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Welcome

CARDINAL

Welcome to Cardinal Training!

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

This course provides information on how to enter and maintain procurement contracts 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.




Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules.

. Cardinal Functional Areas
Purchasing

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

Accounts
Payable

Accounts
Receivable

eProcurement

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

General
Ledger

Project
Accounting

Strategic Sourcing

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

Procurement

Purchasing

eProcurement

Procurement Contracts Strategic Sourcing

Procurement

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




Course Objectives

CARDINAL

After completing this course, you will be able to:
» Understand Procurement Contract Concepts, Processes, Integrations and Interfaces
« Enter, Update and Maintain Contracts
» Enter Contract Thresholds, Notifications, and Items
» Understand Contract Versioning
* Close or Cancel Contracts

* Run the Key Reports and Queries
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Course Topics

CARDINAL

This course covers the following lessons:
« Lesson 1: Understanding Procurement Contracts
* Lesson 2: Create Contracts
« Lesson 3: Maintain Contracts
» Lesson 4: Contract Reports and Queries

» Lesson 5: Hands-On Practice Entering Contracts



Lesson 1: Understanding Procurement Contracts

CARDINAL

This lesson covers the following topics:
» Key Concepts
* Enter Contracts
« Maintain Contracts
* Integration with eProcurement and Purchasing

» Interface with SiteManager



Key Concepts

CARDINAL

Key procurement contracts concepts include:

« Cardinal provides easy access to contracts, enabling you to maintain contract information. The purchasing contract is
a part of the overall procurement system that includes integrations with strategic sourcing, requisitions, and POs for
contract creation.

« Cardinal provides the ability to track renewal details as well as supplemental information.

« Changes to a contract are tracked using contract versioning as opposed to effective dating. Contract Versioning
allows for major changes to a contract to result in the contract being saved as a new version.

» Cardinal provides the ability to create a notification to a user, or list of users, when a contract is about to expire or a
specific threshold amount is approaching. Additional functionality is available to Contract Administrators that allows
them to manage contracts and thresholds.



Enter Procurement Contracts

CARDINAL

Steps to enter a contract include obtaining supplier and pricing information. This information is received from one of the
following sources:

« Outside/Ad-Hoc Contract: Solicitation is done outside of Cardinal or created by another entity. Information is then
entered manually from a contract that does not originate from the Strategic Sourcing process.

« SiteManager interface contract: Construction and Maintenance contract data is uploaded into Cardinal.

« Strategic Sourcing Event: Information from contract award information in the Strategic Sourcing module is shared
with the Procurement Contracts module.

I

Outside / Ad-Hoc

Contract Strateglc SiteManager interfaced
Sourcing Contracts
Enter
Update Contract Contract ~ : End
& Contract Items & Contract
Contract Reference . . .
Options as Lines Final

needed




Enter Procurement Contracts (continued)

CARDINAL

Add/Update Contract: Enter or copy contract details into new contract
« Enter required contract reference details.
« Enter comments (e.g., terms and conditions), thresholds and additional contract options as deemed necessary.
« Enter contract items and lines.
« Save contract.

* Notify user of finalized contract.

Start

7

Outside / Ad-Hoc Strateqi SiteM
Contract rategic fteManager interfaced
Sourcing Contracts
Enter
Add/ Enter Comments, Enter Final Emal_l

Thresholds Contract User:

Update Contract Contract =
& Contract Items & Contract

Contract Reference . . )
Options as Lines Final

needed



CARDINAL

Start
Outside / Ad-Hoc ) )
Contract Strateglc SiteManager
Sourcing Contracts
Enter
Add/ Enter Comments,
Thresholds
Update Contract
& Contract
Contract Reference h
Options as
needed

interfaced

Enter
Contract
Items &

Lines

» | Enter Procurement Contracts (continued)

Final
Contract

Email
User:
Contract
Final
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Maintain Procurement Contracts

CARDINAL

To maintain procurement contracts, you may:
« Search for the contract
» Create new version

« Update / modify contract, to include cancelling or closing

* Add an item
@ » Search for Cnﬁse Add Item? Yes

- Create item R '\ Contract version
relationship to
a supplier Notify

Add Item
Vendor
Relation-
ship

Item Vendor
Relationship
Exist?

\4

Qg_udyae%/rs No Yes Enter Item
« Enter contract expiration Details
information

* Notify user(s) of contract modification(s) o Notify
Other Updates Yes—p Contract » Users of > End
Needed? Contract
Updates
Changes r'y
A
No
Cancel /
Cancel / Close Yes Close
Contract?
Contract
No
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Maintain Procurement Contracts (continued)

—

CARDINAL

Add Item

Search for Create Item Vendor Vendor
Start > New Add ltem? Yes Relationship No -
Contract - . Relation-
Version Exist? .
N ship
. N
Notify
Buyer
90_days No ves Enter Item
prior t_o Details
expiration
A
Notify
Other Updates 2\ Enter .\ Users of o
Yes Contract > End
Needed? Contract
Updates
Changes A
A
No
Cancel /
Cancel / Close Yes Close
Contract?
Contract
No
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Integration with eProcurement and Purchasing

CARDINAL

The Procurement Contracts module integrates with the eProcurement and Purchasing modules in many different ways, to
include the following:

» eProcurement: When creating an eProcurement requisition, you can tie it to a procurement contract.

« Purchasing: When creating a requisition or PO, you can tie it to an existing procurement contract.

Procurement Strategic .
b < eProcurement > Purchasing
Contracts Sourcing

Procurement

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,



Interface with SiteManager

CARDINAL

Procurement contracts processing interfaces daily with
SiteManager:

0

| |
i b 1
= !
i !
| i

L] &
« SiteManager construction and maintenance contracts are S ] S
received via an inbound interface daily. Peardissuer SiteManager
« SiteManager contracts are managed in SiteManager. \ /

» If errors occur when loading the file, the errors are written to
a log file for review and reporting to SiteManager staff for
correction,

bt

-
L]

S

VDOTieVA FleetFocus M5
Reconciliation

Reporting DB

I55P Vendor

14



Interface with SiteManager (continued)

CARDINAL

When the SiteManager contract is interfaced into Cardinal:
+ The interface creates a Cardinal contract and a PO.
« Contracts are loaded without contract lines, and as a PO with one PO line for the full contract amount.
+ If a SiteManager contract has retainage, the associated PO has three PO lines:
* One line for the contract amount
« Two lines for the retainage, a positive and a negative so that the net effect is zero

« Contract modifications from SiteManager are loaded as new versions of the Cardinal contract and as change orders to
the PO.

15



Lesson 1. Checkpoint

CARDINAL

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

Answer the review questions below:

1. The Procurement Contracts module integrates with what other two modules?

2. The Procurement functional area is composed of what four modules?

16



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

* Integration with the eProcurement and Purchasing modules allows you to tie requisitions and purchase orders directly
to procurement contracts.

« Contracts are uploaded from SiteManager into the Procurement module daily.

17



Lesson 2: Create or Update Procurement Contracts

CARDINAL

This lesson covers the following topics:

« Create or Update Procurement Contracts
« Add Comments
» Create Thresholds and Notifications
« Enter Contract Reference
* Order Contract Options
« Enter Contract Items - Lines
« Create Supplier / Item Relationship
« Save and Finalize Contracts

* Print and Dispatch Contracts

18



Create or Update Procurement Contracts

CARDINAL

A procurement contract captures an agreement between an agency and the seller of the goods or services. It specifies
details about the goods or services, pricing, and any other terms and conditions.

Purchasing contracts facilitate the purchasing process by establishing relationships between items and one or more
suppliers. This allows you to identify suppliers’ prices for various items in advance. You can create requisitions and POs
against contracts to order goods or services without having to request price quotes from suppliers each time.

[ ]

Outside / Ad-Hoc

Contract Strateglc SiteManager interfaced
Sourcing Contracts
Enter
Ado/ Enter Thresholds Contract Final Dser:
Update Contract Contract : P End
& Contract Items & Contract
Contract Reference ) . A
Options as Lines Fina

needed

19



Create or Update Procurement Contracts (continued)

CARDINAL

Outside or Ad-Hoc contracts must be entered manually. To enter a contract navigate to:
Main Menu > Procurement Contracts > Add/Update Contracts

e SetlID defaults to STATE.

« Contract ID defaults to NEXT. Do not update, the contract number will automatically generate upon save.
» Contract Process Option defaults to Purchase Order type. Do not update.

+ Click Add.

[#® CARDINAL]|

Favorites :| Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry
- : i - -

Contract Entry I

(" Find an Existing Value [ =0l =0 el =i

SetlD: STATE |,
Contract ID: [MEXT |

Contract Process 'Dptl'on:l Purchase Order

Add




CARDINAL

Create or Update Procurement Contracts (continued)

From the Contract Entry - Contract page you can either enter information about the contract in the Header section, or use
the Copy From Contract hyperlink to copy the following field values:

* Administrator/Buyer name

« Supplier and Supplier ID
 Begin Date

» Expire Date

* Renewal Date

» Supplier Contact Ref

» Description

+ Maximum Amount (if applicable)

Once the Status is set to Approved and the
contract is saved, the Approval Due Date will
automatically populate and become the Approved
Date.

Favgmes Man'Menu > ProcuremenvtConm(ts > Add/Update Contracts

@ New Window @ Hell

Contract Entry
Contract

| Contract Version 1
SetiD: STATE  Copy From Contract e .
Contract ID: NEXT Version: 1 Status: Current
*Status: Approved v I I Approval Due Date: L I
Administrator/Buyer: Q

Process Option: Purchase Order £dd Comments Activity Log
Vendor: & vendor Sean Contract Activities Document Status
 « Primary Contact Info Thresholds & Notifications
*Vendor ID: a
*Begin Date: 10172322013 [ o !
Expire Date: B Contradt Reference
Renewal Date: B [ AOS - d
Currency: ([)ED‘ Q féikﬁ?\l Maximum Amount: 000 usD
Primary Contact: Q Line Item Released Amount: 0.00
Vendor Contract Ref: ‘ Category Released Amount: 0.00
Description: [ Open Item Released Amount: 0.00
Master Contract ID: [ Q Total Released Amount: 0.00
[ Tax Exempt [
e ———— =

| » Contract items

|» Contract Categories = -

- — 7

e b G

(s Add | 7] UpdateDispiay| |L_? Correct History |
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Create or Update Procurement Contracts (continued)

In the Header section of the Contract Entry — Contract page, contract entry hyperlinks include:

« Add Comments: Used to add comments and/or attachments which can be sent to the supplier, or copied to the PO
or Voucher as terms, conditions, and/or notifications that affect the entire contract

« Activity Log: Shows who entered, last updated, and approved the contract and when they did so.

[ caroiNaL]

Fawy'rtes MainvMenu » Supplier Contracts > Create Contracts and Documents > Contract Entry

Contract Entry

Contract

SetiD: STATE
Contract ID: 0000000000000000000044792 Version: 1 Status: Current
*Status: |Dpe" Approval Due Date: I:l@

[MIKE.HALL 2, Hall, Mike (VDOT)

AdministratoriBuyer:

Process Option:
Vendor:
*Vendor ID:
*Begin Date:
Expire Date:

Renewal Date:

Currency:

FPurchase Order

SUPERIOR P-00E@,  yendar Search

0000036233 Q, Superior Paving Corporation

0B/29/2016 1]

=
usD|@, [CRRNTQ,

Add Comments

Contract Activities
Primary Contact Info

Activity Log
Document Status
Thresholds & Motifications

Contract Releases

Maximum Amount:

Contract Reference

| 5,232,001.93] Usp

« Contract Activities: Allows you to track activities on the contract, assigning Due Dates and marking them Done.
This is especially useful when multiple VDOT Contract Administrators are assigned.



Create or Update Procurement Contracts (continued)

In the Header section of the Contract Entry — Contract page, contract entry hyperlinks and fields include:

« Contract Reference: Captures additional information related to a contract such as Contract Category, Responsible
Org (department), Supplemental Agreements, and Contract Renewal Options.

«  Maximum Amount: Allows you to place a cap on the amount that can be released through POs.

 Thresholds & Notifications: Used to notify specific individuals, identified by the Contract Administrator, when certain
events happen. Events can be date driven (approaching contract expiration or renewal), or amount driven (amount is
within a specified amount or percentage of the maximum contract amount).

i

|4 CARDINAL

Fa\rc;rites Main yenu > Supplier Contracts » Create Contracts and Documents » Contrackt Entry

Contract Entry

Contract

Contract Version
SetlD: STATE
Contract ID: 0000000000000000000044782 1 Satus: Current -
MewVersion . |:|

*Status: |Open Approval Due Date:

Administrator/Buyer: [MIKE HALL = Hall, Mike (VDOT)

Process Option: Purchase Order Add Comments Activity Lag

- o
Vendor SUPERIOR P UU‘QQ Vendar Search Contract Activities B PRT-C ot Ml T
Primary Contact Info Thresholds & Motifications

*Vendor ID: 0000036233 A superior Paving Corporation

*Begin Date: 06/29/2016 & Contract Releases

Expire Date: |:|E“J Contract Referance

Renewal Date: l:l@

Currency: USD @, |CRRNTQ, Maximum Amount: | 5232,081.93| UsD




Add Comments

CARDINAL

Add Comments hyperlink:

When entering a contract, you can add comments and attachments using the Add Comments hyperlink on the Contract
Entry — Contract page. This comments section is similar to the comments section available in other modules. Here you
can use Standard Comments or type in your own comments.

Comments section:
+ The Use Standard Comments hyperlink is available allowing the user to choose from prepopulated comments.
» Select Send to Supplier if you want the comment to print on the contract.

» Select Copy to Purchase Order if you want the comment to print on the PO.

Associated Document section:
 Click Attach to add a document.

Once you have added all your comments and attachments, be sure to click OK which will return you to the Contract Entry —
Contract page.

From the Contract Entry — Contract page click Save to update the contract with your new comment.

24



Add Comments (continued)

~>=
CARDINAL

[Pcamomai]

Favarites Main Menu :» Procurement Contracts AddfUpdate Contracts

-

Contract Entry

Header Comments

SetlD: STATE Contract [D: Qo00000000000325854 Version: 7]
Retrieve Active Comments Only [ Retrieve ]

*Cort Method: |DnmmentTime Stamp *Sort Sequence: Iﬁ.scending Sort
Comments Find | View All First K13 or 3 K3/ (2=t
Use Standard Comments Comment Status: Artive [ Inactivate ]
This Contract is a result of an IFB #115241 dated 10/24/2011 and Contractars bid dated 11/3/2011. All terms and @@

conditions including prices will apply. The Contractor shall furnish and install truck bodies and equipment to fit Class 5 and
Class 6 trucks perVDOT specifications decribed in the IFB. All bodies and equipment must be new and unused current
model production units. All standard equipment as advertised by the manufacturers shall be furnished on the vehicles et
unless snecificallv deleted or sunerceded All snecified ontinns shall he factory installed or factore authaorized dealer

Send to Vendor Show at Receipt Copy to Purchase Order
Show at Vioucher
Associated Document

Attachment: Delete ] L1 Email

From-= CNT STATE-000000000000032354

Ok ][ Cancel ][ Refresh

25



Create Thresholds & Notifications

CARDINAL

Thresholds & Notifications allow you to notify other Cardinal users when certain events occur.

This feature allows you to set up threshold dates or amounts. When those dates or amounts are met, email notifications are
triggered to the Cardinal user you specify on the page.

Send Date/Amount Notification checkbox must be selected in order for the notification functionality to work. This
functionality sends an email and puts an item on the user’s Worklist each week until the condition (expiration date, renewal
date, or contract maximum) triggering the event is updated, or the contract is set to a Closed status.

