501 PR347: Inventory
CARDINAL Issuances and Restock

Instructor Led Training

Rev 10/04/2016



Welcome

CARDINAL

Welcome to Cardinal Training!

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

This course describes how to manage inventory issuances and restock in Cardinal.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see how
your specific responsibilities relate to the overall 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 the inventory issuance and restock process and key concepts

« Explain how inventory issuance and restock processing integrates with other Cardinal modules and interfaces with
external systems

» Create an issuance requisition

» Understand requisition issuance journals

« Create and cancel restock requisitions

* View restock purchase orders

» Create and cancel restock receipts

« Handle Web Inventory Management System (WebIMS) lockdown or downtime

» Describe key queries
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Course Agenda

CARDINAL

This course includes the following lessons:

« Lesson 1: Understanding Inventory Issuances and Restock
* Lesson 2: Inventory Issuance

+ Lesson 3: Restock

* Lesson 4: Manual Maintenance

* Lesson 5: Inventory Issuances and Restock Queries

* Lesson 6: Inventory Issuances and Restock Hands-On Practice



Lesson 1: Understanding Inventory Issuances and
-3 Restock

CARDINAL

This lesson covers the following topics:

* Procurement Overview

« Key Concepts

«  WebIMS Inventory Issuance Requisitions

* WebIMS Inventory Restock Requisitions

» Integrations and Interfaces
* Integration: General Ledger - Inventory Issuance
» Integration: General Ledger - Inventory Restock
* Integration: Project Costing

* Interface: WebIMS



Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules.

Purchasing

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

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.

Strategic Sourcing

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

Procurement Contracts

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

CARDINAL

Key inventory issuances and restock concepts include:

« The Web Inventory Management System (WebIMS) tracks and manages VDOT inventory statewide. It keeps a record
of inventory counts and values and provides tools to move inventory among locations and make allocations. WebIMS
Is used specifically to order goods such as safety gear, salt or sand for snow treatment, etc. When this type of good is
ordered, Cardinal interfaces with WebIMS to fulfill that order.

« The WebIMS process deals with requisitions related to issuance and restocking of the WebIMS inventory.
» Inventory that is in WebIMS stock is requested using a inventory issuance requisition.
* Inventory that is not in stock is requested using a restock requisition.

« The WebIMS requisition type determines how the requisition is processed through Cardinal and WebIMS. The
requisition type also determines the module that will send / journal generate the accounting distribution, i.e., journal
entry, to the GL.

» The role of Storekeeper in Cardinal allows for the creation of WebIMS inventory requisitions that will allow specific
users, Storekeepers, to interface directly with WebIMS.

» For in-depth details on creating requisitions, refer to the course titled 501 PR342: Processing Requisitions.



WebIMS Inventory Issuance Requisitions

CARDINAL

An inventory requisition is entered by the Storekeeper on the same page as a regular requisition with some slight modifications
to the process.

With an inventory issuance requisition, the item needed is already in stock (i.e., on hand). The Storekeeper will update the
accounting distribution on the requisition.

Once the requisition is fulfilled it is automatically marked Complete. These requisitions do not result in the creation of a PO,
receiver, or voucher and therefore, the GL module is updated directly from the requisition, not Accounts Payable.

Storekeepers have the ability to create inventory issuance requisitions for their assigned locations.
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WebIMS Inventory Issuance Requisitions (continued)

CARDINAL

Create a WebIMS inventory issuance requisition:
« Contact your location's designated Storekeeper.
« The Storekeeper will:

1. Create a requisition with a WebIMS Req Type. The requisition type will determine if or when the requisition is
journal generated to the general ledger. It will also determine how the expenditure is interfaced to the Cardinal
system’s general ledger. Choose one of the following:

* Inv Issue

* WIP (Work in Process)

» Ext State (External Sales — State Agency)

« Ext NonSta (External Sales — Non State Agency)

2. Set the requisition Status to Approved by clicking the Submit for Approval button. A unique Requisition ID is
generated.

3. Click Validate WebIMS to interface with the WebIMS system to determine if the stock is on hand. A WebIMS Doc
ID is generated by Cardinal.



WebIMS Inventory Issuance Requisitions (continued)

CARDINAL

Create a WebIMS inventory issuance requisition (continued):
 If the goods are available:
» The order is fulfilled and the WebIMS inventory is decremented.

» The issuance requisition is automatically marked Complete and the accounting entries will be journal
generated in the nightly batch process and sent to the GL module.

« If the goods are not available:
» A message will indicate how many items are available for issuance. The Storekeeper has two options:

1. Modify the issuance requisition quantity to match the inventory quantity available. The requisition will be
fulfilled as an issuance requisition.

2. Cancel the requisition line.
» If there is a discrepancy, the Inventory Manager needs to be contacted to resolve the issue.

« An inventory issuance requisition line cannot be cancelled if the requisition has a status of Complete.

For in-depth details on creating requisitions, refer to the course titled 501 PR342: Processing Requisitions.
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CARDINAL

WebIMS Inventory Restock Requisitions

To replenish inventory, a restock requisition is created. Like the inventory issuance requisition, an inventory restock requisition
is entered by the Storekeeper on the same page as a regular requisition with some slight modifications to the process.

Like a regular requisition, a restock requisition results in the creation of a PO, receiver, and voucher and, as a result,

regular or inventory issuance requisitions, the accounting distribution may not be changed.
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CARDINAL

WebIMS Inventory Restock Requisitions (continued)
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WebIMS Inventory Restock Requisitions (continued)

CARDINAL

Create a WebIMS inventory restock requisition:
« Contact your location's designated Storekeeper.
* The Storekeeper will:
1. Create a requisition with a WebIMS Req Type of Restock.

2. Set the requisition Status to Approved by clicking the Submit for Approval button. A unique Requisition ID
is generated.

» Upon the requisition’s approval it is forwarded to the Purchasing office for processing.
» If the requested items are on contract, a PO is generated from the contract.
» If no contract exists, a sourcing event is created and ultimately either a PO or contract will be generated.

» Upon receipt of the goods, the WebIMS receipt information is transferred to WebIMS and a WebIMS Doc ID is
generated by Cardinal.

* The WebIMS system inventory is incremented.

For in-depth details on creating requisitions, refer to the course titled 501 PR342: Processing Requisitions.

13



Integration: General Ledger - Inventory Issuance

CARDINAL

General Ledger Direct Integration:

When the inventory request can be fulfilled from stock, POs are not needed. Therefore, these inventory issuance
requisitions do not process through the AP module. Instead, once the inventory issuance requisitions are approved and set
to Complete, i.e., fulfilled, these inventory issuance requisitions automatically journal generate from the Procurement
module to GL in a nightly batch process.

Time & Attendance
Inventory issuance requisition types that directly _—
integrate with the GL include: Resources Time & Labor Project Accounting
Projgct Customer Billing
* Inv Issue (Inventory Issue) Cosfing Contracts
; M::;;:;%Znt Payroll . General Ledger
«  WIP (Work in Process) ’ T
] Gegeral Accounts
Ledger < Receivable
« Ext State (External Sales — State Agency)
: Accounts
Receivable
* Ext NonSta (External Sales — Non State | | e
Agency) Procurement Accounts Payable
Eor ol B g
eProcurement Purchasing APC;;;JS
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Integration: General Ledger - Inventory Restock

CARDINAL

General Ledger Indirect Integration:

Restock requisitions are also a request for inventory but WebIMS does not have the items requested in stock. The items must
be ordered from a vendor. These requisitions are sourced to a PO which is subsequently vouchered just like regular

requisitions. As a result, the accounting journal is generated from the AP module and sentto GL. These requisitions do not
directly interface with GL from the Procurement module.

Time & Attendance
Human .
Tim L r ; -
Resources e & Labo Project Accounting
> Project Customer Billin
Costing Contracts 9
Absence pavroll
Management Y .. General Ledger T T
General Accounts
Ledger « Receivable
Y A Accounts
Receivable
Procurement Accounts Payable
Strategic Procurement Expenses
Sourcing Contracts
eProcurement Purchasing ?C;;:&;S
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Integration: Project Costing

CARDINAL

Project Costing Integration:

Inventory issuance requisitions with a related project integrate with the GL module which ultimately updates the Project Costing

module.
Time & Attendance
Human Time & Labor Project Accounting
Resources
> Project Customer Billin
Costing Contracts 9
Absence pavroll
Management y ».  General Ledger T T
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Receivable
Procurement Accounts Payable
Strategic Procurement Expenses
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eProcurement Purchasing AE,C:;:JLS
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Interface: WebIMS

CARDINAL

WebIMS Interfaces:

Inventory requisition processing interfaces daily with
WebIMS.:

* Inbound Interface: When processing an inventory
iIssuance or restock requisition, the Storekeeper can
issue or order items from WebIMS.

* When entering an issuance requisition the
Storekeeper will validate the existence of
inventory in WebIMS by clicking on the
Validate button for each item.

* WebIMS updates its inventory system.

» Cardinal interfaces with WebIMS at the
requisition line level and at the receipt level,
depending upon the type of transaction.

* Outbound Interface: Cardinal sends requisition
issuance information to WebIMS daily.

PCardlssuer SiteManager
Transactions

eVA
/ Procurement \

VDOT/eVA FleetFocus M5
Reconciliation
Reporting DB

ISSP Vendor

17



Lesson 1. Checkpoint

CARDINAL

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

Answer the review questions below:
1. The is able to issue WebIMS stock, order replacement stock, and receive replenishment stock.
2. A WebIMS requisition is entered using the same page as a regular requisition. True / False?
3. When creating an inventory issuance requisition for WebIMS items, if the quantity requested is not available, the

Storekeeper has only one option: Modify the requisition quantity to match the inventory quantity available in WebIMS.
This will cause the requisition to be fulfilled as an issuance requisition. True / False?

18



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

« The Procurement functional area is composed of the following modules: Purchasing, eProcurement, Strategic Sourcing,
and Procurement Contracts.

» When users need to purchase goods stocked in the WebIMS system, they can contact their location’s designated
Storekeeper to complete the request.

« Some requisition types directly integrate with the GL and Project Costing modules.

