-—
with an Approved status. Material modifications Purcnase oraer oo R
. H H H Business Unit: 50100 PO Status: proved X
(such as adding a line, changing quantities or bom s01044223 s
prices, etc.) made to an eVA PO are not done in coy From: L___8 HoldFrom Futher Processing
Cardinal. When changes are r_equwed, they o woszo 18 s -
must be performed on the PO in eVA, and then “Vendor 000015978 A, James Ruver Soitions ';'**"'::":; -
H H *Buyer: IKE HALL Hall, Mike (VDO “Dispatch Me one Rl W—0so2ichay
the PO change order will be interfaced back to S WAPOType: e AR
. VA Order Method: EXCP @,
Card I na-l . Web IMS?: eVA Interfaced: e
eVA Dttm: 10/05/2012 7:04:54AM
Header Details Activity Summary eVA PO ID: D01532439
postalts T —  Amown SuTimary —————
A dispatched PO flows to eVA for reporting O Actuy 34 5nTo Commert B el
purposes. If the supplier is set up in eVA as ot Amount R4 UED
URL dispatch, the PO is sent electronically to
. . Purchasing Kit Catalog Itam Sear ne: @ 10: @, Refrieve |
the supplier. If not, the Buyer should print the . ; ' e —
. . . . Customize | Fing | View A1 First Bl 4.3 01 3 1 Last
PO and send it to the supplier. Dispatching POs i fove puos e ) 5o ) (oo i ) b B S oot oo ..
. . . Line ttem Description PO Qty UOM  Category Price erchendine llsitus
1S dISCUSSEd Iater In the course. .1 [ (4050935800 @, [1200gal Premium = [ 3 [ 12000000 [1G @, 4050935 [3.04430 3,653.16 Approved (0| [E ] [=]
2 2 (4050835800 Q .LUST_OILSPILL, =2 £ [ 1200.0000 IIE_Q‘ 4050935 .W 10.58 Appmved.o. = .E =
.3 [ (4050935800 Q .ASTfee SR & [ 10000 .EQ 4050935 IIW . 35.00 Appmwd.o. & .¢] =
. ‘ Close Short All Lines | “Goto: |- More. v
[T save | |[Gh Returnto Search | =] Notify | |i% Retresh |Ehadd| [ UpdateDisp)
‘ﬂlncdln
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Submitting Purchase Orders for Approval

CARDINAL

POs created without a requisition require an approval.

POs created from a requisition or awarded from a Strategic Sourcing event are built with an approved status, since they have
already been approved.

POs interfaced from eVA are loaded with an approved status, since the POs were created in eVA and have already been
approved.
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CARDINAL

Email notifications, with links to their worklists, are sent to
Supervisors notifying them that POs require their approval.

Supervisors are also notified via their worklists in Cardinal.
From their worklists, Supervisors can click the link next to the
PO that requires approval. This link takes them to the
Purchase Order Approval page, where they can Approve,
Deny, or Hold the PO. The Supervisor clicks the desired
button at the bottom of the page to approve, hold or deny the
PO. If the Supervisor denies the PO, it is routed back to the
Buyer to be updated or cancelled.

Cardinal sends a reminder email if the PO is not worked within
24 hours. POs must be approved within 48 hours, or the PO is
routed to the Supervisor’s Supervisor.

For detailed information on PO approvals, refer to the course
titled 501 PR343: Procurement Approvals.

Favorites
v

Busines:

PO Refel

[ cARDINAL]

Main Menu > WoLkist > Workist

Purchase Order Approval

s Unit: 50100

PO ID: 0001041544

PO Total: 49.00 USD

Vendor ID: 0000033093 LL Carter & Son Inc
Buyer: MIKE.HALL

rence:

Submitting Purchase Orders for Approval (continued)

PO Status:
PO Date:

Pend Appr
09/28/2012

Budget Status: Valid
Justification:

No justification entered by buyer.

Buyer Supervisor No Req

Pending
McCracken, Stacy (VDOT)
@ Buyer's Supervisor -E]

Appi

C

Select Line Item Description Quantity UOM Price Mem:::z‘i]’ne‘ Currency
O 1 STONE RIP RAP CLASS I 0.5000 LTN 23.00000 11.50 USD
O 2 STONE NO. 8, STONE O,SDOO‘LTN 12.00000‘ G.OD‘USD
O 3 HSTONE NO. 8, STONE O,SDOOALTN 32.00000‘ 16.00 .USD
O ‘4 STONE NO. 57, STONE 0.5000 LTN 31.00000/ 15.50‘USD
[0 selectAll/ De-select Al |Wf
POICO for Supervisor Action
< Purchase Order 0001041544:Pending  [#]Start New Path|

” Return t

0 Worklist
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Dispatching and Printing Purchase Orders

CARDINAL

Approved POs must be dispatched. A dispatched PO sets flags so the PO can be received and vouchered against.
Dispatching a PO does not send the PO to the supplier.

Dispatching the PO involves either the Buyer running the PO Dispatch process from the Maintain Purchase Order -
Purchase Order page or letting the batch process automatically dispatch the PO.

A dispatched PO flows to eVA for reporting purposes. If the supplier is set up in eVA as URL dispatch, the PO is sent
electronically to the supplier. If not, the Buyer should print the PO and send it to the supplier. This process involves the

following steps:
« PO Dispatch is a batch process that runs throughout the day.
» The status of the PO changes to Dispatched.
« The Buyer can print out the PO, or if the eVA order method is URL, the PO is sent to the supplier by eVA.

All POs are interfaced to eVA, except POs with eVA order method of Exception and originating in eVA.
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You may dispatch a PO by either going to the Maintain Purchase Order - Purchase Order page and clicking on the
Dispatch button, or by waiting for the automatic dispatch process to be run.

{4 CARDINAL|

Favorites Main Menu > Purdﬂvasjng > Pur&asgcrders » AddfUpdate POs

@ MNew Window @ [

Maintain Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Approved x
PO ID: 0001044223 Budget Status: valid
Copy From: | ﬁ'_.| [J Hold From Further Processing

*PO Date: [10/04/2012 ) VendorSearch

Vendor [JAMES RVER SO @, Vendor Details
Receipt Status:
*Wendor ID: |poooo1sa78 @, James River Solutions Not Recvd
~Di ethod: i . Dispatch
*Buyer: |M[KE.HALL .Q\ Hall, Mike (VDOT) Dispatch M | Print |» |
PO Reference: [Do1532439 eVA PO Type: EVP eVA Purchase Order
eVA Order Method: EXCP @,
Web IMs?: [ eVA Interfaced: Y @&
eVA Dttm: 10/05/2012 7:04:54AM
Header Details Activity Summary eVA PO ID: DO1532439
PO D?faurls Cocument Status Y vy ———

Cdm mgs g om b3 om om ol % o o, prem g o
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Dispatching and Printing Purchase Orders (continued)

A dispatched printed PO has a place for the Buyer’s signature. You can navigate to the Dispatch POs page using the following
path:

Main Menu > Purchasing > Purchase Orders > Dispatch POs
* Enter the Business Unit and PO ID.
* Check the Print BU Comments and Print PO Item Description checkbox.
* You have the option to print another copy, by clicking the Print Copy checkbox.
* Click Run.

9"  Pryge——
g8 CARDINAL

Favo'r'rtes Main'Menu > Purch'asing > Purchasgorders > Dispatch POs

20 New Window () |

Dispatch POs

Run Control ID: PRINT_PO Report Manager Process Monitor LRunij
Language: @ specified O Recipient's
Process Request Parameters Statuses to Include
e ————— . )
Business Unit: 50100 @,  To: [50100 @, [ Approved [| Dispatched [ Pending Cancel
PO ID: 0001047342 Q, Select Purchase Order — e e
PO Status: Dispatched [ Print [“IFAX “]1EDX [~] E-Mail [~ Phone
scellaneous Opti
Contract SetiD: I:l Mi Options
Contract ID: | *Chartfields: | Recycled AND Valid Chartfields ."_|
Release: ] Change Orders: Changed.and UnChanaed Orders ]
From Date: l:l [ erint Changes Only Print BU Comments

Through Date: :' i Print PO Item Description
Vendor ID: [ [ erint Copy - LJ]PnniDuphcate

Buyer: ] Sort By: [sontbyLine Number ~]
Fax Cover Page: Q,

Template ID: | Q;
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You can also print a PDF version of the PO, as a copy only. This printed version does not have a Buyer signature box.

You can navigate to the Print POs page using the following path:

Dispatching and Printing Purchase Orders (continued)

Main Menu > Purchasing > Purchase Orders > Review PO Information > Print POs

He@ cARDINAL|

Hom
Favorites | Main Menu > Purch_asing > Purchasg Orders > Review PO_Information > Print POs
2 New Win|
Print POs
Run Control ID: PRINT_PO Report Manager Process Monitor [ Run |
Language: |English __ |v| @ Specified O Recipient's
Report Request Parameters Statuses to Include
Business Unit 50100 @, To: (50100 @, [l approved [ pispatched LI cancelea
I_lo;pen L:Pencirrg [_ICompleted
PO 1D 0001050510 -q’ Select Purchase Order 7
scellaneous Optio
Contract SetlD: |
*Hold Status: [ On Hold AMND Not On Hold v|
Contract ID: | :
Release: | “Chartfields: | Recycled AND valid Chartfields ~|
Change Orders: | Changed and UnChanged Orders ‘v_|

L ]
[ 1]

]

Buyer: |

From Date:
Through Date:

Vendor ID:

[ Print Changes Only

Print PO Item Description

[ Print Duplicate
Number Of Copies:
Sort By:

-

|Sort-by Line Number ~]

[[® save | [ct Returnto Search| [t5] Previousin List | [45] NextinList| [ Notify |

[Es-add| [F updatemispiay,|
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Lesson 2: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1. Material changes to POs interfaced from eVA into Cardinal are completed in eVA.

a) True
b) False

2. Once the creation of the PO is started, you can identify the following and associate to the PO (select all that apply):

a) ltems

b) Suppliers
c) Pricing

d) Comments
e) Approvers

3. Match the correct answer to each question:
a) POs created without a requisition
b) POs interfaced from eVA

c) POs created by the purchase order build process from a requisition

Answers:

1) are loaded with an approved status.
2) require an approval.

3) are built with an approved status.
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

You can create a PO without a requisition by awarding a Strategic Sourcing event or by copying a requisition, purchase
order, or contract.

* POs that you create without a requisition require approval.

* POs created by the PO build process from a requisition are built with an Approved status.
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Orders)

CARDINAL

This lesson covers the following topics:

» Create Change Orders for Purchase Order
« Approve Change Orders
* Purchase Order — Modify Accounting Distribution

« Change Order Helpful Hints

Lesson 3: Maintain and Modify Purchase Orders (Change
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Create Change Orders for a PO

CARDINAL

Except if interfaced from eVA or SiteManager, a change order is created manually when a dispatched PO requires
modifications that affect any of the following:

[ CARDINAL]

Favorites  Man Menu > Purchasng > Purchase Orders > Add/Update POs

* PO guantities

Home |  Work

) New Window () Hel]
Maintain Purchase Order

Purchase Order

* Dollar values

Business Unit 50100 PO Status: Dispatched A X
» Shipping / billing addresses copy s e -
vllM!
PO Date: [17082012 [ vendorsearcn ] -
* Add/ cancel line items v e N v Sasmssezn
0 s (Ca— =T
PO Reference: N CALL GUARDRAIL REPAIR INTER VA PO Type: gi Routine Bill Vendor
In addition, since suppliers and agencies are charged eVA fees weoms? s etaces S
based on the values of a PO, all PO’s must be reconciled to Moan G e
match the received and paid amounts. If an update is needed e e— st "o e

based on the reconciliation, it also creates a change order.

Line: Ao Q.| Retrieve |
Customize | Find | View Al &1 | & st £ I-:n'!ulul

To make a change to a PO that has been dispatched, i.e., change s R e e e o b

order, use the Add/Update POs pages using the following path:  |: 2 == T e a2
3 B |9137101000 ON CALL GUARDRAIL REPAIR INTER Open Not Backordered A * =
Main Menu > Purchasing > Purchase Orders > Add/Update T AT 5 T

POs

Using the Find Existing tab, search for the PO you wish to change.
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Create Change Orders for a PO (continued)

CARDINAL

There are several ways to create a change order from  |fanfurchase rder

Purchase Order

the Maintain Purchase Order — Purchase Order ospaces | A | X

POID: 1013920
page : Copy From: ™ [ Hold From Further Processing
d
*PO Date: [03r24:2015 | Vendor Search
H H H H Backorder Status: Mot
» Click the blue triangle in the top right corner to AR yengoroatais , Bacordereg 123 BackOrce
. . “Vendor 0: MOI0EZEEE ] FLINTTRADING ING Fecemnt Statuss ot Recd :
change header information. T C— (T
PO Reference: I eVA PO Type: [Ro1_]@, Routine Bill Vendor
. eVA Order Method: URL
H H H H web sz [ VA Interfaced: SEVA
* Add aline / cancel a line using the +/- icons to the |™ cwnom: oumsz0ts 2005470
. . Header Details Activity Summary
rlght of the Ilne PO Defaults Document Status T T ']
- Reguisitions Edit Comments Werchandi
. . erchandise:
PO Adtivities Add ShipTo Comments FreightTaxiMisc. 1.32$ @
1 1 1 Total Al t:
« Change the quantity or price on a PO line or PO outamoun
schedule ) ["Select Lines To Display’ "

Purchasing Kit Catalog ltem Search Line: 2 To: @, Retrieve 1

* Click the blue triangle on the Lines — Statuses oo ETSITICTN [T [ T —
tab to change line information.

THERMOPLASTIC PAVEMENT
MARKING MATERIAL PER

1 B 55023649200 VADOT HANDICAP, 39 IN., 125 |EJ 20.0000] fEA  |5503649 J[66.47000 | 1,229.40 |Approved | (2 [ES) =
MIL, NON-PREHEATED — R

» Click the blue triangle on the Maintain Purchase R
Order - Schedules page to make changes to a i | [

Iine SChedUIe- You Can naVigate to this page by [ save | @ Return to Search | 1] Previousin List | [y=1 Mextin List | =] Notitv | [£% Refresh | B acd]| [F updatemispiey.
clicking on the Schedule icon.

Do not change the price on a line that has been
received against.

Once you make your changes and Save, the change order is ready for dispatch, or will be submitted for approval.
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Create Change Orders for a PO (continued)

CARDINAL

From the Maintain Purchase Order — Purchase Order page, click on the Schedule icon to jump to the Maintain Purchase
Order - Schedules page. Click on the Blue Triangle icon to modify the schedule Due Date or Ship To fields.

First K1 1 of 1 K3 | ast

Customize | Find | View Al | B |

i Ship To/Due Date \||/ Statuses \||/ tem Information \||/ Attributes \||/ RFQ \I Contract WI/ Receiving \|
—

Merchandise |

— | | = = | " ] | —
Line Iterm Description PO Gty uomM  Category Price Amount Status

THERMOPLASTIC PAVEMENT
MARKING MATERIAL PER
1 B 5502649300 WADOT HANDICAP, 20 1M, 125 | ER EA 5602649 1,329.40 Approved | = =]
MIL, NON-PREHEATED
THERMOPLASTIC

Maintain Purchase Order

Schedules
Umnit: 50100 Vendor: FLIMNT TRADIMNG PO Status: Dispatched
PO 1Dz 1013920 PO Date: 03/24/2015

Return to Main Page

Find | View &l First El 4 or 1 K1 | ast

. ) THERMOPLASTIC PAVEMENT . - .
Line: 1 Item: 5503649300 MABRING AT ER AL PER vAD T PO Qty: 20.0000 EA Merchandise Amt: 1,329.40 USD

HAMDICAP, 39 M., 125 MIL, MOM-

PREHEATED THERMOPL A

First Kl 4 or 4 D0/ ast

Customize | Find | Viewe Al | B p

Shipment || Matching || Receiving | Freight | BTw | [=¥
—_—

Sched = tatus [ [
1 B sz24.f2015 ﬂNDUATFD Active I M I o B =1

Add ShipTo Comments

Bl save | [E Returnto Search | [f=] PreviousinList | [4=] MextinList | [E=] Motify | [ Refresh | |[Ex Add| [J2 update/Display |
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Create Change Orders for a PO (continued)

From the Maintain Purchase Order - Purchase Order page you may increase or decrease the quantity of a PO:

« Click on the Change Order icon, i.e., the blue triangle, in the top right hand corner of the Maintain Purchase Order -
Purchase Order page. The Maintain Purchase Order - Purchase Order page remains displayed and you may make
changes.