Favorites Main Menu > Procuremegt Contracts > AddfUpdate Contracts
Contract Entry
Thresholds & Notifications

I Send DatefAmount Notification I

Expand All Collapse All

Motify User when contract is within specified days of Expire Date.
Expire Date: Wzﬁﬁﬂ Hotify Days Before Expires: 90|
Expiration Notification Date: 03/03:2013

Motify User when contract is within specified days of Renewal Date.
Renewal Date: ’@Eﬂ Notify Days Before Renewal: 90_
Renewal Notification Date: 0143142013

Motify User when Mew Contract or Draft is within specified days of Approval Due Date.
Approval Due Date: 0602011 | Hotify Days Before Approval: 3
Approval Notification Date: DEJ’U?.I'ED'11

I[UF.“TN-ll.IHlf-(1|| punt Notification ]

Motify User when the total contract released amount is either within the specified amount, or within the specified

percentage, of the maximum contract amount.
Amount Less than Maximum: | 150,000.00] ’@Qé
Percent Less than Maximum: 15.00|
Notification Amount: 850,000.00

26



CARDINAL

Thresholds & Notifications:

Threshold Notification Types:
« Expiration
+  Maximum Amount

* Renewal

By entering amounts or date ranges, you set up the rules,
otherwise known as thresholds, which trigger notification
emails and worklist items for Cardinal users assigned on the
Thresholds & Notifications page.

Create Thresholds & Notifications (continued)

Favorites Main Menu > Procurement Contracts > Add/Update Contracts

Contract Entry

Thresholds & Notifications

I Send Date/Amount Notification I

Expand All Collapse All

> Date’ Notification

Motify User when contract is within specified days of Expire Date.

Expire Date: 060142013 |[H Notify Days Before Expires: a0
Expiration Notification Date: 03/03/2013

Motify User when contract is within specified days of Renewal Date.
Renewal Date: [o5/01/2012 |[E Hotify Days Before Renewal: 90
Renewal Notification Date: 01/31 EU‘I 3

Motify User when Mew Contract or Draft is within specified days of Approval Due Date.
Approval Due Date: ’W i Hotify Days Before Approval: |—3

Approval Notification Date: 06/07/2011

> Maximum Amount Notification

Motify User when the total contract released amount is either within the specified amount, or within the specified

percentage, of the maximum contract amount.

Amount Less than Maximum: | 150,000.00] [USD|2,
Percent Less than Maximum: 15.00
Notification Amount:

850,000.00
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Create Thresholds & Notifications (continued)

CARDINAL

Click Expand All to view all content in the two sections.

Favorites Main Menu > Procurement Contracts > Add/Update Contracts

Date Notification Section:

Contract Entry

Thresholds & Notifications

I Send Date/Amount Notification I

Expire Date: Enter an Expire Date notification by

entering the number of days prior to expiration in the TR
NOtIfy DayS Before Explres bOX. There mUSt be a ntradiswithin specified days of Expire Date !
date in the Expire Date field on the contract header Expire Date: [06/07/2073 | otity Days Before Expires: =0

. e . Expiration Notification Date: 03/03/2013
for thls nOtIflca‘tlon to Work' Motify User when contract is within specified days of Renewal Date.

Renewal Date: [o5/01/2012 |[E Hotify Days Before Renewal: 90

Renewal Date: Enter a Renewal Date notification by RosownlNotmiexton Duter 01312013

. . . Motify User when Mew Contract or Draft is within specified days of Approval Due Date.
entering the number of days prior to renewal in the Approval Due Date: 067102011 |5} motity Days Before Approva: 3

Approval Notification Date: 06/07/2011

Notify Days Before Renewal box. There must be a
date in the Renewal Date field on the contract header

> Maximum Amount Notification
Motify User when the total contract released amount is either within the specified amount, or within the specified
percentage, of the maximum contract amount.

for this notification to work. coreas, e masimum cont | ——
Percent Less than Maximum: 15.00

Maximum Amount Notification Section:

Enter a monetary amount to trigger notification when the contract is about to meet or exceed its maximum amount. For
this notification to work, there must be an amount in the Maximum Amount field on the contract header located on the

Contract Entry — Contract page.

28



Create Thresholds & Notifications (continued)

Favorites Main Menu > Procurement Contracts > aAdd/Update Contracks
b - e

Contract Entry

Thresholds & Notifications

Send Date/Amount Hotification

Expand All Collapse All

= Date Hotification

Mlotify Lserwhen contract is within specified days of Expire Date.
Expire Date: [oBio1i2012  |[H

HMotify Days Before Expires: Ij

Expiration Hotification Date: 03/03/2013

Mlotify Lserwhen contract is within specified days of Renewal Date.
Renewal Date: |UE~|‘D‘1.|'ED‘1 2 ||E,'.| Hotify Days Before Renewvral: | QDI
Renewal Notification Date: 01/31/2013

Motify Ll=zer when Mew Contract or Draft is within specified days of Approval Due Date.
Approval Due Date: |0610/2011 [[EH) Hotify Days Before Approval:
Approval Hotification Date: QG/OF 2011

= Maramum Amounnt Hotification

Mlotify Lser when the total contract released amount is either within the specified amount , or within the specified
percentage, of the maximum caontract amount.

I 1
Amount Less than Maximuom: | 150,000.00] |USD|C‘%=

Percent Less than Maximuom: | '15-':“:'I
HNotification Amount:

350 000.00
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Create Thresholds & Notifications (continued)

CARDINAL

Notification Assignments Section:

Notification types include Draft Approval, Expiration, Maximum Amount and Renewal. A new naotification line must be
created for each new notification type and for each user receiving the notification. Use the +/- icons to add or remove users.
You may set up multiple users to receive notifications.

Contract Entry
Thresholds & Notifications

Send Date/Amount Notification

Expand All Collapse All
> Date Notification |
Motify User when contract is within specified days of Expire Date.

Expire Date: 06/28/2017  |[H)] Hotify Days Before Expires: 9

Expiration Notification Date: 03/30/2017

Motify User when contract is within specified days of Renewal Date

[ 90
Renewal Date: 05/28/2017 |[H) Notify Days Before Renewal: E
I

Renewal Notification Date: Q2/2712017
MNotify User when New Contract or Draft is within specified days of Approval Due Date.
Approval Due Date: 06/30/2016 |[5] Hotify Days Before Approval:

Approval Notification Date: QG/27/2016

Motify User when the total contract released amount is either within the specified amount, or within the specified
percentage, of the maximum contract amount

1
Amount Less than Maximum: | 150,000.00] ygp
287

Percent Less than Maximum:

Hotification Amount: 5,083,091.93
gnments

Noticanon User D User Description Email Address

Type
1 [Expiration [APETERMCZ, McGarrity, APeter (VDOT) xoa-peter. megarrity@vdotvirginia. gov [=]
2 |[maximum Af~] ([MIKEHALL |2, IHaII, Mike (VDOT) wamike hall@vdot virginia gov | =]
3 [Renewal [TIMSARTINI/GY, | Sartini, Tim N. (vDOT) |0ocTim. Sartini@vDOT.Virginia.gov #|[=1

1
ok | [ cancel |
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Enter Contract Reference

Contract Entry - Contract Reference page:

| caroinaL]

Main Menu > Procurement Contracts > Add/Update Contracts

On the Contract Entry — Contract page, click the Contract
Reference hyperlink.

Favorites :
e i

Contract Entry

Contract Reference
Contract Information section: = =TRTE

* . . Contract ID: MNEXT Contract Version: il
ReqUIred flelds ‘Contract Information
« *Contract Category drop_down prOVideS a list of Contract Category: [NON-PROFESSIONAL SERVICES GL Business Unit:  [50100 @,
Categories. Contract Category heIpS to Categorize Estimated Contract Value: | 150,000.000] Responsible Org:  [10000 x|G,
contracts to ease in the search and reporting process. S
Supplement Humber: l:l Supplement Date: l:l@
« *GL Business Unit field defaults to your agency. Supplement Amount: | I
)
* Estimated Contract Value should be entered for all renowaipmterrom: [ 8 revewarpater [
ContraCtS’ InC|Ud|ng reqUIrementS ContraCtS' Original Number of Renewal Options: |:| CurrentRenewaI:Per[o:!:l:l
- *Responsible Org lookup icon provides a list of O mCecol s mivenesnm

departments.



Contract Entry - Contract Reference page:
Supplemental Agreement section:

Supplemental agreements are usually related to
professional service contracts where there is an
addendum (add on) to the contract.

 Supplement Number: The number or reference field
on the addendum. This could also be the Agency
number. Please consult your agency for supplemental
agreements procedures.

* Supplement Date: The date of the addendum.

 Supplement Amount: The addendum amount.

Enter Contract Reference (continued)

—

| CARDINAL |

Main Menu > Procurement Contracts > Add/Update Contracts

Favorites
¥ !

Contract Entry

Contract Reference

SetiD: STATE

Contract ID: MNEXT Contract Version: 1

Contract Information

Contract Category: JMON-PROFESSIONAL SERVICES I~ 6L Business unit:  [50100 @,

Estimated Contract Value: | 150,000.000]

10000 a

Responsible Org:

Supplement Humber: | 2

071412016 [

Supplement Date:

Supplement Amount: [ 75000]

Contract Renewal Options.
Renewal Date From: I ) JED)

Current Renewal Period: |

Renewal Date To:

Original NHumber of Renewal Options: |

ok || cancel || Refresh |
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Contract Entry - Contract Reference page:

Contract Renewal Options section:

 Renewal Date From and Renewal Date To are
populated with the next renewal period dates.

* Original Number of Renewal Options is the number of
times the contract may be renewed.

* Current Renewal Period displays the contract’s current
renewal period.

* This value depends on the Original Number of
Renewal Options field. When a contract is new
this field displays 0 as it has never been renewed.

Enter Contract Reference (continued)

| [ carDiNaL]

Main Menu > Procurement Contracts > AddfUpdate Contracts

Favorites |
el i

Contract Entry

Contract Reference

SetlD: STATE
Contract [D: MEXT Contract Version: 1
Contract Information
Contract Category: [NON-PROFESSIDNAL SERVICES GL Business Unit:  [50100 |@,
Estimated Contract Value: | 150,000.000] Responsible Org:  [10000 @
Supplement Agreement
Supplement Number: Supplement Date: [
Supplement Amount: | 75000
Contract Renewal Options
Renewal Date From: [07i13r2017 |[5) Renewal Date To: [07i3112016 |[5)
Original Number of Renewal Options: Current Renewal Period: I:l
OK ][ Cancel ][ Refresh ]
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Enter Contract Reference (continued)

|48 CARDINAL

==

Favorites Main Menu > Procurement Contracts > Add/Update Contrackts

Contract Entry

Contract Reference

SetlD: STATE
Contract ID: MNEXT Contract Version: 1
: ormatic
Contract Category: [MON-PROFESSIONAL SERVICES GL Business Unit:  [50100 |Q,
Estimated Contract Value: | 150,000.000] Responsible Org: (10000  |Qy
e T AT TEeTe

Supplement Number: Supplement Date: 0742016 ([5H]

Supplement Amount: Fa000

0 Rene PN

Renewal Date From: 07M12/2017 |[H] Renewal Date To: 07312016 ([H]

Original Number of Renewal Options: Current Renewal Period: |:|

OK ][ Cancel ][ Refresh ]




Order Contract Options

—

CARDINAL

Order Contract Options section on the Contract Entry — Contract page:

Allow Multicurrency PO [] Allow Open ltem Reference [ | Must Use Contract Rate Date Rate Date: 0720020716
Corporate Contract I I_[l Adjust Vendor Pricing First Auto Default \

[ Lock Chartfields [1 Price Can Be Changed on Order *Dispatch Method: IF'””t | Dispatch |

PO Defaults Add Open tem Price Adjustments Price Adjustment Template

Do not change the following:
* Corporate Contract - defaults to selected.
* Adjust Supplier Pricing First - defaults to unselected.
* Must Use Contract Rate Date - defaults to unselected.
« Auto Default - defaults to selected.

» Dispatch Method - defaults to Print.
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Order Contract Options (continued)

—

CARDINAL

Order Contract Options section on the Contract Entry — Contract page continued :

[

ﬁ Allow Multicurrency PO _|:| Allow Open tem Reference []Must Use Contract Rate Date Rate Date: 072042016
Corporate Contract [] Adjust Vendor Pricing First Auto Default

[] Lock Chartfields 1 Price Can Be Changed on Order *Dispatch Method: Print Dispatch ]
PO Defaults Add Open tem Price Adjustments Price Adjustment Template

* Allow Multicurrency PO — unselect (defaults to selected).

« Allow Open Item Reference: Select this option if you are not restricting the contract to specific items. This option
allows the contract to be referenced on a requisition or PO line. This checkbox may be used when creating a Parts /
Catalog type contract.

* Price Can Be Changed on Order: Gives Buyers the capability to change the contract price on a PO when ordering
against a contract. If you do not select this check box, the price fields on the purchase order are unavailable for
entry.
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Order Contract Options (continued)

CARDINAL

Order Contract Options section on the Contract Entry — Contract page continued:

'~ Order Contract Options ||

L] Allow Multicurrency PO [] Allow Open Item Reference [ Must Use Contract Rate Date Hate Date: 0720020106
Corporate Contract ] Adjust Vendor Pricing First Auto Default

[ Lock Chartfields [ Price Can Be Changed on Order *Dispatch Method: IF"””t | Dispatch |

PO Defaults Add Open ltem Price Adjustments Price Adjustment Template |

Hyperlinks to additional details are also located on the Order Contract Options section:
* PO Defaults: Set the accounting distribution and payment terms on the contract which then default to the PO.
* Professional Service contracts are typically set to a Payment Terms ID of 00 — Due Now.
+ Add Open Item Price Adjustments: Not used at contract level.

* Price Adjustments Template: Not used at contract level.
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Enter Contract Items - Lines

Use the Contract Items - Lines section on the Contract
Entry page to define basic information for contract line items.

R—— Home | Workisi
Favorttes = Main Menu > Pmmmman'tcontracts > AddfUpdate Contracts
FEnew window (Z) Hell
« Item and Category numbers are the same as the Gontracs ey
. . . ontra
National Institute of Governmental Purchasing (NIGP) e comrromcons
numbers. NIGP numbers are used on all contract lines. |« oo g e Ju—— susaors
Administrator/Buyer: YANILHO Ho, Yani (vDOT)
« ldentify the specific items included in the contract. —

~ Contract tems

Catalog Search ltem Search Search for ContractLines

Those items can be used on a requisition or a PO. You
can identify items by Item (10 digit) or Category (5-7

Customize | Find | View All | BV 88 First Kl g or 1 D (ast

. . . . « g em Information | Defaul Schedule || Release Amounts | Release Quantities | Line Groupings |
digit) in the same fashion as a requisition or PO. T = T o

Release

1 | | | & IR |Active E =

* When entering a contract for inventory items, always e
use a WebIMS inventory item number. On the item (e W S —
table the Item Type will be equal to Inventory Item. e e Bl o e

[ save | (=0 woty | [ Retresn | [E3 200 [0 upeatermsspiay |
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Enter Contract Items — Lines (continued)

—_—

4 CARDINAL |

Fawvorites | Main Menu >
el : -

Procurement Contracts

» Add/Update Contracts

@ Mew Window @ Hel
Contract Entry

Contract
Contract Version
SetlD: STATE  Copy From Contract
Contract ID: NEXT Version: 1 Status: Current
:
*Status: |Appr0ved Approved Date: 06/30/2016
Administrator/iBuyer: YAMNLHC

Ho, Yani (VDOT)

» Contract tems

Catalog Search ltem Search

Search for Contract Lines
Lines © istomize | Find | View Al T | 7 First Bl 4 or 1 B ast
Details If QOrder By Amount \| |/ ftem Information \| |/ Default Schedule \| |/ Release Amounts \| |’ Releaze Quantities \| |’ Line Groupings §|
Line litemn Description luom lCategory '";;":::;“ Status
1 = 75} o B Active =1
View Category Hierarchy Category Search

Details

I/ Pricing Options. \| |/ Belease Amounts

~
|

First Kl 4 of 1 O | ast
Line ICategory II!he::d::rip‘tion Status
1 B | T active =1
[E save | [E=] notity | [ Refresh |

[Es Add| Update/Display |
The Line Groupings tab and the Contract Categories section are not used.




Enter Contract Items — Lines (continued)

—

CARDINAL

Contract Entry — Contract page: Contract Items — Lines section, Details tab — use one of three methods:

1. Catalog and Item Search hyperlinks: These links may be used to search for an item by Category or description, and
result in a list of items narrowed down by the supplier selected.

2. Item lookup: This is the most common method to select an Item. On each line, click on the magnifying glass next to
the Item field. The items listed will be narrowed down to items related to the supplier you previously selected. The
UOM and Description field values default from the item table.