19



Lesson 2: Inventory Issuance

CARDINAL

This lesson covers the following topic:

» Create Inventory Issuance Requisitions

20



Create Inventory Issuance Requisitions

Like regular requisitions you create an inventory issuance requisition in the Purchasing module. To create a requisition in the
Purchasing module navigate to the Maintain Requisitions — Requisitions page using the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Ext MonSta
From 'Fhe Add a New Value tab, accept the defaults ‘ —|CARD,NA,_- Ef?atsaflee
and CIle Add_ Favgiites | Main Menu > Purchasing > Requistions > Addf/Update Requisitions FlEﬂ_]U'EIF e
Maintain Requisitions Eﬁ:mck
) . . .. Requisition -
-clj-he IM a'l n tal n Req u IS I tl O n S - Req u IS I tl o n page Business Unit: 50100 *WebllS Req Type IInvIssue v | Status: Open =4
|Sp ayS Requisition ID: NEXT
Requisition Name: | | Copy From [ Hold From Further Processing
. Determine the Web|MS Req Type ThlS Step “Requester: [CAROLYN.GLASSCO | Q(?;IS&‘E;‘TC)O, Carolyn. Lgucwos::mauns
. *Requisition Date: [o7/28/2016  |[sjRequesterinfa Requisition Actiities
must be be done f|rSt. Or[:[n: @Qonlme Input Amount Summary’
*Currency Code: IUE‘.D— Dallar Total Amount: 0.00 USD
-
Ext NonSta (External Sales — Non State o
Purchasing Kit Catalag
Agency) ltern Search Requester ltems
i omize iew = irst K o ] as]
1 /Shlplnﬂ)ue Date | Status. I Vendor Information M ttem Information i Aftributes. i Contract i Sourcing Controls. iTi WEDlM @W - l - — -
- Ext State (External SaIeS _ State Agency) il _I‘tem Description _Quantity *UomM Category Price ;ﬂ:ir::::[!ise Status L L
aQ, i\ [ ;E&i\o.oono | “:R i\ [ i| 0 | U.Oo:Open |O;ED‘ & ||EI
- I nv ISS ue View Approvals Go to: [ More
(@5 Bt [ roies

- WIP

WebIMS Req Type, Regular and Restock, are not used with issuance requisitions. o1



Create Inventory Issuance Requisitions (continued)

Ext NonSta

Ext State
Invissue

[ CAROINAL

Favyrites | Main Menu > Purchasing > Requistions > Add/Update Requistions

| Regular ) hiew

Maintain Requisitions :\:;PStUCK
Requisition

Business Unit: 50100 "WebIMS Req Type | Invissue ~ [ Status: Open 4

Requisition 1D NEXT

Requisition Name: | | Copy From [JHold From Further Processing
*Requesten: |CAROLYN.GLASSCO @, Glassco, Carolyn. Requisition Defaults

- (VDOT) A mm

*Requisition Date: 072812016 [y Reguester Info Requisition Activifies

Origin: oNL  @,Online Input | AT S T ry PO U US U DU IO U UUUFU R |
*Currency Code: |LIE|-D Dollar Total Amount: 0.00 USD
Add ltems From

Purchasing Kit Catalog

lem Sear Reguester ltems

Line Customize | Find | View Al | B | 28] First K1 g of 4 K3 Last
M’ Ship Te/Due Date || Status | Vendor information | ftem nformation || Affributes | Conmtract || Sougcing Controls | Web®MS |

Line ttem Description Quantity  *UOM  Category  Price :::::::""“ Status
l 1B @, | & Bfogooo | [ @ | @, 0] | 0.00 Open Qo S =]
View Approvals “Go to: |-.More...

i) save | =) notity | &% Retresn |

[k Add | | 7] updatemispiay
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Create Inventory Issuance Requisitions (continued)

CARDINAL

Create Inventory Issuance Requisition (continued):

 The Requisition Name may be inserted as a reference, or the Requisition ID will fill the field upon save.

* The Header section contains some key data to include:

Requester defaults from your user configuration.
Requisition Date defaults to today’s date.

Origin defaults to ONL which indicates the requisition was created using manual entry.

Maintain Requisiticns

Requisition
—BOSNESS U 50100 *WeblMS Reg Type IREQNHF Status: Open 4
Requisition [D: MNEXT
Requisition Name: | I] Copy From [ Hold From Further Processing
EII.Ei-\.lEEf
*Requester: [JOYCE.COX ‘@, Cox, Joyce (vDOT) Redquisition Defaults
Add Comments
R I . 07/08/2016 Reguester Info
Requisition Date: | &3 _ Requisition Activities
Origin: [ONL [, Online Input
* . Usm Dall
Currency Code: | | Dot Total Amount: 0.00 USD
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Create Inventory Issuance Requisitions (continued)

CARDINAL

Line section:

All requisitions need a separate line for each different item requested. Scroll down on the Maintain Requisitions —
Requisition page to view the Line section. The Line section of the requisition contains multiple tabs with additional
information:

* Details  Vendor Information  Contract
» Ship To/Due Date * Item Information * Sourcing Controls
» Status » Attributes « WebIMS

The WebIMS tab is used solely by the Storekeeper to manage WebIMS inventory requisitions.

In addition, you may insert line specific Comments or Attachments (specs, images, etc.) using the Line Comments icon.

— Customize | Find | View All | # #  First K142 o1 2 I3 'Last
Detah " Ship To/Due Date || Status |[ VendorInformation |/ femInformation |[ Attributes Contract |[ Sourcing Controls |/ WebIMS

TMerchandise

ine Iitem Description Quantity *uom Category Price Amount Status
1 [ [7754577327 Q, [sALT, sopiumM 23 &3 [100000 | LTN 7754577 [ 82.33000 823.30 Open Qv & =]
2 [ 7754574000 Q, [sALT,ROCK(TOBE -3 & [30 [EA &} 7754574 | 90 0.00 Open Qo B & [E
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CARDINAL

Create Inventory Issuance Requisitions (continued)

{40 CARDINAL

Favorites Main Menu > Purcrlasing ¥ Requi.‘g'rtions » AddfUpdate Requisitions
@ Mew Window @ H
Maintain Requisitions
REC]UiSitiO]"I
~——DUSMEss UN 50100 *WeblMS Req Type | Invissue Status: Open &
Requisition 1D: MNEXT
Requisition Name: | | Copy From [1Hold From Further Processing
w Header
*Requester: [JovcE.cox |9, cox, Joyce (vDOT) Reguisition Defaults
Add Comments
= — . 07/08/2016 Reguester Info ==
Requisition Date: | | _ Requisition Activities
Origin: [omL |@, Online Input
*Currency Code: |U3D | Daollar

Total Amount:

Add Hems From

82330 UsSD

Purchasing Kit

Catalog
ltem Search

Requester ltems

P Ship TovDue Date \||/ Status \||/ Wendor Information N

ize | Find | View Al EL | #E First Bl 322 or 2 I Last
||/ ttem Information \||/ Attributes \||/ Contract \||/ Sourcing Controls \||/ WeblMS
Line Item IIIIM'.H;J.':ri|:|tic|nn :Quantity i*l.IOM ICategory :Price I:::::::::dise Istatus
1 B [7754577327 |@, |[sALT, SODIUM o E | 10.0000 |LTN TT5AGTT | 82.33000 82330 Open Clea E =]
2 [ [7754574000 @, [sALT,ROCK(TOBE 212 &5 [30 [Ea Ii} 7754574 a0 0.00 Open ] (ms| =% =
View Approvals *Go to: |...I'-.-1Ure...
B save | [=1 notity | [ Refresh [Es ada| [ updatemisplay |
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Create Inventory Issuance Requisitions (continued)

Schedule page:

The schedule information defines when and where you want the item delivered and when it is due. In the case of WebIMS
issues it identifies the Ship To location which is the location the stock is issued from.

You can access the Schedule page from the Maintain Requisitions — Requisitions page. Select the Details tab, find the
line whose schedule you wish to update or view and click on the Schedule icon which is located at the far right end of the
line.

O KiS

Favorites = Main Menu > Purdlas'ng > Requisttions > Add/Update Requisitions

& New Window (@D Help ||

Maintain Requisitions

Requisition
—BusmessUnt 50100 *WebIMS Req Type [Reguiar =]  status: Open & xX

Requisition ID: 0002058838

Requisition Name: [0002058838 | I Hold From Further Processing

w Header

*Requester: [ROBIN.REID @, Reid, Robin J. Requisition Defauits

S {VI IOT) Agg ggmmgnlg
*Requisition Date: 06/19/2013 _@Reguester Info Regquisition Activities
Origin: ]ONL—Q Online Input Document Status
[ AmountSummary
*Currency Code: uUsD Dollar
Total Amount 823.30 USD
Add items From Select Lines To Display
Purchasing Kit Catalog . . e ——— )
Line: f To: Retrieve
ltem Search Requester Items S A f—FRotriove s
Customize | Find | View Al | BV 2E! First Kl g or 1 T (ot

m Ship To/Due Date || Status | Vendor Information | feminformation || Aftributes | Contract || Sourcing Controls |  WebMS | [E=»

Line Item Description Quantity *uom Category Price rr:l:::rdise Status

1 B [775a577327 @, [SALT, soDIUM =3 & [10.0000 | [LTN@, (7754577 [ 82.33000] 823.30 Open (ejiaz] =
View Approvals *Go to: |..More... ~|

[[5) save | (@ Retumto Search | (=] Notify | [ Refresh | [E3 Add]| (£ updatemisplay |
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|Create Inventory Issuance Requisitions (continued)

Schedule page (continued):

On the Schedule page, the Ship To location should default per your user set-up. These fields can be edited as necessary.

Though the system allows for multiple schedules there should be only one schedule per requisition line. Do not enter more
than one schedule (i.e., Ship To location) for a line.

From the Schedule page, click the Distribution icon to enter accounting distributions.

