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/,) Welcome to Cardinal Training
/

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

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
« Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

» Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users
may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction
or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal
website in the Security section under Resources.



g/ Course Objectives

After completing this course, you will be able to:

Understand key procurement Processes

Recognize how procurement integrates with other Cardinal modules and interfaces with other
systems



Agenda
b ns

Introduction to Procurement

Procurement Processes

Procurement Integration and Interfaces




}) Lesson 1: Introduction
Y4

” Introduction to Procurement

This lesson covers the following topics:

*  Procurement Overview

« Key Concepts



@ Procurement Overview
V4

The Procurement functional area of Cardinal includes
four modules.

Purchasing

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

eProcurement

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

Strategic Sourcing

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

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

Key concepts in Procurement include:

Procurement is the purchasing of goods and/or services for agencies across the Commonwealth.

Cardinal provides a variety of procurement functions such as requisitions, purchase orders (PO), strategic
sourcing, procurement contracts, PCards, ISSP Cards, and receiving that enable Cardinal to meet
agencies’ diverse procurement requirements.

Requisitions are used to identify requested good(s) and/or service(s). POs are used to order the good(s)
and/or service(s) from a supplier.

An assortment of tools are available in Cardinal to help manage the procurement process:
— Version controls that allow tracking modifications to contracts

— Automated notices of upcoming contract expirations, renewals, dollar thresholds

- Workflow that routes requisitions and POs for approval

eVA is the source of all Procurement suppliers in Cardinal which are available statewide to all agencies
statewide. Fiscal suppliers (who receive refunds or other non-supplier payments) are managed by the
Commonwealth’s Vendor Group (CVG).



}) Lesson 1: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.



FProcurement is also known as

 Purchasing
© Contract Analysis
< Journal Entry

O Vouchering




eV A is the source of all fiscal and procurement suppliers in Cardinal.

— True

Z False



}) Lesson 1: Summary
/

” Introduction to Procurement

In this lesson, you learned:

*  Procurement Overview

« Key Procurement Concepts
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}j Lesson 2: Introduction
Y4

‘ Procurement Processes

This lesson covers the following topics:

* Procurement Overview

* eProcurement Process

* Purchasing Process

« Strategic Sourcing Process

*  Procurement Contracts Process



@ Procurement Overview
V4

There are seven key processes in procurement:

Add/Update Requisitions

Create Strategic Sourcing Events
Add/Update Contracts
Add/Update Purchase Orders
Add/Update Receipts
Procurement Card Processing

Integrated Supply Services Program (ISSP)
Processing

PCard
Transactions
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s/ eProcurement Process

The eProcurement module provides step by step, structured, web-based Procurement for acquiring goods
and/or services, similar to an online shopping cart experience.

Key processes include:

« Create Requisition

« Submit Requisition for Approval
« Create Purchase Order (PO)

* Requestor Notified via Email after |
Requisition Approved :

\ 4

Create Submit
( Start ) ' S > Requisition Approved? Yes* Create PO
Requisition
for Approval

Y

No
v
. Requestor
E‘?"F . Yes Notified via
Requisition Email

Cancel
Requistion

Y

End




}) eProcurement Process (continued)
/

The eProcurement page in Cardinal allows access [fanmeona-

to the major functions in eProcurement: :
E Eycfrdinalsl__::_::n@s : o (o myCardinal Message
.. mployee Self-Senvice
* Create ReqU|S|t|0n 0 Manager Self-Semice 3 Begin Date
« Man age Req uisitions {3 Supplier Contracts b myCardinal Financia
& customers ¥ =] Financials Repo
* Manage Purchase Orders B Products b
L1 customer Contracts b E i; EEE;DDE
You can navigate to this page using the following | & tems ' 5 oh v
th . L Suppliers b ] PR Reports
path. & Procurement Contracts b ] Financisis Quen
(3 Purchasing i k
Main Menu > eProcurement B eprocorement 1 Buyer Genter B Suppliers ‘
O Senvices Procurement Requisiion 01 Receipts ’
{1  Sourcing Manage Requisifions | I_WMEW]D ' b
1 Project Costing ] Manage Requisition Ap D Manage Purchase Orders
L1 Travel and Expenses ' Reports 51" Expedite Requisitions
03 Billing ] Administer Procuremen [ Quick Source Requisitions
09 Accounts Receivable | | My Profile [  Dispatch Purchase Orders
01 Accounts Payable b |:| Approve Change Requesis
31  Banking b |:| Procurement Processes
0 commitment Gontral ¥ I:I Maintain ltems
0 ceneral Ledger " D Inguiries and Reporis
[ Allocations " D Analyze Procurement Data




p/ eProcurement Process (continued)
/

The requisition process in the
eProcurement module is a
structured step by step process
for the data entry and approval
processes. Data must be
entered in a specific order..

Navigate to the eProcurement
Requisition page using the
following path:

Main Menu > eProcurement
>Requisition

The key processes in Purchasing
and eProcurement are virtually
the same, but the data entry
structure is different.

Favorites » Main Menu = > Purchasing= > Requisifions~ » Add/Update Requisitions

Maintain Requisitions
Requisition

Business Unit 50100 “WebIMS Req Type [Regular v Status  Open g
Requisition ID NEXT
Requisition Name

Copy From (] Hold From Further Processing

Header (7

*Requester ANDYMASON x| 4y (VDOT)

*Requisition Date |12/10/2018 El Requesier Info

Origin [ONL Q Onling Input
*Cumrency Code USD Dolar
Requisition Defaulis Add Comments
Requisition Activitis Amount Summary (7
Total Amount 0.00 usD
Add ltems From (¢
Purchasing Kit Catalog
ltem Search Requester ltems
Line (7 Personalize | Find | View an | 2]

Detailz || Ship To/Due Date || Status || Supplier Information || ltem Information || Attrbutes || Contract || Sourcing Confrols || WebIMS E]

Merchandise

Line ltem Amount Status

Description Guantity *JOM Category Price

1R Q @ 7 [ooo00 Q Q 0 0.00 Open

*Goto . More...

View Approvals

[Flsave || =] Mofify ||os Refresh

First ‘4" 10f1 ! Last

Cw M HE

s Add ||| Update/Misplay

Click on image to enlarge
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s/ Purchasing Process

The Purchasing module manages the
processes associated with the
procurement of goods and services.

Key processes include:

Create Requisition
Submit Requisition for Approval
Create Purchase Order

Submit Purchase Order for Approval
(If not created from an approved
requisition)

Dispatch Purchase Order

Receive items

Requisition Processing

Submit
Requisition
Approval

A

Approved? Yes.

v
m_ %
% °a
- =]

No

Edit & No End

Purchase Order Processing

Resubmit?

ﬁ A?g/:pd;{: PO Cardinal eVA SiteManager
Start Py eq., Strategic PO PO
Contract, Sourcin (Interfaced) (Interfaced)
PO or Key) ¢
v Y
Submit PO for i
Dispatch
Approval (if not
created from Yes— (Betch or
Manual)
Req.)