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

SIContract HemsHl ]

| Catalog Search ltem Searcrl Search for Contract Lines

l Details i Order By Amount |/ kemInformation [ Default Schedule | Release Amounts || Release Quantties |[ Line Groupings | [F==W

Line Item Description U Category m;g:g:;;" Status

B | Active | ]| =]

1 | E&||[oo51404000

B |

JABRASIVES, B |EA 0051404

2L

[category item Deser By [EA @, [oo51408
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Enter Contract Items — Lines (continued)

Contract Entry — Contract page: Contract Items — Lines section, Item Information tab:

After you update the Details tab with Items, click on the Line Details icon (between the Line and Item columns) to
enter additional information such as Release Amounts related to the selected line.

* Repeat this step for each Line.

=

(= Contract tems

Catalog Search lterm Search

Search for Contract Lines

Customize | Find | View Al | B | 2 First El 4.2 o7 2 I (a5t

Detail= |8 COrder By Amount \||f tem Information \||” Default Schedule \||f Eelease Amounts \||” BEelease Quantities \||” Line Groupings \| ="k

- | | N | | Include for |
Line Item Il}escrlp'tlcrn U Category Release Status

1 —
1 B Joos1404000 [} IIAERASIUES, oy EL B EA 0051404 OB Active =]
2 =i @, |cCategory item Descr (B B [Ea @, [oos1408 (@, 2 O R Active b4 (=]
—JL__ |
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Contract Entry - Details for Line X page: Line Details section:

The Physical Nature field defaults to Goods. For Professional Service contracts, change the Physical Nature to

Services.

Enter Contract Items — Lines (continued)

Contract Entry

Details for Line 1

Contract ID:
Lime:

Line Details
Category:
Description:

Category ID:

MNEXT
1

9134201

03476

Transaction ltem Description:

Version:

bl Vendor:

Iterm 1D:

PARSOMS BR-002

CEl Services MNOWA

Physical Nature:

Goods

ICEI Services MNOVA

Expand All
* Hem Information

Collapse All

F Release Amounts [ Quantities
» Pricing Information

[

Ok ][ Cancel ][ Refresh ]

I

42



Enter Contract Items — Lines (continued)

—

CARDINAL

Contract Entry - Details for Line X page: Release Amounts / Quantities section:

If there is a required minimum and maximum amount and quantity for a line, enter those details here.

Minimum Line Amount: The minimum amount that can be ordered for a line at one time; generally set to .01.

Maximum Line Amount: The maximum amount that is allowed for all orders; generally left blank to allow for any
amount.

Minimum Line Quantity: The minimum quantity that can be ordered for a line at one time; generally set to .01.

Maximum Line Quantity: The maximum quantity that is allowed for all orders; generally left blank to allow for any
guantity.

Minimum Line Amount: 0.01] Minimum Line Quantity: 0.01]
Maximum Line Amount: | Maximum Line Quantity: |
Total Line Released Amount: 0.000 Total Line Released Cluantity: 0.00
Remaining Amount: UsD Remaining Guantity: 0.0000 EA
Remaining Amount %: Remaining Gluantity %: 0.00
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Enter Contract Items — Lines (continued)

Contract Entry - Details for Line X page: Release Amounts / Quantities section:
 Total Line Released Amount and Total Line Released Quantity reflect the amount and quantities that have been

released on purchase orders. These values reflect increases and decreases on purchase orders from change orders
and are updated by the system. No user intervention is needed.

Contract Entry
Details for Line 2

Contract 1D: MEXT Version: 1 Vendor: S B COXIN-001

Line: 2 Item ID: 1501535000 COMNCRETE, POLYMER COMCRETE, PO
Category: 1501535

Description: Status: Active

Category ID: 99615 Physical Nature: |Goods

Transaction tem Description:

COMCRETE, POLYMER CONCRETE, POLYMER @

Preferred Language Hem Description:
COMNCRETE, POLYMER CONCRETE, POLYMER

Expand All Collapse All
} Item Information

= Release Amounts [ Quantities

Minimum Line Amount: 20.00 Minimum Line Cuantity:
Maximum Line Amount: 100.00 Maximum Line Quantity:
Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00
Remaining Amount: 100.00 USD Remaining Quantity: 50000 EA

Remaining Amount %: 100.00 Remaining Quantity %: 100.00




Enter Contract Items — Lines (continued)

—

CARDINAL

Contract Entry - Details for Line X page: Pricing Information section:

+ Use Contract Base Price: Select if you want the price from the contract, not the item supplier relationship price, to be
used on the PO.

* Price Can Be Changed on Order: Select to allow the Buyer to change the contract line price on the PO. This would
be used if the contract line price is a price range rather than a fixed price.

» Price Date: Defaults to PO Date — Do not change.

* Price Qty: Defaults to Line Quantity — Do not change.

Qty Type: Defaults to Current Order Quantity — Do not change.

Use Vndr Price UOM Adjustments: Defaults to unselected — Do not change.

Use Supplier Price Shipto Adjust:

Defaults to unselected — Do not change

Pricing Information

Use Contract Base Price
Price Can Be Changed on Order

[Juse vndr Price UOM Adjustments
[Juse vendor Price Shipto Adjust

Merchandise Amount:

Price Date- IpD Date Adjust: |Elefn re Contract Adjustments
Price Q'I:ll': ILirIE Duanti‘q.f IDI‘IIEFB‘_I!' AMmMOouUnt
Amount Onl
Qty Type: | Current Order Quantity M Y
22.00
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Enter Contract Items — Lines (continued)

Contract Entry - Details for Line X page: Pricing Information — Order by Amount section:

Amount Only: Check this box when the contract line needs to be ordered as amount only.

Use Amount Only where the quantity is equal to 1 to allow receiving to be done by amount (dollars) instead of

guantity.
» Used with Professional Services contracts.
Merchandise Amount: This field will be automatically populated from the Base Price field upon save.

°
= Pricing Information
Use Vndr Price UOM Adjustments

Use Contract Base Price
Price Can Be Changed on Order Use Vendor Price Shipto Adjust
- Adjust: Before Contract Adjustments -

Price Date: PO Date
Price Qty: Line Quantity - Order By Amount
Amount Onl
Current Order Quantity - el ¥

Qty Type:
Merchandise Amount:

Schedule Defaults
Select the eligible UOM / Pricing combinations that are available for this contract line. The Release

Default row will be used for pricing the next set of releases from the contract.

UOMIPricing Customize | Find | View Al | &V [ 2E First Kl 4 or1 B Last
uom Base Price Curr

GIE

Price Loc
i||'-p1A.IN =N ||HUR [N | [

Enter the lead times and schedule quantities to be used for contract generated purchase order
releases Quantity is in standard UOM, and will be converted to the UOM that is selected as the

¥m
i First Kl 1011 O ast

22.00000:i|USD @,

Release Default at the time of release.
Customize | Find | View All L]

Shipping Template
Lead Time Time Due *Qty Sched UOM

EE]

1.0000| HUR

| |

[ OK ][ Cancel ][ Refresh ]




Enter Contract Items — Lines (continued)

Contract Entry - Details for Line X page: Pricing Information — UOM Pricing section:
« UOM/Pricing: The checkbox defaults to selected.
* Price Loc: Defaults to the item location based on the supplier.

« UOM: Defaults based on the line item from the previous page.

« Base Price: Displays the price of the contract line item. A price defaults from the supplier item relationship or awarded
sourcing event. The Base Price may be modified if needed.

» Pricing Information

Use Contract Base Price Use Vndr Price UON Adjustments
Price Can Be Changed on Order Use Vendor Price Shipto Adjust
Price Date: PO Date - Adjust: Before Contract Adjustments -
Price Qty: Line Quantity - ‘Order By Amount
N [ Amount Only
Qty Type: Current Order Quantity - 2500

Merchandise Amount:

Schedule Defaults

Selectthe eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract.

iz

Custormize | Find | View Al [ B | 2 First K14 of 4 DI 5t

UOMIPricing
Price Loc uom Base Price Curr

MAIN Q, [HUR |, 22.00000][USD Q,

Enter the lead times and schedule quantities to be used for contract generated purchase order
releases. Quantity is in standard UOMK, and will be converted to the UOM that is selected as the

Release Default at the time of release.

Shipping Template Customize | Find | Viewe Al BV B8 First K1 4 or 1 O Last
Lead Time Time Due *Qty Sched UOM
| ol | | | 1.0000] HUR |I£I|EI
[ OK ][ Cancel ][ Refresh ]
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Enter Contract Items — Lines (continued)

Contract Entry - Details for Line X page: Pricing Information — Shipping Template section is used to pre-set the values

which will default on the PO:

* Qty Sched:
Set the Qty Sched to 0.0001 to allow any variation of the quantity to be ordered on a PO.

« Setto 1if PO cannot be issued for a quantity less than 1.
 When a contract is set to Amount Only, the Qty Sched field must be set to 1.

Click OK and Save when all data has been entered.

w Pricing Information
Use Vndr Price UOM Adjustments

Use Contract Base Price

Use Vendor Price Shipto Adjust

Price Can Be Changed on Order
Price Date: PO Date - Adjust: Before Contract Adjustments -
Price Qty: Line Quantity - Order By Amount

Amount Only

Current Order Quantity -
22.00

Qty Type:
Merchandise Amount:
Schedule Defaults

Select the eligible UOM { Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract.
Customize | Find | View Al [ B

= First K11 or 1 I Last

UOMIPricing
Price Loc uom Base Price Curr
([ 2 [Fur & | [ 22.00000] [USD @, ||E|

Enter the lead times and schedule quantities to be used for contract generated purchase order
releases. Quantity is in standard UOM, and will be converted to the UOM that is selected as the

i First K11 oF 1 O st

Release Default at the time of release.
Customize | Find | View Al | B ] #

Shipping Template
Lead Time Time Due

*Qty Sched UOM
1.0000] HUR ||E|

| ol ]!

ICancel ][ Refresh ]

Q
A




Enter Contract Items — Lines (continued)

Use Vndr Price UOM Adjustments

Use Contract Base Price
Use Vendor Price Shipto Adjust

Price Can Be Changed on Order

= Prncing Information

Before Contract Adjustments

-

Selectthe eligible LOM f Pricing combinations that are available for this contract line. The Release
Default row will be used far pricing the next set of releases from the contract.
First El 9 or 1 I3 L ast

Customize | Find | Wiew Al | B

UOMIPricing
IPril:::e Loc IUDM Base Price I-lC:urr
[MAIN @, [HUrR @, | | 22 p0000||[UsSD |, =

Enter the leadtimes and schedule guantities to be used for contract generated purchase arder
releases. Quantity is in standard UOM, and will be converted to the LWOM that is selected as the

Release Default atthe time of release.
Shipping Template

Fir=t El g of 1 L3 3=t

Customize | Eind | Wiswe il | EriE:E

|
*Qty Sched  UOM

|
Lead Time Time Due

1.0000| HUR

| ol |

i[ Cancel ][ Refresh ]

Price Date: PO Date - Adjost:
Price Qty: Line Quantity - Order By Amount
Amount On
Qty Type: Current Order Quantity - L] o
Merchandise Amouunt: | 22-':“:"
Schedule Defaulis
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CARDINAL

Supplier / Item Relationship:

On an ad-hoc contract, i.e., a contract which is not from SiteManager or a
Strategic Sourcing Event, a supplier / item relationship may not already
exist. If the relationship does not exist when you enter the item ID into the
contract, an error message will be displayed.

You can create a supplier / item relationship for an item by inserting a new
row on the Item Supplier page by using the following navigation path:

Main Menu > Items > Define Items and Attributes > Purchasing
Attributes

Search for and select the hyperlink for the item that needs a supplier / item
relationship.

Create Supplier / Item Relationship

SIALL 0051404000 ABRASIVES, PLASTONE (blank)  |(blank) 0051404]

_|¢#® CARDINAL

Favovr'rtes MainvMenu > Ttems > Define ITtems and Attributes > Purchasing Attri

Purchasing Attributes

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

[ Find 'an Existing Value ]

Maximum number of rows to return (up to 200); [300 |
SetiD: = [sTATE @,
ltemID:  |begins with[~]|

Descn’ptl'on:lbegins withEH

ltem Group: |begins with|[ ||

Family: |begins with [~ |

Category: |begins withEI |

[Jinclude History []Case Sensitive

[ Search ” Clear |Basic Search [l Save Search Criteria

Search Results

Only the first 300 results of a possible 191087 can be displayed. Enter more search key
again to see more rows.

:\_.'iewAII First 1-100 of 200 Last
View All [4] 1-100 o1 200 [p] Last

Setld Hem ID Description Item Group Family Category

J U1 o O | BT S S S U AN [La1EETa]Y] (DT TR LIS TS
STATE 00514040551 IN. X 50 ¥YDS. ROLL, 320 GRIT (blank) (blanky 0051404
STATE 0051404115 (1-1/2 1M W, 30 FT. ROLL, 120 (blank) (blanky 0051404
STATE 0051404740 7-1/2 1N X 50 ¥D. ROLL, 80 GR. (blank) (blankh 0051404
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Create Supplier / Item Relationship (continued)

Supplier / Item Relationship continued:

« Select the Item Supplier tab.

@ carDiNAL]

Fa\ro_r'rtes Main_Menu > IteLns > Define Itemsavnd Attributes > Purchasing Attributes

(" Purchasing Attributes || Purchasing Controls | [0 el

SetlD: STATE Item ID: 0051404000 Standard Unit of Measure: EA

« Enter the Supplier ID and accept default values. o AORASIVES, PLASTONE

¥ Vendor Priorities

* Click the + icon to insert a new row.

Item Vendor

Find | Views Al First Kl 4 of 7 K ast
° CI IC k Sav e. *Vendor SetlD: STATE |@, Vendor Lookup »status:  [Active
*Vendor ID: 0000034153 q E & W Auto Paint and Supply Corp *Priority:

[¥] Include in Planning

* Click on the Item Supplier UOM (Unit of Measure) Vendor's Cataos:
hyperlink and the Supplier’s UOM and Pricing Vendortom I

Item Extension:

|
I |
Information page will be displayed. bescritio: |

¥ Associated Picture

¥ Vendor Atiribiiies Find | View Al First Kl 1 of 1 Dl ast
*Price Loc: T =N Accept Any UOM =
*Price Date: ) Accept Any Ship To Order Multiples
~Price Qty: lee roPrT [Jcheck Order Multiples

Price Can Be Changed on Order| (Ul UUGRETT

Origin Country: l:lQ Use Item Standard Lead Time @ Natural Round
) . O Round U

Region of Origin: & Lead Time Days: g
Item Vendor LUOK I Vendar ltem MFG

Return to Vendor Fees

ltem Vendor Contracts

l .':‘.ave] m” Returntnsaarcn] [TD Previous in List] [ Next in List] [EI N:mfy] [ Update.rDisplay] [E Include History
urchasin

1; ributes | Purchasing Controls | ltem Wendor

51



CARDINAL

From the Supplier’'s UOM and Pricing Information page:

* In the Unit of Measure header section, change the default Minimum Quantity to reflect the minimum quantity that

can be ordered for that item.

« To allow for an unlimited order quantity, set the Maximum Quantity to 0.000.

Create Supplier / Iltem Relationship (continued)

* Inthe Conversion to Item Base UOM section, change the Qty Precision value to Decimal.

» Click OK to return to the Item Supplier tab. Be sure to click Save.

g8 CARDINAL |

Unit OFf Measure

endor's UOM and Pricing Infermation I
SetlD: STATE Item ID:
Vendor: 0000000003 Aspect Software Location:

Conversion to ltem Base UOM

*Rate Type:

Std UOM Rate:

T ==y
——=vreveul
. — ik
Llaxi Duantity ﬁﬁﬁﬁﬁ

Fa\rovr'rtes ; Mainvl'\c'lenu B3 Z[tevms > Define Z[temsind Attributes > Purchasing Attributes

0051404000
MAIN

ABRASIVES, PLASTOME

Default

Order Quantity Multiple: l:l

B New Window

Find | view Al First K4 or4 B Last

Packing Details =
Effective Dated UOM
Update PO

*City Precision: IDecimal

R¢ unding Rule

Get S5td Rate

¥ atural Round
O Round Up

UOM Price Attnbutes

*Effective Date:
*Status:

*Minimum Quantity:
Cty Revd Tolerance %

OB/30/2016 |1}
Active
1.0000

*Currency Code: Qa =
Vendor Price:
Standard Price Update Status: MNo Update
BU Price Update Status: No Update

» Matching Controls

Find | Wiew &1l First Kl 4 or 1 K Last

ok |} cancel |
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Save and Finalize Contracts

To finalize the contract and make it available for use on requisitions and POs:

Review the data you entered.