Maintain Requisiticns

82330 UsD

s

T
Customize | Find | View Al | &y

First E1 4 or 4 I3 Last

T ~ = Merchandise -
Ship To Cuantity Price ATt Due Date Attention To Status
1| B |[soHiLL @, | = [tooooo | ([a2.33000 823.30 5 |[cox, Joyce (vDa || BR It\ctwe =]

Schedule
Business Unit: 50100 Requisition Date: 07/08/2016
Requisition 1D: MNEXT Status: COpen
Return to Main Page
1 Item: F754577327 SALT, SODIUM CHLORIDE, FOR ROAQuantity: 10.0000 Londton Merchandise Amt:

Add Ship To Comments

[ 5'3""3] [E Nﬂtif_‘."] [S Ftefresh]

[Ek add | (] updatemisplay |
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Create Inventory Issuance Requisitions (continued)

CARDINAL

Distribution page — Chartfields tab:

A Line / Schedule may have one or more ChartField distributions. The ChartField values identify the accounting
distribution. The insertion of valid account, department, cost center, or project values are required. You can manually enter a
ChartField value, or you can use the Multi-SpeedCharts hyperlink to select a SpeedChart value to auto-populate some of
the ChartField values for you.

You may insert, or delete, additional accounting distributions, by scrolling right and clicking on the + / - icons at the end of the
accounting distribution line.

Maintain Requisitions
Distribution
UG IO T MNEXT ltem: TT8457T 7327 SALT, S0DIUM CHLORIDE, FOR H
Line: 1 Status: Active
Schedule: 1
Ship To: SOHILL RES S0OHILL RES Quantity: 10.0000 LTH
*Distribute By: Quantity Open Quantity: 10,0000
Merchandise Amt: 82330 UsD
SpeedChart: @, Multi-SpeedCharts
[ Asset Information )
Distrib Percent Quantity :I:]r::s:d[se GL Unit Entry Event Account Fund Program Department Cost Center Task FIPS Asset
1/0Open |[100.000C || 10.0000] 82330 [so100/@, || |@, |[5012550 |@, || @, || |@, |[14047 @, || @, | @, || @, || @,
— R ——
oK |[ cancel || Refresh |
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CARDINAL

Distribution page — Details tab:

Create Inventory Issuance Requisitions (continued)

Once the accounting distribution has been entered, from the Distribution page you can click on the Details tab to double
check that the correct stock location has been entered. For a WebIMS item, the Ship to field must be a WebIMS location

and the Storekeeper must be authorized for this location.

This information may also be accessed from the Schedule page as well as the Requisitions page, Ship To/Due Date tab.

Maintain Requisitions

Distribution

Requisition 1D: MEXT

Line:
Schedule:
Quantity:
Cpen Quantity:

SOHILL RES SOHILL RES

| Quantity

Ship To:
*Distribute By:

Merchandise Amt:

10,0000 LTM

10.0000
223.20 UsD

SpeedChart: | /<, Multi-SpeedCharts
| AssetInformation | [F==R
- - - - - — Open GL Base
Distribe Percent Location IN Unit Statistics Code Quantity T
1/0pen |[100.0000] [SOHILL REM @, || @, | Q, |10.0000 82330 Dollar = [=]
OK |[ Cancel |[ Refresh ]
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CARDINAL

Requisition page — WebIMS tab:

For WebIMS inventory issuance types, using the WebIMS tab, the Storekeeper will:

* Confirm the item is a WebIMS item, i.e., there is a WebIMS Item ID.
* Enter the WebIMS Issued Date which indicates the actual date of issuance from WebIMS.

» Select the proper WebIMS Condition Code value. The WebIMS Condition Code values include:

Create Inventory Issuance Requisitions (continued)

® NeW, ObSOIete Maintain Requisitions
Requisition
° Su rp | u S Business Unit: 50100 *WebllMS Reg Type IInvIssue v | Status: Open =4
Requisition ID: MEXT
. Requisition Name: [ | copyFram [ Hold From Further Processing
» Used (Serviceable) A
*Requester: JOYCE.COX @, Cox, Joyce (vDOT) Reauisition Defaults
: *Requisition Date: 07108i2016 [FIRequester Info Add Comments
« UsedUnserv (Unserviceable) eauisiton Date: _ Requistion Acivies
ora oL [ onine ma 2
“Currency Code: [usD | Dollar Total Amount: 15010 USD
|
Purchasing Kit Calalog
ltern Search Reguester ltems

I’ Details. T Ship To/Due Date T Status T Vendor Information e ltem Information T Attributes T

wuune ze | Find | View A1l | BV 2 First K1l 3 of 2 D ast

Line tem Description WebIMS Doc ID

1 [ [1559055320 @, [PARTS AND <

[ kS

sued Date

Validate WebIMS

E

[ validate Webius)|

zll% [e018362507 |2, |[siens,

Surplus
Used
UsedUnserv

E:J‘ [validate webius) ||EI

& [=]

BT
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CARDINAL

[P CARDINAL

Favorites :
- H

Main Menu > Purchasing
- -

Requisitions > Add/Update Reguisitions

Maintain Requisitions

Create Inventory Issuance Requisitions (continued)

Home |

Worklist

B Mew Window @ Help

Purchasing Kit
Iterm Search

Add tems From

Catalog
Reguester lterms

Requisition

Business Unit: "O0100 *WeblMS Req Type I Invissue s Status: Open =4

Requisition 1D: MNEXT

Requisition Name: | | Copy From [J Hold From Further Processing
 Header
*Requester: [JoycE.cox |®, cox, Joyce (vDOT) Reauisition Defaults

Add Comments

* T— . 07/08/2016 Reqguester Info s

Requisition Date: | o . Requisition Activities

Origin: [omL |y, Online Input

. UEm Daoll

*Currency Code: | | ollar Total Amount: 15010 USD

[E) save | (=1 Notity | [23 Refresh

roctnmize | Find | View Al | EL 3 First E1 422 or 2 I ast
G Details \||/ Ship To/Due Date \||/ Status \||/ Wendor Information \||/ ltem Information \||/ Attributes \||/ Contract \||/ Sourcing Controls N i
| WeblMS ——
Line |Item Description WebllM5 Doc ID WebIlMS Item 1D WeblM5 Post ICandition ssued Date Validate WeblM S
Code
1 [ [1559055230 @, [PARTS AND o) E2 096027115 Post = validate WebIMs| =]
2 B [2018362597 @, ([sieNs, o Ed 688390004 Post HINew B Validate WebIMS
View Approvals *Go to | .More...

[Es Add| |F] updatemisplay |
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|Create Inventory Issuance Requisitions (continued)

Requisition page — Submit For Approval:

Once all lines and required fields have been entered, the requisition can be saved and sent for approval. Click Save at the
bottom of the Maintain Requisitions — Requisitions page. Once saved, the Storekeeper will click on green checkmark in the
top right corner of the page to Submit for Approval. Once submitted, the checkmark will be replaced with the word Approved.

[P cARDINAL|

Favarites Main Menu > Purchasing > Requisitions > AddfUpdate Requisitions

@ Mew Window @ Help
Maintain Requisitions
Requisition
—EOSEE e TN ——e 0100 *WeblMS Req Type Iln'\flssue ~ Status: Open [
Requisition 1D: MEXT
Requisition Hame: | | Copy From [J Hold From Further Processing
*Requester: JOYCE.COX @, cox, Joyce (vDOT) Requisition Defaults
Add Comments
= it - 07/08/2016 Requester Info oes el Es
Requisition Date: & Requisition Activities
Origin: OML @, Online Input
“Currency Code: =l Datiar Total Amount: 150.10 USD

Add Hems From

Purchasing Kit Catalog

Iterm Search Reqguester Items

Customize | Find | View Al | B 122 First E1q 2 or 2 K aat
Details || Ship To/Due Date [ Status || Wendor Information [ ftem information | Aftributes | Contract || Sourcing Controls \w
WebIMS T
Line em Description VeeblMS Doc ID WebIMS Hem ID WebIMS Post Condition Is:ued Date Validate WebIMS
Code
1 B [1559055320 @, [PARTS AND o 096027115 Post [Mew [ [=] Validate WebIMS| =
= 1 =
zl%:lsmasazm‘f @, |[siGNs, B E 638390004 |F'Ust [rew | [E21] Validate Webll1S =1
View Approvals “Go to: [ mare

[5]- save || [E] notity | [ Refresn

[E+ Add| [F Updatemisplay,
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|Create Inventory Issuance Requisitions (continued)

Requisition page — Interfacing to WebIMS:

Once an inventory issuance requisition is approved, WebIMS needs to be checked to determine if there is enough stock for

each item ordered. Click the Validate WebIMS button for each line in the requisition. This generates the WebIMS Document
ID and checks WebIMS inventory, via the interface, for the items on the line.

Favorites | Main Menu > Purchasing »
- - - -

Requisitions > Addf/Update Requisitions

B Mew window () Help Customij
Maintain Requisitions
Requisition
Business Unit: 50100 *WeblMS Req Type Invissue | 2l Status: Approved X
Requisition 1D: 0002058838
Regquisition Hame: [ooozos588238 |

I Hold From Further Processing

*Requester: [ROBIN.REID [, Reid, Robin J. Reguisition Defaults
OVDOT) Add Comments
~Requisition Date: [oB9/2013 |ElReguester Info Reguisition Activities
Origin: lDNL @ Online Input Document Status
“Currency Code: [Cso Dollar A THO1T 1 G L T T VU e |

Total Amount: 823 30 UsD

Add Hems Fromm Select Lines To Display

Purchasing Kit Catalog
lterm Search

ine: : Retri
Reguester ltems Line [ 1= 7o | =N etrieve |

Customize | Find | Wiews 2 | BV | 2 Firet Kl q or 4 K Last
G Details T Ship To'Due Date T Status “T" Wendor Information “T" tem Information “T" Attributes T Contract T Sourcing Controls \m
ViebIM S T
Line tem De=scription Wie bl S Doc ID Ve bll S tem 1D Vvebll S Post Condition Is :ued Date Walidate WebIMS
Code
|_ | SALT, SODIUM CHLORIDE, FOR
1|Ey| 7754577227 ROAD MAINTENANCE SALT, 240006007 Post [rew =] |[o6r21r2012E Vvalidate WebIMS =]
| | SODIUM CHLORIDE, BULK
View Approvals *Go to: |...More... vl

Save | [[@F Return to Search | [[=] Notify | [f3f Refresh |

Eh Ada | [ UpdateDisplay |
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CARDINAL

A WebIMS Document ID is generated by Cardinal to identify each line in the requisition. Should the line be subsequently
modified, a new WebIMS Document ID will be generated for the modified line.