J CARDINAL |
e } Home | Worksst | AddtoFavortes | Sign out
Favorites | Man Menu > Puvdlaan > Purmasgorders > Add/Update POs
@ Newwindow DHelp [ Customize Page EJ htp
Maintain Purchase Order
Purchase Order
Business Unit 50100 PO Status: oispatcnes [ A ] X
POID: 0000523347
Copy From: I vl ™ Hold From Further Processing
0o ——
*PO Date: 07/01/2011 [ vencor Search
Backorder Status: Not " e
Vendor: IER’-NDY‘.'.‘INE»OOZ ndor Detail ' Backordered Creale BackOrder
“Vendor ID: [o000s8196 BRANDYWINE PROPERTIES MANAGEMENT RECeiPt Status: Partial
P s =
g —— “Di i Iﬁ |Dispatch |
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method; Pt
; [RO1 @, Routine Bill Vendor
PO Reference: [Req1d 0001603415 eVA PO Type: o
*eVA Order Method: [URL @,
webims2: ™ eVA Interfaced: SEVA @,
eVA Dtm:
Header Details Acthity Summary
200etls Recuzment Sty [ Amount Somman |
Eanc
At 429 ShipTo Comments Yorchandiee: 737249800
FreightTaxMisc.: 000 I Calculate |
Total Amount: 7.372.498.00 USD
Purchasing Kit Catalog ftem Search Line: Q, 1o: Q| Retrieve |
[Uoes —— ________________ _ ubmelenlVew Al S rat Kl ors O Lot
m Ship ToDue Date | Statuses | Reminformaton || Aftrbutes | BFQ | Contract |  Becening | [F=9)
Uinea ttem Description O Qty~ WOM  Category  Price ""‘:‘r;‘:‘i""‘: Status
1 [ 9996440000 Annual Base Costs €3 560000 EA 9995440 (1316517500 | 7.372498.00 Approved OO [B & =]
[ CloseShortAliLines | . More 3
e - Close Short All Lines. e Y N I T |
i) save | (G0 Retum toSearch | 1] Previous intst| (] Nextmbist| (=1 Notty | (22 Retresh | (B asa) [E-upsstemmpiay




Create Change Orders for a PO (continued)

On the Maintain Purchase Order - Purchase Order page:

* Make the needed changes to the existing line(s). In this example the PO Qty is increased from 56 to 60.

 Click Save ey e ]
. Burchasing Kt Catalog tem Search Line: Qo [ Q| Retreve
Lines ' Customize | Fin | View A1 | 83 17 Frat K1 'y or 9 D Las
m Ship ToDue Date [ Statuses || Remhformaton |( Attributes |( RFQ || Contract |( Receiving |
Linea ttem Description PO Qtyv 'UOM  Category  Price Mmoot Stus
1 B3 9996440000 Annual Base Costs €3 [[ 600000 | EA 9996440 [131.651.7500 = 7.899,105.00 Approved OO [ & =
[ CloseShotAlitines |  agoyy [ Mo |
View Aporoval I
(D Save | & Retumto Search | 4] Previous inList | [{] Nextiniist| (=] Moty | (&2 Retresn | [B-asd] (£ vpssteonpiy)

The Change Reason page displays:

* Enter a Reason Code and Comment, to explain the change(s).

+ Click OK.

Favortes | Man Menu » Purchasng » Purchase Orders » AddfUpdate POs
I Hew window (D Help [ Customize Page ] hep

Change Reason

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

_Unit 50300 PO 0000523347
Reason Code: QUANTITY @,
Comment: increased quantity from 56 1o 60 ag

months. MJH 5i2301

™ Use Same Reason Code

[ ok ] cancel | Refresh |




Create Change Orders for a PO (continued)

Upon Save a Change Order number displays, fields are updated, and amounts recalculated.

In the example below the PO value did not increase by more than 25% and therefore its status remains Approved. See the
section in this lesson titled Change Order Helpful Hints for additional details on change order approval processing.

The Dispatch Method defaults to Print.

Click on the Dispatch button.

I, CARDINAL

Favortes | Man Menu > Purchasng > Purchase Orders > Add/Update POs

Home | Wordst | AddtoFavortes | Signout

@newwindow DHelp [ Customize Page IJ ntp

Maintain Purchase Order
Purchase Order
Business Unit 50100 PO Status: Approved A X
PO ID: 0000523347
[Change Order: 1
Copy From: I :'l ™ Hold From Further Processing reietan
~beoder |
*PO Date: [o701r2011 [y Vendor Search
Backorder Status: Not s
Vendor: ISR-‘JJDYWIHE—WB fendor Detail - Backordered Creale BackOrder
*Vendor I0: [ooo00s6195 ERANDYWINE PROPERTIES MANAGEMENT ReCeipt Status: Partial
LP
T e = Cr—
‘Buyer: [MIKE HALL Q. Hall. Mike (VOOT) Dispatch Method: Print ~
PO Reference: [Reqta ooot603415 VA PO Type: & @, Routine Bill Vendor
“eVA Order Method: URL @,
webmsz: ™ VA Interfaced: [RSEV Q,
eVA Dttm:
Header Details Acthity Symmary
£0Suim o A [Amount Summary
Reguisitions EditComments
PO Actraties Adg ShipTo Comments Merchandise: 7.89910500
FreightTaxMisc.: 000 | Calculate |
Total Amount: 7.899,10500 USD

Line: A1o: Q| Retieve |

ZFN0° ShipJoDue Date || Statuses | Reminformston  Attributes || BFQ | Coatract || Recening

Linea ttem Description PO Qtyv

i [ 9996440000 Annual Base Costs

" Merchandise
UOM  Category  Price Amount  StAtuS

€3 [ 600000 EA 9996440 [131.651.7500 | 7.899.105.00 Approves OO [B &) =)

View Approvals

[ Save | (G Retwmito Search| =] Notity | (3 Retresn |

[~ Close ShontAliines |

Goto: [ More.. B

O %) [E) upsotenpoy
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Create Change Orders for a PO (continued)

The Dispatch Options page displays:
* Check Print BU Comments to display line and header comments, to include eVA terms and conditions.

+ Click OK.

[ cARDINAL

Favortes | Man Menu > Purchasng > Purchase Orders > Add/Update POs

Home | Workist | AddtoFavories | Signout
Eewwingow (P Hetp o Customize Page T hep
Dispatch Options

Fax Cover Page: I~ Test Dispatch

[ ptoscommrn |
Server Name: X ™ Brint Duplicate on PO
N - 7 print Changes Only
*Qutput Destination Type: |WEB v|
F Print PO ltem Description
"Outpul Destination Format: POF > ™ Print Copy

ok cancet | Retesh |

A pop-up message regarding waiting for confirmation will be displayed:

* Click Yes. Once the PO Dispatch process has completed the Maintain Purchase Order — Purchase Order page will
display.

|4 CARDINAL |

Favortes | Main Menu > Purchasng > Purchase Orders > Add/Update POs

Home | Wordst | AddioFavories | Signout

FONew Windew (P Help D bup

[Would you like to wail for confirmation that the PO Dispatch process has compleled? (10203.44)

Your reguestis currently in process.  you choose to wait, once the process has completed, you will be retumed to the updated PO, If you cheose not to wail, please check the Process Menitor to verify that the scheduled process has
completed before accessing the PO being dispalched.

[ ves ]| N0 |
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Create Change Orders for a PO (continued)

On the Maintain Purchase Order - Purchase Order page the PO Status has been updated to Dispatched.

A dispatched PO flows to eVA for reporting purposes.

electronically to the supplier.

If the supplier is set up in eVA as URL dispatch, the PO is sent

If not, the Buyer should print the PO and send it to the supplier.

@ CARDINAL]

— Home | Workist | AddtoFavortes | Sinout
Favortes  Man Menu > Purdlisng > Purchasgordecs > Add/Update POs
Purchase Order |
Purchase Order
Business Unit: 50100 PO Status: A X
POI0: 0001096992
Copy From: | ™ Hold From Further Processing
-+ 00— |
*PO Date: [osr23r2014 [ Vendor Search
Backorder Status: Not - o
Create BackOrder
Vendor: SPP ENTERP-001 YVendor Details o 5 Backordered
ipt Status:
*Vendor 2000020803 EPP ENTERPRISES CORP SRR NotReod ,
*Di [ﬁ {=Dispatch
“Buyer: MIKERALL 1, Hall ike vDOT) Dispatch Method: Print =] |
PO Reference: I eVA PO Type: [R01 @, Routine Bill Vendor
€VA Order Method: PRNT
webims?z: 7 eVA Interfaced: NSEV
eVA Dttm:
Header Details Actry mman
PR pctasy Reaiment Saka [ Amount Syomary |
Requisitions Add Comments
PO Activities Add Shi mmen! Merchandise: 1500000
FreightTax/Misc: 000 ; ~ Calculate |
Total Amount: 15,000.00 USD
Select Lines To Display
Butchasing Kit Catslog ttem Search wne: | Qo [ @ Retieve
[Unes o Custonize g | View Al B st Kl vor e D st mﬂmqﬂu..
m Ship ToDue Date || Ststuses | Reminformston | Aftrbutes || RFQ || Contact |  Recewng | (29
Merchandise
‘I.me ftem Description PO Qty ‘UOM  Category Price Amount Status
SAFETY TRAINING AND
AWARENESS SERVICES
1 [ 9907701000 e €5 [ 2000000 HUR 9907701 (7500000 1500000 Approved | [B |3 =]
AWARENESS SERVICES
(HIGHWAY SAFETY, BOAT
[~ Close Sho All Lines ] . —More . >
P : Goto: | =l |
(i) Seve | (Gt ReturntoSearch | (] Notity | |23 Retresn | [@-ass] (F3-Upcatemispiay) =
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Create Change Orders for a PO - Cancel PO

CARDINAL

Cancel PO:

To cancel a PO, click on the red X on the Maintain Purchase Order — Purchase Order page . This begins the
cancellation process, which includes changing the lines to a Cancel status and changing the header to a Pending
Cancel status.

In order to cancel the PO:

« The PO cannot be on hold

» There cannot be any matched PO line schedules
« There cannot be any receipts against the PO

« There cannot be any open vouchers against the PO

When canceling a PO from a Strategic Sourcing event, Cardinal asks you if you would like to move the quantity back
into the Sourcing event. If yes, the quantity is put back to the award and you can either re-award the quantity to another
bidder or manually close it.

Once cancelled, the Buyer or a batch process will dispatch the PO to complete the cancellation process. This step is

required to officially cancel the PO.
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i

Favorites !
- i

(4 CARDINAL |

Main Menu > Purchasing > Purchase Orders > AddfUpdate POs
- -

Maintain Purchase Order

Create Change Orders for a PO - Cancel PO (continued)

Home |

B0 New Window (2]

Business Unit:
PO 1Dz

Copy From:

*PO Date:

Vendor:
*Vendor ID:

*Buyer:
PO Reference:

Web IMS?: [ ]

Header Details
PO Defaulis
Requisitions
PO o

Add temea From

Purchase Order

50100
0001049185

| s

'

[11/08/2012 BJ wvendor Search

[NICKELSTON-001 | Vvendor Details

|ocooo49s86 | Mickelston Industries Inc

[MIKE.HALL @, Hall, Mike (vDOT)

|ON CALL GUARDRAIL REFPAIR INTER

Activity Summa
Document Status
Edit Comments

Add ShipTo Comments

PO Status:

[] Hold From Further Processing

Backorder Status:

Receipt Status:
*Dispatch Method:

eVA PO Type:

eVA Order Method:
eVA Interfaced:
eVA Dttm:

Merchandise:
FreightTax/Misc.:
Total Amount:

Salact | ines Ta Disnlaw

Dispatched

A X

Current Change Reasan

Mot

Backordered Create BackOrder
Mot Recvd

[Print | ==Dispatch =]

RO1 @, Routine Bill Vendor
URL @,
SEVA @

110972012 9:00:36AM

530,739.00
200

530,739.00 UsSD
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Create Change Orders for a PO - Cancel PO Line

CARDINAL

Cancel PO Line:

Canceling the PO Line is available if the PO status is Dispatched. If you cancel a dispatched line, a change order is
created. Canceling is also available when the PO status is Approved, but only if the PO was previously dispatched and
subsequently changed and approved.

From the Maintain Purchase Order — Purchase Order page, navigate to the Details for Line page using the Line
Details icon. Click the red X to cancel the PO Line. The system cancels the PO line.

Fa'.rovr'rtes Mainjlenu ¥ Purchjsing ¥ Purd'las.g(lrders » Add/Update POs

Maintain Purchase Order

Details for Line 1

POID: 0001047758 Vendor: OLD DOMINI-029
Line: 1 Item 1D 0206450610 WOODS - BW1260X - 10" Folding Rotary Mower -

Right Hand Cut
Line Details —
Category: 0206450 Line Status: Approved m A
Description: MOWERS, FLAIL Backorder Status: Not

Backordered

Category ID: 25670 M
Amount to Receive: 14,669.000 usD Merchandise Amount: 14,669.00 usD
Quantity to Receive: 1.0000 Doc. Base Amt: 14 669.00 usD

temn Availability




Create Change Orders for a PO - Cancel PO Schedule

CARDINAL

Cancel PO Schedule:

Canceling the PO Schedule is available if the PO status is Dispatched. If you cancel a dispatched schedule, a change
order is created. Canceling is also available when the PO status is Approved, but only if the PO was previously
dispatched and subsequently changed and approved.

From the Maintain Purchase Order — Purchase Order page, navigate to the Schedules page using the Schedule

icon. Click on the Schedule Details icon to take you to the Details for Schedule page. Click the red X to cancel the
purchase order schedule. The system cancels the PO schedule.

Favc;r'rtes Mainlv'lenu > Purchjsing > Purcha&g Orders » Add/Update POs
LENEW‘."
Maintain Purchase Order
Details for Schedule 1
Unit: 50100 Vendor: OLD DOMINI-029
PO ID: 0001047758 item: 0206450610 WOQODS - BW1260X - 10° Faolding Rotary Mower - Right Hand Cut
Line: 1
Schedule: 1 Status: Active A X
F’!.‘!"."I"'!]|"=_TF;=51I ]
Due Date: 11/27/2012 [¥] Custom Price - No Override
Time Due: [ zero Price Indicator o Charge
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Approve Change Orders

CARDINAL

After a change order is created, it should be approved (if necessary) and dispatched to the supplier. The change order
dispatch process is the same as with the original PO. Remember to check the Approval check box to send the change
order for approval.

POs that have change orders attached to them go through a specific approval routing that depends on the difference
between the originally approved PO amount, the change order amount, or if a line was added. If a new line is added to a
PO, it will require the Buyer’s Supervisor approval at a minimum. Any change to a PO that affects the Quantity, Price, or
Ship To fields may require approval.

The change order appears on the approver’s work list and an email is sent to the approver with a link to approve the change
order. The approval process for change orders is the same as for POs.

After approval, the change order must be dispatched and any changes made to the PO are in bold print on the printed
change order.

For more details on change order approval requirements, see the course titled 501 PR343: Procurement Approvals.
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Change Order Helpful Hints

CARDINAL

Change Order Approvals Summary:

Changes < 25% do not need Supervisor approval.
Adding a line to a PO will require Supervisor approval.
Changes > 25% will escalate to the Supervisor for approval.

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

Helpful Hints:

The following will automatically cancel an eVA order and create a new eVA order:
* Change to the Bill To Address

« Change to a different address location for the same supplier

Never change the unit price on an item that has already been received and vouchered. Close out the line amount to what

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

75



Approve Change Orders (continued)

Change orders are approved on the_Purchase Order [ caroinac] —
Approval page. You can access this page through your avogtas | Man Menu > Workse > WWorkist
worklist using the hyperlink at the top of every page. Purchase Order Approval
Business Unit: 50100
POID: 0000700662 PO Status: Pend Appr
. PO Total: 3,399,820.21 USD PO Date: 08/06/2010
YO u Can also n aVlgate to th e P u rC h aS e O r d er Ap p roval Vendor ID: 0000031581 Whitman Requardt & Associates LLP Budget Status: Valid
. . Buyer: SANDRA CLARY Justification:
page US|ng the fO”OW| ng path PO Reference: CNTRCT: 000000000000031201 RenSwal of Profossional Sencs Contract #31201 g
‘TW :‘;m:;\langMel:ll:Joar:dl and Associates for an
M al n M en u > Wo rkl I St > Wo rkl iSt Select Line Item Description Quantity UOM | Price | Merc:‘:":z: Currency
‘ ENGINEERING SERVICES,
O " EROFESSIONAL 1.0000 HUR 3,399,820.21000 3,399,820.21 USD

ENGINEERING SERVICES,
PROFESSIONAL

Click the Purchase Order hyperlink to access the change
Order you Want to approve. [0 selectAll/De-select Al [t View Lines Details |

~ Review | Edit Approvers
PO/CO for Supervisor Action

™ Purchase Order 0000700662:Approved é

For detailed information on change order approvals, refer to
the course titled 501 PR343: Procurement Approvals.

CO for Procurement MNGT Action

< Purchase Order 0000700662:Pending a
Chng Ord - Orig Val > 50000
Approved Approved Approved Pending
g e e e P Bt = B el O [ e
09/10/12 - 08:44 Al 09/10/12 - 09:45 AM 09/10/12 - 09:46 AM
I* Comments
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CARDINAL

Approve Change Orders (continued)

I R —

[ cCARDINAL]

Favorites | Main Menu > Worklist > Worklist
~ H - -

Purchase Order Approval

Business Unit: 50100

PO ID: 0000700662 PO Status: Pend Appr

PO Total: 3,399,820.21 USD PO Date: 08/06/2010

Vendor ID: 0000031581 Whitman Requardt & Associates LLP Budget Status: Valid

Buyer: SANDRA CLARY Justification:

PO Reference: CNTRCT: 000000000000031201 Renewal of Professional Service Contract #31201
for Whitman Requardt and Associates for an

[ Edit PO | additional $2 Million

Customize | Find | Views Al | B | =i Frst Kl 1orq1 I [ aat

- R - - Merchandise
Select .Lme Item Description ‘ Quantity .UOM [ Price | FRE, .Currency
]ENGINEERING SERVICES,
|PROFESSIONAL
O 1 |ENGINEERING SERVICES, 1.0000 HUR 3,399,820.21000 3,399,820.21 USD

i PROFESSIONAL

O selectAll/De-select Al [ View Lines Details |

+ Review | Edit Approvers

PO/CO for Supervisor Action

™ Purchase Order 0000700662:Approved

CO for Procurement MNGT Action

< Purchase Order 0000700662:Pending

Chng Ord - Orig Val > 50000

Approved Approved Approved Pending
Sager, Alcinda "Cindy” (VDOT) > Williams, Brenda L. (VDOT) IN Sager, Alcinda "Cindy” (VDOT) > Brown-Porter]
« Procurement Manager Approval « Inserted Approver « Sr Procurement Mgr Approval CL) ASD Director A
09/10/12 - 08:44 AM 09/10/12 - 09:45 AM 09/10/12 - 09:46 AM
I* Comments
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Simulation: Creating Purchase Order Change Orders

You are now about to view a simulation entitled Creating Purchase Order Change Orders. Click the Cardinal logo below to

start the simulation.

