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Welcome

CARDINAL

Welcome to Cardinal Training!

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

This course 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 tre
Security Handbook for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

A Describe the inventory issuance and restock process and key concepts

A 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
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Course Topics

CARDINAL

This course includes the following lessons:

A Lesson 1: Understanding Inventory Issuances and Restock
A Lesson 2: Inventory Issuance
A Lesson 3: Restock

A Lesson 4: WebIMS Maintenance



Lesson 1: Understanding Inventory Issuances and
-3 Restock

CARDINAL

This lesson covers the following topics:

A Procurement Overview

A Key Concepts

A WebIMS Inventory Issuance Requisitions

A WebIMS Inventory Restock Requisitions

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

A 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. Itis 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.

Cardinal Functional Areas

Accounts
Payable

Accounts
Receivable

General
Ledger

Project
Accounting

Modules Procurement

Purchasing

eProcurement

Strategic Sourcing

Procurement
Contracts




Key Concepts

CARDINAL

Key inventory issuances and restock concepts include:

A 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.

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

A 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 General Ledger (GL).

A 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.

A 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 from 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:
A Contact your location's designated Storekeeper.
A 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
syst emds Ghne of th€fbllowong:e

A Inv Issue

A WIP (Work in Process)

A Ext State (External Sales i State Agency)

A Ext NonSta (External Sales i 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):
A If the goods are available:
A The order is fulfilled and the WebIMS inventory is decremented.

A 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.

A If the goods are not available:
A 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.
A If there is a discrepancy, the Inventory Manager needs to be contacted to resolve the issue.

A 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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WebIMS Inventory Restock Requisitions

—

CARDINAL

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,
integration with the GL module is done through the AP process. However, with a restock requisition, unlike regular or inventory
iIssuance requisitions, the accounting distribution may not be changed.

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

—

CARDINAL
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WebIMS Inventory Restock Requisitions (continued)

CARDINAL

Create a WebIMS inventory restock requisition:
A Contact your location's designated Storekeeper.
A 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.

A Upon t he r appraval is forwardedts the Purchasing office for processing.
A If the requested items are on contract, a PO is generated from the contract.
A If no contract exists, a sourcing event is created and ultimately either a PO or contract will be generated.

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

A The WebIMS system inventory is incremented.

For in-depth details on creating requisitions, refer to the course titled 501 PR342: Processing Requisitions.
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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 || e &A% SR I
Projgct Customer Billing
A Inv Issue (Inventory Issue) Costing Contracts
; M::;;:;%Znt Payroll . General Ledger
A WIP (Work in Process) ’ T
] Gegeral Accounts
. Ledger < Receivable
A Ext State (External Sales i State Agency)
: Accounts
. Receivable
A Ext NonSta (External Salesi Non State | |
Procurement Accounts Payable
Agency)
Sraege | | Pt
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 supplier. 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 sent to 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.
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Interface: WebIMS

—

CARDINAL

WebIMS Interfaces:

Inventory requisition processing interfaces daily with
WebIMS.:

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

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

A WebIMS updates its inventory system.

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

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

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

AWhen users need to purchase goods stocked in the Webl MS s
Storekeeper to complete the request.

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

19



Lesson 2: Inventory Issuance

CARDINAL

This lesson covers the following topic:

A Create Inventory Issuance Requisitions

20



CARDINAL

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 i Requisitions page using the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

From the Add a New Value tab, accept the defaults
and click Add.

The Maintain Requisitions T Requisition page
displays:

A Determine the WebIMS Req Type (this step
must be be done first):

A Ext NonSta (External Sales i Non State
Agency)

A Ext State (External Sales i State Agency)
A InvIssue

A wiIp

| CARDINAL

Favorites « | Main Menu «

Al ~ | Search | Advanced Search

> Purchasing~ > Requisions~ > Add/Update Requisitions

Maintain Requisitions

Requisition Exthonsta
Ext State

Inv Issue
Business Unit 50100 WebiMS Req Type {[ETTET]

Restock
Requisition ID NEXT WIP

Requisition Name Copy From

Status  Open 4

[ Hold From Further Processing
Header (7
*Requester GEORGE MASON | Q MASON,GEORGE