Create Inventory Issuance Requisitions (continued)

However, if there is insufficient stock on hand a different pop-up message is generated.

WehlMS Document D is 1000099038
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Create Inventory Issuance Requisitions (continued)

P
o

CARDINAL

If there is insufficient stock in WebIMS for a requisition line an error pop-up message is received. The Storekeeper has two
options in Cardinal for that line:

1. Adjustthe line quantity to match the available WebIMS quantity.
* A new WebIMS Document ID will be generated for the line.
» The requisition will be fulfilled as an issuance requisition.

2. Cancel the requisition line.

WehlMS Return Error Message : Insufficient Gty on Hand to complete
transaction (000000163, The location 0521 has anly 103 @ $9.31127 of
| 2400084323M.

The PeopleCode program executed an Error staterment, which has produced
| this message.

Ol
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Create Inventory Issuance Requisitions (continued)

P
o

CARDINAL

Once all of the lines on the issuance requisition have been satisfied by either issuance or cancellation, Cardinal will
automatically set the requisition Status to Complete and a pop-up message will appear. Once a line on the requisition has
been marked complete, neither the line nor the requisition, can be cancelled.

Click OK and the requisition will no longer be displayed on the screen.

M3 Reguisition 501 00/0002058838 has heen setto complete status

[ DK ” Cancel]
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’1 Create Inventory Issuance Requisitions (continued)

CARDINAL

To view Complete requisitions and details at a later date you can navigate using the following path:
Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

On the Requisition Inquiry page select the Req Status of C — Complete and any additional information you have to narrow
down the search results. Click OKk.

g8 CARDINAL

Favorftes | Main Menu > Purchasing > Requisitions > Review Requisition Information > Reguisitions

|Select one of the following values!

' [C [Complete |.

|_||W|
[LA[Line Approved |
[©[open ]
[P |[Pending Approval
[ |[Preview |
[} /[Canceled

Cancel |
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Create Inventory Issuance Requisitions (continued)

The Requisitions page will populate based on your search criteria. Click on the hyperlink for the Requisition you wish to
view. The Line Details for the selected requisition will be displayed.

From the Line Details page you can click on the Schedule Details icon, and ultimately the Distribution Details icon, for a
line in order to review shipping and accounting distribution details for the selected line.

Requisitions
5] ¥ 00 A 4 0 []
Details [ Status \|
Umnit Requisition Requisition Hame i:;:::si‘lion Requester Req Datev Total Amt
50100 0002168467 0002168461 Complete (%‘JE;%S_I:FS EEE 05/23/2016 172.95 USD
~—_
50100 0002162460 52460 Complete ﬁ‘g%ﬁffeasa’ 05/22/2016 259422 USD
50100 0002168455 0002168455 co e ‘R.',’Dsgi_ﬁ- Pamil  |g506/2016 141.87|USD
—
50100 R necoa Aldersonrmdrey incinns wcac ol

Line Details
50100 000216
Business Unit: 50100 Req ID: 0002165461
000216J

50400
Requester: Coles, Ceasar (WDOT)

Search

[=1 Motify

Requisition Date: 05/23/2016 Merchandise Amount: 172.95 UsSD

Req Status: Complete

TEEE———— Customize | Find | View Al | E | 2 st Kl 422 or 2 DI a5t
Detail= i KMore T Contract \l
= _—— -, Amount
Line Status tem ID Description Vendor 1D Hame Req Gty UOM Merchandise Amt only
i |Longtor1 =
1| Canceled |[F754577327 SALT, SODIUM CHL ORIDE, FOR ROM 0000015454 Cargill Inc 5.0000 us 432 37 USD ™ C IZ:
3| Closed FIB45T7 7327 |SALT, SODIUM CHL ORIDE, FOR ROM 0000015454 Cargill Inc 2.0000 bosngton 17295 UsSD O [ ES]
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|Create Inventory Issuance Requisitions (continued)

From the Schedule Details page you can click on the Distribution Details icon to review the accounting distribution details
for the selected line. Click Return to go back to the Schedule Details page, then click Return to go back to the Line Details

page and finally, click Return to go back to the Requisitions page. Click Search if you wish to find and review another
requisition.

|Schedule Details |

Business Unit: 50100 ReqlD: 0002168461  Line: 1
Customize | Find | View Al | BV 2E First K1 q or 1 I a5t
Sched Status Due Date Ship To One Time Addr Price ReqQty | erchan ii::: Revision
1/Canceled BEACH AHG 86.47385 5.0000 43237 Uush A=

Ship To Comments

|Distribution Infermation Ié’

Return

Business Unit: 50100 ReqglD: 0002168461 Line: 1 Sched Num: 1
Distnbution

ST
'I ==

Customize | Find | View Al | BV 8 First E1'q or 1 I (st

|/ Kore \||/ Asszet Information \|
Distrib  |Status Location Req Gty Memha“iifn‘i GL Unit Entry Event Account
'I|CElr'ICE|Ed |E|Eﬁl.CH AHO | 5.UUUU| 432.3T|USD |5EI'IUU | 5012550
£ >
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Simulation: Creating Inventory Issuance Requisitions

You are now about to view a simulation entitled Creating Inventory Issuance Requisitions. Click the Cardinal logo below

to start the simulation.

. CARDINAL

e A
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC347Simulations/PROC347SIMS/dhtml_kp.html?Guid=784475f2-fa26-4bbc-9804-553b631c8c40&Mode=T&Back

Lesson 2: Summary

CARDINAL

In this lesson, you learned:
« An inventory issuance requisition is composed of several sections: Header, Line, Schedule, and Distribution.

« If Cardinal identifies that the requested goods are not available in WebIMS for a requisition line, the Storekeeper can
either adjust the line quantity to match the quantity available or cancel the line.

» The requisition type (WebIMS Req Type) determines how the order is processed through Cardinal and WebIMS.

« POs are only created for WebIMS requisitions that have a requisition type of Restock as those items are not in
inventory and therefore need to be ordered from a vendor.
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Lesson 3: Restock

CARDINAL

This lesson covers the following topics:

+ Create a Restock Requisition

« Cancel a Restock Requisition

* View a Restock Purchase Orders
+ Create a Restock Receipt

« Cancel a Restock Receipt
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Create Restock Requisitions

CARDINAL

When it is time to replenish stock, the Storekeeper will create a requisition with a WebIMS Req Type of Restock.

» Arrestock requisition triggers a restock of the WebIMS inventory by creating and dispatching a PO following the normal
requisition to PO process.

» Restock requisitions must contain a valid National Institute of Governmental Purchasing (NIGP) number that is
associated with a WebIMS item number and a valid WebIMS location.

» Only a Storekeeper can create a restock WebIMS requisition and create a restock receipt for their assigned WebIMS
location(s). Restock requisitions are approved via the normal requisition approval process. Restock requisitions must
be approved by the Procurement Manager before they can be updated in WebIMS.

» Restock requisitions do not directly interface to GL. Once the requisition is sourced into a PO the goods will be
ordered. Once the goods are received a voucher will be created, the payment is made, and the accounting distribution
journal generates, i.e., posts to GL via the normal AP processes.
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Create Restock Requisitions (continued)

CARDINAL

Creating a restock requisition is similar to creating a regular requisition. However, with a restock requisition you must
change the WebIMS Req Type to Restock before any other data entry is made. The accounting distribution will default

and cannot be changed. Like a regular requisition you need to enter details in the requisition header, lines, and schedule
sections.

You can navigate to this page using the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Fa\.rovr'rtes MainvMenu B Purch_asing = Requi‘gitions B AddfUpdate Reguisitions

B rew Window (ZdHelp [E custor

Maintain Requisitions
Requisition
, ’ “WWeblMS Req Type [Re=stock - Status: Open =

Requisition 1D: MNEXT

=] it k. = | im0 DY From I Hold From Further Processing
[ ~ Header » |
*Requester [ROBIMN.REID |, Reid, Robin J. Reguisition Defaults

oDOT) Add Comments

*Requisition Date: [oBi20i2013 [FHlRequester Info Reqguisition Activities

Origin: [orL @, Online Input e . d
*Currency Code: Ju=so Dollar Total Amount: 82 33000 USD

g ACa TS IO " |
Purchasing Kit Catalaog
lterm Search Reguester tems

zustomize | Find | Wieve A | B | EE L First Kl or 1 B Last
" Ship TovDue Date || Status || Mendor Information | hem Information || Attributes | Contract || Sourcing Controls || VWeblMsS |

S = = Merchandise
=
Hem Description Quantity LR Category Price o Status

1 @y [F7sa577327 2, |[[sALT, sODIUM ==L If& 1.000.000] |[LTHNER i7754577 82 33000] | 22,330.00 Open

View Approvals ~Go to: [ - more... ~1

Save | [[=] Motity | [£2 Refresh |

[Es aad | [ Updatemisplay |
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Create Restock Requisitions (continued)

CARDINAL

Favg‘rtes MainvMenu ¥ Purcrlasing > Requi‘g'rtions > Addf/Update Requisitions

f2] Mew Window @Help & Custam]
Maintain Requisitiohs

Requisition
Business Unit: 50100 *WeblMS Req Type Status: Open g
Requisition 1D: MNEXT
Requisition Name: Copy From I Hold From Further Processing
*Requester: [ROBIN.REID |, Reid, Robin J. Requisition Defaults
WDOT) Add Comments
*Requisition Date: [06/20/2013 |EJRequester info Requisition Activities
Origin: [onL @, Online Input
*Currency Code: IUSD Dollar Total Amount: 82,330.00 USD
Add ltems From
Purchasing Kit Catalog
Item Search Fequester ltems

[ Ship To/Due Date a1 Status T Wendor Information T Item Information T Adtributes T Contract T Sourcing Controls I WebIMS

- _— - o - Merchandise
Line ! IltEITl Description ! Quantity uon Category Price Amount Istatus
1IE.£.:|?7545?732? |@, |[saLT, soDIUM o (] | 1,000.000] |[LTNG, (7754577 82 33000 32,33U.UD:Dpen ¢ \ea =l
View Approvals *Go to: | .more... |

[ Sa\re] [EI N.utify] [8 Refresh

[E!.. Adcl] [ Update/Display
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Create Restock Requisitions (continued)

CARDINAL

Processing Restock Requisitions:

Once all required information for the restock requisition is entered:

» Click Save. A Requisition ID number is assigned.