Set the Status to Approved by clicking on the Status drop-down arrow and selecting Approved.

Click Save to commit the entry of all contract specific data. Once approved and saved, the Approval Due Date field
Is populated with the date approved / saved and becomes the Approved Date.

[ cARDINAL]

Favgrites | Main Menu > Procurement Contracts > Addf/Update Contracts

Contract Entry

0 New Window

Contract

SetiD: STATE  Copy From Conlract I

ContractiD: [Tp— Version: 1 Status: Current

Mew Version .
*Status: Approved I Approval Due Date: [
Canceled
Administrator/Buyer: Closed

On-Hold
Qpe

» Contract ltems

Catalog Search lterm Search Search for Contract Lines

Customize | Find | View All | B | #E1 First K14 of 1 K1/ Last
[& Order By Amount I ltem Information T Default Schedule I Release Amounts T Release Quantities T Line Groupings \|

- | ey | | Include for |

Line Illem IDescnp‘llon IIJOI.I ICalegory Release IStatns
T
1 =) |7503514000 @, [AGGREGATE, FLY s |EA |7503514 oo B |Aclive =1
|
View Cateqory Hierarchy Category Search

} Contract Categories

() save || (=] notity | [2¢ Refresn |

B Aca] UpdateiDisplay |
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Print Contracts

CARDINAL

Users with the role of Contact Administrator have the ability to print procurement contracts. The Print contract function
provides users with a hard copy contract for the file. The Dispatch contract function provides users with a hard copy
contract for signature.

To print a contract, navigate using the following path:

Main Menu > Procurement Contracts > Reports > Order Contracts
« Search for an existing Run Control ID or choose Add a New Value if one does not exist.
* On the Order Contracts run control page enter:
« SetlD: STATE
* Business Unit: Your agency number
« Contract ID From: Enter the Contract ID number. The To will populate with the same ID.
* Click Run.
* Onthe Process Scheduler Request page, select the PDF Format.
* Click OK.

For details on running reports please refer to the course titled NAV220 Navigation and Reporting.
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Print Contracts (continued)

Order Contracts Run Control Parameters:

|48 CARDINAL

Fawgrites | Main Menu > Procurement Contracts > Reports > Order Contracts

Order Contracts

Run Control ID:  CONTRACT_PRINT Repaort Manager Process Mnnitjlrl Run |

Language:

Report Request Parameters

SetlD: STATE |@, Business Unit: 50100 |
Contract ID From: |UUDUDDDDUDD00325T‘I |Qa To: |UUUDDDDDUDDD0325?1 |'13Qi
Vendor ID: | @
Miscellaneous Options Statuses to Inclode
Print Duplicate Approved Open Held
Humber Of Copies: Canceled Completed
Sort By: |Sort by Line Number Dispatch Methods to Include
Print FAX
E-Mail Phone




Print Contracts (continued)

Process Scheduler Request:

[P CARDINAL

Favgrites | Main Menu >

Process Scheduler Request

Procurement Contracts

Reports > Order Contracts

Process List

O I[ Cancel ]

UserID: CHERYL.LEWISA Run Control ID: CONTRACT_PRINT

Server Hame: l “  Run Date: lo7iz1/2016 x|

Recurrence: l ~ Run Time: |2:12:1 6P | [ Resetto Current Date/Time ]
Time Zone: =&

Select IDescrip_tiun |Pr-o::r|::es= Hame |Prﬂ|::-ess Type |*T1'Ee J_*Fc-rmat }Distrihutiun |
Vendor Contract Dispatch/Print POCKT100 S0OR Report IWeb L |F'DF ~| Distribution
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Dispatch Contract for Signature

The Dispatch contract function provides users with a hard copy contract for signature. The steps are very similar to that of
the print function.

To dispatch a contract, navigate using the following path:

Main Menu > Procurement Contracts > Dispatch Contracts

[ CARDINAL]

Favgrites | Main Menu > Procurement Contracts > Dispatch Contracts

Dispatch Contracts

Report Manager Process Manito

Run Control ID: Test

Language: IEHEIHSh (® Specified ) Recipient's

Process Request Parameters Dispatch Methods to Include

SetlD: |STATE |2, Business Unit: 50100 (@, Print FaxX E-Mail Phone

Contract ID: |DUUDUUUUUUUUU325T‘1 |'% Miscellaneous Oplions

'@, || [OTestbDispatch [ Print Duplicate
‘2, || [print Copy

Vendor ID: |

Fax Cover Page: |

E. Add| [5] Updateisplay

J—

5] save | |=] notify |




Dispatch Contract for Signature Process Scheduler Request:

Fawgrites | Main Menu >

User ID:

CHERYL.LEWISA

[ CARDINAL|

Procurement Contracts > Dispatch Contracts

Process Scheduler Request

Run Control ID: Test

Dispatch Contract for Signature (continued)

Select | Description

Server Hame: I “ Run Date: [07121/2018 =

Recurrence: | “ Run Time: |3:14:28F'r-.n1 | [ Feset to Current Date/Time ]
Time Zone: [ &

Process List

Process NHame

: Process Type

*Type *Format Distribution

lironey |~| [iMone) || Distribution

[] Contract Dispatch & Email COMDISH PSJdob

Vendor Contract DispatchiPrint POCNT100 SOR Report Jweb |POF Distribution
O] Email FO_COMN_EMAIL  Application Engine  |Web  |»[ |TXT | »| Distribution
OK [ Cancel ]
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Print / Dispatch Contracts

CONTRACT
VA Dept of Transportation Dispatch via Print
WDOT Central Office Contrac Ve(sinn Fage
" 1201 E Broad St ODDDuuooonnnnq')a?l 1of 1
8] Fichmond VA 23218 ‘Contract Dates c'y Rate Type Rate Date
SA 10012011 to 10312017 UaD CRENT PO Date
Description:

Vendor I 000003820

Connors Termite & Pest Centroel Ine
5408-A Fort Royal Road
WVA10012155

EvVAADIDE21D

Springfield WA 22151

UsA

54004514932

Contract Maximum
PEST CONTROL 0.00
Contract Officer Name
Brunson, Jacgqueline (WDOT)

Phoane
540/B99-421T7

his coptract is a result of IFE#114490and all tarms aod conditions chall apply.Vender Ceatact:Srian
EimmonsTo3-92E-E615boimmonssconnorapast . conWVDOT Cootract Administractor:Sbave

Echaulsteve.schaulevdot . wirginia. govsS40-399-4013.
This contract has besn sxtendsd until Octcbar 31, 2014.

Contract Lines:

em IO/

Minimum Order Maximum [ Cpen |
UomMm Gty At Gty Amt|

ine # Category Item Desc
1 8105201005 PEST CONTROL [INCLUDING HON 0.0L [ ] o.oa o.oo0

TERMITE INSPECTION) PES
CONTROL (INCLUDING TERMITE
INSFECTION)

Pricing Agreement: Pricing Date: Due Date
Pricing Quantity: Due Date
Quantty Type: Cumwent Order Cuantity

Contract Base Pricing 280.00000 MOMN MLAIN

Final = The price is final after a tments
Hard = Apply adjustments regardiess of other adjustments
Skip = Skip adjustments if any other adjustments have been applied

CONTRACT
VA De pt of Transportatlcn Dispatch via Print
VDOT Cenftral Centract ID Version Fage
201 E Broad & onnnuuoocnnuuazﬁﬂ 3 1of 1
{a]] Rl hmond WA 23219 Centract Date Currency Rate Type Rate Date
usA llmlrzon to mm.qm? usp CRENT PO Date

Vendor ID 0000036820
Connars Termite & Pest Control Inc
5402-A FPort Royal Road
WA1I0012155
EVAADIDES1 0
Springfield VA 22151
usA
H4004518312

bis contract is a result of

Description
PEST CONTROL

Contract Maximum
0.00

Contract Officer Name
Brunson, Jacgueline (WO-OT)

Phane
540/B00-423T

IFE#114430and all tarms and conditions chall apply.Vendor Contact:Srian

SfmEonsT03-$2E-SE3ShoiMmonseConnorIpast . CcoMVDOT Contract Administractor:Stava

Schaulsteve . schaulewdob . virginia . govs40-899-4013 .
This cootract has bssn extendsd until Cotobar 31, 2014,

Contract Lines:

Hem 1D § M Maximum [ Cpen
ine # Category Item Desc uom Gty Amt Gty Amt|
1 8105201005 PEST CONTROL [INCLUDING HON 0.01 o.00 0.00 o.00
TERMITE INSPECTION) PEST
CONTROL (INCLUDING TERMITE
INSFPECTIOM)
Pricing Agreement:  Pricing Date: Due Date
Pricing Quantity: Due Date
Quantity Type: Curent Order Cuantity

Contract Base Pricing 260.00000

MON MLAIN

Final = The price is final after adjustments
Hard = Apply adjustments regandless of other adjustments
Skip = Skip adjustments if any other adjustments have been applied

uithorzed signature
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Simulation: Enter Contracts

—

CARDINAL

You are now about to view a simulation entitled Entering Procurement Contracts. Click the Cardinal logo below to start the
simulation.

. CARDINAL _

T
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC348Simulations/dhtml_kp.html?Guid=56a4d94a-1e17-44ca-a33f-8caca87abc51&Mode=T&Back

Lesson 2: Summary

CARDINAL

In this lesson, you learned:
« A contract is used to capture an agreement between the agency and the seller of the goods or services.
« The primary contract type used is a Purchase Order Contract.
* You use the Contract Entry page to enter contract specific information.
* You use the Contract Items - Lines section to define basic information for contract line items.

» Setting the contract to an Approved status allows the contract to be used on requisitions and POs.

« To print a contract, use the Order Contracts report or the Dispatch Contracts and select a PDF format.

» The Dispatch Contracts report provides for a hard (print) copy of the contract with a signature line.
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Lesson 3: Maintain Contracts

CARDINAL

This lesson covers the following topics:

Search for Contracts

Contract Versioning

Update Contracts

View Contract Change History

Cancel / Close Contracts
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Search for Contracts

CARDINAL

Modifications to a contract may be needed throughout the
life of the contract. We refer to these updates or changes as
maintaining the contract.

To make maodifications to a contract, navigate using the
following path:

Main Menu > Procurement Contracts > Add/Update
Contracts

Using the Find an Existing Value tab, you may search for a
specific contract by entering the Contract ID.

Alternatively, you can find all contracts associated to a
supplier by entering in the Supplier Name.

Click Search. Select the hyperlink for the contract you wish
to modify.

Contract Entry

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

[u_‘:-—mm_.i-n\'a. lue } Add a Mew Value |

Maximum number of rows to return (up to 300). (300

_Setin: W [cTaTE
Contract ID: begins with || |
Contract Version: = v ]
Version Status: |= |
Contract Process Option: |= [v] | W
Short Vendor Hame: | begins with || [SUPERIOR Q,
| Vendor Hame: M| =N
Master Contract ID: |begins with| Q,
[ case sensitive
[ Search ” Clear :|Elasic Search [gf Save Search Criteria

Search Results
View All

L

Setld Contract ID

Contract Wersion Version Status Contract Process Option Vendor ID Short V'endor Nam#

STATE 000000000000032111 5] Current Order 0000025540 SUPERIOR C-003
CTATC OOAO0O00000002341-14] (=4 I—li‘nE fal dir ﬂﬂﬂﬂnﬂqﬁﬂ s EEE EIE i; i |
STATE|000000000000032111 4 Histo Order 0000028540 SUPERIOR C-003
manm =y eimios R e 3 miceismam g et \=imkeyer e am g i e =
STATE(000000000000032111 2 History Order 0000025540 SUPERIOR C-003
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Contract Versioning

CARDINAL

Create a new version when you need to make material changes to an approved contract. This includes the addition of
lines, price changes, expiration date changes, and closing.

Cardinal copies all contract information from the current version to the new draft version and sets the new version status to
Draft. From the Contract Entry — Contract page:

* Click New Version.

« The Change Reason page will display.

‘ 48 CARDINAL

= ey |

Facgtes Main vl'v'lenu b3 Procuremeat Contracts > Add/Update Contracts

7 N

Contract Entry

Contract
et erare
Contract ID: 000000000000022414 Version: 6 Status: Current

*Status: Approved Date: O7H82013
Administrator/Buyenr: REBECCASMITH Smith, Susie (WDOT)

Process Option: Purchase Order Edit Comments Activity Log
Vendor SUPERIOR C-003 Contract Activities Document Status
Primary Contact Info Thresholds & Motifications
Vendor ID: = ior 1
endor 0000028540 superior L.ancrete View Changes
Begin Date: 0G/012011

Contract Releases Current Change Reasan
Contract Reference

Expire Date: 05/31/2014




On the Change Reason page, select a Reason Code using the magnifying glass icon next to the field. On the Change
Reason page, enter a comment on what the change will entail and click OK. The new version, in draft status, will open for
editing.

ook Up

Look Up Reason Code

SetlD: STATE
Reason Types: Procurement Contract
Reason Code:|begins with ||| |

Description: [begins with[™] | |

[ Look Up ][ Clear ][ Cancel ]EtasiannI-:ug

Search Results

View 100 First E_-l-4of4 ;i Last

Reason Code |Description
EXTEMNSION Contract Extension
OTHER MODIFICATION
FPRICE INCR Price Ilncrease
REMNEWAL Contract Renewal




Contract Versioning (continued)

—

CARDINAL

« Cardinal displays the new draft version number and sets
the contract Status for the draft version to Open.

Favorites | Main Menu > Pmmremegtcontrans > AddfUpdate Contracts

£ New Window
. . Contract Entry
« The Version number increments by 1. Contract
SetiD: STATE m }'m a
® The Delete VerS|0n button IS enabled. ""S::iu::c . Open "J I IDELW Approval Due Date: l:@
Administrator/Buyer: [bIKE HALL Q Hall, Mike (vDOT)

m sader o
Purchase Order Edit Comments Activity Log
LL CARTER -002 @, Vendor Search Contract Activities Document Status

0000033093 a LL Carter & Son Inc

* You may change any field and add or cancel lines the same
way you would when entering the contract.

Process Option:

Vendor:

Primary Contact Info Thresholds & Notifications

*Vendor ID:

03/25/2012 [ Vet Changes
“Begin Date: Contract Releases
Expire Date: 032412013 B Contract Reference

[E— oot Summary |

Renewal Date:

* Once all modifications are complete, change the contract

Currency: W m Maximum Amount: 0.00] uUsD
StatUS tO Approved . Primary Contact: '_33: F_gggyﬁ;a_q Line Item Released Amount: 130,036.07
Vendor Contract Ref: | Category Released Amount: 0.00
. “ . Description: ]STONE Open Item Released Amount: 0.00
Changing the Status prompts a message to appear: “This strContct | A Total Released Amourt:
action will make the Draft version become the Current = —— = — a
: " Cli Bl comrate comct Direpevomion oot Do T
VerSIOn When you Save CIICk OK [ Lock Chartfields [ price Can Be Changed on Order *Dispatch Method: |- Dispatch
PO Defaults Add Open ltem Price Adjustments Price Adjustment Template
Click Save to commit the changes. The Draft version
becomes the Current version and the previous Current [

version’s status is set to History. The new Current version
is available for use.

|iE)- save | ot Return to Search | ([ Notity | % Refresh
¥

[E3-Add ] [F)-Update/Disp

2y | |27 Correct History

66



Contract Versioning (continued)

y -
CARDINAL

Favorices | Main Menu > Procureme 21: Contracts > Addf/update Contracts
B0 Mew wWindow
Contract Entry
Contract
SetlD: STATE
Contract ID: 0000000000000000000040263 Version: 2 Status: Dran
—— [Cpen =1 Delete Version Approval Due Date: [ &9
Administrator/Buyer: |MIKE,HALL 2, Hall, Mike (WDOT)
- Header
Process Option: Purchase Order Edit Comments Activity Log
Vendor: ||_|_ CARTER -002 @, Vvendor Search Contract Activities Document Status
Primary Contact Info Thresholds & Motifications
*Wendor ID: |0000033093 BN LL Carter & Son Inc
------------------ Miew Changes
“Begin Date: |0325’201 2 B Contract Releases
Expire Date: [0342442013 Y Contract Reference
Renewal Date: I =
Currency: [usD @, [CRRNTS, Maximum Amount: [ 0.00| usD
Primary Contact: | 3@, Peggy Snead Line Item Released Amount: 130,036.07
Vendor Contract Ref: I | Category Released Amount: 0.00
Description: [sTOMNE | Open Item Released Amount: o.00
Master Contract ID: | < Total Released Amount: 130,036.07
[0 Tax Exempt | |
=1 allowr Multicurrency PO 1 anow Open tem Reference ] rMust use Contract Rate Date Rate Date: 03/23/2012
Corporate Contract [] adjust Vendor Pricing First Auto Default
] Lock Chartfields ] Price Can Be Changed on Order *Dispatch Method: [ Dispatch |
PO Defaults n Price Adj n ice Adjustm mplat
» Contract ltems
Save | [ot Returnto Search | [[=] Netity | [ Refresh | [EA ada] [F updatebisplay | [ES2 Correct Histon
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Update Contracts

CARDINAL

Updates to Contracts: Contract Entry— Contract page, Header section:

On occasion you may need to update the expiration or renewal date. While the contract Status is Open and you are in
Draft mode of your new version, you can modify the Expire Date or Renewal Date:

« Date ranges can cross fiscal years.