. CARDINAL

e A
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC344Simulations/dhtml_kp.html?Guid=6f82ddab-00c1-4f11-93ad-8e243ee95c6f&Mode=T&Back

Purchase Order - Modify Accounting Distribution

CARDINAL

Accounting entries may be modified for PO lines that have not yet been received or matched, and vouchered in Accounts
Payable. Changing accounting distributions does not trigger the change order approval process.

There are instances when a PO has been patrtially received / vouchered and due to fiscal changes in budgets or project coding,
it is necessary to change / edit the chart of accounts distribution for the remaining balance. For instructions on making these
changes please see the job aid titled 501 PR344: Update ChartFields on Partially Vouchered PO.

Modify Accounting Distributions: Single Line
To modify the accounting distribution for a single line navigate to this page using the following path:

Purchasing > Purchase Orders > Add/Update POs
» Select the Schedule icon from the Details tab which will take you to the Schedules page.
» Select the Distributions/ChartFields icon on the line you wish to change.
« Enter the new ChartField values.

* Click OK to save.
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3 (continued)

CARDINAL

Modify Accounting Distributions: Single Line

Purchase Order - Modify Accounting Distribution

Maintain Purchase Order

Purchase Order

ine Customiz d = K]
Details Ship To/Due Date |[ Statuses || feminformation || Atftributes |[ RFQ | Contract | Receiving
n — - ~ Merchandise
Linea Item .Descrlptlon PO Qty UOM Category Price P .Status
THERMOPLASTIC PAVEMENT
- MARKING MATERIAL PER
1 B 5503649300 VADOT HANDICAP, 39 IN., 125 |3 20.0000 EA 5503649 66.47000 1,329.40 Approved O ES
MIL. NON-PREHEATED

Maintain Purchase Order

Schedules

* Shi

" Receiving || Freight

*Due Date *Ship To *PO Qty

= 0372472015 NOVATFO =

Price

20.0000 66.47000

Merchandise
Amount

1,329.40 Active

Status

e

Maintain Purchase Order e

Distributions for Schedule 1

Unit: 50100 Vendor:
PO ID: 1013920 Item:
Line: 1

Schedule: 1 Status:
*Distribute By: Quantity

l:lq Multi-SpeedCharts

FLINT TRADING

5503649300 THERMOPLASTIC PAVEMENT MARKING MATERIAL PER VADOT HANDICAP, 39 |

125 MIL, NON-PREHEATED THERMOPLA

Active

Schedule Qty:
Merchandise Amount:

Doc. Base Amount:

Customize | Find | View Al | EL

20.0000
1,329.40 USD
1,329.40 USD

First K1'4 of 1 I Last

Dist Status Percent PO Qty Currency *GL Unit Entry Event *Account Fund Program Department Cost Cen
1 ‘Dpen [Fov.000d  [20.0000 | 1,329.4u!u3|3 [[so1o0 @, | '@, [s0135680  |@, \uaﬂuuq [[604003 /@, |[19029 @, |[1116320
< >

I DK Cancel Reifresh
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Purchase Order - Modify Accounting Distribution
(continued)

In the event a pop-up message is displayed, use the information found within the message to resolve the error. In the example
below the Department is required.

For additional details on combination edits see the General Ledger job aid titled VDOT GL332 Combination Edits Review
Tools.

Correct ChartFlelds Combination on Line Number: 1 Schedule Numbear: 1
Distribution Line Murmnber; 1 for Chartfields: ACCOUNTI DEFPTIDY
FUND_CODE in Group: DEFTREG. (10208,66)

For a list of valid ChartField combination data, please refer Cormbination Data
under Set Up FinanclalsfSupply Chain = Common Definitions = Design
ChantFields = Cormbination Editing = Review Combination Data

o)
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Purchase Order - Modify Accounting Distribution
(continued)

Modify Accounting Distribution: Multiple Lines

Favovrites i Ma’nvMenu > Purd\vasing > Purdwasgorders > Add/Update POs

intain Purchase Order

Accounting entries may be modified for PO lines that have not Purchase Order Defaults
yet been received or matched, and vouchered in Accounts Business Unit 50100 POID: 0001041505 Vendor INTERNSLT901

Default Options

Payable Chang|ng account|ng d|St|’|but|OnS doeS not tr|gge|’ S Dataitt If you select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only applied if no

other default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page

are notused.

the change order approval process. , , ,
erride Ifyou select this option, all default values entered on this page override the default values found in the default hierarchy.

Category: [:}Q Unit of Measure: CQ*
YOL_J can access the accounting distribution lines from the_ _ soTe RO 1A Harrsxmesidenc Offcs T ey
Maintain Purchase Order — Purchase Order page by clicking el ——— oo [T
on the PO Defaults hyperlink. New values entered on this I Freont Charoe =
i By: Im One Time Address

page will override default values. Only fields with new values auasteby: [Amom ]

will be updated. D a

Customize | Find | View A1 | B8 | # First Kl g 011 D Last

Chartfields Asset Information =»
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center Task
I I T N Y . S A . N O W Q [12081 @ | Q[ @
——
< L ] >
| oKk [ cancel |[ Refresh |
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Purchase Order - Modify Accounting Distribution
(continued)

| g8 CARDINAL |

Favorites | Main Menu > Purchvasing > Purchasgorders > Add/Update POs

Maintain Purchase Order
Purchase Order Defaults

Business Unit: 50100 PO ID: 0001041505 Vendor: INTERN SLT-001

Default Options

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no

O Defauit other default values are found for each field. If default values already existin the hierarchy, they are used, and the values on this page
are notused.
I ® override If you select this option, all default values entered on this page override the default values found in the default hierarchy. I
Category: [ |2 Unit of Measure: | Q

Ship To: HALFX RO Q Halifax Residency Office Ultimate Use Code: | =8
Due Date: | By Original Promise Date: [ B9
Ship Via: [common Q Freight Terms Code: FOB DEST Q
Arbitration: | a Freight Charge Method:
*Distribute By: Quantity [N Time Addr
*Liquidate by: Amount v
speedChart | <«

Customize | Find | View Al | B | 28 First Kl g or 4 I3 ast

@SSR  Asset Information
Dist ‘Pen:ent GL Unit Entry Event !Aocount Fund Program EDepartrnem Cost Center Task
1] | [so100 @, | |l Q T | Y o
T =y 1) Edl

[ ok [ cancel |[ Refresh |




Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.
Answer the review questions below:

1. Modifying the accounting distribution does not trigger change order approval.

a) True
b) False

2. When you need to change a PO that has already been , you create a change order.
a) Started
b) Dispatched
c) Approved
d) Closed
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:
« To modify a PO that has already been dispatched, you need to create a change order.
* You can create a change order (modify a purchase order) using the Add/Update POs pages.

« To cancel a PO Line, you navigate to the Details for Line page for that PO line you want to cancel and click on the
Red X. This cancels the line only.

 If the chart of accounts distribution is not valid, an error message will be displayed.
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Lesson 4: Reconciling / Close the PO

This lesson covers the following topics:

 Reconcile/ Close a PO
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CARDINAL

Reconciling / Close a PO

Once a PO is complete, if the amount / quantity received differs from what was ordered, received and ultimately invoiced for
by the supplier, you must decrease or increase the quantities, or amounts, to match the actual amount / quantity received.

To reconcile / close a PO you navigate using the following path:
Main Menu > Purchasing > Purchase Orders > Add/Update POs

» Select the Find an Existing Value tab.
» Enter the PO ID # that you wish to close out.

» Click Search button. The Maintain Purchase
Order — Purchase Order page displays.

» The details of the PO you selected are
displayed.

* Click on the Activity Summary hyperlink. The
Activity Summary page will display.

Favortes  ManMenu > Purchasng > Purchase Orders > Add/Update POs

Maintain Purchase Order A
Purchase Order I
Business Unit: 50100 PO Status: Dispatched A X
POID: 0001089685
Copy From: | I~ Hold From Further Processing
[~ Header: a
PO Date: [111222013 [ Vendor Search
Backorder Status: Not : XOrder
Vendor: PORTCO INC-001 Veirdor Oatal Backordereg  SreateBackOrder
Receipt Status:
*Vendor ID: 0000028711 PORTCO Inc o Patial
e e o . [Pt =)0 Dispatcn
“Buyer: [MIKE HALL Q, Hall, Mike (VDOT) DispatclMethod: Pont ~
PO Reference: [Fanitonal Senices @VA PO Type: iECLO\ Routine Bill Vendor
*eVA Order Method: [PRNT @,
WebiMs2 eVA Interfaced: SEVA Q,
eVA Dttm: 1111372013 9:00.51AM
Header Detail Bctraly Summar.
EO Defaults Document Status [ Amount Summary ]
Requisitions £t Comments
PO Activities Add ShipTo Comments Merchandise: 3,570.00
FreightTax/Misc: 000 Calculate
Total Amount: 357000 USD
['Add ttems From ] Select Lines To Dispiay - /]
Catalog ltem Search Une: , 1o: 9, Retrieve
| | I"'!:,
fLE550) ShoToDueDate || Statuses | Reminformation | Atrdutes || BFQ |( Contract | Recewing
Linea ttem Description PO Qty~ ‘UOM Category Price ”“‘::‘::‘?l Status
3 JANITORIALICUSTODIAL SERVICES o +] [=
1 [ 9103901000 A TOMAL IS TODIAL SERvICES @ 60000 MON 9103301 545.00000 327000 Approved 1 8 ] =)
2 [ 9103955000 SEMI-MONTHLY SERVICES @ 20000 EA 9103955  150.00000 30000 Appeoved | [T (B [E
Close Short All Lines “Goto: |...more =l
View Approvals :
(i) Save | (o Returnto Search | [] Wotity | |22 Retresn (Chaca| [£]) updstemispisy
=l
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Reconciling / Close a PO (continued)

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

* The Details tab displays the Order Qty. Make note of the quantity ordered.
* Click on the Receipt tab.

P, CARDINAL

Home | Workist | AddtoFavories | Sign out
Favorices Main Menu > Purchasing : Purchase Orders > Review PO Information »  Activity Summary
H - - -

Enewwindow (DHelp [ Customize Page T nttp

Activity Summary
Business Unit: 50100 PO Status: Approved
Purchase Order: 0001089685 Vendor: PORTCQ Inc
erchandise Amount: 3,570.00 USD
erchandise Receipt: 2,875.00 USD
erchandise Returned: 0.00 USD
erchandise Invoice: 0.00 UsD
erchandise Matched: 0.00 USD

¥
Customize | Find | View A1l | L1 First K 42 or 2 DN st

-[E"] Receipt | hvoice || Matched |[ RTV |
Line Item Item Description uom Order Qty JAmount Ordered Currency Amount Only
1 ﬁ% 9103901000 |JANITORIAL/ICUSTODIAL SERVICES MON || 6.0000 3,270.000:USD [
2 E% 9103955000 |SEMI-MONTHLY SERVICES EA | 2.0000 300.000IUSD i
| —




CARDINAL

Reconciling / Close a PO (continued)

 The Receipt tab displays the Qty Received. Make note of the quantity received.

 Click on the Invoice tab.

Activity Summary

Business Unit: 50100

Purchase Order: 0001089685
Merchandise Amount: 3,570.00 USD
Merchandise Receipt: 2,875.00 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 0.00 USD
Merchandise Matched: 0.00 USD

" Details Invoice | Matched | RTV |

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

PO Status:

Vendor:

Dispatched
PORTCO Inc

Customize | Find | View All | ©

First K112 072 Dl ast

. ! Sty Qty Open |
Line Item Item Description uom o | 24 Quantity Open Amount Currency
5 [ a
1 F% 9103901000 | JANITORIAL/CUSTODIAL SERVICES |MON 5.0000 5.0000 1.0000 545.000 USD
2 |.§g‘] 9103955000 | SEMI-MONTHLY SERVICES EA 1,0000: 1.0000 1.0000 150.000 USD

[&h Return to Search | (=] Notity |

Home Workiist |

Add to Favorites

Sign out

I NewWindow (DHelp [& Customize Page [ http
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Reconciling / Close a PO (continued)

 The Invoice tab displays the Quantity Invoiced and Amt Invoiced from the supplier.

* For each line compare: the Order Qty on the Details tab with the Qty Received on the Receipt tab, along with the
Quantity Invoiced on the Invoice tab.

 Click on the Matched tab.

LA, CARDINAL

— Home | Workist | AdditoFavortes | Signout
Favnlrfces ; Main‘l}-'lenu > Purchasing > Purchase Orders » Review PO Information » Activiy Summary
- v v

@ NewWindow (DHelp [ Customize Page [ nitp

ACtiVity Summary

Business Unit: R0100 PO Status: Approved
Purchase Order: 0001089635 Vendor: PORTCO Inc
Merchandise Amount: 3,570.00 USD

Merchandise Receipt: 287500 USD

Merchandise Returned: 0.00 UsD

Merchandise Invoice: 0.00 USD

Merchandise Matched: 0.00 USD

Customize | Find | View Al B 1 2 First Kl .2 072 D st

 Detals || Receipt | Matched | ATV |

- _— Quantity - Un-invoiced Un-invoiced

Line ltem Item Description UomM Invoiced Amount Only  J| Amt Invoiced | [Currency Quantity Amount Currency
1 F% 9103301000 | JANITORIAL/ICUSTODIAL SERVICES \MON 0.00 = U‘UUI UsD 6.0000 3,2?0.000‘USD
2 F% 9103355000 | SEMI-MONTHLY SERVICES EA 0.00 = UOUI USD 20000 300.000 USD




i

CARDINAL

Reconciling / Close a PO (continued)

« The Matched tab displays the Qty Matched and Amt Matched as vouchered / paid from the Accounts Payable module.
Matching is an automated process that is handled within the Accounts Payable module. The matching process is used to
compare vouchers. i.e., supplier invoices, with purchase orders, and receiving documents. In this example matching has
not yet occurred therefore the values remain at zero.

* Close or minimize the page and go back to the Maintain Purchase Order — Purchase Order page.

149, CARDINAL |

Activity Summary

Business Unit:
Purchase Order:

Merchandise Amount:
Merchandise Receipt:
Merchandise Returned:
Merchandise Invoice:
Merchandise Matched:

Lines

 Detais Receipt [ nvoice

EEER)] AV
AEEE

50100
0001089685
3,570.00 USD
2,875.00 USD
0.00 USD
0.00 USD

0.00 USD

Favqitesgl‘u'lainylenu > Purchasing > Purchase Orders > Review PO Information » Activity Summary

PO Status: Approved

Vendor:

Ll
Customize | Find | View All| 5 | &l First £120r2 Oigast

FORTCO Inc

Line Item Itemn Description uom Oty Matched Amt Matched 1unenc3r
1 % 9103901000  |JANITORIALICUSTODIAL SERVICES MON 0.0000 0.000 IISD
2 F% 9103955000  |SEMI-MONTHLY SERVICES EA 0.0000

Home | Workist | AddtoFavortes | Signout

I NewWindow (PHelp B Customize Page E hitp
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Reconciling / Close a PO (continued)

CARDINAL

» For each line enter the Qty Received from the Receipt tab on the Activity Summary in the PO Qty field.

* Click on the Schedule icon.

Favorites | Main Menu > Purchasing > Purchase Orders > AddfUpdate POs

0 New Window @ Help I? Customize Page =] hnp’;
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Dispatched
POID: 0001089685

Copy From: E I Hold From Further Processing

PO Date: 1112/2013 Vendor Search
Backorder Status: Not
l— Create BackOrder
Vendor: PORTCO INC-001 Vendar Details Backordered

Receipt Status:
*Vendor ID: 0000028711 PORTCO Ing 1P us: Received
*Di: : - Dispatch
“Buyer: MIKE.HALL @, Hall, Mike (vDOT) Dispatch Method: Print

PO Reference: IJamInHa\ Services eVA PO Type: @, Routine Bill vendor
*eVA Order Method:
WebiMsz: [ eVA Interfaced:
eVA Dttm: 11/13/2013 9:00:51AM
Header Details Activity Summary
FQ Defeults Document Statis
Requisitions Edit Camments
PO Activities Add ShipTo Comments Merchandise: 3,570.00
FreightTaxiMisc.: 000
Total Amount: 357000 USD

First K42 0r 2 O/ ast

{ Ship To/Due Date | Statuses

ttem Information | Attributes Contract || Receiving

. — L - Merchandise

Linea item Description~ PO Qty~ UOM |Category  Price Amount | StAtUS
JANITORIALICUSTODIAL SERVICES ! |

1 9103301000 ANITORIALIGUSTODIAL SERVIGES [ 5]|(MoN (9103801 54500000 3270 nn|Appmued @

2 9103955000 SEMI-MONTHLY SERVICES EA  |9103955 |150.00000 300 UUIAppmvad @

Close Short All Lines *Goto: | - More .. ﬂ
View Approvals

Save | [Bh Retum to Searen | =] notify | [ Refresn | E} Add Update/Displey | %




Message

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

The action that you are taking will cause the system to create a change order
ITyou do not want to create a change order, then you cannot perform the action
atthis time

 The Schedules are displayed.

» Verify that the PO Qty field on each schedule
matches your changes you just made on the
on the Purchase Order page to the PO Qty
field.