» Click the Submit for Approval check box (check box with green checkmark). The requisition Status will be updated

to Pending and the Submit for Approval check box will disappear.

» The restock requisition will follow the normal requisition approval process. However, it must be approved by the

Procurement Manager before it is updated in WebIMS. Upon approval, the WebIMS item number, location number,

guantity, and Document IDs will be sent to WebIMS to update the quantity on order.

awgrtes ;| Main Menu > Purc}laslng = Requistions = AddfUpdate Requistions
F Mew window (2 Help d
Maintain Requisitions
Requisition
sUnit: s0400 “WWebllS Req Type Status: Cpen =g <

Reguisition 1D: 00020 55542'

Regquisition Hame: 0002058542 | " Hold From Further Processing
Header " |

~Requester: |RDEIIN,REID |, Reid, Robin J Reguisition Defaults

owDOTY Add Commen ts

~Requisition Date: O6/20/2013 [FHlReguester Info Reguisition activities

Origin: [BRC | Oniline Input Document Status

-Currency Coae: [Cs5—— oolar [ Amount Summany ]

Total Amount: 82,330.00 USD
Add Htems Fromm » | | Select Lines To Display » |
Purchasing Kit Catalog S  — _ "
Lime: @, To: =N Retrieve
tem Search Reguester tems | 4 [ ]
B Ship To/Due Date || Status || Wendor Information | kem Information || Attributes || Contract || Sourcing Controls || WeblMS |
Line Item Description Cuantity ~won Category Price ;"ri'::ft"dise Status
1|Ey | [Frsas77327 @, |[sACT. SODIUM == #EE|[1.000.000 LTH@, |[7754577 2233000 | 82,330.00 Open Lo == == =1 =]
View Approvals ~Go 1o [ more.. i |
Sawe | [@ Return to Search | [El Notity | [e Refresn | [’}._ A | Upﬂata»’Displﬂy]
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Create Restock Requisitions (continued)

CARDINAL

:a'.rr:rvr'rtes Mainvr\-'lenu B Purcrlasing B Requifﬂ:ions > AddfUpdate Requisitions
@ MNew Window @ Help .

Maintain Requisitions
Requisition
Business-nit— 504100 *WebIMS Req Type status: open & | %

Requisition 1D: 0002058842

Requisition Hame: |0002058842 | ™ Hold From Further Processing
w Header
*Requester: |RDEHNREID |'% Reid, Robin J. Reqguisition Defaults

oDOT) Add Comments

*Requisition Date: [oBr20r2012 |[H Regquester Info Requisition Activities

Origin: [onL @, Online Input Document Status
~Currency Code: [0S0 Dollar | A0 T S TTLT) 2 1y S —|

Total Amount: 8233000 UsD

Purchasing Kit Catalag - |—| [ . ]
Iltermn Search Reqguester [tems Line: I:Il% Tor A Eetlevs

ind | View i | B
- . e e . £
| Ship To/Due Date || Status || Vendor Information

||/ tem Information \“/ Attributes \||/ Contract \“/ Sourcing Controls \||/ WeblMS |

|

Li it o inti IQ ti lsuom lcat \pri Merchandise am

ine | | em escription | uantity ategory rice Amount | us
= =
1|E.£.I|?7545?732? /@, |[SALT, SODIUM = iE"@, 1,000.000, |[LTN@, (7754577 82.33000 82,330.00:0pen 3 [E (=]
View Approvals *Go to: |..more... |
[ Save] [@' Returntus.earch] [EI Nutify] [Q Refresh [EL Adl:ll [ Update/Dizplay
|
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Cancel Restock Requisitions

CARDINAL

A restock requisition is cancelled the same way as a regular requisition. A requisition that has been sourced to a PO cannot be
cancelled.

WebIMS is not automatically updated when a restock requisition is cancelled. The Storekeeper must manually update the
guantity on order in WebIMS.

... Fa\rovrrtes Ma\nvMenu > Purdlasing > Requivs'rtiuns > AddfUpdate Requistions
Cancel Restock Requisition:

Maintain Requisitions

@ New Window @ Help

* Navigate to:

Business Unit: 50100 *WebIMS Req Type Status: Pending x
. . HP- Requisition 1D: 0002058842
Main Menu > Purchasing > Requisitions ¢ | |
. Requisition Name: 0002058842 I™ Hold From Further Processing
> Add/Update Requisitions )
*Requester: ROBIN REID @, Reid, Robin J. Requisition Defaults
« Search for, and select, the requisition you il Add Commerts
; *Requisition Date: 06/2012013 [HIRequester Info Requisition Activities
WISh to Cancel. Origin: ONL JQomine\nput Document Status
[ Amourt Summary: |
*Currency Code: USD Dollar nt Summa
. . e Total Amount: 82,330.00 USD
 Click the red X at the top of the requisition. 2 )
Purchasing Kit Catalog Line: Tor
. ltem Search Reguester ltems ne |:Q © IZQ =
* Click Save. ‘
" Ship ToDue Date || Status | Vendor Information | fem information || Attributes | Contract || Sourcing Controls || WeblMS I
Line item Description Quantity *UOM Category Price E:]f::: dise Status
1 B [rrsas77327 Q [eaT.sopum = E[Tooo0o0] [LTNQ, 7754577 8233000 82330.00 Pending Cm B ®E
View Approvals *Goto: I More... j
save | [BD ReiurntDSearch] [El Nmify] [8 Refresh
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Cancel Restock Requisitions (continued)

-
CARDINAL

Favarites Main Menu > Purchasing » Reqguisitions > Addf/Update Requisitions

t2] Mew Window @Help Ef
Maintain Requisitions

Requisition
Business Unit: 50100 *WeblM3 Reg Type Status: Pending X
Requisition 1D: 0002058842
Requisition Name: |0002058842 | I Hold From Further Processing
w Header
*Requester: |RDEIN.RE|D |Ci§ Reid, Robin J. Reqguisition Defaults
WDOT) Add Comments
*Requisition Date: |UE!20!2013 ||E| Eeqguester Info Requisition Activities
Origin: |DNL |'%Dnline Input Document Status
~Currency Code: [0s0 Dollar T R ——————————————
Total Amount: 82 330.00 USD
Add Hems From Select Lines To Display
Purchasing Kit Catalog

Line: To: Retrieve
ltem Search Requester tems :ll% A

Find | View Al | B Firet Kl 4 or 4 B aat
[ Ship To/Due Date T Status T Wendor Information T tem Information T Attributes T Contract T Sourcing Controls 1 WebMS \|
- | | S | - . | - Merchandise |
Line | Iltem Description IQuantlty | uom ICategcrry IPnce Amount IStatus |
= | =
1 I%:|?7545?732? @, [sALT, soDIUM =i |EE:,| 1,000.000 ‘ LT, |?7545?7 | 82.33000 | 32,330.u0:Pending |C} EIZI‘ [ =
View Approvals *Go to: | ..More... ;l

pp—
[ S.a\re] [ﬁ* Return to 5e-arch] [El Nntif_-.-] [g Ftefresh]

[Es Add| [ Updateispiay |
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View Restock Purchase Orders

—

CARDINAL

Storekeepers and Buyers can view the restock PO to check its status. The WebIMS check box is selected for all restock
POs. However, the Storekeeper cannot see the WebIMS check box on his view of the PO. The Buyer’s view of the PO

includes the WebIMS check box but the Buyer cannot edit the check box.

The way you view the restock PO is determined by your role:

» Storekeeper: Navigate to Purchasing > Purchase Orders > Review PO Information > Purchase Orders

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

Favorites | Main Menu > Purciasing » Purchasg Orders » Review PO Information > Purchase Orders orkes | Man Meny > Purchashng > Purchese Drders > Add/lpdate FO8
hd A hd he - = @ & New Window  (Z) He|
Newwindow {Z}Help aintain Purchase Order

Purchase Order Inquiry

Purchase Order PO S Dispatched VN x
Business Unit: 50100 PO Status: Dispatched = om Further Proce:
POID: 0001078607
[~ Header- 1

PO Date: 06/03/2013

Vendor Name: LL CARTER-003 Backorder Status: Not Backordered

Vendor ID: 0000033093 Wendor Details Receipt Status: Partial

Buyer: Hall, I~ Hold From Further Processing

Mike
(vDOT) ]
PO Refe -
eference: Stone Merchandise: 4,131.00

Header Details Al RTY Documen t Status FreightTax/Misc.: 0.00

Header Comments Matching Total: 4.131.00 USD

Change Order Activity Summary '

Line itemn 1D item Description Category PO Qty uom -

T Catalog  ltem Search
1 [ | 7503532090 STONE NO. 218, STONE 7503532 | 300.0000LTN | 4,131.00 USD Approved | G2 | =
View Approvals i T st m Inform: e BFQ_|[ Contract
Line item Description 0 ey
Return to Search. Mot i1 Related Links.
Bareinoseecny. [Elatoitg ey oy E— e N
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|View Restock Purchase Orders (continued)

Storekeeper View: No WebIMS Check Box

Favorites |
- 5

Purchase Order Inquiry

Mainvrv'lenu b Purch‘gsing b Purchasg Orders > Review P[}}’nforrrﬁtiun » Purchase Orders

2] New Window  (Z)Help [

Purchase Order

Business Unit:
PO ID:

50100
oooro ee0y

PO Status:

Dispatched

PO Date: 06/03/2013
Vendor Name: LL CARTER -003 Backorder Status: Mot Backordered
Vendor ID: 0000033093 Vendor Details Receipt Status: Partial
Buyer: Hall, I Hold From Further Processing
Mike
voom) [ Amount Summary
PO Reference:
Stone Merchandise: 4131.00
Header Details All ETY Document Status FreightTax/Misc.: 0.00
Header Comments... Matching Total: 413100 USD
Change Order Activity Summary '
Customize | Find | View All | B | 1 First K1 4 o 4 11 Last
- — Merchandise
Line Itemn 1D Item Description Category PO Gty II.ID!.I Amount Status
1 % 703532090 STOME MO, 218, STOME Th03532 3UU.UUUU:LTN 4,131.UU:USD Approved ES