Lo

dit & Resubmi
or Cancel

) J
Receive Items
(if required)

End

Click on image to enlarge 16



}) Purchasing Process (continued)
/

The Purchasing page allows access to the major functions in Purchasing, such as:

* Requisitions

* Purchase Orders

* Receipts

* Procurement Cards

Navigate to this page using the following path:

Main Menu > Purchasing

)

Kain Menu =

i myCardinal Financials

4 Employee Self-Service k

4 Manager Self-Senvice k

(1 Supplier Contracts b

8 customers ¥

8 Products K

&1 customer Contracts ¥

O ems K

i Suppliers 3

80 Procurement Contracts 4

1 Purchasing I_lﬁ—I Requisitions

1 eProcurement O Request for Quotes
C1  Senvices Procurement | ) Vendor Rebates

1 Sourcing LD Purchase Orders
03 Project Costing B Receipts

1 Travel and Expenses (30 Return To Vendor / Supplier
&1 Eilling O Procurement Cards
00 Accounts Receivable 03 supplier Schedules
(3 Accounts Payable 1 Analyze Procurement
0 Banking &1 GPO Contracts
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V4

The Purchasing module is more
free-form and does not require
data entry on the requisition in any
specific order.

A requisition must be used with the
Web Inventory Management
System (WebIMS). It records work
in progress (WIP) stock, stock
Issuance, external sales, and
restock.

Navigate using the following path:
Main Menu > Purchasing >
Requisitions > Add/Update
Requisitions

/) Purchasing Process: Create Requisition

Favorites = Main Menu+ > Purchasing= * Reguisiions+ » Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit 50100 “WebIMS Req Type Requiar ¥ Status Open 4
Ext NonSta
Requisition 1D NEXT Ext Slale
raiti Inv Issue
Requisition Name Copy__ = [ Hold From Further Processing
Header (2 Restock
WIP
Requester CEBBEBEL QU gy popie ooy
*Requisition Date 12122019 ) Requester Info
Origin ONL Q Onling Input
*Currency Code usD Dollar
Requisificn Defaults Add Comments
Requisifion Actities Amount Summary (3
Total Amount 0.00 usD
Add Items From (7
Purchazing Kit Catalog
Item Search Requester tems
Line (7 Personalize | Find | View Al | (7] | m First (4 1of1 (b Last

Details || Ship To/Oue Date || Status || Supplier Informafion || Hem Information || Aftributes || Conlract || Scurcing Confrols || WebIMS EP]

Merchandise

Line ltem Description Quantity oM Category Price Amount tatus
1B Q- 4 B oo Q Q q 0.00 Open Quw@EkEHE
View Approvals *Goto .More... ¥

[@save ||[=Nolify || Refresh

| New Window |

(4 add | 7] Update/Display
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7 Purchasing Process:
/

The Requisition Header section
includes Requester, Requisition Date,
Origin, Comments, etc. Several of
these fields default.

The Requisition requires information
about the item/category, quantity, unit of
measure (UOM), price, and the
accounting distribution for the items. The
accounting distribution contains Chart of
Accounts fields, called ChartFields, that
classify the financial transaction.

The Requisition Lines section contains
tabs that provide for more details on the
item requested, such as Ship To/Due
Date, Status, Supplier Information,
Iltem Information, Attributes, Contract,
Sourcing Controls, and WebIMS
information (if relevant to the
requisition).

Create Requisition (continued)

Favorites » Main Menu = > Purchasing» » Requisifions= > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit 50100 “WeblMs Req Type Stas Open «
Requisifion 1D NEXT
Requisition Name Copy From [l Hold From Further Processing

[+ Header (7

“Requester PNDYMASON X Q. .con 4oy vo0T)

*Requisition Date {2/102013 B Requester Info

Origin (ONL a Qnling Input
*Cumency Code USD Dallar
Requisition Defaulls Add Comments
Requisifion Acfivifies Amount Summary (?
Total Amaunt 0.00 UsD
Add Items From (2
Purchasing Kit Catalog
fiEm Szarch Requester ltems
Line % Persanalize | Find | View All | ] B om0 10f1 0 Lag

Details || Ship To/Due Date || Status || Supplier Information || Item Information || Affributes || Confract | Sourcing Controls | WebIMS E']

Merchandise

Lina Item Amount

Description Quantity *UOM  Category Price Status

1B ) i 6 oo o} Q i 0.00 pen

Qm [ ®H[E

*Goto . Mare...

View Approvals

[ save || =] Mofify | 52 Refresh

|4 Add || 2] UpdateMisplay
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74 Purchasing Process: Create Requisition (continued)
/

The Document Status page shows the status
of an existing requisition. It also identifies the
contract, purchase orders, receivers,
vouchers, and payments associated with the
requisition.

This page may be accessed two different
ways:

For an existing requisition, click on the
Document Status link on the Requisition
page or navigate using the following path:

Main Menu > Purchasing > Requisition >
Review Requisition Information >
Document Status

For more detailed information about creating
requisitions, see the course entitled 501
PR342: Processing Requisitions located on
the Cardinal website in Course Materials
under Learning.

Favorites = Main Menu = > Purchasing» » Requisifions= > Review Requisition Information + »  Document Status
Document Status
Business Unit 50100
Document Date 09/05/2018
Currency USD
Requester Henson, Veronica (VDOT) Merchandise Amt 13,021.00
= —% . =
E ] | "
7 T L g_ol
Procurement  Purchase i Receipts(1)
Contracts(1)  Orders(1)
Show All
Associated Document Personalize | Find | View il | 2] &
Documents EP)
Actions SetiD 3:;|'ness Document Type Docio Status Document Date  Supplier ID Location
~ Actions  STATE Contract 0000000000000000000047307 Approved 0713012019 0000036098
~ Actions 50100 Purchase Order 0001201102 Dispatched 09/05/2019 0000036093 MAIN
~ Actions 50100 Receipt 0002146975 Received 09/05/2019 0000036095 MAIN

<" Refum to Search ||t Previousin List | |4-] Mextin List

First ‘4 130f3 ‘"' Last

Go To Document
Status Inquiry

B

B
B

Click on image to enlarge
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#/ Purchasing Process: Create Purchase Order
/

Purchase Orders (POs) can be created in the Fovaiess || ManVemic ) Puheia< | Pushes o= ) AdiUpisP0s

Maintain Purchase Order

Purchasing Module. Access the Maintain Purchase Order

Business Unit 50100 PO Status Dispatched A X

Purchase Order page by using the following N
navigation path:

Copy Erom, v oo Eucthar D

Header 7

PO Date [07/31/2019 [}  Supplier Search
Backorder Status Mot Backordered

Create BackOrder
*Supplier ENNIS-FLI-001 Supplier Details

Main Menu > Purchasing > Purchase Orders —— e e Reosit S Mo

: opatch
*Buyer [DEBBIE.BELL @, Bell, Debbie (VDOT) *Dispatch Method | i

A RO1 ine Bi
> d d / U p d at e P OS PO Reference THERMOPLASTIC EEAD MATERIAL eVA PO Type <, Routine Bill Vendor