 When you change the Expire Date, you either shorten or lengthen the contract’s coverage date range.

Remember if a contract expiration or renewal threshold notification has been set, an email and worklist item will appear
when the Expire Date or Renewal Date is within the days set for notification.

Favgmes i Main_Menu > Promremegt Contracts > Add/Update Contracts
&3 New Window () Help)
Contract Entry
Contract
SetiD: STATE
Version: B 3 Status: Draft
I | Delete version | s ()
~Status: I Open v] L ) Approval Due Date:
= TRE AT
Administrator/Buyer: LS - L Hall, Mike (VDOT)
| -~ Header - |
Process Option: Purchase Order Egdit Comments Activity Log
Vendor: llu_ CARTER -002 @, yendor Search Contract Activities Document Status
[7 Primary Contact Info Thresholds & MNotifications
*Vendor ID: 0000033093 A LL Carter & Son Inc
03/25/2012 [ ViewChanges
—~Begin Date: Contract Releases
Expire Date: 03/24/2013 EJ Contract Reference
Renewal Date: [ EJ | Amount Summary 2
—Currency: 1 — - Maximum Amount: 0.00| usD
Primary Contact: I 3 Peggy Snead Line Item Released Amount: 130,036.07
Vendor Contract Ref: | Category Released Amount: 0.00
Description: ISTONE Open Item Released Amount: 0.00
Master Contract ID: | 1\2“ Total Released Amount 130.036.07
[ Tax Exempt |
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Update Contracts (continued)

While the contract Status is Open and you are Draft mode of your new version you can also increase or decrease a
contract’'s Maximum Amount:

« When reducing the contract maximum, the amount cannot be less than the total amount of the POs already released

against the contract.

* You can increase the contract maximum to any amount required.

Favorites
~ i

Contract Entry

Main'Menu > ProcuremerltContracts > Add/Update Contracts

&I New Window () Help

Version: )
| Delete version |

3 Status:

Approval Due Date:

Administrator/Buyer:

Process Option:
Vendor:

*Vendor ID:

*Begin Date:
Expire Date:
Renewal Date:
Currency:
Primary Contact:
Vendor Contract Ref:
Description:
Master Contract ID:

[dTax Exempt

Contract
SetiD: STATE
Contract ID: 0000000000000000000040263
*Status: l Open vl
[MIKEHALL Q@

Purchase Order

[‘-'- CARTER -002 Q\ Vendor Search
(0000033093 /& | carters Son inc
[03/2512012 ]

03/24/2013 e

[

[UsD @, [CRRNT@,

[ 32 peggy Snead

[sTONE
[ Q
l

Hall, Mike (VDOT)

Edit Comments Activity L og
Contract Activities

Primary Contact Info

Document Status
Thresholds & Notifications

View Changes

Contract Releases

Contract Reference
Maximum Amount: [ 0.00/ usD
Line Item Released Amount: 130,036.07
Category Released Amount: 0.00
Open Item Released Amount: 0.00
Total Released Amount: 130.036.07
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Add or Cancel Contract Lines

Catalog Search

ltem Search

Search far Contract Lines

Updates to Contracts: Contract Entry— Contract page, Contract Items - Lines section:

New lines can be added by clicking the + icon at the end of the line on any tab. Enter in the specific item information, price,
description, etc. See Lesson 2 for details on adding Lines to contracts.

In some cases, the system allows cancellation or inactivation of the line and the Cancel button (a red X) appears for you on
the Detalls tab to perform these actions.

q

Customize | Find | View Al | B 2
Order By Amount \”/ Item Information \llx Default Schedule \llx Releaze Amounts \||/ Releaze Quantities \||/ Line Groupings N

| — | Include for |
De=scription Category Release Status
7503532045 STONE NO. 8, STONE 7503532 B Active b4
7503532085 STOME MNO. 21A, STONE 7503532 T | B Active 4
= | 7503548512 STOME, CRUSHED GRADE 30, SELECT MATERIAL 7503648 = Active

Wiew EEI[EGGF'." Fierarct h"

Cateqory searc

First Kl 4.3 0f 3 I3 Last




Cancel or Inactivate a Contract Line (continued)

Contract Items - Lines section, Details tab continued:

Both cancellation and inactivation of a line result in no future orders being allowed for that line item. If no purchase orders

have been placed against a line then the line can be cancelled. If purchase orders have been placed, the line will be
inactivated.

Click the Cancel (X) on the line you wish to cancel / inactivate. A pop-up window will appear indicating the line is being
cancelled / inactivated. Click Yes to continue.

I‘v Contract Hems

Catalog Search lterm Search Search for Contract Lines

EEag|
Customize | Find | View &1 | BV | 2 First El 43 0r3 B | 55t

[ Crder|By Amount \||/ tem Information \||/ Default Schedule \||/ Release Amounts \'||/ Release Quantities \||/ Line Groupings \| ="M

— | | S | | Include for |
Line Item Description U Category Release Status
1 = | 7503532045 STOME NO. 8, STONE B LTn 7503532 " B Active X || =
2 = | 7503532085 STOME MO. 214, STONE B L 7503532 B Active b4 .| [ [=]
3 & | 7503548512 STOME, CRUSHED GRADE 30, SELECT MATERIAL | B8 LTN 7503548 | B Active b4 ]| [—]

This action will cancel line 7 for this contract. Continue®? {10400 452}

This action will Inactivate item line 1 for this contract. Continue? (10400,584} |

Ifyou hit ¥es, the contract line will be inactivated once this version of the
contract is approved. Existing transactions againstthis line will still be
processed, but no new transactions against this line will be allowed. Ifyou hit
Mo, no action will be taken.

The action that you are taking will cancel this line for this Contract. Ifyou do
not want to cancel this line, then you cannot perform the action at this time.

No |
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Cancel or Inactivate a Contract Line (continued)

Contract Items - Lines section, Details tab continued:

After you click Cancel (X), the line still appears but the fields are protected and the Reactivate icon is available. The
line Status has been updated to Inactive.

If you click the Reactivate Line icon, the line returns to its active state as if nothing ever happened.

Catalog Search term Search Search for Contract Lines

AUSHED

®TH
Customize | Find | Views A1 | B =

First Kl 4.3 or 3 D0 L ast
i Order By Amount \"llf tem Information \llf Default Schedule \ll” Heleaze Amounts \llf Belea=ze Quantities \ll” Line Groupings \|

Line | :Item :Descripticm | :UDM :Categary | | | | I"E::::;:r :Status | | | |

1 B 7503532045 STONE NO. 8, STOME B LTN 7503532 R ] Inactive [ =
2 & 7503532085 STONE NO. 21A, STONE B3 |LTN |7503532 NS Active 4 =]
3 = | 7503548512 STOME, CRUSHED GRADE 30, SELECT MATERIAL LTN 7503543 | B Active b4 =]
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Cancel / Inactivate a Line continued:

* Once you have reviewed your modifications, change the contract Status to Approved.

Cancel or Inactivate a Contract Line (continued)

« A pop-up window will appear with the message “This action will make the Draft version become the Current version

when you Save.” Click OK. You will return to the Contract Entry — Contract page.

« To commit the contract modifications, scroll down to the bottom of the Contract Entry— Contract page and click

Save.

Save (10400,591)

cemp version.

This action will make the Draftversion become the Currentversion when you

Ifyou leave the status as Approved and then hit Save, the Current version will
become a History version and this Draft version will become the Current
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Cancel or Inactivate a Contract Line (continued)

Once a draft version’s Status is changed to Approved and the contract is saved, the cancelled / inactivated line(s) cannot
be re-activated. The line remains on the contract but cannot be sourced to a PO.

After you approve and save, each line will have an updated Status and the Reactivate option is no longer available.

= Contract tems

Catalog Search Iterm Search Search for Caontract Lines

STOMNE, CRUSHED
ind | View Al | EL 2 Firet Kl 43 073 D aat
™ Order By Amount \”/ tem Information \llz Default Schedule \||/ Releaze Amounts \||/ Releaze Quantities \llx Line Groupings |
B ——

- | | — | | Include for |
Line Itermn Description uon Category Release Status
1 B 7503532045 STOME MO. 8, STONE B3 LT 7503532 | Bz i Inactive
2 B [7503532085 STONE NO. 214, STOME B (Lt 7503532 | B Active
3 B 7503548512 STONE, CRUSHED GRADE 30, SELECT MATERIAL LTN 7503548 e B2 Active
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Update Contract Line Price Adjustments

The Price Adjustments feature enables users to change the price by amount or percentage. Price Adjustments are

always calculated against the contract Base Price. The first price adjustment may be done by percentage, however
subsequent adjustments must be done by amount.

* From the Contract Items - Lines section, Details tab, click the Price Adjustments icon next to the line you wish to
update. The Price Adjustments for Item Line XX page will display.

o O T o o P —————

Catalog Search Ilterm Search Search for ContractLines

SR MAINTENANCE/ SUPPORT

customize | Find | view Al | EL | 2E First Ell g 2 or 2 B ast

[ j@rder By Amount T K*em Information T Default Schedule T Belease Amounts T EBelease Quantities T Line Groupings

0 =
Line Iterm Description (R N | Category Inl;::;:::sf:r Status
1 E | a204501000 3gﬁﬁﬁggg$E§$?BSUPPDRTSD"_'—‘N""RE EE | EaA 9204501 T |ER Active b4 =l
2 B |o204501000 ﬁgmﬁiﬁggggﬁ';g’;ﬁE’SUPPORT SOFTWARE £ [EA 9204501 B Active > =l

Note: Contract lines set to Amt Only, as seen on the Order By Amount tab, cannot be modified using the Price
Adjustments page.

Customize | Find | View Al | B | 28 First Kl 12 or 2 B3 ast
Details | gy -ty i tem Information || Defaukt Schedule || Release Amounts || Release Quantities |[ Line Groupings |
Line Item Description g::; ‘!:;r:::: L2 I:!eill::a;sna:
1 [Befossone  SormARCwANTENCESUPRORT SOFTWARE [ emoww | O =
> Blooson |SOTWAREMANTENNCERURPORT SOTWARE [ swmeoos | O =
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Update Contract Line Price Adjustments (continued)

After you have clicked on the Price Adjustments icon next to the line you wish to update, the Contract Entry - Price
Adjustments for Item Line XX page displays. The Base Price for the selected line is displayed.

Contract Entry

Price Adjustments for Item Line 1

SetlD:  STATE Contract ID: 000000000000032836 Version: 6 Line: 1 TOLLCOLLECTION EQUIEMERT AND!

Price Adjustments Find | View All First El' 4 of 1 I | ast
~Effective Date: 07/06/2016 |[) =status: [Active  [¥]  =calculation Method: [sum Al Adjustments [~] [ [=]

Price Rule Find | View Al First El 4 or 1 K Last

MMethod =]
Sequence: [ General Adjustment [ Hard Price
Vendor Loc: [ = [1match Shipto [lignore If Other Adjustments

Ship To: I | ] Stop Price Calculation Here

[ match wom

uonm: [ &

Adjustment Detail customize | Find | View Al | B | 2 First Bl 4 or 1 B30 55t

*Method IP&rcentage Ihdjust&d Price

FPercentage | B.QUUUUI

Ok ][ Cancel ][ Refresh ]




Update Contract Line Price Adjustments (continued)

From the Contract Entry - Price Adjustments for Item Line XX page for all types of Price Adjustments:

Price Adjustments section:
Contract Entry

« Click on the + icon to add an effective-dated | Price Adjustments for ltem Line 1

row. SetiD: STATE  Contract ID: 000000000000032836 Version: & Line: 1 TOLLCOLLECTION EQ

Price Adjustments Find | View All_First Kl 1 of 1 Dl ast
Sum All Adjustments ==

Find | Visw All First EI 1 of 1 I3 (a5t

« Enter an Effective Date for the price
adjustment to start. Future effective-dated
pricing may be used.

07/06/2016 | *gtatus: |Acﬂue ~]

*Effective Date:

*Calculation Method:

[IHard Price
[Jignore If Other Adjustments

[l General Adjustment
[Jmatch Shipto

Sequence:
Vendor Loc: MAIN Q

* The Status defaults to Active. — = snpTo: [ ] [ stop Price Calculation Here
Match UGM
Price Rule Section: uom: [EA Ja,

Adjustment Detail customize | Find | Viewr AllEL |5 First K g or 4 DI ast
° The Sequence defaUItS tO 1 *Min Qty Max Qty I*Methud _Pen::entage Adjusted Price L
[ 1.0000] ‘|ggggggggg.gggg| |Percentage | ‘ B.QUUUU||E|

 The Supplier Loc must be selected; most
suppliers have only one location, MAIN.

oK || cancel || Refresh |
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Update Contract Line Price Adjustments (continued)

If the first modification to the price is based on Consumer Price Index (CPI) or Producer Price Index (PPI), as per the terms
of the contract, use the General Adjustment method.

Method section:
« Select General Adjustment.
Adjustment Detail section:

» Enter the CPI or PPI Percentage.
When you tab out of this field, the
Adjusted Price will be updated and
is available on the new Effective Date.

Click OK to return to the Contract Entry —
Contract page.

To save your modifications, you must Save
the draft version and set its Status

to Approved on the Contract Entry —
Contract page.

Contract Entry

Price Adjustments for Item Line 2

SetiD:  STATE ContractID: 000000000000032645 Version: 4 Line: 2 SOFTWARE MAINTEMA
Price Adjustments Find | View Al First K1 4 or 1 B ast

*Effective Date:

Sequence: General Adjustment
Vendor Loc: MAIN D, Clmatch Shipto

Ship To:

[Imatch vom
uon:

[

07/22/2016 |[5] *Status: IActiue . *Calculation Method:

|4|

ISum Al Adjustments . =

Find | View Al First K 1 of 1 I a5t

Restrictions

[ Hard Price
1 lgnore If Other Adjustments
[ stop Price Calculation Here

*Method

Adjustment Detail

Percentage

Customize | Find | View Al [ B = First El'q or 1 K1 (a5t

Adjusted Price

Percentage

2.0000

OK

Cancel ][ Refresh ]

367200.00000
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Update Contract Line Price Adjustments (continued)

CARDINAL

Price changes using amount or percent can be done with a new effective dated row and entering the difference between the
base price and the new price. Use the Match UOM method.

Method section:

» Select the Match UOM checkbox and the system will display the UOM field. The UOM value selected must be the same
as the UOM on the contract line.