View Approvals

[Ig_f: Raturn to 5aarcn] [El Mutify]

=l Related Links
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View Restock Purchase Orders (continued)

Buyer View: WebIMS Check Box

\.r:lrites Mainvru'lenu = Purcflasing > Purchasg Orders > Add/Update POs

@ Mew Window @ Hel
Vlaintain Purchase Order

urchase Qrder

Business Unit: 50100 PO Status: Dispatched P} x
PO 1D: QO0107a607
Copy From: | L[ I Hold From Further Processing
FPO Date: |UE!U 32013 |IE1'J Vendor Search
Backorder Status: Mot
Vendor: ||-|— CARTER -003 vendor Details Backordered Create BackOrder
Receipt Status: Partial
MVvendor ID: |UDUE|033093 LL Carter & Son Inc
) *Dispatch Method: | Print | Dispatch
FBuyer: [MIKE.HALL |2, Hall, Mike (WDOT} pa [ |
PO Reference: |Stcune eVA PO Type: RO1 |9, Routine Bill Vendor
eVA Order Method: PRMNT |,
veb IMs?: eVA Interfaced: MNSEW |,
euva Ditm:
Header Details Activity Summary
Eo Defauits Decument Stalus e
Feqguisitions Edit Comments -
PO Activities Add ShipTo Comments Merchandise: 4,121.00
FreightTax/Misc.: oog [ Calculate |
Total Amount: 4,131.00 USD
Add Hems From Select Lines To Display

Catalog ltem Search Line: | % To: @, | Retrieve

Customize | Find | Wiew A | EL |

First Bl 4 or 1 K3 3=t

[ Ship To'Due Date T Statuses T kem Information

[ Attributes | RF@ || Contract || Receiving |

- e . - Merchandise
Line tem Description PO Gty oA Category Price Amount IStatus
H = [75035320090 STOMNE NO. 218, STOME £5, 300.0000| |LTN 7503532 [13.77000 4,131.Uﬂlﬁppr0ved ES] =]
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Create Restock Receipts

CARDINAL

Creating a restock receipt for the goods when they are received is similar to creating a regular receipt. The difference
between a restock and regular receipt is that Cardinal creates a WebIMS Receipt Doc ID for each line of the restock receipt
and updates the receipt information to WebIMS.

Select Purchase Order

Create a restock receipt: [Scarch criera.
PO Unit: I50100 =N Days +/- Today: 100

. D: | |2 Start Date: 04/02/2016 [
L4 NaV|gate tO Line ! Schedule: [ | | End Date: 10/19/2016 5
Release: l:l Vendor Name: N Vendor Looku

. . . ftem ID: @, Vendor Item ID: [ = ¥
Maln Menu > PurChaS|ng > Recelpts > Ship To: @Q Manufacturer ID: ‘

Ad d /U p d ate ReC el p tS Ship Via: = Manufacturer's tem ID: \

Retrieve Open PO Schedules

[ seacn | |
. O Ho Order Qty O Ordered Gty @ PO Remaining Qty
« Click Add f he Add | b
ick Add from the Add New Value tab. s —
Sl ct G [ shipping Related || More Details |
o T Prior e
- - - PO Unit POID Line Sched Release Due Date PO Qty = tem Description
« Enter your PO search criteria and click Search. o i bt | g |
50100 (0001138846 2 1 |10 |oaw7o1s | 10000 9108250000 | ELECTRICAL MAINTENANGE AND REP
. . ‘Ii| 50100 0001136646 3 1 11 0410712016 21.0000 9189480800  TRAFFIC VIDEQ DISTRIBUTION TEC
+ Select the PO/ line(s) to receive. — — : : : :
50100 |oooti3eess 4 1 |12 |oatw7:2015 | 10000.0000) 0504045000 | MISCELLANEOUS SUPPLIES MISGELL
. }50100 :0001135735 ‘1 1 | :nmarzms ‘ 1 mmn: Ig1313354m :DRAINAGE FILTERRA ENVIRONMEN
+ Click OK. — e — |
50100 (0001136858 |1 EREF |0art212018 ‘ 80000  2.0000|8750001000  |RENTAEASE VEHICLES & EQUIPVEN
Select Al O cearan

—— 1
[ OK I|[ Cancel || Refresh |




Create Restock Receipts

o
CARDINAL

Select Purchase Order

Search Crtena

PO Unit: (50100 l=X Days +/_ Today: | 100]
ID: | (=X Start Date: [04/02/2016 =
Line ! Schedule: [ | [ | End Date: [10/19:2018 |
Release: | | Vendor Hame: | |Qe vendor Laakup
Item I0: | |q=a Vendor ltem ID: | |qza
Ship To: |ND'“"‘" EQP |qa Manufacturer ID: | |qzs
Ship Via: | |Q@ Manufacturers Item ID: | |Qe
Retrieve Open PO Schedules
[ e ] Receipt Oty Options

(O Mo Order Oty

(O Ordered Gty (® PO Remaining Gty

Retneved Rows

Customize | Find | WViewe Al | B First Ell 4.5 of 38 IX | as¢

Soleii bz i Shipping Related || More Details |
Sl IP\CZt Unit IP\CZt [} ILimt? ISched IRelease Due Date PO Gty Re{lz:l(;: Il‘lel‘l‘l Imﬂzc:ri|:|rtin::|nn
50100 0001136646 2 1 10 04/07/2016 1.0000 9108250000 ELECTRICAL MAIMTEMAMNCE AMD REP
50100 0001136646 3 1 11 04/07/2016 21.0000 9189480800 TRAFFIC VIDED DISTRIBUTION TEC
[0 |s0100 |0001126646 4 1 12 04/07/2016 | 10000.0000 0504045000 MISCELLAMEQUS SUPPLIES MISCELL
[] |s0100 0004136736 1 1 04/02/2016 1.0000 9131336470 DRAINAGE . FILTERRA EMVIROMMER
[] |s0100 |0001136859 1 1 127 04/12/2016 8.0000 2.0000|9750001000 REMT/ EASE VEHICLES & EQUIPMEM
Select All O ciearan
[ ok || cancel | Refresh |
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CARDINAL

Create a restock receipt (continued):

» After you have selected the PO you will
enter the Receipt Qty (quantity) on the
Receipt Lines tab.

» Click on the Header Details hyperlink.

» Enter the actual date the goods were
received.

+ Click OK.

Create Restock Receipts

Maintain Receipts

Receiving

Business Unit: 50100 Receipt Status: Open x

Receipt ID:

Add Header Comments Activities

Close Short All Lines

Run PO Receipt Accrual

¥

Receipt Lines Customize | Find | View Al B | 8 First K14 of 4 O Laat

e iy Y More Detais || Links and Status |[ Jtem / MTg

v
Line Item Description \

Recv - - | | Close . Device Stock
uoM Receipt Price  Accept Qty IStatlls Short Serial Track VoM
= CARPENTER SERVICES HELPKR
1 B |2100610350 T 7000000 | | B ‘q 10.00000 TUU.UUUUIODen 0 ] O [HRrR @ X
[Jinterface Receipt [JRun Close Short

[15) seve | = notry | [ Refresn |

Maintain Receipts \

Header Details
Business Unit: 50100 *Receipt Date: 08022016 |[H) IieoeiptT[me: 1.39PM

Receipt ID: MNEXT UserID: CAROLYN.GLASSCO

Receive Source: On-line Receipt Status: Open

Vendor: 0000019593 Name: Croston Contracting Senvices LLC
Location: AN | *Ship To: IRJCHEIUSOFF

Last Change Date: Last User to Modify:

¥ Shipping Information

[ Match Options

Receipt Hold Options Receipt Processing Options

[JHold Receipt Process Manufacturing
[OHold Inventory Process Inventory
[JHold Assets Process Assets

OK Cancel ][ Refresh ]
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|Create Restock Receipts

Create a restock receipt (continued):

* To commit the newly entered information and save the receiver, click Save.
» After the receipt is saved, Cardinal:
* Generates a Receipt ID.

* Generates a WebIMS Receipt Doc ID for each receipt line. This can be seen on the WebIMS tab.

» Sends the receipt information to WebIMS.

Maintain Receipts

Receiving
Business Unit: 50100 Receipt Status: Fully Received )(
Receipt ID: 0001500006 Add Header Comments Activities

Header Detalls Document Status

Select Purchase Order |- Close ShotAlLines | |- RunPOReceipt oozl |

Receipt Lines

Customize | Find | Viewe A1 | B |

First K4 of 4 [0 st
K . . 5 Y N 5 . 5 A .
ReceiptLines || More Details || Links and Status || tem/MfgData || Optionallnput || Source Information

Line ltem Description WebIMS PO \lebIMS Receipt Doc ID

= ..
1 B 0041404055 11N X50 YOS ROLL, 320 GRIT RODDOO0030




Cancel Restock Recelpts

You can cancel a restock receipt at the line level as long as it has not been vouchered, i.e., sent for payment. Once the goods
have been received and a voucher created the restock line cannot be cancelled. Once cancelled the information is sent to
WebIMS. Do not cancel the entire receipt, i.e., the red X at the header level.
Cancel arestock receipt:

» Navigate to Main Menu > Purchasing > Receipts > Add/Update Receipts

* Click the red X next to the line to cancel the line.

» Click Save. WebIMS will be updated.