*eVA Order Method [URL |

webmsz: [ eVA Interfaced |SEVA | Q)
The PO header contains information applicable Siemt e Fuomm g ot
to all items on the PO, such as PO ID, Supplier, o et v
PO Status, PO Date, Buyer, and total PO " esanan s uso |
The PO Lines include information about the e o oo | e | oo | e | 575 | s | e | B “”':'j' S e

good or service ordered, such as a Description,

UOM (Unit of Measure)’ PO Qu antity’ Pri Ce’ 1 [ 5503643135 Q}%}Zﬁgglié\ﬁmng EL 160.0000 BG 5503648 27.86000 4,457.60 Approved O E Bl [=]
and Ship To location. PO lines can be set to R

receive items by quantity Or amount Only. 2 F:'. 5503648150 I_\.'ISPBRII_(BI;\‘IaigWATERIALYELLOW ﬂ 80.0000| BG 5503648 27.86000 2,228.80 Approved O ’?{ Bl =]

[ Close Short All Lines | *Goto|... More ... b

View Approvals

The PO Dlstrlbutlon InCIUdeS accountlng [7lsave ||[" Return to Search  ||t] PreviousinList ||| NextinList ||[=INotify || =¥ Refresh ~+ Add F| Update/Display

distribution information for each PO line. One
PO line can have multiple accounting distribution Click on image to enlarge

lines.
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»/ Purchasing Process: Create Purchase Order (continued)

For more detailed information about creating purchase orders, see the course entitled 501 PR344 Processing
Purchase Orders located on the Cardinal website in Course Materials under Learning.

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

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status Dispatched A X
POID 0001200666
Change Order 1 Current Change Reason
Copy From v [ lunid From Eucthar D
Header (v
*PO Date |07/31/2019 [  Supplier Search
Backorder Status Mot Backordered
*Supplier ENNIS-FLI-001 Supplier Detalls Create BackOrder
=Supplier ID 0000043141 Ennis-Flint Inc Receipt Status Mot Recud
ienateh Print ] Dispatch
*Buyer [DEBBIE.BELL C,  Bell, Debbie (VDOT) *D Method [ Pri

eVAPOTypeR0T | Roytine Bill Vendor
*gVA Order Method [URL |2

PO Reference THERMOPLASTIC EEAD MATERIAL

Web ms?: [ eVA Interfaced [SEVA |
Header Details Activity Summary eVA Ditm  08/01/19 2:01:30PM
PO Defaults Edit Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Document Status
~ Actions Merchandise 6,636.40
FreightTax/Misc. 0.00 | calculate
Total Amount 6,686.40 USD
Add Items From (7 Select Lines To Display (¢
Catalog Item Search Search for Lines Line Q, To Q. | Refrieve |
Lines (7 Personalize | Find | View All | (2 | B8] First ‘4" 120f2 '}’ Last
Details Ship To/Due Date Stat liem i Aftril RFQ Confract Receiving |
Line Item Description POQty *UOM  Category Price  MTRINIIE giatus
THERMOPLASTIC PAVEMENT
1 [ 5503648135 MARKING MATERIAL WHITE - 551 160.0000| BG 5503648 27.86000 4,457 60 Approved @ = Bl =]
50 LE/BAG
THERMOPLASTIC PAVEMENT
2 [ 5503648150 MARKING MATERIAL YELLOW 3, 80.0000 BG 5503648 27.86000 2,228.80 Approved @ 3] Bl =
- 50 LE/BAG
[ Close Short All Lines | *Goto[... More ... hd
View Approvals 2 2

[)save |[[iF Retumn to Search  |[1-] Previousin List |[d-] NextinList |[[=]Notify |[£* Refresh B, Add | [ UpdateD




4/ Purchasing Process: Create Purchase Order (continued)

The WebIMS checkbox indicates whether
the PO is a WebIMS restock purchase
order and will auto-populate as required.

For more detailed information about
WebIMS - see the course entitled 501
PR344 Processing Purchase

Orders located on the Cardinal website in
Course Materials under Learning.

Favorites +

Main Menu = » Purchasing> » Purchase Omders+ » Add/Updaie POs
Maintain Purchase Order
Purchase Order

Business Unit 50100
PO ID 0001200666
Change Order 1

PO Statuz Dispatched

Current Change Reason

A %

Copy From __v ] Hold From Further Processing
Header (7
*PO Date |07/31/2019 & Supplier Search
*Supplier ENNIS-FLI-001 Supplier Detais " Status  NotB Create BackQrder
=Supplier ID 0000043141 Ennis-Flint Inc Receipt Status Mot Recvd
*Buyer [DEBBIE.BELL @ Eel, Debbie (VDOT) *Dispatch Method Dispatch

Header Details Activity Summary eVA Dtim  0&/01M9 2:01:30PM
PO Defaults Edit Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Document Status
- Actions Merchandise 6,686.40
FreightiTax/Misc. 0.00 [ calculate
Total Amount 6,686.40 USD
Add ltems From 7 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q) To (e} | Retrieve
Lines (7 Personalize | Find | View an | 2| B
Details Ship To/Due Date ltem i Adtril RFQ Contract Receiving Eﬂ
Line ltem Description POQHy “UOM  Category Price  Merchandise oo
THERMOPLASTIC PAVEMENT
1 [E 5503648135 MARKING MATERIAL WHITE - 5 160.0000 BG 5503648 27.86000 4,457 60 Approved
S0 LE/BAG
THERMOPLASTIC PAVEMENT
2 [ 5503648150 MARKING MATERIAL YELLOW 5 80.0000| BG 5503648 27.66000 2,228.80 Approved
-50 LB/BAG
[ Close Shert All Lines | *Goto [ More .. v
View Approvals
o Save ||[2" Retumnto Search | 1] PreviousinList | 4] NextinList ||[=]Nofify | =% Refresh

*¢VA Order Method |URL |
eVA Interfaced |SEVA | Q)

eVAPOType R0 |QU  Roytine Bil vendor

First ‘4 1-20f2 '}/ Last

® E EE

@ E ®HE

—+ Add ¥ Update/Display

Click on image to enlarge
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@ Purchasing Process: Receive Iltems
/

Receiving can be done by quantity or amount, depending on how the PO line is set up. Click the Select
Purchase Order hyperlink to identify the PO to be received against.

The Header Details indicate the date and time that the material was physically received physically received,
the shipping information, the carrier that was used, and match options.

The Receipt Lines provide receiving details, such as the quantity received, the quantity of items
accepted/rejected, the date due, etc.

24



},) Purchasing Process: Receive Items
/

You can navigate to the Maintain Receipts page using the following path:
Main Menu > Purchasing > Receipts > Add/Update Receipts

For more detailed information about receiving items, see the course entitled 501 PR346: Managing
Receiving located on the Cardinal website in Course Materials under Learning.