* Click the Distribution icon on the first line.
The Maintain Purchase Order -
Distributions for Schedule X page is
displayed.

* You will need to click the Distribution
icon for each line.

Reconciling / Close a PO (continued)

« A change order confirmation message is displayed. This message is displayed when
the purchase order is being changed but the blue triangle was not used to create the
change order.

* Click Yes. The Maintain Purchase Order — Schedules page will display.

40, CARDINAL |

Favorites | Main Menu > Purcrlasing > Purchasgordevs > Add/Update POs

Home | Workist | AddtoFavortes |  Signout

ENewwindow (DHelp [ Customize Page I nttp

Maintain Purchase Order

Schedules
Unit: 50100 Vendor: PORTCO INC-001 PO Status: Dispatched
POID: 0001089685 PO Date: 1111212013

Return to Main Page

Find [ View 1. First Kd 1.2 or 2 D/ (st

Line: 1 ftem: 9103901000 SEATRRILCUSTODIL POQty:

E:
JANITORIAL/CUSTODIAL
SERVICES

5.0000 MON Merchandise Amt: 2,725.00 USD

“Customize | Find | View All | B | 2 First K1 ' or 4 D/ (st

LTS statuses | Shipment | Matching | Receiving ) Freight | RTV | [FE)
—

r e Merchandise
Sched Due Date Ship To PO Qty Prife ‘Amount |2113

272500 Actve \’@‘E\E‘E}if [E]5]

1 ‘ B [111272013 [ [HPTRD ADMS \0,,‘ = s.uuuo|r‘ 545.00000

Line: 2 Item: 9103955000

SEMI-MONTHLY SERVICES PO Qty: 1.0000 EA

Merchandise Amt: 150.00 USD

“Customize | Find | View All 1B | ) First Kl 4 or 1 D ast

G55 ) Statuses | Shipment | Matching | Receiving || Freip s e

Sched *Due Date *Ship To PO Qty Prige

Status

150.001Ac1ive \'@‘a}@f ==

Merchandise
Amount

1 ‘ B [11122013 B [HFTRDADMsJQ[ = To00q | 150.00000

Add ShipTo Comments

[ save]| [Gh Retun to Search | (] Notity | (2 Refresh |Ev-Add]| [ -Updatemispiay
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Reconciling / Close a PO (continued)

« Verify that the PO Qty field on each distribution line matches your changes you just made to the PO Qty field on the on the
Schedules page and the Purchase Order page.

* Click OK. The Maintain Purchase Order — Schedules page will display.

A, CARDINAL

Favarttes Main Menu > Purchasing > Purchase Orders » Add/Update POs

Home | Workist | AddtoFavorites | Sign out

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

Distributions for Schedule 1

Unit: 50100 Vendor: PORTCOH ING-001
PO I 0001089685 item: 9103901000  JANITORIAUCUSTODIAL SERVICES JANITORIALICUSTODIAL SERVICES
Line: 1
Schedule: 1 Status: Active
*Distribute By: Schedule Qty: 5.0000
Merchandise Amount: 2725.00 USD
SpeedChart: l:lQ Multi-SpeedCharts Doc. Base Amount: 2725.00 USD
Customize | Find | View Al BV | 3 First El'q of 1 O/ a5t
Dist Status  Percent PO Qty 2:1:::::: dise Currency  *GL Unit Entry Event *Account Fund Program Department Cost Cen
; ; ; ! ; ;
1 ‘Dpen ‘100.000 5.0000] 2,725.00:USD [s0100 @, | [3, |[6o12510  [@ [o4100@, [so4002 @, 15031 @, (1115310
| |
] |

=]
S

_| Cancel ][ Refresh
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Reconciling / Close a PO (continued)

Click on the Return to Main Page hyperlink. The Maintain Purchase Order — Purchase Order page will display.

PO ID: 0001089685 PO Date: 111212013 Change Order: 1

Return to llain Page

Lines Find | View 1 First K422 or 2 11 st

lne: 1 Mem: 0103001000  ApuvASSUCUSTODIAL PO Qty: 50000 MON  Merchandise Amt: 2725.00USD

JANITORIAL/CUSTODIAL

SERVICES

13 Frst Klq or 1 D ast

Customize | Find | View Al | &

" Statuses |[ Shipment | Matching | Receiving | Freight | RTV |

o P o Merchandise
Due Date *ship To ’ PO Gty Amount SEtUS ‘
1 = 111212013 HPTRD ADMS l = 5.0000 545.00000 2,725.001Ac1ive '@ & @ = ] El
Line: 2 Item: 9103955000 SEMI-MONTHLY SERVICES PO Qty: 1.0000 EA Merchandise Amt: 150.00 USD

| le i K Merchandise
Sched ‘ Due Date Ship To PO Qty P Status
1 = 111212013 HPTRD ADMS = 1.0000 150.00000 150.00!Aclive '@ & ‘ @ E?. E]

Add ShipTo Comments

Save| [Gh Retum to Search | ] Notity | [ Refresn | B Ada] [ updatemispiay
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Reconciling / Close a PO (continued)

« Confirm that the PO Qty field for each line on the Details tab of the Purchase Order page still matches the changes you
made to the PO Qty field on the on the Schedules page and the Distributions for Schedule X page.

Home | Workist | AddtoFavorites |  Sign out

§

Wain Menu > Pur(hvas\ng > Pur(hass Orders > Add/Update POs
Maintain Purchase Order
Purchase Order

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

Copy From: I: ™ Hold From Further Processing

*PO Date: 11/12/2013 [ vendor Search
Backorder Status: Mot

Vendor: PORTCO INC-001 Vendor Detalls Backordered

Receipt Status:
*Vendor ID: 0000023711 PORTCE Ing P Partial

*Dispatch Method: [Print - Dispatch
*Buyer: MIKE HALL @, Hall, Mike (VDOT)

Create BackOrder

PO Reference: [Fanitorial senices €VA PO Type: [R01_@, Routme il vendor
*eVA Order Method:
webimsz: VA Interfaced: [s=vaa,
eVA Dttm: 11/13i2013 9:00:51AM
Header Details Activity Summary
EQ Defauts Document Slalis  Aamount SuIm o S — |
Requisitions Edit Comments
PO Activities Add ShipTo Comments Werchandise: 2,875.00
Freight/TaxiMisc.: 0.00
Total Amount: 287500 USD
Caialog ltem Search Line: l:lQ To: l:lck

Customize | Find | View 10 | EL First Kl 42 o1 2 D3/ Last
| Ship To/Due Date [ Statuses || fem information | Attributes | RFQ [ Contract |[ Receiving |

Merchandise

Ling~ Hem Description PO Qty~ *UOM Category Price Amount Status
= JANITORIALICUSTODIAL SERVICES ‘ = E
1 B 9103301000 ANTORIALIGUSTODIAL SERVIGES 50000 |MON (9103901 54500000 2,725.00 Approved | (2 = =

2 2 9103955000 SEMI-MONTHLY SERVICES & 1.0000) |EA 9103955 | 150.00000 150.00 Approved | 2 B9

Close Short All Lines “Goto: . Mare . |

View Approvals

save | [Eh Returnto Search | |[=] Notify | &3 Refresh
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Reconciling / Close a PO (continued)

Once your updates to the PO have been made you must ensure that the sum of accounting distribution matches your
changes to the schedules. From the Maintain Purchase Order — Purchase Order page:

* Click on the Details tab.

* Click on the Schedule icon for the line you wish to review. The Schedules page for the line will display. You will
need to review each line’s accounting distribution.

* From the Details tab click on the Distribution icon. The Distributions for Schedule X page will display.

Purchase Order
Business Unit: 50100 PO Status: Open &
POID: NEXT
Copy From: | 'V| ™ Hold From Further Processing
|
0 Cata: 5222014 [ vensorseach [ cArDINAL]
veng [(LeerTER-DDZ @, ) N s
endor: vengor Details Receipt Status: Favortes | Man Menu > Purchasng > Purchase Orders > Add/Update POs
“Vendor 0: 0000032093 @, LLCamer&Sening ) ot Recvd e & niew vin
D : | i | Dispateh |
“Buyer: CAROLINEHUDGIN D, Hudgins, Caroline S. (VDOT) Dispatch Method Pl E (3303100 e Maintain Purchase Order
PO Reference: [Stone VA PO Type: RO1 @, Routine Bill Vendor Schedul
*eV/A Order Method: PRNT @, chedules
. NEEV
Webmsy: T E::;‘:ri“fﬂﬁed- Y Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
e 5
Maarer Dt Aty Sumen POID: NEXT PO Date: 052312014
EQ0cauts [ Amount Summary
Edit Comments d
" Merchandise:
PO Actiities Agd ShipTo Comments 0.00 5
FreightTaxMisc.: pog | Calculate | Lines - find | View AY Fest Kl g or4 D ast
Total Amount: 000 USD Lne: 1 ftem: 7503518200 AGGREGATE BASE, STONE CLASSpo qty: 1000000 LTN  Merchandise Amt: 4,096.00 USD
1_DRY RIP R4P
Add Items From m Stathses  Shipment | Matching | Recewing | Ereight || BTV ‘
Pyrchasing Kit Catalog Item Search isened “Due Date *Ship To PO Qty Price """m’; Status
1 [ os232014 [ [accomcana @, G | 100.0000 40.95000 4,096.00 Active ® & M ==
|| Receiving | [F=H L = K
e htem Description PO Oty 'WOM  Category  Price ""”’,:,'g;‘:ni Status 4dd ShipTo Comment:
1 [ [7s03s16200 Q, [roorecaTE BAzE. =0 ER | [LTN@, 7503518 0 000 open | [3 () save | [=] Moty | |22 Re (53 a0 | |.2] updstemispiy
2 [ [7s03s3z045 @, [stonEno B.sTONE & £R | [tTna@, 7s03s3z o oo open | B
3 [ [7s03518200 Q, [rcorecatErse, = €A | LN, 7s03s12 0 000 open G [E
4 [ (7503551310 o, FTonERPRe =P 6 | L@, (7soass1 o oooopen | [
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Reconciling / Close a PO (continued)

i

CARDINAL

The Distributions for Schedule X page will display:

» Verify or update the sum of the accounting distribution(s) to match the Line Schedule.

* Click OK. The Schedules page will display.

T e P e A o » Click on the Return to Main Page hyperlink. The
&0 New Winco . .
Maintain Purchase Order Purchase Order page will display.
Distributions for Schedule 1
« Click S The Change R pag Il display.
s e oo ick Save. The Change Reason page will display.
POID: NEXT ftem: 7503518200 AGGREGATE BASE STONE CLASST DRY RIP RAR
Line: 1
—
Schedule: 1 Status: Active Favgries | ManMenu » Purchasng » Puschase Orders > AddfUpdite POs
Ftiewwindew D g
*Distribute By: [Guantty = Schedule Qty: 100.0000 Maintain Purchase Order
Merchandise Amount: 4,096.00 USD Purchase Order
SpeedChart: 9 pyti-SpeedCharts Doc. Base Amount: 4,096.00 USD Business Uit 0100 PO Status: Aopeinid A X
Distribution Z 88 et K14 or § DU POID: 0000523347
(GEEE)  DetalsTax || Assetinformation * BeqDetat || Statuses | [
. =] I~ Hold From Further P in
Dist  Status Percent  POQty ':;’:::"""“ Currency | FGLURit  Entry Event *Account Fund Program Department CostCer] Copy From: = fom Fartaar Processiog ment Chan
] 5700 — : B e e ]
1 Open  [100.000¢ [100.000 4,096.00 USD 50100 @, [ Q@, (5012550 @, [04100Q, [699001 @, [10003 Q, [111200 I—— 0201 & vencersearn
. ' . Backorder Status: ot " "
= [FRAOTREwE Crazte BacrQrdet
Vendor: ERANDTWINE-D03 Vengor Delails Receint Status: Batkordeted
*Vendor 102 T00005E135 ERANDYWINE PROPERTIES MAHAGEUENT oooipl Status: Pamal
LP, -
- _ D " 3 Dispalch |
[0k canca - Reresn | “Buyer DRERAL 9, Hallutke (DOT) Dispatch Hethod: [pet_ e
PO Reference: [Reata voaieostts eV PO Type: [RO1_ D, Routine il Vendor
“eViA Order Method: WURL Q,
wepmse VA Intertaced: [REEVQ,
\\2 VA Dt
Header Detaits sty Symm,
Order oDl e ——
Reguistions Edil Comments
Schedules PO Actratiag aShiaTo Raramen Terchandise: 7899,00500
3 s
Unit: 50100 Vendor: LL CARTER -003 PO Status: Cpen Tolal Amount: 7.899.10500 USD
PO D NEXT PO Date: 05222014
iSelsct LinesTo Display
| EyrerrreTeerera | N -
Burhazing i Satden S Line: Qe [ Q[ Review |
T 7503518200 EGGREGATE B2SE STONE CLASSpg quy: 1000000 LTN  Merchandise Amt 4085.00USD L Castomize | End | View o | 53,114 Mest K1y ory D) st
L DRY RIP RAP Ship ToDue Date || Statuses || Pemhformaton | ftréctes || BFQ 1 Ceatract [ Becenng
Schedules customize | Fing | View 1] B | % st K g org D Las Merchanding T
m Ststuses [ Shipment [ Malching |[ Beceiing | Freight |[ BTV lUM‘ Hern Description PO Gy TWOM  Category  Price Amount N3
Sehed "Due Date *ship To *PO iy Price | T 1 [ 9956440000 Annual Base Costs B[ co0000 EA  oousad0  [13NE517E00 | 7.69M10500 Apmoved 3 [E E1 =]
1 B [osrezons @ [sccomcaHa @ G 100.0000 40.96000 4,096.00 Active % & @ B =D
hipTo Commen N [ Clseshonmitnes | gy [ More =
(6 Sov ) 2 vty | 65 e o aaa) (73 Upsammpiy @ o] GO o (53 vt (5 s &y




Favovrkes Mavaenu > Purchvasmg > Purchasg Orders > Add/Update POs

L]
Change Reason

Click OK.

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

Unit: 50100 POID: 0001089685

Reason Code: OTHER Q@

Comment: Reduced quantiies to match (1
Received amounts. MJH 5/23/15

Reconciling / Close a PO (continued)

» Enter/ update the Reason Code and Comment.

The Maintain Purchase Order — Purchase Order page will display.

I~ Use Same Reason Code

0K I‘ Cancel

* The reconciliation changes have been saved.
 The Change Order field value is updated to 1.

* Click on the PO Submit for Approval checkbox

(the green checkmark) which is next to the PO
Status field.

[P CARDINAL

in Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Open A X
POID: 0001089685
Change Order: 1
Copy From: [ | I~ Hold From Further Processing Current Change Reason
PO Date: [1M22013 | Vendor Search
Backorder Status: Not
Vendor: PORTCO ING-001 Vendar Details Backordereq ~ Create BackOrder
P Receipt Status:
*Vendor ID: 0000028711 PORTCO Inc P Received
D . i =] [ Dispatch |
Buyer: MRERALL @, Hall, Mike 0/00T) Dispatch Method [Pt =]
PO Reference: [Taniterial Senices eVA PO Type: [Ro1]@, Routine Bill vendor
*eVA Order Method: PRNT |2,
webms2: VA Interfaced: [RsEva,
eVA Ditm: 11/13/2013 9:00:51AM
Header Details Activity Summary
2o Detauts Documenttaiss [ mou 51 mary e
Requisitions Edit Comments -
PO Activities Add ShipTa Comments Merchandise: 2,875.00
FreightTax/Misc.: 00 [ Calculate |
Total Amount:

2,875.00 USD

Add Items From

Select Lines To Display

lne: [ % 1e: [ J@[ Retieve |

Catalog ltem Search

Find [ View Al B First E1'4-2 or 2 K Cast

| Ship To/Due Date | Ststuses | kemnformation || Attrbutes |( RFQ | Contract || Receiving |

Linea ttem Description PO Qty~ *uom |category |Price Mem:‘:""::"ﬂi Status
= JANITORIALICUSTODIAL SERVICES ‘ =
B = +
1 [ 9103901000 ANITORIALIGLSTODIAL SERVIGES [ 50000 MON (9103801 (545.00000 2725.00 Approved | G| [H =l
2 9103955000 SEMI-MONTHLY SERVICES [ EA (9103955 |150.00000 150.00| Approved | & = =
Close Short All Lines “Goto: [ more =1
View Approvals -

[@ Retumto Search | =1 Notity | [ Refresn |

Home | workist | AddtoFavorkes | Sign out
Favorites | Man Menu > Purchasing > Purchase Orders > Add/Update POs

B

E

Lo
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Reconciling / Close a PO (continued)

The PO Status updates to Approved and is ready for dispatch.

Once dispatched, either manually or by batch process, the PO will be reconciled / closed out.