Maintain Receipts

Business Unit: 50100 Receipt Status: Fully Received €
Receipt ID: 0001619845 Add Header Comments Activities
Header Details Document Status
» Header
SIS U HAS e Grdet | Close Short All Lines ] | Run PO Receipt Accrual ]
* More Details | Links and Status | ftem/Mfg Data | Optionalinput || Source Information | WeblMS |
Line I tem Description Receipt Qty :'Roe':v Receipt Price Accemptmsm‘us Category 7‘;:?:: | Serial }Zf: lSJ:)c:’:Ik
| | )
1 B, 7503532090 STONE NO. 21B, STONE |178.4200 Bz ‘ LTN @, |7.99000 178.4200 Received 7503532 — | g = lLTn (& xX
=108 | L=kl
= STONE, CRUSHED [ g
2 B, |7503548485 GRADE 26 32.4000 By [LTn |@, |7.20000 32.4000|Recelved 7503548 | = = LTN Q@ x
I Interface Receipt I Run Close Short
| Save ] Sf Return to Search] [ Previous in List ] [ Next in List ] [EI Notify ] [C Refresh ] [EL Add ] [ UpdatefDisplay]
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Cancel Restock Recelipts (continued)

Favorites : Main Menu > Purchasing > Receipts » Add/Update Receipts

@Newwmdnw I@JH@I;} Cusmmize Pag

Maintain Receipts

Receiving
Business Unit: 50100 Receipt Status: Fully Received X
Receipt ID: 0001619345 Add Header Comments Activities

Header Details Document Status

» Header
Select Purchase Order | Close ShortAll Lines | | Run PO ReceiptAccrual |
Receipt Lines
i More Detailz I Links and Status i ftem/ Mfg Data T Optional Input i Source Information 1 WeblMs \|
. | | — - *Recy . . Accept | | Close . Device Stock
Line Itemn Description Receipt Oty UOM Receipt Price aty IStatus Category Short Serial Track UOM
1 % 7503532080 STOME MO. 218, STONE [178.4200 % % 7.99000 1?8.4200|Received 7503532 r - (m % X
2 % 7503543485 EE%E'EERUSHED 32.4000 % LTN |, [7.20000 324000 Received |7503548 r ( | LTN @, X
I” Interface Receipt I” Run Close Short
[ S-avel &h ReturntuSearch] [ Previous inList] [ NeadhListl [El Nutif_l.r] [g Refresh [EL Adcl] [ Update/Dizplay
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

Creating a restock requisition is similar to creating a regular requisition but with a WebIMS Req Type of Restock.

» The requisition type must be selected before any other data is entered.

» The accounting distribution on a restock requisition is automatically populated and cannot be changed.
You cancel a restock requisition at the line level only. Once a requisition is sent to a PO it can no longer be cancelled.
Restock POs are created the same way regular POs are created.

The main difference between a regular and restock receipt is that Cardinal creates a receipt WebIMS Receipt Doc ID
for each line of the restock receipt.

You may cancel restock receipt individual lines, as long as the receipt has not been sent for payment, i.e., vouchered.

* Line cancellation information is sent to WebIMS.
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Lesson 4: Maintenance

CARDINAL

This lesson covers the following topic:

 WebIMS Lockdown and Downtime
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WebIMS Lockdown and Downtime

CARDINAL

Periodically WebIMS may be put in ‘lockdown’ or be offline, i.e., down.:

« When WebIMS is offline for any reason users should not work with inventory issuances and restock data entry.

« If areceiptis being entered when WebIMS experiences downtime then the user should cancel the receiver and
recreate it when WebIMS is back online.

« If a requisition is in the approval process when WebIMS goes offline the final approval by the Procurement Manager
cannot be processed through to WebIMS. Therefore, the Procurement Manager should wait until WebIMS is online to
approve the requisition.
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WebIMS Lockdown and Downtime (continued)
Casomas

CARDINAL

Favorites : Main Menu > Purchasing > Receipts > Add/Update Receipts
H v v v

v

The system was unable to connect to WehIMS. YWhen WehIMS becomes
available, please manually update the Receiver in WehIMS (0,0)

[ O




Lesson 4: Summary

CARDINAL

In this lesson, you learned:

* While WebIMS is in lockdown or is down, if at all possible hold off on entry of WebIMS activities into Cardinal until

WebIMS is available again. However, these activities can still occur in Cardinal if needed but WebIMS will not receive
these transactions.

« If WebIMS activities are done in Cardinal while WebIMS is unavailable, manual adjustments to WebIMS may be
needed.
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Lesson 5: Inventory Issuances and Restock Queries

This lesson covers the following topic:

* Queries
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Queries

—

CARDINAL

There are numerous inventory issuance and restock requisition queries and they can be run at various intervals. Inventory
Issuance and restock requisition queries include:

* WebIMS Item Cross Reference
* IMS reqs not journal generated

* IMS PO Recv Vchr Prepost GL
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Queries - WebIMS Item Cross Reference

—

CARDINAL

WEBIMS Item Cross Reference:

The WEBIMS Item Cross Reference (V_PR_WEBIMS _ITEM_XREF) query provides a cross reference from the Item number
(NIGP) to the WebIMS Item ID. You can input the NIGP / Item number and the query will return the WebIMS Item ID or
conversely enter the WebIMS Item ID and the query will return the NIGP / Item number.

You can navigate to this query using the following path:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS_ ITEM_XREF

V_PR_WEBIMS_ITEM_XREF - WEBIMS Item Cross Reference

SetlD: BTATE @,

ltem: | Q
WebIMS Item ID: |096027115

View Results |
Download results in :  Excel SpreadSheet CSV TextFile XMLFile {1 kb)
View All First E] 1-1 of1 E] Last
SetlD ltem [tm Status Dt Descr WeblMS tem ID
1 STATE 1659055330 11/26/2011 FUSE, 100 AMP, 250 VOLT, ROYAL 096027115
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Queries - IMS regs not journal generated

CARDINAL

IMS reqs not journal generated:

The IMS regs not journal generated (V_PR_WEBIMS_REQNOTJRNLGEN) query provides a list of inventory issuance
requisitions that have not been journal generated, i.e., the accounting journal entry is not yet in the GL. Regular and
Restock requisition types are not included. This query is used by Storekeepers to assist with the WebIMS reconciliation.

You can navigate to this query using the following path:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS REQNOTJRNLGEN

VY_PR_WEBIMS_REQNOTJRNLGEN - IMS reqs not journal generated

Unit:[50100 ‘@,

[ view Resuits |

Download resulfs in:  Excel SpreadSheet C8VTextFile XMLFile (9 kD)

View Al First [{] 1-23 0f 23 [§] Last
Unit ReqlD Requisition |Status| Req Date |Origin Requester ;::ﬁl;ﬂpi Line Sﬂ';d Distrilt-)iut\'on I;i;;f Merﬂl;l:diae Item \n\[’)%l::llﬂns Cog:;t;on

1 |50100|0000000222 |0000000222|C 05/02/2011|ONL  |V_PR_WEBIMS_STOREKEEPER [ENS 1 1 1(1.0000 12.000|0041404021(1000000147 [N

2 50100 {0000000227 0000000227 |C 05/03/2011 |WIM  |V_PR_WEBIMS_STOREKEEPER [WIP 1 1 1(1.0000 12.000|0041404021{1000000148 [N

3 |50100|0000000227 [0000000227 |C 05/03/2011 |WIM  |V_PR_WEBIMS_STOREKEEPER |WIP 2 1 1/2.0000 24.000 0041404021 (1000000148 |N

4 50100 [0000000227 0000000227 |C 05032011 |WIM  |V_PR_WEBIMS_STOREKEEPER [WIP 3 1 1/3.0000 36.000|0041404021(1000000148 [N

5 |50100 (0000000227 |0000000227 |C 05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER |WIP 4 1 1(4.0000 48.000 0041404021 (1000000148 |N

6 |50100|0000000229 [0000000229|C 05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER [WIP 1 1 1(1.0000 12.000|0041404021 N

7 50100 (0000000234 |0000000234|C 05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER [ENS 1 1 1(1.0000 12.000|0041404021(1000000151 [N

3 |50100|0000000236 [0000000236|C 05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER [INV 1 1 1(3.0000 36.000|0041404021(1000000154 [N

9 |50100|0000000217 [0000000217 |C 04/14/2011|ONL  |V_PR_WEBIMS_STOREKEEPER |INV 1 1 1/1.0000 12.000|0041404021(1000000141 [N

10|50100|0000000216 [0000000218|C 04/14/2011|0ONL  |V_PR_WEBIMS_STOREKEEPER [WIP 1 1 1(1.0000 12.000|0041404021{1000000142 [N

11|50100 (0000000216 |0000000218|C 04/14/2011|ONL  |V_PR_WEBIMS_STOREKEEPER |WIP 3 1 1(1.0000 12.000|0041404021(1000000142 [N

12|50100 (0000000216 |0000000218|C 04/14/2011|ONL  |V_PR_WEBIMS_STOREKEEPER [WIP 4 1 1/1.0000 12.000|0041404021(1000000142 [N




CARDINAL

Queries - IMS regs not journal generated (continued)

V_PR_WEBIMS_REQNOTJRNLGEN - IMS reqs not journal generated
Unit: [50100 2,
View Results |
Download results in . Excel SpreadSheet CSV TextFile XMLFile (9 kb)
View Al First E 1-23 0f23 m Last
Unit Req!D | Requisition |Status| ReqDate |Origin Requester ;E:I}Tl;ﬂpsé Line Sﬂ';d msmﬂ"ﬁﬂ" g}? Mercil;:dise [tem m{:-il:}:"[ﬂ[:us Ecgltr.l;t;on
1 (50100 |0000000222|0000000222|/C  |05/02/2011|ONL  [V_PR_WEBIMS_STOREKEEPER |ENS 1 1 1{1.0000 12.000 {0041404021 (1000000147 [N
2 |50100|0000000227 |0000000227 |C  |05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER |WIP 1 1 1(1.0000 12.000 {0041404021 (1000000148 [N
3 (50100 (0000000227 |0000000227|C  |05/03/2011/WIM  [V_PR_WEBIMS_STOREKEEPER |WIP 2 1 1(2.0000 24.000|0041404021(1000000148 |N
4 |50100|0000000227 |0000000227|C  |05/03/2011|WIM  |V_PR_WERIMS_STOREKEEPER |WIP 3 1 1(3.0000 36.000 [0041404021 (1000000148 [N
5 (50100 (0000000227 |0000000227|C  |05/03/2011/WIM  [V_PR_WEBIMS_STOREKEEPER |WIP 4 1 1(4.0000 43.000|0041404021(1000000148 |N
6 (50100 (0000000229|0000000229|C  |05/03/2011 /WM [V_PR_WEBIM3_STOREKEEPER |WIP 1 1 1{1.0000 12.000 {0041404021 N
7 |50100|0000000234|0000000234|C  |05/03/2011|WIM  |V_PR_WEBIMS_STOREKEEPER |ENS 1 1 1{1.0000 12.000 {0041404021 (1000000151 [N
8 [50100 (0000000236 |0000000236|C  |06I03/2011 [WIM  [V_PR_WEBINS_STOREKEEPER |INV 1 1 1(3.0000 36.000 {0041404021 1000000154 [N
9 (50100 (0000000217 |0000000217|C |04/14/2011|ONL [V_PR_WEBINS_STOREKEEPER |INV 1 1 1(1.0000 12.000 [0041404021 (1000000141 [N
10(50100(0000000213|0000000218|C  |04/14/2011|ONL  [V_PR_WEBIMS_STOREKEEPER |WIP 1 1 1{1.0000 12.000 {0041404021 (1000000142 [N
11(50100 0000000218 |0000000218|C |04/14/2011|ONL  [V_PR_WEBIM3_STOREKEEPER |WIP 3 1 1(1.0000 12.000 |0041404021 (1000000142 [N
12(50100(0000000213|0000000218|C  |04/14/2011|ONL  [V_PR_WEBIMS_STOREKEEPER |WIP 4 1 1{1.0000 12.000 {0041404021 (1000000142 [N
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Queries - IMS PO Recv Vchr Prepost GL