Favorites ~ | Main Menu ~ » Purchasing~ > Heceipts~ 3 Add/Update Receipis

Maintain Receipts

Receiving
Business Unit 50100 Receipt Status Fully Received )(
Receipt ID 340365962 Header Comments/Attachments Activities
Header Details] Document Status
Header

ISeIect TR T I | Close Short All Lines | Run PO Receipt Accrual

Receipt Lines Pemsonalize | Find | View All | L.7|| l__—.l First ‘4’ 1o0f1 '*' Last

Receipt Lines | More Details || Links and Status || ltem/Mfg Data | Optional Input || Source Information || WeblMs | =0
Line ltem Description Receipt Gty :_.F{Cff‘“ Receipt Price Accept Oty Status Category g::“:ft Serial '?I.‘::f:'f ﬁ"c‘;:“"
1 [ 913sso1000  MIHTENANCE AND REPAIR, 9.0000 @ [HUR|Q,  70.00000  9.0000 Received 9133801 R, X

interface Receipt CJRun Cloge Short
[Flsave |[[ch RetumntoSearch |[+7] PreviousinList ||J5] MNextinList || Mofify || Refresh | [E: Add || B Update/Display
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/,) Purchasing Process: PCard/ISSP
/

A Procurement Card (PCard) is an agency issued credit card from a bank (card issuer) which is primarily
used for payment and small purchases. It streamlines procedures for procuring and paying for small dollar
goods and services. For more detailed information see Department of Accounts’ (DOA) CAPP Manual -
Cardinal topic 20355.

Integrated Supply Services Program (ISSP) is a VDOT process used for managing the purchase of vehicle
repair parts and shop items. Its process is very similar to that used by the PCard.

The Reconcile Statement page is used to view, update, reconcile, and approve PCard and ISSP
transactions loaded from the previous business day. Reconcilers set transaction charges from Staged to
Verified. Approvers receive notification to approve these charges. Approvers change the status from
Verified to Approved. Also on the Reconcile Statement page is the Validate Budget button which checks
for a valid accounting distribution. It does not check for available funds.

Navigate to the Reconcile Statement page using the following path:
Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

For more detailed information about reconciling statements, see the course entitled 501 PR349: Managing
PCard & ISSP Transactions located on the Cardinal website in Course Materials under Learning
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#/ Purchasing Process: PCard/ISSP (continued)
/

Favorites - | Main Menu - > Purchasing~ : Procurement Cards~ > Reconcile~- > Reconcile Statement
_Reconci[e Statement
Procurement Card Transactions
L] Display Unmasked Card Number
L1Run Budget Validation on Save 110 616 o 616
[ D]
Bank Statement Personalize | Find | View 9 | 2 | Ex First ‘! 1-100 of 616 '*' Last
|| Transaction || Eilling |
Card Izsuer Card Number Trans Date* Merchants *Siatus & Trﬂn:;%h&nnl: Currency
18_A BAVID i1 02/04/2019 TOTAL PEST SERVICES INC |Staged v| 169.00 USD [
| 18 SE BAVID HERSSRREE0246 0270472019 UPRPS | Verified v| ! 2196 USD [
20 BAVID ey 205 027032019 LOUDOUN WATER |Appm1.red v| 10.00 USD [
| BAVIS i ] 02032019 LOUDOUN WATER |Staged v| 10,00 USD [
2Z2ICIA N BAVIS 112 027022019 WASHINGTON GAS/EZ-PAY |Appm1.red v| 955.23 USD [
23ICIAN BAVID HEEAmaRmEET133 02/02/2019 CORTECH LLC |Appm1.red v| 141875 USD [
24ICIAN BAVID s a1 3.2 02/02/2019 CORTECH LLC |Appm1.red v| 221472 USD [
25ICIA N BAVID HEEAmaRmEET133 02/02/2019 THE SUPPLY ROOM AOFD |Appm1.red v| 252510 UsD [
2674 BAVID 610 02022019 1IN *TMS SUFFLIES, INC |Staged v| 530.00 USD [




},\/ Strategic Sourcing Process
/

The Strategic Sourcing module allows users to

create and award bids/proposals for purchase : ,‘

orders or contracts. Strategic Sourcing is used "-\,:mgf;;gz;}orff” \ e

to create Invitations for Bid (IFB) or Requests for \Comments/ \pomments

Proposals (RFP) that are sent to suppliers to T

obtain bids or offers on goods or services. Some — l 7 —

processes are performed in eVA. [ sor '“J'}_&:dg 5;3;'r-:,,-"_.{«;g;.é"b‘;&it;{g;;,_NOJ.;\ F'IE"‘ f| ptdon L3\ A= |
: : \_ \_** / VA \ f

Key processes include: T

* Add/Define Event 7 7

- Collaboration oo oo ey S\ ost v No Gt

- Receive and Enter Solicitation Response J N | — N

« Analyze Bids by

« Award to Contract(s) or Purchase Order(s) \,\ A ;’f ’ suer / '\"*-.f”'gbgfﬂ.:t’“-’f il

"\j;;}s} If,.-" '\.finr;ll::r;? '\,Ifzrx:rrrgn:?*" =

For more detailed information about the strategic — — o

sourcing process, see the course entitled 501 P SN

PR345 Strategic Sourcing located on — =)

the Cardinal website in Course Materials under

Learning.
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},) Strategic Sourcing Process (continued)
/

The Sourcing page allows access to the major
functions in Strategic Sourcing, such as the Event
History, Event Workbench, Analyze Events, and
Award Events for goods and services to purchase
orders or contracts.

Navigate to this page using the following path:
Main Menu > Sourcing

Main Menu |

myCardinal Financials
Employee Self-Sernvice
KManager Self-Semvice
Supplier Contracts
Customers

Products

Customer Contracts
ltems

Suppliers
Procurement Contracts
Purchasing
eProcurement

Services Procurement

- * w w - - - - * w w w AP

€

- myCardinal Message|

Begin Date

myCardinal Financia

= Il =i inle e

Sourcing

Project Costing
Travel and Expenses
Eilling

Accounts Receivable
Accounts Payable
Banking
Commitment Condrol

General Ledger

'Prrrprroecrrorercoreprr

Allocations

Create Events

D Event History
= Analyze Evenis
D Analysis Upload
D Review Optimization
| U Award Events |
D Event Document Status
El Optimize Awards

El Discussion Forums

e @

Maintain Events |

Manage Plans

Reports

O o

Sourcing Administration

bk
k
b
b
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/;/ Strategic Sourcing Process (continued)
/

Strategic Sourcing allows a Buyer to create and
award bids/proposals for purchase orders and
contracts. The Buyer is able to make bid awards by
grand total, by line(s), or by group (lot). An event can
be structured so specific award features are available
for selection when analyzing the bid results.

Navigate to the Strategic Sourcing Create an Event
page using the following path:

Main Menu > Sourcing > Create Events > Event
Details

The Create an Event page is the starting point. Using
several pages, enter details for the event, such as bid
factors, open and close dates, requisition information,
line items bidders can bid on, specifications,
attachments, etc.

For a detailed listing of the file extensions that are
allowed as attachments in Cardinal, see the appendix
section of this course.