Contract Entry

Adjustment Detail section:
Price Adjustments for Item Line 1

* Method: This may be set to either Amount SetlD:  STATE Contract ID: 000000000000033836 Version: &  Line: 4 TOLL COLLECTION Eq
or Percentage. The adjacent field will change |Fame = TR e KT D
to either Amount or Percentage based on the |-eective pate: 07/06/2016 [ »status: |Active “Calculation Method: [sum Al Adiustments [V] [)[=]
w Find | View Al First & L
Method you select. o —— — =
equence: 1 ] General Adjustment [IHard Price
« Enter the change Amount or Percentage. —— E,NiQ [Jmateh Shipto [ignore if Other Adjustments
c ’ ’m% Ship To: I | [] stop Price Calculation Here
urrency: USD |
. : : : [+] match uom
To enter a price reduction, enter a minus o B,
(-) sign before the number in the Amount | | AR e
or Percentage field. Min Gty Max Gty *Method Amount Adjusted Price
_ | 1.0000| ||g999999993.993a] [[Amaunt | 2 50000 11.40000 =l
* Click OK to accept the changes. n
0K [ cancel |L Refresh |
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Update Contract Line Price Adjustments (continued)

Match UOM example:

The original base price was $8.90 and the price is increasing to $11.40. In the Method section Match UOM is selected.
The UOM field is automatically populated and matches the UOM on the contract line. In the Method field select Amount.
The Amount field appears and you enter 2.50 as this is the difference between the base price of $8.90 and the new price
of $11.40. The Adjusted Price will automatically update to $11.40 after the Amount is entered and you tab out of the field

or Click OK. Click OK to accept the change.

Contract Entry
Price Adjustments for Item Line 1

4 JTOLLCOLLECTION EQ

SetiD: STATE Contract ID: 0000000000000325836 Version: G Line:

5 ars D

& Al e ] =
07/06/2016 |[H] *status: |Actiue - *Calculation Mathod: ISum All Adjustments - +][=]

*Effective Date:

Resirictions =]
Sequence: [ General Adjustment [CJHard Price
Vendor Loc: AN Q ] match Shipto ] g Ignore If Other Adjustments
Ship Lo I Stop Price Calculation Here
Currency: NE=] =N ¥
Match UOM
vom:__[EAJQ,
Adjustment Detail Custorize | Find | wiew 2l | BT 2 Firat K1 or 1 D (ast
*Min Crty Max Oty *Method Amount Adjusted Price
| 1.0000] ||999999999.9999: [Amount || 2 50000/ | 11.40000 |EI

Ok i[ Cancel ][ Refresh
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Update Contract Line Price Adjustments (continued)

Adjustment Detail section:

* Min Qty: The minimum quantity defaultis 1. To allow the user to order a Min Qty of less than one, set the Min Qty to
.01. (For example, stone is priced by the ton. However, a user may order % of a ton.) If the Min Qty is leftat 1, and a
user orders less than 1, the user will receive an error message indicating they must either modify the quantity ordered
to meet the minimum or modify the contract minimum quantity.

« The Min Qty must be equal to or greater than (=) the Minimum Quantity set on the item Purchasing Attributes.

* To have the new price applied to all quantities on an order the Min Qty must be changed to the minimum quantity of the
item.

Contract Entry

Price Adjustments for Item Line 1

SetiD: STATE Contract ID: 0000000000000228 26 Version: 6 Line: 4 TOLL COLLECTION EQ

Find | View Al First El 4 o4 B | ast

*Effective Date: 07/06/2016 |[5] »status: I"’*Cti'"'e [™]  ~caiculation Methoa: ISum All Adjustments [ v] [+ [=]

Price Rule Find | View Al First Kl 4 or 4 B 5t

[+ [=]

Price Adjusiments

[JHard Price
[lignore If Other Adjustments

[ClGeneral Adjustment
[ match Shipto

Sequence:
Vendor Loc: KA Q,

Ship To: I [ Stop Price Calculation Here
currency: usD 2, Match UOM
uom: [En @,

ks

First El'q or 4 I (a5t

Adjustment Detail Customize | Find | Miewe Al | B =

*Min Oty Max Gty *Method Amount Adjusted Price
1.0000 |ggggggggg_gggg' [Amaount || 2 50000| | 11_40000||E|
OK ][ Cancel ][ Refresh ]
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Adjustment Detail section continued:

Update Contract Line Price Adjustments (continued)

* Max Qty: The maximum quantity defaults, and should remain at, 999999999.9999.

* Click OK to return to the Contract Entry — Contract page.

* To save your modifications, you must Save the draft version and set its Status to Approved on the Contract Entry —

Contract page.

Contract Entry

Price Adjustments for Item Line 1

| Price Adjustments
*Effective Date:

Sequence:

Vendor Loc:

Currency:

SetlD: STATE Contract ID:

A e,
[usplay

000000000000032836

07/06/2016 |5 =statys: Iﬁcti'u'e . *Calculation Method:
Price Rule Find | View Al First EI' 4 or 1 B ast

[lGeneral Adjustment

[l match Shipto
Ship To:

Match UOM
uon:

I

Version: 6  Line: 4 TOLL COLLECTION EQ

Find | View &Il First Bl 4 of 1 T3/ 2=t

ISum All Adjustments . =

Restinctions

[+ [=]

(] Hard Price
] lgnore If Other Adjustments
] Stop Price Calculation Here

Adjustment Detail

=Min Qty Max Qty {Method |Amount |Adjusted Price [ |
1.0000|| |[999999999.9999| |[Amount | 250000] 11.40000 =]
OK Cancel ][ Refresh ]
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Update Amount Only Contract Line Price Adjustments

Updating the price for a contract line that is marked Amt Only differs from updating the normal contract line pricing.

Amount Only pricing adjustments cannot be entered on the Price Adjustments page and cannot be effective-dated. To
adjust Amount Only Lines:

From the Contract Entry— Contract page, Contract Items - Lines section, either:
* Uncheck the Amt Only checkbox and follow instructions from the prior page; or

» Click the Line Details icon to display the Contract Entry— Details for Line XX page.

#¥. CARDINAL |

Fa\.rg['rtesé Main Menu > Procurement Contracts > Add/Update Contracts
Contract Entry

Contract

SetlD: STATE Contract Version

Contract ID: 000000000000032645 Version: 4  Status: Draft

Delete Version - l:l

*Status: |Dpen _ Approval Due Date: E)
Administrator/Buyer: [DANILO.VASQUEZ (=X Vasquez, Danilo (WDOT)

¥ Header

Catalog Search lterm Search Search for Contract Lines

RE MAINTEMANCE/SUPPORT

Customize | Find | Wiew Al [ B2 First B 422 or 2 B/ a5t

!/ ttem Information \II/ Default Schedule \||’ Releaze Amounts \ll/ Release Quantities \||’ Line Groupings \l
Line v Description Amt ‘Merchandise Release as
Only Amount Milestone
=l SOFTWARE MAINTENANCE/SUPPORT SOFTWARE _ i ¥
1 2 b204501000 Bl il i 240,000.00 [ =
=l BSOFTWARE MAINTENANCE/SUPPORT SOFTWARE _ K T
2 E2 |9204501000 MAINTENANGE ISUPPORT O 360,000.00 O =]




—

CARDINAL

To Adjust Amount Only Lines continued:

* From the Contract Entry— Details for Line XX page:

« Scroll down and expand the Pricing
Information section.

* In the Order By Amount section, update the
Merchandise Amount field to the new price.

» Scroll down to the bottom of the page and click
OK to return to the Contract Entry — Contract

page.
* To save your modifications you must Save the draft

version and set its Status to Approved on the
Contract Entry — Contract page.

Update Amount Only Contract Line Price (continued)

Contract Entry

Details for Line 1

Categony IDx o7 854
TR nsaction tem Description:
BOFTWARE MAINTENAMCESUFRPPORT SOFTWARE MAINT EMANCESUFPPORT

Prefe med Lanquage kem Description:
SOFTWARE MAINTENANCESUFPORT SCOFTWARE MAINTEMNANCESUFFPORT

Exp=rd & Collzpss A

Contract IDx 0ODDIDIIN000DIZE4E Version: 4 Vendor TELVENT US-001
Line: 1 teem ID: 2204501000
| Line Details.
Category: 2204501 X
De scription: Status: Active
Physical Mature: IF

[ Use ¥ndr Price UOM Adjustments

Us & Contract Base Price
A Price Can Bs Change don Order [JUse Yendor Price Shipto Adjust
Frice Oate: |Cu= Cae [ ] (et T —]
Price Gty [Cin= Cuzntity ~] LAmeEE
Oty Type: IEurrer.tOrd'erQuar.tity =] LA Amount Only

Merchandise Amount: lm
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CARDINAL

Using the Contract Change History page, you can view all
changes to a contract. This page details the contract
version, change type, description, date, reason code, and
individual who made the change.

You can navigate to the Contract Change History page
using the following two methods:

1.Navigate using the following path:

Main Menu > Procurement Contracts > Review
Contract Information > Contract Change History

2. Click on the View Changes hyperlink on the Contract
Entry — Contract page.

View Contract Change History

Favortes . Man Menu > Procurement Contracts > Add/Update Contracts

(@I New Window @ He|

Contract Entry
Contract
| Contract Version - |
SetiD: STATE
Contract ID: 0000000000000000000040131 yersioe 2: Sas: Current
— | NewYersions) Date: 0513022012
" Lok S— |
Administrator/Buyer: TRACY.SELL SELL, TRACY
[+ Header l
Process Option: Purchase Order Edit Comments Activity Log
Vendor: MCDONOUGH -003 Contract Activities Docyment Status
Primary Contact Info Thresholds & Notifications
Vendor ID: 0000025966 McDonough Bolyard Peck Inc
-------------------------- View Changes
Begin Date: 06/16/2011 Contract Releases Current Change Reason
Expire Date: 06/15/2013
Renewal Date: e d
Currency: USD  CRRNT Maximum Amount: 3,428,960.00 USD
Primary Contact: Line Item Released Amount: 3,428.960.00
Vendor Contract Ref: Region 2 Finals Contract Il Category Released Amount: 0.00
Description: Region 2 Finals Contract Il Open item Released Amount: 0.00
Master Contract ID: Total Released Amount: 3,428,960.00
Tax Exempt [ Remaining Amount: 0.00
Remaining Percent: 0.00
m"—‘"“' ct Options ]
> Contract items - 2
|» Contract Categories N
(i) Save | [ab Retum to Search | |t ] Frevious it | W] NetinList | [] Notify | |3 Refresh % Add| |5 Updateispiay| (L2 Correct History |

Note: Also on the Contract Entry — Contract page is the Current Change Reason hyperlink which may be used to view the

last change reason code and any related comments.
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View Contract Change History (continued)

—

CARDINAL

From the Contract Change History page you can search to
locate a specific change using the fields in the Search and

Favo'mes MII‘I'MEHU > FIOCUIQMH'C Contracts > Review CDM’R'Ct Information > Contract Change History

Filter Criteria section or you can view all results by leaving —————, R—— E—— FT—c oy

all fields blank and clicking the Search button.
SetlD: STATE Contract ID: 0000000000000000000040131
Check the records you wish to view, and optionally, select a field on that record.

. [“Icontract Header Changed Feld: Y

Ch ange Type [P0 Defautts Changed field: [ 9
Price Adjustments Changed Field: ’7"\

« Change indicates a changed field and its value. — — g
Enter any additonal search or filter information you have. Leave fields blank for all the

« Original indicates the original field and its value. The = - a

- - - - - - 03500 . Iir Q
Original value applies only to the original contract with a g — o —s
seqguence of zero. Versionfrom: (- VersonTo: a

~ Search | | Clear ~ ExpandAl | Collapse All

On the Contract Change History page, only the Contract R et oty SN o Groed S evece

H ead er an d Co n t r act L I n e tabS are used 1 1 Change  Change Order Source ONL TRACY.SELL 05/30/12 6:50:41AM RENEWA
1 1 Change  Contract Version 2 TRACY.SELL 05/30/12 6:50:41AK RENEWAL
1 0 Original  Adjust Vendor Pricing First N TRACY.SELL 05/30/12 6:50:41AK RENEWAL
1 0 Original  Allow Open Item Reference N TRACY.SELL 0530112 6:50:41AM RENEWAL
1 0 Original  Maximum Amount 3000000 TRACY.SELL 05/30/12 6:50:41AM RENEWAL
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Cancel / Close Contracts

You can cancel or close a contract from the Contract Entry -

Contract page. You can navigate to this page using the
following path:

Favorites - Man Menu > ProcuremegtContracts > Add/Update Contracts

I New window (@ Help

Contract Entry
Contract
] Gl S
Main Menu > Procurement Contracts > Ad d / U p d ate '(;:::ctlb: Zoz:oooooooooooooooo40263v' ?’;LT;Z"VWM J 3 i::‘:al - r‘%@
Contracts ' " |

\pproved
Canceled

Administrator/Buyer:

Hall, Mike (vDOT)

ocess Option: L —— Edit Comments ActivityLog
Cancel: :rendor = L CARTER-002 &, yengor search C_O_a_LLQS""YI — Mﬁ—i’:: 1 .
“Vendor ID: 0000033083 &, | cagers sonine — \ﬁe’wghange; -
You can cancel a contract when there are no related “BoginDate: (T —_—
. =y xpire Date: 03/24/2013 @ Contract Reference
requisitions or POs. — __®
Currency: :U_SD_Q IEF?R"‘_YQ Maximum Amount: 000 usp
Primary Contact: {73(‘\ Reggy Snead Line Item Released Amount: 130,035.07
Close: oyt Sl i
. . . aster Contract ID: I Q otal leas it 1 A
Once a contract has expired or otherwise ended, and is not Pt l FaB e
going to be renewed, it must be Closed. oo
v Contract items
Catalog Search Item Search Search for Contract Lines
To Cancel / Close: SRR i ——
Order By Amount Rem Information Defaut Schedule Release Amounts Release Quantties I_.meupn‘g;mmi??-:l .
« Set the Status to Cancelled or Closed. ova— = e
 Unselect the Send Date/Amount Notification checkbox LB vz SR ETONE T TN Yl i ednall B S RS T
on the Thresholds & Notifications page to stop future
notifications.

« Scroll to the bottom of the page and click Save.
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Simulation: Maintain Contracts

—

CARDINAL

You are now about to view a simulation entitled Maintaining Procurement Contracts. Click the Cardinal logo below to start the
simulation.

\.._CARDINAL _

St
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC348Simulations/dhtml_kp.html?Guid=479bd3ff-9a91-4642-ac7c-806801c9c9c7&Mode=T&Back

Lesson 3: Summary

CARDINAL

In this lesson, you learned:

« When searching for a contract, you can search for a specific contract by entering a contract ID.

* A material update to a contract requires a new version to be created.

* You can view changes to a contract, such as changes to the contract header or contract lines, on the Contract Change
History page.

* You can cancel a contract that has not been added to a requisition or a PO. You cancel a contract using the Contract
Entry — Contract page at the header level by selecting the contract Status of Cancelled.
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Lesson 4: Contract Reports and Queries

This lesson covers the following topics:

* Reports

* Queries
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Reports

CARDINAL

There are numerous contract reports available and they can be run at various intervals. These reports are particularly useful

to Contract Administrators in managing contracts and related activities.

Key contract reports include:

Contract Expiration

Order Contracts

Contract Usage Details
Contract Activities Report
PO Balance Detail Report

Contract Executive Summary Report
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Contract Expiration Report

—

CARDINAL

The Contract Expiration report lists contracts that are scheduled to expire within the date range you select. This report
can be run by supplier / category or by category / supplier.

You can navigate to this report using the following path:

Main Menu > Procurement Contracts > Reports > Contract Expiration

Peoplefoft
Report ID: POCHT4£00 CONTRACT EXPIRATION Dage No. 1
Run Date 07/0572016
Fun Time 08:44:27
Line Item Contracta
Contract Setid ETATE
Category Cdax 000293  &580401
Vendor ID/Wame. 0000022788 Boscobel LLC
Expire Dt Contract IDS Version ITtem IDJ Mfg Item ID/ Amount Released Currency TOM TUnit Price
Cotrct Curr Contract Type Buyer Ttem Description Manufacturer
12/01/201¢ 0QOOQOQQOQOOQOOODODO0004440E 2 &E30401000 o.o00 OED LF
UED PO Order Weber, Ellen 5. (VDOT) PIPE, MISC.
oED LF
1240147201« 0O0OOCOQQOQOOOOOOQOOO0044405 2 EE80401000 o.o0 oED LF g,
UED PO Order Weber, Ellenm 5. (VDOT) PIPE, MISC.
oED LF 9.
12/01/201&¢ 0O0OOCOQQOQOOOOODOODOO0044405 2 E580401000 o.o0 oED LF E0.
UsD BD Order Weber, Ellem 5. (VDOT) PIPE, MISC.
oED LF E0.