Workist Add to Favorites Sign out
Favovm:es MainvMenu » Purch'asing > Purchas'e Orders > Add/Update POs
Maintain Purchase Order

Purchase Order

n%l._‘

Business Unit: 50100 PO Status: Approved A x
POID: 0001089685
Change Order: 1
Copy From: I:[ I~ Hold From Further Processing Current Change Reason
*PO Date: 1111212013 [ Vendor Search
Backorder Status: Mot
Create BackOrder
Vendor: PORTCO INC-001 vendor Details Backordered
Receipt Status:
“Vendor ID: 000028711 PORTGO Inc i Received
“Dispatch Method: Print - Dispatch
*Buyer: MIKE.HALL @, Hall, Mike (vDOT)
PO Reference: |Jamlnﬂa\ Services eVA PO Type: 2, Routine Bill Vendor
*6VA Order Method: 2
webimsz: VA Interfaced: Y
eVA Dttm: 11/13i2013 9:00:51AM
Header Details Activity Summary
Eondais SscumenlSiaus e im0y e |
Requisition: Edit Comments )
PO Aclivities Add ShipTe Comments Merchandise: 2,875.00
FreightTaxiMisc.: 0.00 __Calnul
Total Amount: 2,875.00 USD

Add ltems From

Select Lines To Display

Catalog ftem Search tne: [ Qo l:lq

To/Due Date || Statuses || feminformation |
Merchandise [ T
Lines item Description PO Qty~ *UOM Category Price ‘Amount | StatUs
JANITORIALICUSTODIAL SERVICES ‘
1 9103901000 ANITORIALIGUSTODIAL SERVIGES 50000/ [MON 9103301 54500000 2,725.00 Approved | G2
2 8103955000 SEMI-MONTHLY SERVICES 1.0000| |EA 9103955 |150.00000 150.00 Approved Q
Close Short All Lines *Goto: ... More .. ﬂ
View Approvals )

Save | [Gh Returnto Search | =] Notify | |[£2 Refresh

[ UpdateDisplay]
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Lesson 4: Summary

CARDINAL

In this lesson, you learned:

« How to reconcile / close a PO by matching the quantity ordered, quantity received, and quantity matched / vouchered
for a PO.
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Lesson 5: Review PO Information, History, and Activities

This lesson covers the following topics:

* Review PO Information, History, and Activities

* Purchase Order Inquiry page

102



Review PO Information, History, and Activities

CARDINAL

After creating a PO, you can view all future transactions and related activities. You can view the header, line, schedule, and
distribution details. This can be done through the following pages:

* Purchase Order Inquiry page
« Activity Summary page

+ Review Change History and Review Change Orders pages

103



Purchase Order Inquiry Page

s

CARDINAL

The Purchase Order Inquiry page lets you view details of the - _
PO. This page is a display-only version of the Maintain T cARONAL

Favorites | Man Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order — Purchase Order page. From this page, tiewtndon. Do

Purchase Order Inquiry

you can display other pages, such as Activity Summary and Purchase Order

Change Order, where you can view additional details of the e " s o
PO. oone
o e — Dot procsssg
You can navigate to this page using the following path: N M, O R —

Header Details AIIRTV Document Status

FreightTax/Misc.: 0.00

hiag Total: 826,490.00 USD
Activity Summary
i K ]

Main Menu > Purchasing > Purchase Orders > Review PO 7 T
Information > Purchase Orders

= PAVEMENT SKID
1 B 9137101000 = -

| =
RESISTENCE 9137101 1.0000 HUR 82643000 USD Approved | ]
™ | PAVELENT SKID [ | —~1 =
2 [ 9137101000 eSS TENGE 9137101 1.0000 HUR 41,324.50 USD Approved | ks
3 B 9137101000 PAVEMENT SKID o

. . . RESISTENCE 9137101 1.0000 HUR ~41.324.50 USD Approved =
Enter your search criteria and click Search.

View Approvals

G Return to Search | (1] Freviousin List | [yT] NextinList | (=] Notify | £ Related Links
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CARDINAL

Purchase Order Inquiry Page (continued)

|l |4 cArRDINAL |

Favorites [ Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

@ MNew Window @ Help

Purchase Order Inquiry
Purchase Order

Business Unit: 50100 PO Status: Dispatched

PO ID: 0001034405

Change Order: 1

PO Date: 08/03/2012

Vendor Name: INTERSTATE ROA Backorder Status: Not Backordered

Vendor ID: 0000022978 Vendor Details Receipt Status: Mot Recvd

Buyer: Hall, [ | Hold From Further Processing

Mike
PO Rel (VDOT)
eference: PAVEMENT SKID RESISTENCE Merchandise: 826,490.00
H Header Details All RTV Document Status Freight/Tax/Misc.: 0.00
Header Comments.. Matching Total: 826,480.00 USD
Change Order Activity Summary
Customize | Find | View All | B ) | First Kl 43013 B 5st
" Merchandise
Line Item 1D .ttem Description ICateg-ory PO Qty II.IOM Amount Status . .
= PAVEMENT SKID I =
1 [ 9137101000 BESISTENCE 9137101 1.0000 HUR 826,490.00 USD Approved | D e
= PAVEMENT SKID | | =
2 = 9137101000 BECICTENCE 9137101 1.0000 HUR 41,324 50|USD d B
RESISTENCE | . Approved | €9 |

3 B 9137101000 ;%mw |913T1D1 1.0000 HUR -411324‘50|USD Approved O =

View rovals

[Gh Return to Search | (1] Previous i List | [s5] NextinList | [ Notify | |
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Click the Supplier Details link on the Purchase Order
Inquiry page to display the Supplier Details page. This
page displays more details about the supplier for the PO.

You can click the Return button on the page to return to the
Purchase Order Inquiry page when you are done.

Purchase Order Inquiry Page - Supplier Details

[ CARDINAL

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry

Vendor Details -- LL Carter & Son Inc

Business Unit: 50100 PO ID: 0001041547

Location: MAIN Terms: 30 Met 30
Address: 4 L ShowAddress,Detailss| Basis Date Type: Prompt Payment
Contact: Show ContactBetails| Basis Date:

Salesperson: ShowSalesperson Delails]

Country: USA United States Fax: 804/448-0524
Address 1: 17460 Countyline Church Road Prefix: 1
Address Z: Phone: 804/448-3004
Address 3: VA10051504
City: Ruther Glen
County: 077946325 Postal: 22546
State: VA Virginia
|_7 Retumn 7.'
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Purchase Order Inquiry Page - Supplier Details (continued)

[ cARDINAL]

Favorites Main Menu > Purdlasjng > Purchasg Orders > Review PD'Inforrnatjun » Purchase Orders

Purchase Order Inquiry

Vendor Details -- LL Carter & Son Inc

Business Unit: 50100 PO ID: 0001041547

Location: MAIM Terms: 30 Met 30
Address: 4 [wBhow#Address,Detaiiss) Basis Date Type: Prompt Payment
Contact: [=Show GontactDetailsy| Basis Date:

Salesperson: [ ohowssalespersonidetails ]

Country: USA United States Fax: B804/448-0524
Address 1: 17460 Countyline Church Road Prefix: 1

Address 2 Phone: 804/448-3994
Address 3: YVA10051504

City: Ruther Glen

County: 077946325 Postal: 22546

State: WA Virginia

Return |
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Click the Header Details link on the Purchase Order
Inquiry page to display the Purchase Order Header
Details page. This page displays the PO defaults and the

rules for the PO.

You can click the Return button on the page to return to the
Purchase Order Inquiry page when you are done.

Purchase Order Inquiry Page - Header Detalils

[P cARDINAL|

Favorices | Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry

PO Header Details

Business Unit: 50100 PO ID: 0001041547

PO Details

Vendor: LL Carter & Son Inc Budget Status: Mot Chicd

PO Date: 10/31/2012 Origin: ONL  Online
PO Type: General [ Tax Exempt 1D: 546001730

Letter of Credit ID:

Billing Location: CNTRL OFF3 Billing Address
T S |
Currency Code: USD Exchangd Rate Detai Exchange Rate: 1.00000000
Rate Date: 01/0111901 Base Currency: usp
Rate Type: CRRNT
rocess Control Option
|_| Hold From Further Processing Mathod: Print STANDARD
[~] Dispatch
Accounting Date: 10/31/2012
| Return |
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CARDINAL

Purchase Order Inquiry Page - Header Details (continued)

Favorites
-

{ Main Menu > Purchasing
H - -

> Purdms.s Orders >

Purchase Order Inquiry

Review PDvlnfDrrnaﬁun >

Purchase Orders

PO Header Details

Business Unit: 50100 PO ID: 0001041547

PO Details

Vendor: LL Carter & Son Inc Budget Status: Mot Chid

PO Date: 10/31/2012 Origin: ONL  Online
PO Type: General [+] Tax Exempt D: 546001730
Billing Location: CNTRL OFFJ Billing Address Letter of Credit ID:

Currency Code: USD Exchange Rate Detail
Rate Date: 01/01/1901

Rate Type: CRRNT

Process Control Option

Exchange Rate:

Base Currency:

1.00000000
usD

[ Hold From Further Processing
[] Dispatch

Return | |

Method:

Accounting Date:

Print STANDARD

1003142012
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», Purchase Order Inquiry Page - Bill To Address

CARDINAL

Click the Billing Address link on the Header Details page to display details for the billing location. You can click the OK
button to return to the Purchase Order Inquiry page when you are done.

Favorites | Main Menu > Purchasing > Purchase Orders * Review PO Information % Purchase Orders

O Header Details - Bill To Address

Location: CMNTRL OFF3
Billing Address

Address 1:  VDOT Central Office

Address 2: 1221 E. Broad St.

Address 3:

Address 4:

City: Richmond

State: VA Postal: 23219
Country: USA

i- Cancel |
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Purchase Order Inquiry Page - Header Comments

If the Header Comments link on the Purchase Order Inquiry page is active, you can click it to display comments associated
with the PO header. If this link is not active, there are no comments.

Click the OK button to return to the Purchase Order Inquiry page.

PO Header Comments

Business Unit: 50100 PO ID: 0001041296 Vendor: BRAMSCOME INC
Retrieve Active Comments Only Retrieve |
~Sort Method: | comment Time Stamp ~] =Sort Sequence: [ Ascending ~| sont |
Comments Find | View Al First Kl 4 or 1 I3 ast
Comment Status: Active
This is a CONFIRMIMNG purchase order for Contract number UMS12PMCA100017 DO NOT DUPLICATE Bl
[~] send to Vendor [] shown at Receipt
[] shown at Voucher [ ] Approval Justification
Attachment: lsttachip| View, ] [ Email
From -= PO 50100-0001041296

OK Cancel |
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Purchase Order Inquiry Page - Change Order

—

CARDINAL

Click the Change Order link on the Purchase Order Inquiry page to display the Review Change Order page. This page
displays change order history for the PO, if any.

The Change Order page opens up as a separate internet tab. To return to the Purchase Order Inquiry page click on the
Purchase Orders internet tab. You may also close the Change Order internet tab and return to the Purchase Order Inquiry

page.

,.lé' Review Change Orders - Windows Internet Explorer provided by VA

@7&.‘?‘; = IE' https: ffinsitweb . covtest. wirginia. gov /pspffinsit_3,/EMPLOYEE,

e ——
E Purchase COrders E‘ Rewview Change Orders =
Favovrites } MainvMenu > Purcllasing > Purd'lasg Orders > Manage Chinge Orders > Review Change Orders
(& New Window () Help [# Customize Page &Jhttp -~
Line Changes Ship Changes
Unit 50100 PO ID: 0001034405
PO Header "Customize | Find | View A1l | B3| 2E/ First Kl 16 or 13 I
Batch Seq Description Value User Modify Last Change Da

0 0 Address Sequence Number 4.00000 AA_CARDINAL_BATCH_PR 0,8I0§I2012
5:34:14PM

V] 0 Billing Location CNTRL OFF3 AA_CARDINAL_BATCH_PR 0$I0§I2012
5:34:14PM =
08/06/2012

0 0 Contact AA_CARDINAL_BATCH_PR 5:34:14PM
08/06/2012

0 0 Currency Code usD AA_CARDINAL_BATCH_PR 5:34:14PM
08/06/2012

0 0 Purchase Order Reference PAVEMENT SKID RESISTENCE AA_CARDINAL_BATCH_PR 5:34-14PM
08/06/2012

0 0 PO Status D AA_CARDINAL_BATCH_PR 5:34:14PM

|©> Return to Search | |[=] Notify |
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Purchase Order Inquiry Page - Document Status

CARDINAL

Click the Document Status link on the Purchase Order Inquiry page to access and review information about procurement
documents associated with the PO. These documents may include contracts, vouchers, receipts, and payments and links to
each of the associated documents will be available.

The Document Status page opens up as a separate internet tab. To return to the Purchase Order Inquiry page click on the
Purchase Orders internet tab. You may also close the Document Status internet tab and return to the Purchase Order
Inquiry page.

ﬂé' Document Status - Windows Internet Explorer provided by VA IT In

% = IEl https: /ffinsitweb. covtest.virginia.gov/pspffinsit_1/EMFLOYEE

L Purchase Orders |" L#| Document Status >

Favgrites | Main Menu > Purcllasing > Purchasve Orders > Review PDvInformation > Document Status

Document Status

Business Unit: 50100 PO ID: 1042040

Document Date: 10/09/2012 Status: Dispatched

Currency: usD |Document Type: FPurchase Order |

Buyer: Settle, Norma J. (WDOT) Merchandise Amt: 14,097.92

| Associated Document —

" Related Info |

SetiD E:;[“E“ _?:;:me“t DoC ID Status Document Date  Vendor ID Location

STATE Contract 0000000000000000000040658 | Approved 1242002012 0000024937 F
50100 Receipt 0001568239 Closed 1040942012 0000024937 MAIN
50100 Woucher 00114129 Posted 09/29/2012 0000024937 & TAIN

STATE | |Payment |20033083 |Posted 11/0242012 |oo00024937 5 (1Al |

[@‘ Return to Search | [TD Previous in List | [qj Mext in List
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Purchase Order Inquiry Page - Lines

There are numerous details associated with the PO line that you can display from the Lines section on the Purchase Order
Inquiry page.

Purchase Order Inquiry
Purchase Order

Business Unit: 50100 PO Status: Dispatched
PO ID: 0001034405
Change Order: 1

PO Date: 08/03/2012
Vendor Name: INTERSTATE ROA Backorder Status: Not Backordered
Vendor ID: 0000022978 Vendor Details Receipt Status: Mot Recvd
Buyer: Hall, [ Hold From Further Processing
Mike
oo [ Amount Summany
PO Reference: PAVEMENT SKID RESISTENCE Merchandise: 826.490.00
Header Details All RTV Dacument Status FreightTax/Misc.: 0.00
Header Comments._ Matchin Total: 826,490.00 USD
Change Order Activity Summary

Customize | Find | View Al| B ) i First Kl 43073 D1 s

Line Item 1D

- Merchandise
Item Description ategory PO Qty uom Amount Status

1 . B Jo137101000 22l b 9137101 1.0000 HUR 826,490 00|USD Approved [} E
| = RESISTENCE = v . | =

2 F{% 9137101000 'FR%Q |913?‘|(]1 1.0000 HUR 41,324.50:USD Approved O ES
= | =

3 | B Jo137101000 ?‘75\;? éd-F éﬂ QSEK‘D |913'.r'101 1.0000 HUR -41.324,50|USD Approved (] =1

View rovals

[@‘_Rdurn to Search | [;D Previous.in list.] [;E Next in List | ﬂzlmiy_]
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Purchase Order Inquiry Page - Line Detalls

When you click on a Line Details icon in the Lines section of the Purchase Order Inquiry page, the Details for Line
page will be displayed. This page displays additional details associated with the selected PO line. Click the Return button
to return to the Purchase Order Inquiry page.

[ CARDINAL

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Details for Line INTERSTATE ROA

PO ID: 0001034405 Line: 1 PAVEMENT SKID RESISTEMCE
z Approved [~] Amount Only Backorder Status: Mot Backardered

Physical Nature: Senices

Merchandise Amt: 826,490.00 Currency: usD

Category: 9137101 Category ID: 07643
MAINTENANCE AND REPAIR, HIGHWAY AND ROAD

Contract SetlD: STATE

Contract: S00098916M01 Coniract Details Version: 2

Contract Line: Category Line:

Group ID:

Release: 1

RFQ ID: RFQ Line:
Vendor ltem ID:

Vendor's Catalog: UPH ID:
GPO Contract GPO ID:
Manufacturer ID:

Mg Item ID:

Price Qty: Schedule Price Date: PO

[ withholding [ ] Device Tracking

Receiving Required: Do Not Replenish Code: Standard
[_linspect Inspect ID:

Configuration Code:
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Purchase Order Inquiry Page - Item Description

The Item Description for a Line on the Purchase Order
Inquiry page includes only the first 30 characters of the item’s
full description. By clicking on the Item Description link for
the desired line the Item Description page will be displayed
with the full Transaction Item Description text.

| CARDINAL

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Inform
- i - - - -

Item ﬁescriptinn

Click the Return button to return to the Purchase Order
Inquiry page.

item ID: 9137101000
Transaction ltem Description

FPAVEMENT SKID RESISTEMCE

Preferred Language ltem Descr

MAINTENAMNCE AND REPAIR, HIGHWAY AND ROAD MAINTEMANCE
AND REPAIR, HIGHWAY AND ROAD
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Purchase Order Inquiry Page - Line Comments

From the Purchase Order Inquiry page, click the Line Comments icon on the desired line to view comments that were
entered for the item. The PO Line Comments page will be displayed. From the PO Line Comments page, click OK to
return to the Purchase Order Inquiry page.

e

[ cArRDINAL]

Favorites Main Menu > Purdlasjng > Purchasg Orders > Review POvlnforrnatjon » Purchase Orders

ine Comments

Business Unit: 50100 PO ID: 0001034405 Vendor: INTERSTATE ROA Change Order: 1
Retrieve Active Comments Only [E|
*Sort Method: [ Comment Time Stamp L";] *Sort Sequence: [ Ascending lv;] t Sort ]
Comments Find | view a1l First Kl 1 o4 I3 {ast
Comment Status: Active
Bl
[] send to Vendor [] shown at Receipt
[] shown at Voucher
Associated Document
Attachment: [tttache] | view | []email
From -= PO 50100-0001034405-1

[ ok .[ Cancel |
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Purchase Order Inquiry Page - Schedule

There are many details associated with the schedule(s) for each PO line. To display the PO schedule(s) for a line, from the
Purchase Order Inquiry page click the Schedule Details icon on the line you wish to view. The Schedules page displays for
the PO line. Each schedule has links (icons) to more detailed information including schedule details, miscellaneous charges,
and accounting distributions. The Price Adjustment, Miscellaneous Charges, and Sched Sales/Use tax icons are generally
not used.