Favorites = Main Menu ~ » Sourcing> > CreateEvents~ > EventDetails

Create an Event
Event Summary

Business Unit 50100 Event ID MNEXT Round 1 Version 1 Event Format Buy

Event Type Auction Change fo RFx

Event Status Open Time Zone EST

ion Type : | v| Preview Date 1271172019 |[s] Time |3:38AM
*Event Name Start Date |12/25/2019 |3 Time |3:35AM
Description 7 End Date [01/04/2020 |[ii Time [5:354M
Copy From [ v]| Ge
Preview By: _By Line v

Required fields reside on pages marked with an asterisk {*) -- you may not save your event until all required fields are filled.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.

* Event Seifings and Opficns
Event Comments and Attachments
Event Header Bid Factors

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line ltems
Create line listings for this event.

* Line ltems Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators

Step 5: Post Event

‘When all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations
you may have defined.

Save Event Save As Template

Post | Preview PDF
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/’) Procurement Contracts Process
s

The Procurement Contracts module manages the processes used to create and maintain agreements with
suppliers to purchase goods and/or services. A Procurement Contract is an agreement between an agency
and a supplier to formalize a price for a particular item or service and may also be set for a period of time.

Key processes include:

« Creating a Contract - enter the supplier pricing information into the Contracts module.
« Maintaining a Contract - includes contract versioning, modifications, contract price adjustments, and other

changes.
l { Start } l

Outside
Contract

SiteManager Strategic
Contracts Sourcing

interfaced

h 4

Add/
Update
Contract
(Cardinal)

Enter
Contract
Item &
Price

Email
User:
Contract
Final

Final

Does Item-Supplier Contract

. . - Y
relationship exist? es

No
v

Insert New
Supplier on Iltem
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V4

The Procurement Contracts page allows access
to the major functions with Procurement Contracts,
such as create, maintain, and report on supplier
contracts.

Navigate to this page using the following path:
Main Menu > Procurement Contracts

» Procurement Contracts Process (continued)

Main Menu ~ |

myCardinal Financials
Employee Self-Service
Manager Self-Service
Supplier Contracts
Customers

Products

rrecrerrwr

Customer Contracts

JEJ

ltems

- v v v v w w w A

3

]

i=rs
|| O Procurement Contracts

0 Purchasing

& eProcurement

&1 senices Procurement
08 sourcing

0 Project Costing

Tl Travel and Expenses
O Billing

0 Accounts Receivable
0 Accounts Payable

4 Banking

&0 Commitment Control
40 General Ledger

£ Allocations

=

Enterprise Components

Tree Manager

Reporting Tools

=

4

4

5]

5] PeopleTools
81 cardinal Interfaces

D Change My Password
D My Personalizations
D My System Profile

mm m m W m FE

Review Coniract Information
Reports

Manage Master Contracts
AddUpdate Contracts

Create Confract Releases
Dispatch Contracts

Stage Contract POs

Create Coniract Alert Workdflow

Set Up Financials/Supply Chain

]

b
k
k
k
k
3
3
3
3
3
k
k
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p/ Procurement Contracts Process (continued)
/

Using the Add/Update Contracts link, the
Contract page is used to create, view, and
update the contract.

You can perform the following:
« Add/Update Contracts

« Add/Update PO Defaults

« Add/Update Line Details

« Update Status

Contracts in Cardinal are Purchase Order
type contracts and will have at least one
purchase order related to it.

Navigate to the Add/Update Contracts page
using the following path:

Main Menu > Procurement Contracts >
Add/Update Contracts

Favorites = | Main Menu ~ %  Procurement Contracts ~  *  Add/Update Contracts

Contract Entry
Contract

SetlD STATE  Copy From Contract Contract Version

Contract ID_MNEXT Version
*Status [Approved ] I Approval Due Date
Administrator/Buyer Q
Header (7

*Contract Style Purchass Order Q

Process Option Purchase Order

*Supplier | |2 suppiier Search
*Supplier 1D Q
Primary Contact Q
Supplier Contract Ref
Description
Master Contract 1D Q.
*Begin Date [12/11/2018 [H
Expire Date [
Renewal Date 5
Control Type
[J7ax Exempt Tax Exempt ID

Auto Default
Lock Chartfields

Amount Summary (2

Contract Open Item Reference

Contract ltems

Contract Categories

[ii]save ||=]Motify || {4 Refresh

1 Status Current
| Dispatch
*Dispatch Method
Add Comment ts

Contract Activities
Primary Contact Info
Contract Header Agreament

Contract Releasas

Activity Log

Thrasholds & Nofifications
Price Adjustment Template
Purchase Order EU Defaults

Confract Reference

[ corporate Contract
Currency USD (=}
Rate Date 12/11/2018 CRRNT
[ Must Use Contract Rate Date

[ Allow Multicurranc: v PO

54 Add

Q

| Update=/Display

| Comect History

Click on

image to enlarge
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/;/ Procurement Contracts Process (continued)
/

The Contract Reference pop-up window is
designed to capture required fields and
additional data that does not appear on the
Contract page.

The Contract Reference pop-up window
captures: *Contract Category, *GL
Business Unit, Estimated Contract Value,
*Responsible Org

*Denotes Required fields

NOTE: Required Information must be
entered in the Contract Information section or
the contract will not save.

For more detailed information about
procurement contracts, see the course entitled
501 PR348 Entering Procurement
Contracts located on the Cardinal website in
Course Materials under Learning.

Custom Contract Reference Page

Coniract Entry

Contract Reference

SetiD: STATE

Contract ID: ZPMEESDD0107330

Contract Information

Contract Version: i

Contract Category:

|MA[NTENANCE - SITE MAMAGER W

GL Business Unit: 30100 |

Estimated Contract Value:

E——— S

1.520,042.350 16000

Responsible Org:

Supplement Agreement

Supplement Number:

Supplement Amount:
Contract Renewal Options
Renewal Date From:

Criginal Number of Renewal Options:

Ok Cancel Refresh

Supplement Date: |

Renewal Date To: [

Current Renewal Period:

Help
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}) Lesson 2: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Which module in the Procurement functional area would you use to source a
contract?

O eProcurement

O Strategic Sourcing

O Purchasing

O All the above
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The Purchasing process involves several key steps:

O O O O O O

Create a Requisition
Create a Purchase Order
Submit for Approval
Dispatch Purchase Order
Receive Items

All of the Above
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}) Lesson 2: Summary
/

‘ Procurement Processes

In this lesson, you learned:

* Procurement Functional Area
* eProcurement Process

* Purchasing Process

« Strategic Sourcing Process

*  Procurement Contracts Process



}) Lesson 3: Introduction
/s

‘ Procurement Integration and Interfaces

This lesson covers the following topics:

Integration with Accounts Payable

Integration with General Ledger

Integration with Project Costing

Interfaces
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}) Integration with Accounts Payable
/

Procurement integrates with Accounts Payable (A/P) in several ways. The Copy from a Source Document
functionality in Accounts Payable enables copying purchase order and/or receiver information onto a voucher.

The Procurement module also sends PCard and ISSP data to Accounts Payable daily.

« Accounts Payable uses PCard data to create a monthly PCard voucher for each District and Central Office
Division.

« Accounts Payable uses the ISSP data to create vouchers daily for all approved transactions.