Contract Expiration

Report (continued)

CARDINAL
Peoplefoft
Report ID: BOCHT400 CONTRACT EXPIRATION Page No. 1
Run Date 07/05/72016
Fun Time 08:44:27

Line Item Contracta
Contract Setid ETATE
Category Cda 00293 A5E0401
Vendor ID/Hame. 0000022728 BHoscobel LLC
Expire Dt Contract ID/ Vearzion Item ID/ Mfg Item ID/ Amount Released Currency TOM Unit Price
Cotrct Curr Contract Type Buyer Ttem Descriptiom Manufacturer
1201 ,/2016 00000000000 00000000044405 2 &580401000 o.oo osD LF &.03
TUED BD Order Weber, Ellen S. {VDOT) PIPE, MISC.

osD LF &.03
124012016 0000000000000000000044405 2 E530401000 o.o00 U=ED LF 312.93%
UsD DD Order Weber, Ellen S. {VDOT} PIDPE, MIEC.

U=ED LF 312.93%
1240172016 0000Q000000000000000044405 2 E£530401000 0.00 UsD LF E0.60
TED BO Order Weber, Ellen S. ({VDOT) PFIDPE, MIEC.

U=ED LF E0.60
120172016 0000Q00000C0CQ00000044405 2 £580401000 0.00 UED LF EB.08
TED BD  Order Weber, Ellen 5. (VDOT) BIPE, MIESC.

UED LF EB.08
120172016 O0000Q00D00O0CO0QQOO000D044405 2 £580401000 o.o00 UED LF 97.80
TED BD  Order Weber, Ellen 5. (VDOT) BIPE, MIESC.

UED LF 97.80
1201 ,/2016 00000000000 00000000044405 2 &580401000 o.oo osD LF &.03
TUED BD Order Weber, Ellen S. {VDOT) PIPE, MISC.

osD LF &.03
124012016 0000000000000000000044405 2 E530401000 o.o00 U=ED LF ig.61
TUED BD Order Weber, Ellen S. {VDOT) PIPE, MISC.
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Order Contracts Report

CARDINAL

The Order Contracts report lists all the supplier contracts based on the selection criteria entered on the Order Contracts

page. You can report on contracts by supplier, contract status, and/or contracts between a specific contract ID range. You
can also use this report to print a copy of a contract.

You can navigate to this report using the following path:

Main Menu > Procurement Contracts > Reports > Order Contracts

CONTRACT
VA Dept of Transportation Dispatch via Print
VDOT Central Office Contract ID Version Page
-~ra 1201 E Broad St 0000000000000000000013424 4 1of 27
CARDINAL _|Richmond VA 23219 Contract Dates Currency Rate Type Rate Date
USA 02/16/2001 to 06/01/2015 USD CRRNT PO Date
Description: Contract Maximum
Vendor ID 0000000591 SB-08-2000 Req.3 M&R 3,000.000.00
CDM Smith Inc Contract Officer Name Phone
3201 Jermanton Road Huband, Michael A. (VDOT) 804/786-2989
Suite 400
VA10040102
EVAAD45271
Fairfax VA 22030
USA
Martin, Russell 4235031412
Contract Lines:
Item 1D f Minimum Order Maximum / Open
Line # Category Item Desc UOM Qty Amt Qty Amt
1 9259301 SB-08-2000 MAINTENANCE AND HUR 1.00 0.00 0.00 3,000,000.00
REFAIR DESIGN PLANS HIGHWAY 0.00
STRUCTURES AND BRIDGES REGION
HHI-CULPEPER, STAUNTON AND
NORTHERN VIRGINIA DISTRICTS
Pricing Agreement: Pricing Date: Due Date
Pricing Quantity: Due Date
Quantity Type: Current Order Quantity
Contract Base Pricing 0.00000 HUR MAIMN




».| Order Contracts Report (continued)

CARDINAL

CONTRACT

VA Dept of Transportation
WVDOT Central Office
-’ 11201 E Broad St
CARDINAL _|Richmond VA 23219
USA

VendorID 0000000591
CDM Smith Inc

3201 Jermanton Roeoad
Suite 400

WVA10040102
EvVAAD45271

Fairfax VA 22030

USA

Martin, Russell 4239031412

Contract Lines:

Dispatch via Print

Huband, Michael A. (VDOT)

Contract ID Version Page
0000000000000000000013424 4 1of 27
Contract Dates Currency Rate Type Rate Date
02/16/2001 to 06/01/2015 USD CRRNT PO Date
Description: Contract Maximum
SB-08-2000 Reqg.3 M&R 3,000,000.00
Contract Officer Name Phone

804/786-2989

Item ID f

Minimum Order

Maximum / Open

Line # Category Iltem Desc UOmM Qty Amt Qty Amt
1 9259301 SB-08-2000 MAINTENANCE AND HUR 1.00 0.00 0.00 3,000,000.00
REPAIR DESIGN PLANS HIGHWAY 0.00
STRUCTURES AND BRIDGES REGION
HI-CULPEPER, STAUNTON AND
NORTHERN VIRGINIA DISTRICTS
Pricing Agreement: Pricing Date: Due Date
Pricing Quantity: Cue Date
Quantity Type: Current Order Quantity
Contract Base Pricing 0.00000 HUR MAIN
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Contract Usage Details Report

CARDINAL

The Contract Usage Details report lists purchase orders by either Supplier ID or Contract ID, invoices and voucher /
payment details, and summaries within a selected Accounting date range.

You can navigate to this report using the following path:

Main Menu > Procurement Contracts > Reports > Contract Usage Details

Commonwealth of Virginia
- CONTRACT USACE DETAILS
CARDINAL | RBun Date: 07/05/2016
Report ID: RPRO1T RBun Time: 09:30 00
Page No. 1 of 7

Setid: STATE From Date: 1270171992
Business Unit: 50100 To Date: 07 /05 /2016
Vendor ID: 0000035965
Vendor Name: CARON-ERCT INC
Contract ID: 0000000000000000000040537 Contract Category: RC
Contract Manager: CALISHA.WILLIAMS Contract Status: Approved
Original Value: 0.00 BAward Date: 0573072012
Current Value: 0.00 Begin Date: 06/01/2012

Expiration Date: 05/31/2015
Invoice Vendor Total Imvoice PCard Transaction ID Voucher ID Voucher/Trans Amount Paid to Retainage
Date Invoice # Amount Date Vendor Held
0572972013 0048759-TH 96,950.00 00202680 06/05/2013 96,950.00 0.00
Total for PO 0001070839 96,950.00 96,950.00 0.00
092772013 0050B84-TH 24 ,237.50 00250819 1041872013 24 ,237.50 0.00
Total for PO 00010858596 24,237.50 24,237.50 o.00
02 /28/2014 0053031 IN 72,712.50 00312218 03/21/2014 72,712.50 0.00
Total for PO 0001093010 72,712.50 72,712.50 o.00
05/19/2014 0054080 IN 24,237.50 00341409 06/04/2014 24,237.50 0.00
Total for PO 0001087177 24,237.50 24,237.50 0.00
08/27/2014 0055790 IN 3€,428.9€6 00375546 09/10/2014 36,428.96 0.00
Total for PO 0001102073 36,428.96 36,428.96 0.00
04/30/2015 0059428IN 48,571.95 00473757 05/28/2015 48,571.95 0.00
Total for PO 0001117146 48,571.95 48,571.95 0.00
0572972015 0059863 1IN 48, 571.95 00483678 06/1B/2015 48,571.95 0.00
Total for PO 0001118578 48,571.95 48,571.95 0.00
Total for 0000000000000000000040537 351,710.36 351,710.36 o.00




Contract Usage Details Report (continued

CARDINAL

Commonwealth of Virgimia

- CONTRACT USAGE DETAILS
CARDIMNAL Fun Date: 07/05/201&
Report ID: RPRO1T Bun Time: 0930 00
Page Ho. 1 of 7

Setid: STATE From Date: 12,/0171992
Buaine=a Unit: 50100 To Date: 07 /OB 2016
Wendor ID: 0000035965
Vendor Name: CARCH-ERET INC
Contract ID: Qooo00o000000000 000040537 Contract Category: RC
Contract Manager: CALISHA WILLIAME Contract Status: Approved
Original Value: o.00 Award Date: 0k 30/ 2012
Current Valus=: o.00 Begin Date: 0&/OL 2012

Expiration Date: 05312015
Invoice Vendor Total Inwvoice PCard Tran=acticn ID Woucher ID Woucher/Trana Amcount Paid to Retainags
Date Invoice # Amount Date Vendor Held
05 /259/2013 0048759-TH 96, 950.00 00202680 06082013 9& ,950.00 o.00
Total for PO 0001070839 96, 550.00 96 ,550.00 o.00
092772013 00EOBE4-IN 24,237 .50 00250219 1051872013 24 ,237.50 0.00
Total for PO 00010858505 24,237.50 24,237.50 d.00
02,/28/2014 0053031 IN T2,712_.50 00312218 03/21/2014 T72,712.50 o.00
Total £or PO 0001093010 T2,712.50 T2,712.50 o.00
05 /159/2014 0054090 IN 24 237_580 00341409 06 /04 f2014 24 237.50 o.00
Total for PO 0001097177 24,237.50 24,237.50 d.00
0B 2772014 0085790 IN 36,428.96 00375545 09,/10/2014 36,428 .96 o.00
Total for PO 0001102073 J6,428.96 J6,428.96 d.00
04 /3072015 00594 28TH 48 571.55 00473787 05 /28 2015 48 571.95 o.00
Total for PO 0001117146 48,571.95 48,571.95 0.00
05 /25972015 00ESBE3IN 48, 571.55 00483678 061872015 48 ET71.95 0.00
Total for PO 0001118578 48,571.495 48,571.95 d.00
Total for 00D0OOOOGODOO0ODCQ0C00DD40G53F 351,710.36 351,710.36 0.00
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Contract Activities Report

CARDINAL

The Contract Activities Report lists activities against contracts within a specified SetlD. After entering your criteria and
navigating the Process Scheduler Request page, be sure to select the report option with the Process Type of Crystal.

You can navigate to this report using the following path:

Main Menu > Procurement Contracts > Reports > Activities Report

P P Report 1D POY3031 People Soft Purchasing FPage MNo.: 1
e V0T PPS_MIKE. HALL CONTRACT ACTIVITIES REPORT Run Date: W20
Run Controd 1D CONTRACTS FRur Tirme: WVO-ZZOBAM

Reportr Selecrion Crirteria

Ve ndor Set 1D: STATE Wendor 1D: DOOO03508S5 Wendor Manme: CARCN-EAST-001
Comract Set ID: STATE Contres ID From: DOCOCODOCOOODZOS3E 1 Through: DOOCOCD0DOCOCDZOSE T Contract Status:
Date From: Thurowugh: FProcess Opton:
Set lD: STATE Conuract ID: 0000000000 00029931 Status: Approved Max Armount: .00 uspD
Uit Doc D e Date Parncount  Currency Doc Stat Set D Contract ID Mersion Line  Status

Pawviment

S0100  OOOS4DSS w SrBr2012 337008 USD ] sSTATE OO0000O00000ZSS31 1 1 Approwed

50100 ©OOS3000 1 Sr1a2012 237008 USD Pasd STATE CO00000000000 231 1 1 Approwed

50100 OOD53289 1 Sra2012 225624 USD P STATE OOO00OOO0000ZGS31 1 1 Approwed

S0100 ©OO44DSS 1 aror2012 =370.08 USD Pasa sTaATE DO0000O000000Z0e3 1 T =2 Approred

50100 OOOS3000 1 Sr1asn12 3 3TODE USD Faid STATE OOO0O0DO0000 ZGE3 1 1 = Approwed
Fayrrent Toea: 15,736 56

Purchase Order

50100 ©COOD1D037 11 1 1rzarzoiz uUsD Dispatehed sTaATE OODODOOC00O0OZEe31 1 1 Approwved

50100 ©COO100682Z21 1 2rerzo1z usD Cispatched STATE 0000000000000 ZUE31 1 1 Approwed

S0100 Q001011302 " 2012 uUsD Dispatched sSTATE DO0000CO000TOZSI 1 1 1 Approved

50100 ©OOD1001226 1 1227201 uUsD Dispatched STATE OO000000000002G931 1 2 Approwed

50100 ©COO1003711 E 1zaz012 uUsD Dispatched sTATE OO0000O000000ZEe3 1 1 = Approwed

s0100 ©CoO10D8221 =2 2rarsn1z usoD Dispatched STATE OODO00O000000ZSS31 1 =2 Apprcwned
Purchase Crder Total: 1011024

Receipt

SO100 0O01S2Z30eE w Zrerz012 zz50 24 USD Closed Receipt STATE COODO00O000OCOZES3 1 1 1 Approwed

S0100 0001528990 " S22 225824 UsSD Closed Recsipt STATE 0000000000000 ZO9I 1 1 1 Approved

50100 0001528983 1 Ar1v2012 2256024 USD Cilosed Receipt STATE DO0000O00000ZGS31 1 1 Approwed

S0100 0001523008 2 22012 111384  USD Closed Receipt STATE OO0000OC000002TO3 1 1 2 Appronned

50100 0O01S528040 = aro>012 111384 USD Closed Receipt STATE DODOO0OO00000ZSS31 1 = Apprcwed

S0100  ©QOO1S528215 1 m2or2012 1.113.84 usSD Fully Receivad STATE DOO0OO0CC00O00Zee31 1 =2 Approwed
Receint Total: 1011024

Reguisition

50100 OCOOZ00USOS 1 1zrizvzot 1.113.84 USD Approwed STATE DOD00UOC00O00ZTSE3 1 1 = Approwved
Reqguisitrorn Total: 1, 1138
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Contract Activities Report (continued)

CARDINAL
oRACLE" Report 1D: POy 3031 PeopleSoft Purchasing Fage Mo.: 1
Use 1D PPS_MIKE.HALL CONTRACT ACTIVITIES REPORT Run Date:
Run Control 1D: CONTRACTS Run Time:
Report Selection Criteria
Wendor Set 1D STATE Vendor |D: DODO03EE8S5 Vendor Hame: CAROMN-EAST-D01
Contract Set ID: STATE Contret |ID From: DOOOO0ODDOO000D2Zea31 Through: DO000000000002e831 Contract Status:
Diate From: Through: Process Option:

SetlD: STATE Contract ID: 000000000000029931 Status: Approved Max Amount: 0.00 usp
Unit Doc D Liree Date Armcunt  Currency Doc Status Set 1D Contract 1D Version Line Status
Payment
S0100 DOO44055 1 amr2o1z 3,370.08 USD Paid STATE 0000000000000 2993 1 1 1 Approved
S0100 00053009 1 SM18r2012 3370108 USD Paid STATE 0000000000000 20931 1 1 Approved
50100 00053289 1 Srw2012 2256824 USD Pad STATE 0000000000000 20931 1 1 Approved
50100 OOD44055 1 402012 337008 USD Paid STATE 0000000000000 22831 1 2 Approved
50100 DODS3009 1 S5M82012 337008 USD Paid STATE DDO0000D00000 22831 1 2 Approwved

Payment Total: 15, 73656
Purchase Order
50100 DOD1003711 1 1/24r2012 225824 UsSD Dispatched STATE 0000000000000 2e83 1 1 1 Approved
S0100 O0OO01006221 1 22012 225624 UsSD Dispatched STATE 00000000000002993 1 1 1 Approved
S0100 0001011302 1 32012 225624 USD Dispatched STATE 000000000000020931 1 1 Approved
50100 0001001224 1 12272011 1.113.84 USD Dispatched STATE 0000000000000 20931 1 2 Approved
50100 2 OOD1003711 2 12472012 1.113.84 USD Dispatched STATE 0000000000000 22831 1 2 Approved
S0100 2 OOD1008221 2 2M2012 1.113.84 USD Dispatched STATE DDO0000D0000022831 1 2 Approwved

Purchase Order Total: 10, 11024
Receipt
50100 DOO1523008 1 222 2256824 UsSD Closed Receipt STATE 0000000000000 2983 1 1 1 Approved
S0100 0001528940 1 arerzon2 225624 UsSD Closed Receipt STATE D0000000000002093 1 1 1 Approved
S0100 0001529983 1 AMWw2012 225624 USD Closed Receipt STATE 0000000000000 20931 1 1 Approved
50100 0001523008 2 202012 1.113.84 USD Closed Receipt STATE 000000000000020931 1 2 Approved
50100 OOO1528840 2 4182012 1.113.84 USD Closed Receipt STATE DDO0000D00000 22831 1 2 Approwved
50100 2 ODOD1538215 1 B2a2012 1.113.84 USD Fully Received STATE Do00000D00000 22831 1 2 Approwved