[P cArRDINAL]

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Home | Workist | AddtoFavorites | Sign(

) New Window () Help [# Customize Page I http

Purchase Order Inquiry
Schedules

Business Unit: 50100 PO ID: 0001034405 Change Order: 1

Return to Main Page

Lines Find | View Al First K1'4 o 3 D1 oot
Line: 1 PAVEMENT SKID RESISTEN PO Qty: 1.0000 HUR  Merchandise Amt: 826,490.00 USD
Zustomize | Find | View Al | B | B First Kl 4 014 3 [ aat
[ Statuses |
Sched Due Date  TimeDue Revision Ship To Attention To ‘ PO Qty ‘ Price """:‘""i” Status ‘
4 __ —1 4 + —3 — - . - - : . mwm o - : b :
1 :Eﬂamslzmz 1CNTRL OF1 EII 1400001 826,490.00000 826,490400}USD :Achve "@ =N =

I Ship To Comments

[G Return to Search | (1] Previous in List | [JT] NextinList| [=] Notity |
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CARDINAL

From the Purchase Order Inquiry — Schedules page, click the Schedule Details icon for the desired schedule to view
details about the schedule, including the Freight Terms.

Purchase Order Inquiry Page - Schedule Detalls

To return to the Purchase Order Inquiry page, click Return and then from the Schedules page click the Return to Main
Page link.

e —
|¢®® CARDINAL

Favgrites Main Menu > Purch_asmg > Purchas_e Orders > Review Povmformatjon > Purchase Orders

0 Mew Window  (Z) Hel

Purchase Order Inquiry

Details for Schedule 1

PO ID: 0001034405 Status: Active
Line Number: 1 Schedule: 1
Hem ID: 9137101000 Backordered From Schedule:
2  PAVEMENT SKID RESISTENCE

Due Date: 08/03/2012 [“] Custom Price - No Override
Original Promise Date: 08/03/2012 L] e Charge

i [IFrozen  (Planning)
Ship Date:

¥ COMMON Common Carrier
[ Amount Summary |
Freight Terms: FOB DEST FOB Dest, Freight Prepaid
PO Qty: 1.0000
Matching: Full Match Merchandise Amount: 826,490.00 USD
Match Status PO: Matched Doc. Base: 826,490.00 USD
'
Tolerance Over Tolerance Under
Unit Price Tolerance: [ ] Reject Qty Over Tolerance
% Unit Price Tolerance: 50.00 999.99 Early Ship Reject Days: 2
Ext Price Tolerance: Qty Rcvd Tolerance %:
% Ext Price Tolerance: 50.00 999.99 Close Under Qty %:

Freight Calculation Rule
I Arbitration Plan ID:

Freight Charge Method: [ Freight Charge Override

| Retumn |
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Purchase Order Inquiry Page - Distributions

Accounting distributions are associated with schedules. Clicking the Distributions/ChartFields icon on the Schedules
page displays the associated distributions.

The ChartFields tab displays the chart of accounts information related to the schedule. Typically you will need to scroll right
to see all the fields.

The Details/Tax and Asset Information tabs are not used.

1
[ CARDINAL

Favorites Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders
(20 New W

Purchase Order Inquiry
Distributions for Schedule 1

PO ID: 0001034405 Lime: 1 Sched: 1 tem: 9137101000 PAVEMEMT SKID RESISTENCE

Status: Active Sched Qty: 1.0000
Distribute By: Amount Merchandise Amount: 826,490.00 USD
Doc. Base Amount: 826,490.00 USD

|[ AssetInformation || Req Detail

DetailsiTax

Percent “em"f:: GL Unit Entry Event  Account Fund  Program Department Cost Center Task FIPS
| | [ | | |
100.0300‘ BZE,!SQU,UUlUSD 50100 5012550 04720 Iﬁﬂ:ﬂﬂﬂz 16000
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Purchase Order Inquiry Page - Distributions: Reqg/Detall
Tab

On the Distributions page, the Req/Detail tab displays information about associated requisitions. If there is a requisition,
the Req ID is displayed here as a hyperlink. You can click it to get more information about the requisition.

|l [ CARDINAL

Favorites - Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry
Distributions for Schedule 1

2 New Window (D Help [ Customize

PO ID: 0001040627 Line: 1

Sched: 1 Item: 9136755000 Electrical Schematic Check of the George P. Coleman Bridge
Status: Active Sched Qty: 1.0000
Distribute By: Quantity Merchandise Amount: 48,294.00 USD
Doc. Base Amount: 48,294.00 USD
. Customize | Find | View Al | B 1 2 Frst Kl g or 1 K3 ast
| Chartfields [ Details/Tax | Asset Information Req Detail
|
Dist Status Percent Req BU ‘Req 1D Req Line Req Sched ReqDist Requester Requisition Name Attention To Phone Fax
i i ! |
1 ‘Open 100.0000{50100 0002018161 1 1 1 iMARlAYORK 0002018161 757/727-4824 7571727-4851
| Return |
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Activity Summary Page

—

CARDINAL

On the Activity Summary page, you can view what has been received. The page will include information as well as links to
more information for the associated receipt(s) and voucher(s).

The Merchandise Amount, Merchandise Receipt, Merchandise Returned, Merchandise Invoice, and Merchandise
Matched values will be displayed on the Activity Summary page.

You can navigate to this page using the following path:
Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Or, from the Purchase Order Inquiry page, you can click on the Activity Summary link.

Activity Summary

Business Unit: 50100 PO Status: Dispatched

Purchase Order: 1042040 Vendor: Pittmans Tree & Landscaping Inc

Merchandise Amount: 14,097 92 USD

Merchandise Receipt: 352448 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 352448 USD

Merchandise Matched: 324.48 UsD

[ Details: ] Receipt |[ Invoice | Matched [ RTV

Line Item Item Description uom Order Oty Amount Ordered Currency Amount Onky
1 % 9888878700 TREE TRIMMING AMD BRUSH REMOWVA HUR 64.0000 12,570.240 USD (]

| = | [

2| E% :9758577050 TRUCKS, HIRED EQUIPMENT, PER WV |HUR E4.UDDU| ‘1,527.58[J|USD (]
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Activity Summary Page (continued)

Activity Summary

Business Unit:
Purchase Order:

50100
1042040

Merchandise Amount:
Merchandise Receipt:
Merchandise Returned:
Merchandise Invoice:

Merchandise Matched:

14,0897.92 UsSD
3,524 45 3D
0.00 UsD
3,524 45 3D
3,524 45 3D

PO Status:

Vendor:

Dispatched

Pitmans Tree & Landscaping Inc

Customize | Find | View Al | B | =

First BN 42 or 2 I3 | 5=t

[ Receipt | Invoice | Matched [ RTV |
Line Item ltem Description Uora COrder Oty Amount Ordered Currency Amount Only
1 % Q22337 aY00 TREE TRIMMIMNG AMD BRUSH REMOWA HUR 64.0000 12570240 (USD ]
2 % ays867 7050 TRUCKS HIRED EQUIPMEMNT, PER Y HUR G4.0000 1,527 680 USD ]
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Activity Summary Page - Receipt Tab

The Receipt tab is used to view additional information about receipt documents associated with the PO, such as quantity
received and accepted. Click a Receipt icon to open the page that provides a list of all receipts and links that take you to a
Receipts page where you can view detailed receipt information.

Activity Summary

Customize | Find | View Al | B | =

Business Unit: 50100 PO Status: Dispatched

Purchase Order: 1042040 Vendor: Pittmans Tree & Landscaping Inc
Merchandise Amount: 14,0897.92 USD

Merchandise Receipt: 3,524 48 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 362448 USD

Merchandise Matched: 362448 USD

First Ell 42 or 2 IX | 5=t

Invoice || Matched [ RTW |
- — ity ity Open
Line Item Item Description uon Received Accepted Quantity Open Amount Currency
1| & 9888878700 ;EE%EEIMMING AMD BRIJSH HUR 16.0000 16.0000 43.0000 9427 6230 UsSD
S
2 % 9y5867 7050 TRUCKS HIRED EQUIPMENT, PER Y HUR 16.0000 16.0000 1,145 760 USD
Unit: 50100 POID: 1042040 Ling 1 Itern 1D Q888878700

Customize | Find | view i | B |

First El 1 0f1 DX | a5t

Sched . Receipt . KMerchandise
Hum BU Recw Receipt No Line Status Seq Vindr Rept GOty Vindr Reject Gty Amnt currency
1 50100 0001568239 1 Closed 1 16.0000 0.0000 3142 560 UsSD .i] .:]
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Activity Summary Page - Invoice Tab

The Invoice tab is used to view additional information about vouchers associated with the PO. Click an Invoice icon to

open the page that provides a list of all the vouchers and links that take you to a Voucher Inquiry page where you can view
detailed voucher information.

Activity Summary

Business Unit: 50400 PO Status: Dispatched

Purchase Order: 1042040 Vendor Pittmans Tree & Landscaping Inc
Merchandise Amount: 14,097.92 USD

Merchandise Receipt: 3,624 48 UsSD

Merchandise Returned: 0.00 UsD

Merchandise Invoice: 3,624.48 USD

Merchandise Matched: 3,624.48 USD

Customize | Find | View Al | B | 5 First E1 422 or 2 I a2t

" Details | Receipt Matched || RTV
Line Item Item Description uom Quantity Amount Only Amt Invoiced Currency L LA Currency
Invoiced Quantity Amount
1| B2 |9ssss7arvon |LoeC IRIMMING AND BRUSH HUR 16.00 | 3,142.550|USD 45.0000 9,427.EBU|USD =
REMOVA
2| B |9758677050 | TRUCKS, HRED EQUIPMENT, PER V |HUR 16.00 O 381.920 USD : A5/ 60 | USD [,
Umit: 507100 PO Nos1042040 Line 1 Item ID qQaEssvFayo0
= ™
Customize | Find | View a0 | B # First Bl 4 or 4 B 5=t
:3::”:’ AP Unit Voucher Line CQuantity Invoiced Amount Invoiced
1 50100 00114129 1 16.00 3142 560 (=]
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Review Change History and Review Change Orders Pages

CARDINAL

You can review the history (changes) of a purchase order on the Review Change History page or the Review Change
Orders page.

Both pages allow you to search for the desired PO and lists the change(s) that occurred to it on tabs which are almost
identical. On the Review Change History page, you can search using PO Number and/or Change Order Number. This
page provides details on the original PO, as well as changes.

The information is virtually the same on both pages, however the Review Change History page contains a Batch tab that is
not included on the Review Change Orders page. The Batch tab displays the date that the change was made and the
Batch ID of the batch that created the change order.

You can navigate to the Review Change History page using the following path:
Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change History

Or, you can navigate to the Review Change Orders page using the following path:
Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change Orders

Enter your search criteria on either page and click Search.
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Review Change History Page - Batch Tab

The Review Change History page includes four tabs that display different information about the change to the PO.

The Batch tab displays the date that the change was made and the Batch ID of the batch that created the change order.

Favorites (| Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change History
b : b - " _

| Header Changes x|| Line Changes M"|| Ship Changes x|

Umnit: 20100 PO ID: 1042040

Fird | Views Al First B8 4 of 1 B | st

Batch: il

Hevision Date: 100952012
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Review Change History Page - Header Changes Tab

The Header Changes tab is on both the Review Change History and Review Change Orders pages and displays the
changes to the header, which user issued the change, and the date of change.

e | Heade Zils= U1 Line Changes | Ship Changes |
Unit: 50100 PO ID: 1042040
Customize | Find | iew &l | B = First Kl 4.5 or 5 T/ ast
Batch Seq Description Value User Modify Last Change Date
1| 1|Billing Location NOVA EQP OTHER NORWMASETTLE it
1| 1|Change Type c OTHER NORMA SETTLE S
1 1|PO Status o OTHER | NORMASETTLE ;gfggg?f
1 3|Change Type c OTHER |[NORMA SETTLE ;gf?gg:ﬂz
1| 2 PO status PA OTHER NORMA SETTLE icaiy
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The Line Changes tab is on both the Review Change History and Review Change Orders pages and displays the
changes to the PO line(s), the user who created the change, and the date of change.

Change History Page - Line Changes Tab

Batch || Header Changes Sl e Euks 3 Ship Changes b

Unit: 50100 PO ID: 1012301
Changes to PO Lines Customize | Find | View Al | B | 38 First Bl 4 o4 I 2=t
Line Batch S5eq Description Value User Modify Last Change Date
1‘ ‘1‘ 1| Status ‘K KIM.BREWER 03/29/2012 9:51:15AM
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Change History Page - Ship Changes Tab

The Ship Changes tab is on both the Review Change History and Review Change Orders pages and displays changes
to the quantity and/or price, the user who created the change, and the date of change.

e

[ cARDINAL]

Favorites : Main Menu > PurdLasing > Purmasg Orders > Manage Cha_nge Orders > Review Change History
EIN
" Batch [ Header Changes | Line Changes Ship anges
Unit: 50100 PO ID: 0001002830
Changes to PO Schedules Customize | Find | View Al | B3 25 b0 Kl 4 50745 I ast
Line Sched Batch Seq Description Value User Modify Last Change Date
1 1 1 1 Change Type C QUANTITY JUDITH.FLYNN 03/22/2012 8:18:02AM
1 1 1[ 1 'Merchandise Amount 9300.00000 JQUANTITY!JUDITH.FLYNN 03/22/2012 8:18:02AM
| |
\
1 1 1‘ 1 Purchase Order Quantity 31.00000 OUANTITY[JUDITH.FLYNN 03/22/2012 8:18:02AM
| | ! |
|
2 1 1[ 1 Change Type C OQANTITY:JUDITH.FLYNN 03/22/2012 8:18:21AM
\ \
2 1 1 ‘ 1 ‘Merchandise Amount 1860.00000 QUANTITY JUDITH.FLYNN 03/22/2012 8:18:21AM
\

[E> Return to Search | [=] Notify |

Batch | Header Changes | Line Changes | Ship Changes
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Lesson 5: Summary

CARDINAL

In this lesson, you learned:
* How to view details of a PO using the Purchase Order Inquiry.

« How to review the change order history of a PO using the Review Change History and Review Change Orders pages.
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Lesson 6: Purchase Order Reports

This lesson covers the following topic:

« Purchase Order Reports

132



Purchase Order Reports

CARDINAL

Purchase order reports can be run at various intervals. The Buyer will be able to run these reports. Numerous key purchase
order reports are available including:

* PO Dispatch/Print Report

+ Expediting Report

» PO Listings Report

» Status Listings Report

* Requisition/PO Xref Report

+ PO Balance Detail Report
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PO Dispatch/Print Report

—

CARDINAL

The PO Dispatch/Print Report prints a hard copy of a PO.
You can navigate to this report using the following path:
Main Menu > Purchasing > Purchase Orders > Review PO Information > Print POs

The Print POs run control page will display. Add a new, or find an existing, run control and enter the report parameters.
Click Run. Run will kick off the report, as well as save the Run Control ID, if new, and parameters.