T e e PP R SN e e T
T X T T Project Accounting |
| Payroll : | L i :I
' | : . ' 1 i!
| HR and Time & T | Project Customer | _| /!
| Benefits Attendance | | T > [*7] Convacts [*T*] B }
| N T Costing | !
] — | e d__i | ==, m—====1 — I W
: [P i =
| ——f = |
1 r 1 Accounts 1
' Expenses ; : : Roceivebl \
| | General t |
: : | e Ledger | : ﬁ:&'"o :
| Accounts : I | Generaff Ledger ,' _______
| Payable |4 1 S
1
|_Accounts Paysble |
[ r———————————————————————————————————— pr—
| | ! + I
| |
| | Procurement Strategic - — t Purchasing |
| Contracts Sourcing :
|
| |
| [ T |
| |

———————— - - — - —— — — —
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@ Integration with Accounts Payable: Matching
/

Matching, by comparing vouchers, purchase orders, and receiving documents, ensures that payment is made
for what was ordered and received.

Two-way matching compares the voucher with the invoice. This applies to professional services and
SiteManager contract types.

Three-way matching compares the purchase order, receipt, and invoice. This applies to all goods and
services type contracts.

The Document Status Inquiry functionality enables inquiry and cross-referencing of related documents
across the procure-to-pay business cycle.
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@ Integration with Accounts Payable: Suppliers
/

All suppliers to include both procurement and fiscal suppliers, are entered and maintained in one centralized
database that is managed by the Commonwealth Vendor Group (CVG).

Purchasing suppliers (suppliers on requisitions, purchase orders, and contracts) are loaded directly into
Cardinal from eVA. Fiscal suppliers (non-purchasing suppliers or payees such as individuals or companies
receiving refunds) are maintained by CVG in Cardinal. The database is used by the Accounts Payable and
Procurement modules. Any changes made to a supplier will affect both functional areas.

Please note, a supplier must be added to Cardinal before it can be used on a purchase order, sourcing event,
requisition, voucher, or payment.
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;) Integration with General Ledger
7/

Procurement integrates with the General Ledger (GL) module through several paths. Purchase Orders and
PCard transactions integrate with the Accounts Payable module. Voucher/payment data is transmitted to the

GL.

WebIMS sends requisition information to the GL via the GL journal generation process. Manual updates to

the WebIMS issuance process require a spreadsheet journal to upload data into the GL.

___________________ -
[an s o oo Som. S S2m S Smie 2n v 2w, 2t I Ir Project Accounting {_ !
: | | - i . I
I HR and Time& [T "l  Project Customer || /!
: Benefits Attendance : Costing [*| Contacts | Biling : :
Lo I |
—t — | SR S e ———] ———{ | l l-|
| | | :
| | |
1 === 'f_1— Accounts 1
| Epences ; | : Receivable | |
| | | General t |
| & I T Lodger | Accounts |
| | : | Recevabie |
| Accounts | Generaff Ledger :
| Payable | e
1
| Accounts Payablo._|
L o e e e e e e e e e e S e et S e p=a—a
| [ ! + :
| R
| | Procurement Strategic eProcurement o Purchasing |
| Contracts Sourcing :
|
| |
. l o
| Procurement |
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/’) Integration with Project Costing
/7

Procurement integrates with the Project Costing module. When requisitions and purchase orders are related
to a project, the information is sent to Project Costing.

e . CETnET Y n
: = : —F =
! HR and Time & 1 | Project Customer |_| . '
| Benefits Attendance | | I *—| Convacts [*T®| B"m0 ¥
| 1 T Costing | '|
e e e e el e s S =———1 ] :—'
e iy |
! . i u [
— — Accounts
| | General t |
| + | I Ledger | | Accounts |
| AR— , | Rocelvable _ |
| Accounts | Generall Ledger
| Payable | L=
1
| Accounts Payablo |
O T D S e s S e ot s ot s {00 S S ==
| | ! ! :
|
| | Procurement Strategic |
| Sourdhe e eProcurement [l Purchasing :
|
| |
| |




s/ Interfaces

Procurement processing interfaces with several external systems including the following:

PCardlssuer SiteManager

Transactions \ /
eVA WebIMS

CARDINAL|

/ rressremen \

VDOT/eVA FleetFocus M5
Reconciliation

Reporting DB

ISSP Supplier
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}) Lesson 3: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Which document is NOT checked as part of the Three-way matching process’?

FPurchase Order
Purchase Requisition

Receipt

O 0O O O

Invoice
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}) Lesson 3: Summary
/

‘ Procurement Integration and Interfaces

In this lesson, you learned:

* Integration with Accounts Payable
* Integration with General Ledger
« Integration with Project Costing

* |nterfaces
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}) Course Summary
/

PR140 Procurement Overview

In this course, you learned:

* Understand key procurement Processes

* Recognize how procurement integrates with other Cardinal modules and interfaces with other systems
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#/ Course Evaluation
/

Congratulations! You successfully completed the 501 PR140: Procurement Overview course.
Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.
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http://www.surveymonkey.com/s/392M6QG

g/ Appendix
// PP

Key Terms
Allowed Extensions on Attachments in Cardinal
Diagrams and Screenshots

Flowchart Key
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g/ Key Terms
b e

Buy Event: The purchase of goods and/or services through a Bid or Proposal. It is an Invitation for Bid (IFB)
or a Request for Proposal (RFP).

Iltem: A good or service provided by a supplier. Each item has a unique identifier or number.
ltem Categories: A group of similar items.

Procurement Contract: A binding understanding between a state agency and a supplier, arising from a
strategic sourcing event or purchase order.

Purchase Order (PO): An online and/or printed document containing authorization for the purchase of goods
or services. It identifies what is being ordered, all related attributes and approval, as well as its change
history and current status.

Receiving: The process of documenting the receipt of goods and/or services against a Purchase Order
(PO).

Requester: The individual who requests that a requisition for goods and/or services be entered into Cardinal.
Requisitioner (or Requisition Processor): The person entering the requisition into Cardinal.

Requisition: An online request for goods and/or services, created from the eProcurement or Purchasing
module.
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@ Key Terms (continued)
/

RFx: Request for Quote (RFQ), Invitation For Bid (IFB), and/or Request For Proposal (RFP).

Strategic Sourcing: The process of soliciting quotes, bids/proposals, and/or offers to establish contracts
and/or purchase orders.

Web Inventory Management System (WebIMS): Virginia Department of Transportation’s (VDOT) electronic
stock inventory tracking and management system.
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}) Allowed Extensions on Attachments in Cardinal
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should
only attach key supporting documents that either enhance the electronic Cardinal transaction approval
process or are instrumental as part of the transaction history. The Cardinal system should not be relied upon
to maintain agency documentation and should not be considered the official retention source of the agency.