Receipt Total: 10,110 24
Requisition
50100 DOOO20D0S08 1 1222011 1.113.84 USD Approwed STATE 0000000000000 2w93 1 1 2 Approved

Reguisiton Tolal: 1,113.84
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PO Balance Detall Report

CARDINAL

The PO Balance Detail Report lists receiving, voucher, and payment data in relation to a PO and the associated contract.
You can navigate to this report using the following path:

Main Menu > Purchasing > Purchase Orders > Reports> PO Balance Detail Report

J Commonwealth of Virginia
B0 HBALANCE DETATL RESORT

AR AL Bun Date: 05/14,2013
Report ID: RPRGO03 Bun Time: 102113 G0
Busimess Tmit:Sol00 Fage Mo. 1 of =
o TDE oooioasiaz
Contract ID: All
PO Status: A1
Tendoxr TDe na11
Buyer ID: A1l

Buyer wame vendor mame e T Location
SHANMON . EDWARDSOENSON MI-OO0L CooooAZTAAS PRI
Change order PO Recelve
2o o ro Date Fumber Status mMatch contzol IoD 2o peferencs
ooorcasLE3 EEWLT WY EE Y o = STANDRRD LS SW Susbsurface TEility
o Line PO Line
Fhuamber Ttem ID E2S Description Contract ID PO orTy PO Price Merchandi LS
a 2 wr LS Sw Subsur Otal 00000000000 00DDDODODalasa 1.00 S =.pob, ocoo.aoo s =.opo,cco.ao0
Total Recelwed o.aao s a_ao
Tn-meceiwed PO Line Quantity 1.o0 Tn-Receiwed PO Lime amt S S, 000, 00000
woucher
woucher ID h Lime i1 Becelver xD wer Line rumb T 1t woucher Price Merchandd LS
oo1vFTes a o 100 s v.asz2 oo s ¥.as2_.ao
wouchex
Foucher TID = h Time Mumber Becelver I ver TAne = 3o o RS Fouch Erice Merchandi =
oolszTsL a o 1.o0 s 10,237 a0 s 10, 237 .00
Total vouchered = oo s 18, =33 _ oo
Open Recelwver Quantity -=_ oo To-Touchered PO Limne Amount 5 24, 581, 731 .00
Total PO Line Amount S S.DoD,DoO.a0
Total PO Lime Vouchered Amcunt s i1e.z2993.00
Total Uo-Recelved BO hine Amt § s.boD,ooo.0o

5,000, 000 . a0
a.aa

.DDD, DoO. oo
1e, =99 .00

R R

Total PO wounchered Amount
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PO Balance Detall Report (continued)

CARDINAL

Ccommonwealth of Vvirginia
PO BALANCE DETATL REPDRT

CARDIMNAL Run Date: 05/14/2013
Report ID: RPROO3 Hun Time: 10:13 00
Business Thit:S0100 Fage Mo. 1 of =
PO ID: 0201049183
Contract IDa all
PO Status: A1l
vendor ID: all
Buyer ID: all

From Date:r
To Dater

Buyer KName Vendor Hame vendor ID wendor Location
EHANNCON . EDWARNDEOENSON MI-0DDL Coo3032445 MATH
Change order PO Recelve
PO ID PO Date Humber Status Match Control ID o Beference
0001049183 11082012 a N ETANDARD LS SW Susbsurface Tcility
PO Line PO Line
Fhanber Item Iy Item Description Contract ID PO QTN PO Price Merchandise Amount
1 2 ¥r LS SW Subsur Util oo0d03000000000D0D0DDDD4A105S 1.00 5 5,000, 000.00 =3 5,000, 300.00
Total Recelwed D.oo B o .00
Ton-Recelwved PO Line Quantity 1.00 Ton-Recelved PO Lime Amt =3 5,000,303 . 00
voucher
¥oucher ID VFoucher Line Humber Receiver ID Receiver Line Humber YFoucher Quantitw Woucher Price Merchandise Amount
00177795 1 o i.o0D 5 7,.,862.00 =3 T.,882.00
voucher
Foucher ID Foucher Lime Number Receiver Beceiver Line Humber Foucher guantity Foucher Price Merchandise Amount
00192751 1 o i.o0D 5 10,437.00 £ 1¢,437.0C0
Total Vouchered 2Z.DO =3 14a,29%.00
Oopen Recelver Quantity —-2.0D To-vouchered PO Line Amount S 4,981, 701.00
Total PO Line Amcunt 5 5,D00D,000.00
Total PO Limne Vouchered Aamocunt =3 18,239.00
Total Un-Receiwved PO Line Amt 5 &,DDD,D0O.00
Total PO Amcunt =3 5,000, 000 .00
Total Recelved PO Amcount =] Lo L]
o)+ PO Recelving Amount =3 5,000, DO3 .30
Total PO Vouchered Amount 5 18,299 .00
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Contract Executive Summary Report

CARDINAL

The Contract Executive Summary Report displays both Contract and related PO amounts to date by contract type.

You can navigate to this report using the following path:

Main Menu > Purchasing > Purchase Orders > Reports> Contract Executive Summary Rpt

Commonwealth of Virgimnia
[ CONTERCT EXECUTIVE SUMMBRRY REPORT
CARDIMAL Run Date: 07/06/2016
Report ID: EPRS11 Fun Time: 02:40 00

Page Ho. 1 of 1

Set ID: SETATE Statewide SetID
Businesa Unit: 50100 VA Dept of Transportaticn
To Date: o7 /062016
Contract Category: NS
% Ctrct % Incr

Contract Original Current Purchaase Order Paymenta Pymnta in Excess Purchase Order Current Contract Balance Pymntes in Excess Originl
Category Contract Amocunt Contract Amocunt Amcunt PO to Date Purchasese Order Balance Balance Remain Contract Amount
NS 2,947 232 027 34 200,102 115, 692,623 82,177,741 200 33,515,082 21,208,166 62.01 o -5E.04

Total 5 22,947 232 027 5 34 200,302 2115 &£92, 623 =3 82 17T, 747 s 2008 33,515,082 5 21,208, 166 62.01 2] a -S98.84

Contract Categorv Code Legend 1
Hs NON-PROFESSIONAL SERVICES
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Contract Executive Summary Report

CARDINAL

A Commonwealth of Virginila
[— = CONTRACT EEXECUTIVE EUMMARY REPORT

CARDIMAL Run Date: 07/06/2016
Report ID: RPRO11 Fun Time: 02:40 00

Page Ho. 1 of 1
Set ID: ETATE Statewide EetID
Businesa Unit: 50100 VA Dept of Transportation
To Date: 07/06/2016
Contract Category: NS
% Ctrct % Incr

Contract Original Current Purchase Order Payments Pymnta in Excess Purchase Order Current Contract Balance Pymnts in Excess Originl
Category Contract Amcunt Contract Amocunt Amcount PO to Date Purchase Ordexr Balance Balance Remain Contract Amount
HS 2,947 232 027 34 200,102 115 &52,623 82,177,741 200 33,515,082 21 208,166 62.01 ] -9E6.84

Total § 2,947 232 027 & 34 200,102 2115,.692, 623 & 82,177,741 =] 2008 33,515,082 & 21, 208,166 62.01 =] a -9E8.84

Contract Categorv Code Legend :
H= NOHM-PROFESSI0ONAL SERVICES

End of Report

103



Queries

CARDINAL

Procurement contract queries can also be run at various intervals. These queries are particularly useful to Contract
Administrators in managing contracts and related activities. Key Procurement contract queries include:

« All Vchr Lines on Vchr for PO (V_PR_CNTRCT_PO_VCHR_ALL_DISTRI)
» Contract line Detail Pricing (V_PR_CNTRCT_DETAIL)
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All Vchr Lines on Vchr for PO Query

—

CARDINAL

The All Vchr Lines on Vchr for PO (V_PR_CNTRCT_PO_VCHR_ALL_DISTRI ) query lists all accounting distribution data
against contracts within a specified Contract or PO.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query> Query Viewer

V_PR_CNTRCT_PO_VCHR_ALL_DISTRI - All Vchr Lines on Vchr for PO

SetlD: STATE Q
Business Unit: |50100 @,
PO Number: [0000700852 |G

Contract 1D: 000000000000031394 a,

View Results |

Download resulis in . Excel SpreadSheet CSV TextFile XMLFile {43 kb)

Wiew All
- VCHR CONTRCT 9 Voucher
Business « = Contract PO Line Jrnl | WVoucher ——
unit Responsible |Responsible Category Contract ID PO ID Humber Jrml 1D Jrnl Date Line D Finalize
Org Org Payment
1 |50100 10015 10004 cl 0ooo00000000031394 (0000700852 1|APO0000034 | 12/05/2011 | 3324 |00000302 M
2 |50100 10015 0|APOOO00034 | 12/05/2011 | 3325 (00000302 (N
3 |50100 10004 10004 cl 000o00000000031394 (0000700852 1|APOO000B36 | 071/09/2012 1527 |00010256 (M
VCHR
. Voucher| Voucher o
Accguntmg Line Distribution | Account | Fund | Program |Department| Project ID | Activity HEH Task |FIPS |Asset CIETE Route Dlstrl_butlon
ate Humber Line Center Use 1 Line
Amount
12032011 1 1|5012610 |04100{699001 10015 99999998 67380469
120032011 2 115012610 |04100{699001 (10015 999999938 -673804.69
1203042011 1 15012610 04100 |604007 10004 0000088950 (65780 2695.86
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All Vchr Lines on Vchr for PO Query (continued)

V_PR_CNTRCT_PO_VCHR_ALL_DISTRI - All Vchr Lines on Vchr for PO

SetlD: |ST.|'3-.TE 2
Business Unit:|ED1DD Q,
PO Number: |UDDDTDDBEE Q,

@,

Contract |D: |DDDDDDDDDDDDD3‘1394

| View Results |

Download results in . Excel SpreadSheet CSV Text File XML File (43 Kb)
Wiews All
- VCHR CONTRCT - Voucher
Business - - Contract PO Line Jral | Voucher —
Unit Responsible | Responsible Category Contract D PO D Humber Jrnl 1Dy Jrnl Date Line D Finalize
Org Cirg Payment
1 |50100 10015 10004 Cl 000000000000031394 (0000700852 TAPQOOOOO34 | 12/05/2011 [3324 | 00000302 | M
2 |50100 10015 O|APQOOOOO34 |1 2/05/2011 [3325|00000302 | M
3 |50100 10004 10004 I 000000000000031394 (0000700352 T11APQQOOQG3E | 01/092012 (1527 100010256 | M
VCHR
- Voucher| VWVoucher - 4
Accounting N e ) . - Cost Agency Distribution
Date M|:_|I-:|I§er Dlﬁtll:ll_ﬁlétlﬂﬂ Account | Fund (Program |Department| Project D |Activity Center Task |[FIPS | Asset Use 1 Route Line
Amount
1200322011 1 15012610 (04100698001 10015 999999498 673204 69
12032011 2 115012610 (04100698001 10015 999999498 -G73804 69
12030020711 1 115012610 (04100604001 |10004 0000022950 65720 269586
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» | Contract Line Detalil Pricing Query

CARDINAL

The Contract line Detail Pricing (V_PR_CNTRCT_DETAIL) query lists all contract lines and pricing data related to a
specified Contract ID.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

V_PR_CHNTRCT_DETAIL - Contract line Detail Pricing

Contract ID {% for all}: |%4DU[J1

Vendor ID (% for alli:  [%

tem ID {% for all}: [=a
District {% forally: |2
View Results |

Download results in -

Excel SpreadSheet CSW TextFile xMmLFile (21 Kb)
Wiew All

Contract ID Contract |Contract |Version

o Vendor Contract Contract
Status | Version | Status | “Snoor

B S Contract
Name Beginning | Expiration Line Nbr
Date Date

tem 1D

Vendor's District| Mfg | Contract EM
Item Description Vendor ltem ID
1 |0000000000000000000040001

i o - Computed |Lead
Date of |Adjustment | Adjustment Adjust
Approv Catalog Category| (Mfg | Itm Base

- Adjusted |Time
: Price Method Amount |Percentage =

1D} D Price Change Price Days
MAINTENAMNCE AMD REPAIR,
PIPE CULVERT CLEAN INLETS [ASHLAMD 9137750 140.00000
ARMND MAMHOLES
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Contract Line Detall Pricing Query (continued)

CARDINAL

V_PR_CHNTRCT_DETAIL - Contract line Detail Pricing
ContractID{%ioraII}:|%4DUU1
Vendor ID {% for all}: |%
ltem ID {% forally: |2
District {% forally:  [%
View Results |
Download results in . Excel Spreadsheet CSY TexiFile XMLFile {21 kD)
Wiewr All
- Contract | Contract
Contract |Contract |Version Vendor R A Contract
Contract ID status | Version | Status Vendor ID Name Beginning | Expiration Line Nbr Item ID
Date Date
Atlantic
Heating
1 |0000000000000000000040001 |Approved 7 |Current (0000020315 gooling 12/05/2011 | 06/0442015 119137750200
Service
Inc
Atlantic
Heating
2 |0000000000000000000040001 |Approved et
. District |Mfg | Contract ) : : Computed |Lead
_— Vendor's Date of |Adjustment | Adjustment Adjust N .
ltem Description Vendor ltem ID Catalog Category| (Mfg |[[m Ba_se Price Method Amount |Percentage Adju_sted Time
1D} ] Price Change Price Days

MAINTEMAMCE AND REPAIR,
PIPE CULVERT CLEAMN INLETS |ASHLAND 9137750 140.00000 0
AND MANHOLES

MAINTENANCE AND REPAIR,
PIPE CULVERT PIPE CLEANING 9137750 115.00000 0
(HR})
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Lesson 4: Summary

CARDINAL

In this lesson, you learned:

» There are six reports that are particularly useful to the Contract Administrator:
» Contract Expiration
* Order Contracts
« Contract Usage Details
» Contract Activities Report
« PO Balance Detail Report

» Contract Executive Summary Report

» There are two queries that are particularly useful to the Contract Administrator:
« All Vchr Lines on Vchr for PO

» Contract line Detalil Pricing
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Lesson 5: Entering Contracts Hands-On Practice

CARDINAL

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

CARDINAL

In this course, you learned how to:

» Describe Procurement Contract Concepts, Processes, Integrations, and Interfaces
« Enter, Update, and Maintain Contracts

« Enter Contract Thresholds, Notifications, and ltems

« Explain Contract Versioning

* Close or Cancel Contracts

» Describe and Run the Key Reports and Queries
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 PR348: Entering Procurement Contracts course. Please use the
evaluation link to assess this course.

THE END
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Appendix

—
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« Key Terms

* Flowchart Key
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Key Terms

CARDINAL

Attachments: Attachments are additional files (documentation) that provide more detail about the document and that
support agreement verification steps.

Contract Modification: Modifications are updates or changes to an existing contract. A modification to a contract can
result from changes in source transactions, contract terms, etc. Modifications are captured using versioning.

Contract Reference: Displays additional contract information including Resp Org and Contract Category.

Contract Version: Contract versions refer to the revision of a purchasing contract transaction. This functionality provides
you a method to revise the transactional contract as a new draft version while the prior version of the transactional contract
Is still active within procurement.

Corporate Contract: A contract used statewide by all state agencies or business units. A non-corporate contract is a
contract that is restricted by business unit; business units are assigned on the PO Defaults page in Contract Entry.

Procurement Contracts: A procurement contract is a contract that exists as the binding understandings between a state
agency and a supplier. They include procurement contract information such as supplier name, maximum amounts, terms &
conditions, line items, and pricing. Procurement contracts may originate from Strategic Sourcing events, SiteManager, or
outside of Cardinal.

Retainage: Retainage is a portion of the agreed upon contract price deliberately withheld until the work is substantially
complete to assure that contractor or subcontractor will satisfy its obligations and complete a construction project.
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Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Name

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 took place in a
step immediately preceding.

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

Start

End

Document

Step/
Process

AT

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 subsequent page.

Connects steps between business
processes.
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