Fa\rqrr'rtes i Main vMenu »  Purchasing » Purchase QOrders > Review PO Information > Print POs
Print POs
Run Control ID: Print PO Feport Manager Process Maonitor Run
Language: IEninsh [~] ® specified O Recipient's
Report Request Parameters | Statuses to Include:
Business Unit: 50100 @, To: [50100 |@, ] Approved [ pispatched Clcanceled
[Jopen [C]Pending [ completed
PO ID: 0001120481 9 ggact Purchases Order - =
I E’ﬁ':—-‘i!ll' pus Oplions
Contract SetiD: I |
*Hold Status: |NDT on Haold
Contract 1D: | |
Release: — *Chartfields: |Recycled AND Valid Chartfields
From Date: I— Change Orders: |Changed and UnChanged Orders
Through Date: | O Print Changes Only
Vendor ID |— Print PO [tem Description
endor Lk . [ Print Duplicate
Buyer: I | Humber Of Copies: 1
Sort By: |Scurt by Line Mumber
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PO Dispatch/Print Report (continued)

—

CARDINAL

Purchase Order
_,_A Dispatch via Print
Purchaze Order Date Revizion Page
CARDIMAL 50100-0001050510 1151972012 1
s Fayment Terms Freight Terms Ship Via
VA Dept of Transportation Dua MNow FoB Dast . rretaght Drepaid Common
YWDOT Central Office Buyer Phone Currency
1201 E Broad St Hall, Mike (VDOT) ED4fTEG-3150 UsD
Richmond VA 23219 Ship To: CNTRL OF1
United States VDOT Ceniral Office
1201 E Broad St
Vendor: 0000044749 Richmond WA 23218
A & P Services, LLC United States
po box 1136
WVA100554T76 Bill To: VDOT Central Office
EVAAD149646 1221 E. Broad 3t
pizgah forest NC 28768 Richmond VA 23210
United States
Tax Exempt? Y Tax Exempt I0: £48001730 Replenishment Option: Standard
Line-Sch_hem/Description Mig 1D Quantity ULOM PO Price Extended Amt Due Date |
- 1 DW GUARDRAIL ON-CALL FREDERICK 1.00EUR 437 ,182.2400 437,182.24 117132012
Contract 1D: KMODOO103140 Version 1 Contract Line: O Category Line: o Releass: 1
2 1 DW CUARDEAIL ON-CALL FREDERICK 1.00HEUR 21,8593 1100 21,859.11 11/71%/2012
Contract ID:  XMODOO103 140 Version 1 Contract Line; 0 Category Line: 0 Release; 2
3 1 DW GUARDEAIL ON-CALL FREDERICK 1.00HUR =21,85%.1100 =21,B59.11 11/1%/2012
Contract ID: XMO000103140 Version 1 Contract Line: 0O Category Line: o Releasa: 3
This is a CONFIRMING purchase order for Contract number XMO000103149 DO NOT DUFPLICATE
Tt sl PO B e o ik I 237 1673 34l
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Expediting Report

—
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The Expediting Report: Expediting

.. . Run Control ID:  pri ! Woni Run|
» Populates the Expediting Report by Buyer, Supplier, ,"”m |—|—1§:;Ti‘sph° ~ pepetfionacsr  Hecessfante
and Due Date. Report “Paramete
] ] From Date: [l Through Date: 1]
» Provides PO detalils, such as late days and due date, Vendor SetiD: ETAE @
sorted by buyer. Vendor ID: &
» Helps to determine which POs may require expediting.
You can navigate to this report using the following path: R
Main Menu > Purchasing > Purchase Orders > Reports > T s a T e BEBemais a1 s e

EX ed Itl n @2012 118 50100 0001034405 SO00GER1END1T 1 Interstate Road 1137101000 skiD 1 100 HUR CNTRLOF
RESISTENCE

S00028916NO1 2 9137101000 PAVEMENT SKID 2 1 100 HUR CNTRLOF
RESISTENCE
S00008916NO1 3 9137101000 PAVEMENT SKID 3 100 HUR CNTRLOF
RESISTENCE
262012 113 50100 0001034585 FOO0PS440RO1 10000031864 Waco Inc 9137101000 REGIONAL BUILDING 1 100 HUR CNTRLOF
DEMOLITION A
FD000G440R01 2 9137101000 REGIONAL BUILDING 2 1 100 HUR CNTRLOF
41 M H DEMOLITION A
n Expediting Report run control page will appear. You wi e : v ESAma 20 e omer
. DEMOLITION A
8772012 112 50100 0001034958 YO0OGSO17NOT 10000007368  Kickin Asphatt Paving & Sealing 9137101000 HRRR SEGMENT 1 100 HUR CNTRLOF

need to add or find an existing run control, enter the report s : o R

Y000S8917ND1 3 9137101000 HRRR 100 HUR CNTRLOF

2
3
- -DISTRICT WIDE PA
arameters and CIICk On Ru n 82012 111 S0100 0001035210 E00089810829 1 0000048817 Orders Construction Co Inc 9137101000 SUPERSTRUCTURE 1 100 HUR CNTRLOF
y . REPLACEMENT
00089810820 2 9137101000 SUPERSTRUCTURE 2 1 100 HUR CNTRLOF
REPLACEMENT
00089810829 3 9137101000 SUPERSTRUCTURE 3 100 HUR CNTRLOF
REPLACEMENT
892012 110 50100 0001036524 €000G7ES5NO1T 10000028135 McClain & CoInc 9137101000 OVERHEAD BRIDGE 1 100 HUR CNTRLOF
PARAPET MOUNTE
€00067885N01 2 9137101000 OVERHEAD BRIDGE 2 1 100 HUR CNTRLOF
PARAPET MOUNTE
€00067285N01 3 9137101000 OVERHEAD BRIDGE 3 100 HUR CNTRLOF
PARAPET MOUNTE
292012 110 50100 0001036526 Y00102681NO1 10000032521 J L KENT & SONS INC 9137101000 PIPE INSTALLATION 1 100 HUR CNTRLOF

174
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2| Expediting Report (continued)

CARDINAL

. ReportiD: POY400¢ PeoplesSoft Purchasing Page No. 1
O = User ID: PPS_MIKE HALL EXPEDITING REPORT BY BUYER Run Date 11/27/2012
Run Control: PO_DEATAIL Run Time 4:31:10PM
Due Dates Inciuded: aM2012 Thru: Q3072012
Buyer: Hall, Mike (VDOT)
Days
Due Date Late BU PO ID Contract ID Rel__Vendor 1D Vendor Name Item 1D Item Description Line Schd Ord Qty UOM __ Shipto ID
/172012 118 50100 0001033200 CMS12PMB102084 1 0000002301 Lane Construction Corp 9137101000 PLANT MIX 1 1 100 HUR CNTRL OF
CMG12PMB 102084 2 9137101000 PLANT MIX 2 1 1.00 HUR CNTRL OF
CME12PMB 102084 3 9137101000 PLANT MIX 3 1 1.00 HUR CNTRL OF
87272012 117 50100 0001034175 7MS12PMSFEO326 1 0000031474 W-L Construcson & Paving inc 9137101000 PLANT MIX SCHEDULE 1 1 1.00 HUR CNTRL OF
(PM-EF-12)
TMS12PMSFoO320 2 9137101000 PLANT MIX SCHEDULE 2 1 1.00 HUR CNTRL OF
(PM-8F-12)
TM312PMSFO9326 3 9137101000 PLANT MIX SCHEDULE 3 1 1.00 HUR CNTRL OF
(PM-8F-12)
32012 116 S0100 0001034405 SO0009SE16ND1 1 0000022078 Interstate Road Management Cor@ 137101000 PAVEMENT SKID 1 1 1.00 HUR CNTRL OF
RESISTENCE
S00098916N01 2 9137101000 PAVEMENT SKID 2 1 1.00 HUR CNTRL OF
RESISTENCE
S000S8916N01 3 9137101000 PAVEMENT SKID 3 1 1.00 HUR CNTRL OF
RESISTENCE
8672012 113 S0100 0001034585 FDOOGS440R0O1 1 0000031864 Waco Inc 9137101000 REGIONAL BUILDING 1 1 1.00 HUR CNTRL OF
DEMOLITION A
FOO0CS440R01 2 9137101000 REGIONAL BUILDING 2 1 1.00 HUR CNTRL OF
DEMOLITION A
FDO0S9440R01 3 9137101000 REGIONAL BUILDING 3 1 1.00 HUR CNTRL OF
DEMOLITION A
8772012 112 50100 0001034958 YO00eSG17NO1 1 0000007368 Kickin Asphalt Paving & Sealing 0137101000 HRRR SEGMENT 1 1 1.00 HUR CNTRL OF
-DISTRICT WIDE PA
YOO0O028917NO1 2 9137101000 HRRR SEGMENT Z 1 1.00 HUR CNTRL OF
-DISTRICT WIDE PA
YO0028917N01 3 9137101000 HRRR SEGMENT 3 1 1.00 HUR CNTRL OF
-DISTRICT WIDE PA
8872012 111 50100 0001035210 E00089810B29 1 0000048617 Orders Construction Co Inc 9137101000 SUPERSTRUCTURE 1 1 1.00 HUR CNTRL OF
REPLACEMENT
E00089810829 2 9137101000 SUPERSTRUCTURE 2 = 1.00 HUR CNTRL OF
REPLACEMENT
E00089810829 3 9137101000 SUPERSTRUCTURE 3 1 1.00 HUR CNTRL OF
REPLACEMENT
82072012 110 50100 0001035524 €E00097885N01 1 0000028135 McClain & Colnc 0137101000 OVERHEAD BRIDGE 1 1 1.00 HUR CNTRL OF
PARAPET MOUNTE
B00007885N01 2 0137101000 OVERHEAD BRIDGE 2 1 1.00 HUR CNTRL OF
PARAPET MOUNTE
600007885N01 3 0137101000 OVERHEAD BRIDGE 3 1 1.00 HUR CNTRL OF
PARAPET MOUNTE
802012 110 50100 0001035526 YO00102881N0O1 1 0000033521 JL KENT & SONS INC 0137101000 PIPE INSTALLATION 1 1 1.00 HUR CNTRL OF
1/4
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PO Listings Report
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The PO Listings Report creates a PO listing By PO Date, By Process Scheduler Request
Supplier, By Buyer, and By Status. YANLHO Run Control I0: print_po

Server Name: I “~| Run Date: 0B/02/2016 [
Recurrence: I | Run Time: |11:24:1 3AM | [ Resetto Current Date/Time |

You can navigate to this report using the following path: Time Zone: a

Select Description Process Name Process Type Type *Format
[0  PoOListing by PO Date POY4010- Crystal web V] IF'DF I~
. . . . O PO Listing By Vendor POY4011- Crystal Web POF
Main Menu > Purchasing > Purchase Orders > Reports > Listings e — —
[0  POListing By Status POY4013- Crystal Web PDF

Cancel

A Listings run control page will appear. You will need to add, or find

an existing, run control, enter the report parameters, and click on ommcre fmmn e oo P

Run. The Process Scheduler Request page will appear and you L il
will select how you want the list run and click OK to kick off the s B e . -

1822012 0000031474 W-L Constnuction & Paving ino Dispatched uso 864,631.12

report o owiosas  erarwres
- 50100 0001034176 JODOGABA2NOT

oo owiowiry Ao

W0 ooy TR
W0 oiows  soonet
W00 cooosits  rocosouondt
Mo oot neramAIROA

0822012 0000031844 LHSawyer Paving Co Ino Dispatched
08272012 000002545 Adams Construction Co Owpatched
0622012 000003GMO  Whitehurst Paving Co Inc Oispatched
1032012 0000022078 Interstate Road Management Corp Osspatched
1062012 0000031064 Waco ino Dispatched
DAB2012 0000040318 Branscome ino Dispatched
DA72012 0000027044 Vess Excavating Lid Dispatched
C&72012  DOOO0AUSSY  Bawe Construction Co LLG Ospatched
10772012 0000007300 Kickin Asphalt Paving & Sealing Oispatched
1082012 0000040017 Orders Construction Co Ino Owspatched
0802012 0000025645  Adams Construction Co Drspatched
182012 0000026135 MeClain & Colno Dapatched
DAW2012  000004E318  Branscome Ing Oispatched

uso 27322113
uso 1.072.706.13
uso 083.240.07
uso 62040000
uso 745,007.80
uso 1.846,201.03
usD 234.021.25
uso 2388,721.73
uso 1.488,324 01
uso 5.486,200.00

Note: The report displayed here is By Buyer. = B e

50100 0001038623  BMB12PMAGOGI28
50100 0001035524  6000G7885NO1
50100 0001035525  UMS12PMMI02868

P

zzzzzz222222222222222222222222222%2

zzzzzzzzzzzzzz22222222222222222222|3
g

50100 0001035520  YOO102061NO1 1892012 0000033521 JLKENT & SONSING Oispatched 103.160.00
50100 0001036726  COCOG430EMOY 08102012 0000030450  Ruster Construction Ine. Orpatched uso 020,326.70
50100 0001035054  ADOOU3513CO1 19132012 0000024003 A & M Conarete Corp. Ovspatched uso 90072046
50100 0001036208  CO0OGES10CO1 0A/14/2012 0000028500  Tavares Concrete Companying Dupatched usD 843,047.05
50100 0001036200  X0O100827NOY DA/I2012 0000028576 AANNANDALE INCG Ovwpatched usD 208,003.00
50100 0001036474  5MB12PMBI01G33 DA/15/2012 0000025845  Adams Construction Co Oispatched uso 1427,026.03
50100 0001036738  BOOOYII4MOIB 181072012 0000024900 Marting Construction Corp Dispatched usD 250,620 80
50100 0001037167  SMOI2PMT101702 182072012 0000025045 Adams Construction Co Ovpatched uso 1,037,020.07
80100 0001037168  JOD0BO170876 28202012 0000027647  Bureigh Construction Co Ino Osspatched uso 1.184,723.00
50100 0001037160  KM312PMDI00GAO 08202012 0000041841 Colony Construction Ine Ovspatched usD 1471.510.77
50100 0001037223  300017981NO1 182172012 0000029310 GENERAL EXCAVATION INC Dispatched usD 875,506.01
50100 0001037224  30082241NO1 182172012 0000036092 Haley Chisholm & Mortis Inc. Dispatched uso 44187301
50100 0001037225  XOOOGH478MS01 08212012 0000025830 Curtis Contracting Inc Dispatched uso 64127352
50100 0001037662  300082248NO1 082272012 0000030002 Waley Chisholm & Mortis Ing Ovpatched uso 450,046.40
50100 0001037008  6MB12PMEMO03IS 08232012 0000026645  Adams Construction Co Ovpatched uso 230021288
50100 0001037000  7MB12PMZ101635 08232012 000003174 WL Constnuction & Paving ine. Dispatched usD 1.240,308.01
50100 0001037910  AMODOGG1B4NO1 08232012 0000035427  FORT MYER CONSTRUCTION Com Dispatched usD 391.22240
50100 0001037911  GOOO102541NO1 20292012 0000025045  Adams Construction Co Dispatched uso 1.480,84053
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PO Listings Report (continued)

CARDINAL

OoRACLE: RepotD: POYL012 Peoplesoft Purchasing Page No. 1

Usar 1D PPS_MIKE HALL PO LISTING BY BUYER Run Dats 11272012

Run Controd: PO_DEATAIL Run Time 4:35:42PM
PO Dates Inchluded: a'"/2012 Thru: B302012
Buyer: Hall, Mike (VDOT)

change
BUY PO D Contract I Red Order PO Date Vendor ID Hame PO Status Hold Rcw Cunr amoynt
50100 0001033000 CMOI1ZPMBI102054 3 18172012 0000002301 Lane Construction Corp Dispatchved N N usD 8.847.341.58
50100 0001033001 FOOO101583MN01 3 oan2012 0000031474 W-L Censtruction & Paving Inc Despatched N N usD 1.057.520.52
50100 0001034175 TMB12PMEFB632E 3 18272012 D000031474 WL Construction & Paving Inc Despatched N N usD 58483112
50100 0001034178 JO00Beaa2M01 3 Da22012 DOO003 1844 LHSawysr Paving Co Inc Dispatched N N usD 27322313
50100 0001034177 KM 12PME 102401 3 per2r2012 0000025845 Adams Construction Co Dispatched N N usD 1.072,768.13
50100 0001034178 PM3125TC100900 3 parzr2012 0000035440 Whitehurst Paving Co Inc Dispatchwed N N usD 083.240.07
50100 0001034405 S00008216M01 3 18572012 0000022078 Interstate Road Management Corp Despatched N N usD £26.400.00
50100 0001034585 FODO90440R01 3 1822012 0000031864 Waco Inc Despatched N N usD 745048780
50100 0001034811 UKS12PMAIDD0 14 3 DaEM2012 DOOOC4E318 Branscome Inc Dispatched M N usD 1.848.281 683
50100 0001034858 40D0S7T223MN01 3 DaF2012 DOO00ZT044 Vess Excavating Lid Dispatched N N usD 234 82125
50100 0001034857 UN2ZPMSH1010318 3 parFzo2 0000042851 Basic Construction Co LLC Dispatched N N usD 235572773
50100 0001034058 YOOORBa17MO1 3 1872012 0000007306 Kickin Asphalt Paving & Sealing Dispatched N N usD 1.488.324.01
50100 0001035210 EDD0S3210829 3 18872012 0000045817 Orders Construction Co Inc Despatched N N usD 5.455,268.00
50100 0001035523 SME12PMBGoO328 ] Da2012 0000025845 Adams Construction Co Despatched N N usD 344212033
50100 0001035524 B0DOSTEESND1 3 1882012 D0OO028135 McClain & Co Inc Dispatched N N usD a4 802 80
50100 0001035525 URS 12PMM 102568 3 Dam2012 0000048318 Branscome Inc Dispatched N N usD 4 83077542
50100 0001035526 YOO102381M01 3 1872012 0000033521 J L KENT & SONS INC Dispatchwed N N usD 103,19@.00
50100 0001035725 CO00S4385M01 3 oano2012 0000030450 Rustier Construction Inc Dispatched N N uUsD 823,325.70
50100 0001035054 ADDODIS 13001 3 18132012 00000240683 A & M Concrete Corp Despatched N N usD 390.729.40
50100 0001038205 COD09E510C01 ] Da/14/2012 0000028580 Tavares Concrete Companylnc Despatched N N usD 843,047 05
50100 0001038208 XDO100827THO1 3 DaM14/2012 DOOOO2857TE A-ANNANDAL E INC Dispatched M N usD 268.663.00
50100 0001038474 SME12ZPMB 101833 3 pans2zo12 0000025845 Adams Construction Co Dispatched N N usD 1.427,028.03
50100 0001035738 BO00E3434M018 3 18nae2oma 0000024000 Martins Construction Corp Dispatchvwed N N usD 258.620.80
50100 0001037167 SM212PMT 101702 3 18202012 0000025845 Adams Construction Co Dispatched N N uUsD 1.937.020.07
50100 0001037188 JOOOE01TEETE ] 38202012 0000027847 Burleigh Construction Co Inc Despatched N N usD 1.184.723.00
50100 0001037188 KM312PMD100298 3 Da202012 000004 1841 Colomy Construction Ine Dispatched N N usD 1.471.518.77
50100 0001037223 30D017TES1ND1 3 18212012 0000028310 GEMNERAL EXCAVATION INC Dispatched N N uso B875,508.81
50100 0001037224 3008224 1ND1 3 1e2120M2 0000035062 Haley Chisholm & Morris Inc Dispatched N N uso 441.873.81
50100 0001037225 HDO0S44TEMSD 3 oa12012 0000025839 Curtis Contracting Inc Dispatchwed N N uso 541.273.52
50100 0001037062 300022248MN01 3 oarz2r012 0000035002 Haley Chisholm & Morris Inc Dispatched N N uUsD 450,046.40
50100 0001037004 SMME12PMEME033S5 3 D&232012 0000025845 Adams Construction Co Despatched N N usD 230021288
50100 0001037800 TME12PMZ 101835 3 Da232012 D0O003 1474 Wl Construction & Paving Inc Dispatched M N usD 12493028 81
50100 0001037810 AMDDOEE184M01 3 Da23202 0000035427 FORT MYER CONSTRUCTION Comp Dispatched N N uso 381,222 40
50100 0001037e11 G000 10254 1ND 3 28232012 0000025845 Adams Construction Co Dispatched N N uso 1.480,840.53
1/3
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Status Listings Report