Supporting documents, as required by all applicable regulatory/governing bodies, should be maintained by
the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML

54



PCard
Transactions

ISSP
Transactions

#/ Procurement Process Overview
7/

Procurement
Card / ISSP

Processing

y

Create
Strategic

Cardinal ltems /
Suppliers

Add/ /
Update

> Sourcing
Event

Confirming Order

P Os—
Yv l l

\

Requi-
sitions

v

\ Add/ /
> Update

! Update /
Y POs /

Add/

h

L

Contracts

WebIMS

SiteManager

 J

FleetFocus M5

Interfaced Cardinal
eVA Vendors Suppliers
v
Receive No o Accounts
Goods? o Payable
A
Add/
Yes Update
Receipts

Click on image to return

Docld / Inventory Item
Stock |ssuance Requisitions

General Ledger
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@ Procurement Functional Areas in Cardinal
Y4

Add/Update Requisitions: This process is managed in either the eProcurement or Purchasing modules.
Create Strategic Sourcing Event: This process is managed in the Strategic Sourcing module.
Add/Update Contracts: This process is managed in the Procurement Contracts module.

Add/Update Purchase Orders: This process is managed in the Purchasing module.

Receives and Inspects Goods: This process is managed in the Purchasing module.

Procurement Card (PCard)/ISSP Processing: The Purchasing Card and Integrated Supply Services
Program processes are both managed in the Purchasing module.
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/;) eProcurement Process
/

* Requestor Notified via Email after :
Requisition Approved |
I

Lo

Submit
Requisition
for Approval

Create

Requisition Yes Create PO

Approved?

No
v
_ Requestor
\ Edit Yes Notified via
Requisition Email

Cancel
Requistion




@ eProcurement Process (continued)
/

Create Requisition: Uses National Institute of Government Purchasing (NIGP) codes. NIGP codes provide
a standard coding structure that classifies a wide range of goods and services.

Submit Requisition for Approval: Forwards the requisition for approval.
Create Purchase Order: In eProcurement, a PO can be created by -

« Ad hoc

« Copying an approved requisition

« Copying an existing PO

« Copying from a contract
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V4

/,j eProcurement Requisitions

Favorites « | Main Menu - » eProcurement = > Requisition

Create Requisition 2

Welcome Czesnowski, Adam, P.E. (WDOT)

Home A% My Preferences Requis]t‘mn Settings

Request Options - Search |AI[
Enter search criteria or select
from the menu on the right to @ Catalog
begin creating your requisition. Browse Catalogs

Purchasing ltems

Forms

Create and Submit Forms

Business Cards

ﬁ Express Item Entry
Create an Express Requisition

E:f Favorites

Browse Favorite ltems and
Services

Advanced Search

Special Requests
Create a non-catalog request

Recently Ordered

View recently ordered items and
Senvices
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,} Purchasing Process
/

Requisition Processing

Submit
For
Approval

Assign

Add/Update

Requisition Yes

Approved?

No

Edit &
Yes Resubmit? No End

Purchase Order Processing

v v v

A?gf(L)degtee Fo Cardinal eVA SiteManager
Copn};ractq : Strategic PO PO
PO or Key) Sourcing (Interfaced) (Interfaced)
v v

Submit PO for

Approval (if not A d7 Y %S?ar;mh
created from pproved: es— (M?ancua?)r
Req.)
No 4
dit & Resubmi/ Receive ltems

or Cancel /7 (iIf required)

End

Click on image to return



/,) Purchasing Process (continued)
/

Add/Update Requisition: Requisitions can be created in the eProcurement or Purchasing module.

Add/Update Purchase Order: In Purchasing a PO can be created by -

 Ad hoc

« Copying an approved requisition, copying an existing PO, or copying from a contract
« Awarding an event

 From POs created in eVA or SiteManager contracts that are interfaced into Cardinal

Submit for Approval: Requisitions are sent via workflow for approval by the Requestor’s Supervisor. POs
created without a requisition are sent via workflow for approval by the Buyer's Supervisor. Requestors cannot
approve their own requisitions, nor can Buyers approve their own POs. POs created from a requisition do not
require approval. Change Orders only require approval when the amount changed exceeds Agency
Procurement and Surplus Property Manual (APSPM) policy, or when adding a line.

Dispatch Purchase Order: A batch or manual process where the status of the PO is updated from
Approved to Dispatched, and the PO is available to be received against and paid. The PO is sent to eVa if
applicable.

Receiving: When goods or services are received, receipt information is entered into Cardinal to acknowledge
that the goods and/or services have been delivered and accepted.
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}) Create Requisition
/

Favorites | Main Menu »  Purchasing -

Maintain Requisitions

» Requisitions = >

Add/Update Requisitions

Requisition

Buginess Unit 30100
Requisition ID NEXT

“WebIMS Req Type

Requisition Name |

|Cop'_.' From

w Header (7

*Requester BHNDY.MASON = O

*Requisition Date |12/10/2019 E}
Origin |ONL ,
*Currency Code USD

Requisition Defaults
Requisition Activities

Add ltems From (%

Purchasing Kit
ltem Search

Line (¥

Mason, Andy (VDOT)
Requester Info

Online Input
Dollar
Add Comments
Amount Summary (7
Total Amount
Catalog
Requester ltems

Status  Open En/

[ Hold From Further Processing

0.00 usD

Personalize | Find | View All | EI[ Q

Line Item Description

Quantity =UOM

1R Q |

Categary

Details || Ship To/Due Date || Status || Supplier Information || ltem Information || Attributes || Contract || Sourcing Controls || WebiMs | [0

Merchandise

Srice Amount

{7 ¥ [o.0000 LA

View Approvals

|[F) save

|=| Motify |22 Refresh |

Q| ol

*Goto .. More...

Click on image to return

0.00 Open

[=% Add ||J’J Update/Display




,j Document Status Page
/

Favorites = | Main Menu - » Purchasing » » Requisitions = » Review Requisifion Information = » Document Status

Document Status

Business Unit so100 2 ReqID Gonssvaasy

Document Date 09/05/2019 Status Approved
Currency USD Docu
Requester Henson, Veronica (WVDOT) Merchandize Amt 13,021.00

? _lll|
Procurement Purchase
Contracts(1)  Orders(1}

Receipts(1)  Reiums Vouchers  Payments

| Show Al |

Associated Document

Documents | |F55H

Personalize | Find | View All | 2] = First ‘4’ 1-30f3 '}’ Last

Actions SetlD Eﬁﬁm‘-‘“ Document Type  DOCID Status Document Date  Supplier ID Location G‘E‘;t"u';"]’ﬂ:?;“‘
= Actions  STATE Coniract 0000000000000000000047307  Approved 07r30/2019 0000036093 =]
= Actions 50100 Purchase Order 0001201102 Dispatched 09/05/2019 0000036093 MAIN =
= Actions 50100 Receipt 0002146975 Received 09/05/2019 0000036093 MAIM B

|2 Return to Search | || PreviousinList ||4] MextinList |

Click on image to return



) Purchase Order Header

Favorites = | Main Menu - » Purchasing ~ » Purchase Orders ~ » Add/Update POs

Maintain Purchase Order

Purchase Order

Business Unit 50100 PO Status Dispatched AN *®
PO ID 0001200866
Change Order 1 Current Change Reason
Come Eroo| el lesora o Eon oo o
" Header (%
*P0O Date iU?.l‘S'IIZD'IS Eﬂ Supplier Search