—

CARDINAL

IMS PO Recv Vchr Prepost GL :

The IMS PO Recv Vchr Prepost GL (V_PR_WEBIMS_VCHR_PREPOST) query provides a list of requisitions with a
requisition type of Restock that have not been journal generated, i.e., the accounting journal entry is not yet in the GL. This
guery is used by Storekeepers to assist with the WebIMS reconciliation.

You can navigate to this query through the following path:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS VCHR_PREPOST

V_PR_WEBIMS_VCHR_PREFPOST - IMS PO Recv Vchr Prepost GL
Business Unit: 50100 |Qy
District (% Tor all}: |%
View Results |
Download resulfs in . Excel SpreadSheet CSY TextFile XMLFile (114 Kkb)
Views Al First E 1-100 of 218 E| Last
Business Dept | Stock PO Recv|IMS Rec Doc i Receipt Vchr
- District| Ship To o PO ID Receiver ID Line Item 1D Receiver Oprid o Recv.Amt | VchriD Vehr Amt | Vendor D
Unit ]} Loc Ln Ln ]} Status Date Ln
1 50100 CuULP EE{E]NE 17016 (0223 (0001133552 1)|0001845916 1|RO00041629 |Received | 7754577327 [BETTY.COLLINGS 03/03/2016( 9915.000 0000015454
2 50100 LYMCH EESSVL 130097121 (0001133781 10001861511 1|RO000432262 |Received | 7507766150 [JULIE.KELLY 05/04/2016( 2856.310 0000032750
3 50100 SALEM :}:léRL 12044 (1720 |0001133848( 10001859975 1|RO00043133 |Received | 7503532062 | KAREN BOWMAN 04/26/2016( 5913.350 0000028982
4 50100 RICH EE‘SCH 14007 (2021 |00011338385( 1)|0001357326 1|RO00042926 |Received | FS07VEE150 [LISASMITH 03/31/2018 363.960 0000100992
5 50100 LYMCH 540 13024 (1921 |0001134078( 100018560155 1|RO00043153 |Received | 7451220550 [RAYMOND MOTTLEY |04/29/2016| 6149.540|00600369 1| 6149.540|0000002181
G 50100 SALEM mIdSS 12069 (3120 |0001134080( 10001854093 1|RO00042639 |Received | 7503548485 | LORRIESUMPFTER 04/01/2016| 5212.800|00601547 1| 5212.800|0000028982
7 50100 SALEM K_ITI{ESS 12069 (3120 |0001134080( 1)|0001860749 1|RO00043199 |Received | 7503548485 | LORRIE.SUMPTER 04/29/2016| 4442 690|00601547 3| 4442.690|0000028982
2 50100 SALEM ml{iSS 12069 (3120 |0001134080( 10001860750 1|RO000432200 |Received | 7503548485 | LORRIE.SUMPTER 05/02/2016( 1558.640 0000022982
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Queries - IMS PO Recv Vchr Prepost GL (continued)

V_PR_WEBIMS_VCHR_PREPOST - IMS PO Recv Vchr Prepost GL
Business Unit: 50100 @,
District (% for all}: %
view Results |
Download resulfs in . Excel SpreadSheet CSW TextFile XMLFile {114 Kb)
Wigw All First [4] 1-100 of 218 [p] Last
Business Dept | Stock PO Recv|IMs Rec Doc| ReC¥ Receipt Vechr
- District| Ship To o PO ID Receiver ID Line Item ID Receiver Oprid b Recv Amt| VchriID VchrAmt | Vendor D
Unit D Loc Ln Ln D Status Date Ln
bl 50100 CuLP :EEJNE 7016|0223 (00011335562 1)|0001346916 1 |RO00041629 |Received | 7754577327 | BETTY.COLLINS 03/03/2016] 9915.000 0000015454
BROSWL )
2 50100 LYMNCH AHT 120097121 |00011323781| 1|0001261511 1|RO00043262 |Received | 7507766150 |JULIE.KELLY 05/04/2016]| 2956.310 0000032750
3 50100 SALEM I};ﬁLéRL 12044 (1720 |0001133848| 1 (0001859975 1 |RO00043133 |Received | 7503532062 | KAREMN. BOWMAN 04/26/2016] 5913.350 0000028982
4 50100 RICH ;%CH 14007 2021 |0001133885| 1|00018357326 1|RO00042926 ([Received | 7507766150 |LISA.SMITH 034312016 363.960 0000100992
5 50100 LYMNCH EHC[ 130241921 |00011340783| 1|0001860155 1|RO00043153 |[Received [ 7451220550 |RAYMOMND MOTTLEY |04/29/2016| 6149.540|00600369 1| 6149540 (0000002181
5] 50100 SALEM E’_ITIEESS 120693120 (0001134080 10001854083 1 |RO00042639 |Received | 7503548485 [LORRIE.SUMPTER 04/01/2016) 5212.800)|00601547 1| 5212.800|00000228982
7 50100 SALEM E’_I'_IdSS 120693120 |0001134080| 1 |0001860749 1|RO00043199 |Received [ 7503548485 |LORRIE.SUMPTER 04429/2016| 4448 690|00601547 3| 4445.690(00000289582
8 50100 SALEM Eldss 120693120 |0001134080( 1 )|0001860750 1 |RO00043200 |Received | 75035484585 [LORRIE.SUMPTER 05/02/2016] 1558.640 0000028982
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Lesson 5: Summary

CARDINAL

In this lesson, you learned:

« There are numerous inventory issuance and restock requisition queries available, to include:
* WebIMS Item Cross Reference
* IMS reqs not journal generated

* IMS PO Recv Vchr Prepost GL
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Lesson 6: Inventory Issuances and Restock Hands-On
-3 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.

o

|?_,‘CARDINAL" |

" " " )
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Course Summary

CARDINAL

In this course, you learned to:

» Describe the inventory issuance and restock process and key concepts

« Explain how inventory issuance and restock processing integrates with other Cardinal modules and interfaces with
external systems

» Create an issuance requisition

» Understand requisition issuance journals
« Create and cancel restock requisitions

* View restock purchase orders

» Create and cancel restock receipts

+ Handle WebIMS lockdown and downtime

» Describe key queries
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 PR347: Inventory Issuances and Restock course. Please use the
evaluation link to assess this course.
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Appendix

CARDINAL

« Key Terms

* Flowchart Key

75



Key Terms

CARDINAL

Buyer: An individual authorized to create a purchase order.

External Sales — Non-State Agency: The selling of materials to any non-state agency. This includes cities, counties,
towns, and other governmental entities not termed a state agency. It also includes sales to private contractors if they have
been approved, i.e., Turnkey Asset Maintenance Services (TAMS) contractors.

External Sales — State Agency: The selling of materials to another state agency

Inventory Issuance: A request (requisition) for item(s) in WebIMS stock. The requisition includes details about the item(s),
description, quantity, unit of measure, unit price, and total price information for each line.

Purchase Order (PO): A commitment from an organization to a vendor to purchase goods or services from that vendor. It
lists purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and shipping instructions,
and is part of the contractual nature of the purchase order.

Regular Requisition: A requisition is the request for items or services. A requisition in Cardinal is an online form that you
use to request goods or services. Requisitions can be created from the eProcurement or Purchasing module. A regular
requisition is not related to WebIMS.

Restock Requisition: A request to purchase items to replenish WebIMS stock using a requisition type of Restock.

Storekeeper: The designated person(s) responsible for handling orders placed via Cardinal and being filled by WebIMS.
The district Storekeeper orders, receives and issues WebIMS stock. WebIMS is a custom order fulfillment solution used
specifically to order goods such as safety gear, salt or sand for snow treatment, etc. When this type of good is ordered,
Cardinal interfaces with WebIMS to fulfill that order.
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Key Terms (continued)

CARDINAL

Sourcing: Sourcing is the process of creating purchase orders from requisitions which interfaces with Cardinal to manage
inventory stock (ordering and issuance), using a requisition. Cardinal users can create requisitions requesting inventory from
WebIMS, which sends the item, quantity, location, and IMS location number to WebIMS to issue inventory. Once the order is
accepted, WebIMS decrements the inventory and sends a message back to Cardinal.

Vendor: Any person or other entity that provides goods and/or services, or receives refunds, including suppliers, federal,
state or local government entities, and other fiscal payees. All procurement vendors are interfaced from eVA to Cardinal.
Non-procurement vendors (also called Fiscal Payees) will be created directly in Cardinal. Employees are not vendors for
their own agencies.

Web Inventory Management System (WebIMS): WebIMS is a custom order fulfilment solution used specifically to order
goods such as safety gear, salt or sand for snow treatment, etc. When this type of good is ordered, Cardinal interfaces with
WebIMS to fulfill that order.

Work In Process (WIP): Taking two or more items and making something that is different, i.e., mixing salt and sand and the
combined items become mixed abrasives. Each item has a unique National Institute of Governmental Purchasing (NIGP)
stock number.
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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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