CARDINAL

Process Scheduler Request

The Status Listings Report can be run two ways from the
Process Scheduler Request page: user iD: YANLHO Run Control ID: prin_po

Server Hame: I ~ | Run Date: 06/02/2016 =

. - ecurrence: I s un Time: 11:31:27AM [ Resetto Current Date/Time |
» Order Status Report by Supplier provides PO status IR. zone: o

information sorted by supplier. [Process [t

Select Description Process Name Process Type Type *Format
[0  OrderStatus By Vendor POY4020- Crystal Jweb  [v] |POF ||
[0  Order Status By ltem POY4021- Crystal Jweb  |v] |POF ||

» Order Status by Item provides PO status information

—r. e RepotD:  POY4DZ0 Peoplesoft Purchasing Pago No. 1
I . User D PPS_MIKE HALL ORDER STATUS BY VENDOR Run Date 1R

Run Controt:  PO_DEATAIL Run Time 4:42:19PM

Due Datss included: 812012 u: G30/2012

‘Business Unit: 50100
Cantract ID varsion  Rsl Hem D Item Description Line Schd Order Gty UOM curr Order Amt Dus Dats shipto ID

You can navigate to this report using the following path: T r——
PO ID: 0DO1034013 Date: 8712012 PO Status: Dispatched Buyer: Sitder, Donna M (VDOT)
0000000000003 1022 3 2005661202 LG HIVIZ TEE, 2-TONE CLASS 1 200 EA usp 57.60 8772012 WLMSBG RO
0000000000003 1922 2 2005681208 XL HIHVIZ TEE. 2-TONE QLASS 2 1 8.00 EA usD 240.80 B7/2012 WLMSBG RO
D00000000000031922 3 2005681210 3XL HLVIZ TEE, 2-TONE CLASS 3 1 200 EA usop 68460 AT2012 WLMSBG RO
2005681208 SHIRTS, TEE, HI-VIZ 2XL HI-VIZ 4 1 200 EA usb 1000 R/B2012 WLMSBG RO
TEE, 2-TONE CLASS 3 RETRO

TRIWSLEEVE BNDS #6601

Main Menu > Purchasing > Purchase Orders > Reports > o o wimz R mwmm ST 1 wem we e s sonmo

MADE OR MIXED BLEND
FABRIC, FULL C JACKETS,

Status Listings D e

3450845500 PANTS. SAFETY MEASURE TO 2 1 960.75 EA usD ©60.75 B/1472012 NOVATFO
SIZE. PANTS SAFETY
2008567050 SHIRTS, UNIFORM, MEN'S & 3 1 484.50 EA usp 48450 B/1472012 NOVATFO
'S, LONG OR SHORT
SLEEVES ALL SIZES, VIRGINIA
DOT EMBLEM

A Status Listings run control page will appear. You will need  [ssrs s e swooreres

POID: 0DOTD34620  Dater 8772012 PO Status: Dispatched Buyer: Beaver, Deborah P. (VDOT)
5406010000 STAKES, CONST. GRADE 1 1 500.00 EA usD 27500 872012 NOVADIS

to add, or find an existing, run control, enter the report i e

5400010000 STAKES, CONST. GRADE 2 1 £00.00 EA usp 32500 72012 NOVADIS
STRUCTURAL STAKES, CONST.

parameters, and click on Run. The Process Scheduler e

Vendor ID: 0000000478 Name:  Martin Wong Group LLC
POID: 0001030260  Darer 0412012 PO Status: Dispatched Buyer: Vaughn, Loate Ann (VDOT)

Request page will appear and you will select how you want mesmw | pemowsmm 1 mem e esmeme dee

GRUBBING. REMOV TREE

the list run and click OK to kick off the report. TR

Note: The report displayed here is By Vendor.
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Status Listings Report (continued)

Fp— Report ID FOY4020 PeopleSoft Purchasing Page No. 1
Usar D PPS_MIKE HALL ORDER STATUS BY VENDOR Run Dabs 112712012
Run Coentroei: PO_DEATAIL Run Timae 4:42:19PM
Dus Dates Inciuce 2012 Thru: 8302012
Businéss Unit 50100
Contract ID Varaion LT rtam D e Dascription Lins Scha oroer Gty UOM Curr Order amt Dus Date Snipto I
Vendor ID:  DDDODDO145 Marmne: Alart Visions of North America Inc
PO D:; D0DD1034013 Dafe: 8/772012 PO Status: Dispatched Buyer: Sider. Donna M (WVDOT)
00000000000003 1022 3 2005661202 LG. HIFVIZ TEE, 2-TONE CLASS 1 1 2.00 EA usp 57.00 &7r2012 WLMSBG RO
00000000000003 1022 3 2005681208 XL HHVIZ TEE, 2-TONE CLASS 2 1 8.00 EA usp 240.80 &T2012 WLMSBG RO
00000000000003 16822 3 2005881210 33X HI-VIZ TEE, 2-TONE CLASS 3 1 200 EA usp 84 80 A&T2012 WLMSBG RO
2005881208 SHIRTS, TEE. H-VIZ 2XL. HI-VIZ 4 1 200 EA usD 10.00 B/8/2012 WLMSBG RO
TEE, 2-TONE CLASS 3 RETRO
TRIM/SLEEVE BNDS #0801
POID: 0001026202 Date: g/14/2012 PO Status: Dispatched Buyer: Ho, Yani (VDOT)
2001850000 JACKETS, DRESS. MALE, MAN 1 1 82000 EA usp 80000 81142012 NOVATFO
MADE OR MIXED BLEND
FABRIC, FULL C JACKETS,
DRESS, MALE. MAN MADE OR
MIXED BLEND FABRIC, FULL C
3450845500 FPANTS, SAFETY MEASURE TO 2 1 w075 EA usD L6075 8142012 NOVATFO
SIZE, PANTS SAFETY
2008567050 SHIRTS, UNIFORM, MEN'S & 3 1 484.50 EA usD 48450 81472012 NOVATFO
WOMEN'S, LONG OR SHORT
SLEEVES ALL SIZES, VIRGINIA
DOT EMBLEM
Vendor ID:  DDDODDO3ES Marme: Martin Enterprices
PO D:; 0001034020 Dafe: 8772012 PO Status: Dispatched Buyer: Beaver, Deborah P. (VDOT)
5409010000 STAKES, CONST. GRADE 1 1 500.00 EA ush 275.00 &Tr2012 NOWA DIS
STRUCTURAL STAKES., COMST.
GRADE STRUCTURAL
5400010000 STAKES, COMNST. GRADE 2 1 50000 EA usD 32500 872012 MNOWA DIS
STRUCTURAL STAKES, CONST.
GRADE STRUCTURAL
Vendor ID:  00DD00D047TE Mame: Martin Wong Group LLC
PO ID: 0001030260 Date: 9/4/2012 PO States: Drspatched Buyer: Vaughn, Lomie Ann (VDOT)
SA8E880000 TREE REMOVAL SERVICES. 1 1 1.00 HUR usp 184500 42012 CHNTLY AHC

INCLUDES THE CUTTING,
GRUBBING, REMOV TREE
REMOVAL SERVICES. INCLUDES
THE CUTTING. GRUBBING.
REMOV

1/823
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Requisition/PO Xref Report
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The Requisition/PO Xref Report provides: Process Scheduler Request

UserID: YANLHO Run Control ID: Print_PQ

» Cross reference between requisitions and associated

POs ServerName: | ~| RunDate:  [06/02/2016 &)
Recurrence: I | Run Time: 1:23:16PM [ Reset to Current Date/Time |
Time Zone: Q,

* Information about requisitions and the POs that have I Process List
Select Deseription Process Name Process Type *Type *Format
been created from them [0 POtoRequisition XREF Report POX4100 XML Publisher Jweo  [v]|POF ||
PO to Requisition XREF Report POY4100- Crystal Jweb [v]|POF  [v]
You can navigate to this report using the following path: R — S— — .

PODates Inciugea:  B1/2012 Ther 2302012
BusinessURIE 50100

Main Menu > Purchasing > Purchase Orders > Reports .

Contract D Rel  Vendor D Uniscnost  Rem D Descripuon Oroer Qty UOM  Cur Price n Lin/sen/Det Quantity VoM
> Re u | S Itl on /PO Xref PO_ID: 0001011863 PODate:  9/10/2012

000000000000032731 17 0000002181 1 11 7451220560 ASPHALT, LIQUID, HOT 48,00000 GLL  UsSD 1.84 0002012300 1 1 1 48,000.00 GLL
OIL. SUMMER. CRS-2

PO_ID: 0001021221 PODate: 822012

000000000000032731 105 DOOCO02181 1 1 1 7451220550 ASPHALT. LIQUID. HOT 4800000 GLL usp 1.80 DD02018338 1 1 1 48,000.00 GLL
OIL, SUMMER, CRS-2

PO_ID: 0001031774 PO Date: 9i3/2012

A PO to Requisition Xref run control page will appear. oo o 11 e maniesier ammes wo  woemes 11 Memme
You will need to add, or find an existing, run control and Eatit™  oEEE "1 mows  cocsmeme  ame w  meamsm 10 1 e

000000000000032612 4“4 2 1 1 1550801000 BRIDGES, 100 A USD 500.00 0002025311 2 1 1.00 EA

then enter the report parameters, and click on Run. The et

PREFABRICATED (NOT

Process Scheduler Request page will appear and you will T U o — o
select the Crystal report option and click OK to kick off the oo oo vome s =
re po rt. PO_ID: 0001033817 PO Date: 8112012 o N V

11147
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Requisition/PO Xref Report (continued)
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oRACLE Report ID: POY&100 Peoplasolt Purchasing Page No. 1
Uisar ID: PPS_MIKE HALL PO TO REQUISITION XREF REPORT Run Date 11272012
Run Control: PO_DEATAIL Run Time £:4AT:A2PM
PO Dates Inchuced: a'1rz2o01z Thru: B3EN2012
Busineéss Unit 50100
Requisition
Contract I R#l  Vendor IO LiniSch/mDet tem D Description Order Gty UOM Cur Price o Lin/sch/Det Quantity UOM
PO_ID: 0001011863 PO Date: 9/10/2012
D00000000000032721 17 0000002121 1 1 1 7451220550 ASPHALT, LIQUID, HOT 4200000 GLL USD 1.84 0002012300 1 1 1 48,000.00 GLL
OiL., SUMMER. CR5-2
PO_ID: 0001021221 PO Date: 8/2/2012
00oO0DO0000O0D032731 105 0000002181 1 1 1 7451220550 ASPHALT, LIQUID, HOT 48,000.00 GLL uso 1.88 0DO2018338 1 1 1 48,000.00 GLL
OiL, SUMMER, CRS-2
PO _ID: 0001031774 PO Date: 9372012
00O00000000003Z731 176 0O00000z2181 1 1 1 7451220520 ASPHALT, LKQUID, HOT 23,3368.00 GLL uso 1.92 0002024210 1 1 1 24,000.00 GLL
OIL, SUMMER, CRS-2
PO_ID: 0001033700 PO Date: 8/1/2012
000000000000032612 43 0000037282 1 1 1 7503001000 CONCRETE, PRECAST 24.00 EA uso 1.713.04 0002025311 1 1 1 24.00 EA
COMNCRETE, PRECAST
000000000000032812 44 2 1 1 1550801000 BRIDGES, 1.00 EA uso 500.00 0002025311 2 1 1 1.00 EA
PREFABRICATED (NOT
INSTALLED) BRIDGES,
PREFABRICATED (MOT
INSTALLED)
PO_ID: 0001033701 PO Date: 8172012
Q0000000000003 1200 7 DO00O34591 1 1 1 @1371ee063 ASSEMEBLEDISASSEMB 1.00 EA uso 850.00 0DO2025268 1 1 1 1.00 EA
LE LANE CLOS
PO_ID: 0001033816 PO Date: 8172012
D0000000000003 1554 25 0000008342 1 1 1 5500418700 REFLECTORIZED 40,000.00 LEBR USD 0.20 0002025581 1 1 1 40,000.00 LBR
GLASS BEADS, CAR
PO_ID: 0001033817 PO Date: 8/1/2012
00000000000 0032731 197 DO0000Z181 1 1 1 7451220550 ASPHALT. LIQUID, HOT 570000 GLL UusoDr 1.88 0ODO2025438 1 1 1 5,700.00 GLL
OIL. SUMMER, CRS-2
PO_ID: 0001033824 PO Date: 8/1/2012

11147
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PO Balance Detall Report

—
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The PO Balance Detail Report provides a current balance for open Purchase Orders (PO), as well as detailed data related
to the PO in reference to receivers against the PO and vouchers against the receiver. This report is used by Buyers and
Requestors to view the outstanding PO balance, the received amount, and vouchers against the PO.

You can navigate to this report using the following path:

Main Menu > PurChaSing > Purchase Orders > Fa'.fqrr'rtes Mainlﬂenu * Purchvasing * Purchasg Orders = Repgrts » PO Balance Detail Report
Reports > PO Balance Detail Report
[ PO Balance Detail Report |
A PO Balance Detail Report run control page PO Balance Detail
will appear. You will need to add, or find an Report
existing, run control, enter the report parameters _
and click on Run. The Process Scheduler Run Control ID:  FundingSource Feport Managed Process Manitar Run |
Request page will appear and you will select how
you want the list run and click OK to kick off the Report Requiest Parameters
report' *Business Unit [50100 &,
PO Number Q,  Contract D/ Qy,
Vendor ID o) Buyer | Q,
PO Status I . From Date |01/04/2016 |[5]  To Date |06/02/2016 |[]
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PO Balance Detall Report (continued)
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Commonwealth of virginia
= : PO BALAMCE DETAIL HEFORT
SCARDIMN AL Run Date: 06/0B72016
Report ID: REROOD3 Run Time: 04:27 00
Fusiness Unit:50100 Page Ko. 1 of 17165
PO IDx R11l
Contrack ID: All
PO Status: A1l
Wendor ID: R11
Fuyer ID: R11
From Dates 21/01/2016
To Date: 0&/08,/2016
Fuyer Mams Vendor Mame Yendor ID Vendor Locatiom
AMANDA . YOWELL MCCLANAHAN-OD1 DOOOD2T7E4B MAIN
Change order PO Recelwve
PO _ID FQ Date Humber Status Match Control ID PO Reference
QODL138EB90 05/17/2016 o R ETANDARD CAMERA FOR FURLIC AFFAIRS
PO Line PO Line
Humber Item ID Item Description Contract ID PO QTY PO Price Merchandise Amcunt
1 EE5300L000 CAMERAS, MOVIE; AND
ACCEESECRIESE CAMERAS, MOVIE;
AND ACCESEORIES 1.00 £ 239 .00 =} 233.00
Recelver Recelver Recelver Schedule
Recelver ID Line ¥umber Shipping Segquence Receipkt Quantitwy Merchandise Amount
QoDLAETOGE 1 1 1.00 =] 2393.00
Total Recelwved 1.o0 ] 239.00
Tn-Received PO Line Quantity o.on Tn-Received PO Line Amt 5 .00
WVoucher
Voucher ID ¥oucher Line Number Receiwver ID Recelwver Line Humber Noucher guantity Voucher Price Merchandise Amount
00610405 1 DDO1E8E706E 1 i1.o00 E 239.00 $ 239.00
Total Vouchered 1.00 & 239.00
open Recelver Quantity .00 mn-wouchered PO Line BEmount § .00
Total PO Line Amcumt F 233 .00
Total PO Line Vouchered Amocunt F 233 .00
Total Ton-Receiwved PO Line Amt -3 0.0
PO Line PO Line
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Lesson 6: Summary
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In this lesson, you learned:

« The Buyer has numerous reports that can be run for POs, to include:

+ PO Dispatch/Print Report

Expediting Report

» PO Listings Report

« Status Listings Report

* Requisition/PO Xref Report

+ PO Balance Detail Report
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Lesson 6: Processing Purchase Orders Hands-On Practice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.

(=]

|?H,"CARD1NAL" | /
\
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Course Summary
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In this course, you learned how to:

» Describe Purchase Order Concepts, Processes, Integration, and Interfaces
* Create Purchase Orders

+ Review and Manage Purchase Orders

« Cancel Purchase Orders

» Create a Purchase Order Change Order

* Reconcile / Close POs — 3 Way Match

« Explain and Describe Key Reports and Online Inquires Related to Purchase Orders
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Course Evaluation
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Congratulations! You successfully completed the 501 PR344: Processing Purchase Orders course. Please use the
evaluation link to assess this course.
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Appendix
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« Key Terms

* Flowchart Key

150



Key Terms

CARDINAL

Change Order: A change order is created when you make a change to a PO that affects the Quantity, Price, or Ship To
fields or when a Line is added.

Matching: Matching purchasing documents for key values lends assurance to the validity and correctness of transactions
and cash payments. The matching process compares vouchers with POs and receiving documents. This helps ensure that
you pay for only the goods and services that you order and receive.

Purchase Order: Purchase Orders (POs) are commitments from an agency to suppliers to purchase goods or services
from that supplier. The purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and
shipping instructions, is listed on the document and is part of the contractual nature of the PO.
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Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Mame

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

Defines the possible outcomes of a
decision or analysis that teok place in a
step immediately preceding.

Represents an entitly (person,
organization, etc.).

Start

End

Document

Stap)
Process

@ ot

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subseguent page.

Connects steps between business
processes,
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