*Requisition Date 02/05/2017 B Requester Info

Origin [ONL U Online Input
* UsD
Currency Code Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (7
Total Amount 0.00 UsD
Add ltems From (7
Purchasing kit Catalog
Item Search Requester ltems
Line (7 Personalize | Find | View Al | B | [ First ‘4" 10f1 ‘*' Last
Details | Ship To/Due Date || Status | Supplier Information | [tem Information || Affributes || Contract || Sourcing Centrols || WebIMS
Line Hem Description GQuantity AUOM  Category Price :‘:"::‘:{“’i“ Status
13 Q &1 1 [o.0000 Q Q 0 0.00 Open om B EE
Mg ‘Goto  Rioro Ll

WebIMS Req Type, Regular and Restock are not used with issuance requisitions.
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Create Inventory Issuance Requisitions (continued)

CARDINAL

#® CARDINAL

Favorites « | Main Menu - » Purchasing » > Requisiions » > AddiUpdaie Requisitions

I All v|Seart:h # | Advanced Search

Maintain Requisitions

Requisition Ext NonSta
Ext State
Inv Issue
Business Unit 50100 WebIMS Req Type| Status Open g
Restock
Requisition ID NEXT WIP
Requisition Name| | Copy From [J Hold From Further Processing
w Header (7
[T T T |
*Requester GEORGE.MASON |Q, MASON GEORGE
T Tmamemndas | !
“Requisition Date I—I]?fﬂﬁi?_ﬂﬁ' El Requestar Info
P T
ognONL |2 (nine input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary 7
Total Amount 0.00 USD
Add ltems From (7
Purchasing Kit Catalog
Item Search Requester ltems

Line 7 Personalize | Find | View All | &7 | £ First ‘4" 10of1 "*' Last
| Details || Ship To/Due Date || Status | Supplier Information | ltem Information || Affributes || Contract || Sourcing Controls | WeblMS | [0

Merchandise
Amount

1@ Q| = € [0.0000 [ & 5N 0l 0.00 Open o m ES &=

Line Item Description Cuantity =UOoM Category Price Status

Mg Annroagale *ontn

Lidnro LY




Create Inventory Issuance Requisitions (continued)

CARDINAL

Create Inventory Issuance Requisition (continued):
A The Requisition Name may be inserted as a reference, or the Requisition ID will fill the field upon save.
A The Header section contains some key data to include:

A Requester: defaults from your user configuration

A RequisitionDate: def aul ts to todayods dat e

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

I?,.J_CARD] NAL-' Al ~ | Search | Advanced Search

Favorites « | Main Menu « > Purchasing~ > Requisiions~ > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit 50100 “WebIMS Req Type|Regular v/ Status Open &
isition 10 WEXT
| Requisition Name Copy From [J Hold From Further Processing
Header (7
*Requester GEORGE MASON  |Q MASON GEORGE
*Requisition Date |02/05/2017 & Requester Info
Origin | ONL 2 Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (7
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 i
Requisition page to view the Line section. The Line section of the requisition contains multiple tabs with additional

information:

A Details A Supplier Information A Contract
A Ship To/Due Date A Item Information A Sourcing Controls
A Status A Attributes A 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.

LLL= et g I".Ullub'bml TS

Line (7 Personalize | Hn{i]\;"lewAlllL’s_lH L]‘ First ‘' 1-20f2 '*' Last
Ship To/Due Date || Status | Supplier Information | [tem Information || Affributes || Contract | Sourcing Confrols || WebIMS | [F=0

Merchandise

Line ltem Description Quantity *UOM Category Price e Status
1 [ [7754577327 @, [SALT, SODIUM s @ [0 LTN | 7754577 8233 0.00 Open ] (=8 & [+ [=]
2 [ (7754574000 Q, [SALT, ROCK(TOBE % 30 EA |Q, 7754574 90 0.00 Open ] =8 S =l =

View Approvals *Goto .. More...

[k Add |[ 5] UpdateDisplay |

[[f)save |[=INotify |[7* Refresh |




Create Inventory Issuance Requisitions (continued)
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