*Supplier EMNIS-FLI-001 Supplier Details

Enniz-Flint Inc

*Supplier 1D 0000043141

*Buyer DEBEIEBELL |3 Bell, Debbie (VDOT)

PO Reference THERMOPLASTIC BEAD MATERIAL

web msz: [

Backorder Status Mot Backordered

Receipt Status Mot Recwd
*Dispatch Method [Print__— ] Dispatch
eVA PO Type &Q Routine Bill Vendor
*eVA Order Method ,UHL L=}
eVA Interfaced [SEVA | Oy

Create BackOrder

Header Details Activity Summany eVA Dttm 0801719 2:01:30PM
PO Defaults Edit Comments
PO Activities Add ShipTo Commenis Amount Summary |7
Requisitions Document Status
- Actions Merchandise 5,686_40 -_
FreightTax/Misc. 0.00 Calculate |
Total Amount 6636 40 USD
Add Items From (% Select Lines To Display (¢
Catalog Item Search Search for Lines Line | |, To| [=% | Retrieve
Lines (7 Personalize | Find | View All | (] | ';_lJ First ‘1 4-20f2 '*' Last
Details || Ship To/Due Date || Statuses || Hem Information || Attributes | BFQ || Contract || Recewing | =0
Line Item Description PO Gty *U0M Category Price "'"""‘;’rr"':lilﬁ Status
THERMOPLASTIC PAVEMEMNT
1 2 5503648135 MARKING MATERIAL WHITE - [ 160.0000| BG 5503645 27 86000 4,457 .60 Approved (6> ES] Bl =]
50 LE/BAG
THERMOPLASTIC PAVEMEMNT -
2 [ 5503648150 MARKING MATERIAL YELLOWY B &0.0000) BG 5503645 2786000 2,228 80 Approved (6> ES] Bl =]
- 50 LB/BAG
| Close Short All Lines | *Go to[... More ... ~
View Approvals
|[Flsave |[[& Retumn to Search |[1-] PreviousinList ||| MextinList |[[=]MNotity | 2= Refresh | Ev add || Update/Display

Click on image to return
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Checkbox

WebIMS
y4

Favorites - | Main Menu = » Purchasing= » Purchase Orders -

Maintain Purchase Order

>  Add/Update POs

Purchase Order

Business Unit 50100
PO ID 0001200666
Change Order 1

Copy From[ ]

+ Header %
—————————
*PO Date 07/31/2019 [ Supplier Search

*Supplier ENNIS-FLI-001 Supplier Details

=Supplier ID 0000043141 Ennis-Flint Inc
*Buyer [DEBBIE BELL @, Bell, Debbie (VDOT)
PQ Reference THERMOPLASTIC BEAD MATERIAL
web imsz: []
Header Details Activity Summary
PO Defaults Edit Comments
PO Activities Add ShipTo Comments
Requisitions: Document Status
~ Actions
Add Items From (%

Catalog tem Search

Lines (7

Current Change Reason

PO Status Dispatched A b 4

[ Hold From Further Processing

Backorder Status  Not Backordered

Create BackOrder

Receipt Status Mot Recvd

*Dispatch Method [Pt v] Dispatch

eVA PO Type EO\ Routine Bill Vendor
*gVA Order Method URL |y

eVA Interfaced |SEVA |Cy
eVA Dttm 080119 Z:01:30PM

Amount Summary (7

Merchandise 6,656.40
FreightTax/Misc. 0.00
Total Amount 6,686.40 USD

Select Lines To Display (2

Search for Lines

Line Q, To a | Retrieve

Calculate

Personalize | Find | View Al | &2 EH

Details || Ship To/Due Date || Statuses || ltem Information || Atiributes | BFQ || Contract || Receiving | =)

Merchandise

Line ltem Description PO Gty *UOM Category Price Amount Status
THERMOPLASTIC PAVEMENT

1 [ 5503645135 MARKING MATERIAL WHITE - Fq 160.0000 BG 5503648 27.45000 4,457 60 Approved
50 LE/BAG
THERMOPLASTIC PAVEMENT

2 [ 5503648150 MARKING MATERIAL YELLOW l'f_d | 800000 BG 5503648 2766000 2,228.80 Approved
- 50 LB/BAG '

| Close Short All Lines | *Goto[... More ... ¥
View Approvals

|[Flsave |[[o* Retum to Search ||+ Previousin List |[4-| Nextin List

|| =Inotify || Refresh |

First ‘1" 1-20f2 '} Last

® B ®HE
@ EH HE
| =4 Add | 4| Update/Display

Click on image to return
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,) Recelve ltems
J

|§lsave ||[zt Retum to Search

|| 4] Previousin List ||s] Mextin List

||[=] Motify || Refresh

Favorites - | Main Menu - » Purchasing- > Receipts~ » Add/Update Receipis
Maintain Receipts
Receiving
Busginess Unit 50100 Receipt Status Fully Received )(
ReceiptID 34036962 Header Comments/Attachments Activities
eader Details] Document Status
) Header
ISE]E:::t P Grderl | Close Short All Lines | Run PO Receipt Accrual
Receipt Lines Personalize | Find | View all | @I E:."l First ‘%' 1 0of1 "}’ Last
| Receipt Lines || More Details || Links and Status || Item / Mfg Data || Optional Input || Source Information || WeblS | [F==H
| -
Line Item Description Receipt Gty :_lﬂc?;" Receipt Price Accept Gty Status Category g:l':":; Sarial '?I_"::'c“f 35;"
=0 MAINTENAMNCE AND REPAIR, 1 ) |
2 9138301000 TUNMEL | 9.0000| ﬁ;ﬂ [HUR |Q 7000000 9.0000 Received 9138501 O | O HUR |0, x
U Interface Receipt LI Run Close Short

[Es Add || B Update/Display
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) PCard Reconciliation

Favorites - | Main Menu - » Purchasing = > Procurement Cards = > Reconcile = » Reconcile Statement

Reconcile Statement

Procurement Card Transactions

Empl ID 00144423200 Name EBELL DEBORAH

;jfﬂun Budget Validation on ave

Bank Statement Perzonalize | Find | View Al | 5‘| E:."l First '*' 190f25 '*' Last
Transaction | Biling | [0

Card Number Trans Dates Merchantv *Status s Prad il Redistrib Voul
1 [f] sesesssmesggnq 07/19/2019 THE SUPPLY ROOM ACPD Approved 3g487 [ O B} vaid Valid Yes Mo
2 [] weseegg2 07/19/2019 DUCKS LOCKSMITHING ING ‘Approved 50870 [& & [ vald Valid Yes No |
3 [ reessmaaggad 071192018 RICHMOMND MACHIMERY & EQUY  Approved 7,000.00 |E (::3' E‘g Valid Walid Yes Mo
4 [ wesegg2 07/19/2019 RICHMOND MACHINERY & EQU| Approved 7,700.00 [ ¢ [3 vald Valid Yes Mo
5 [ #eesesssegaa 07M%/2049 RICHMOND MACHINERY & EQU| Approved s500.00 B O 5 valid Valid Yes Mo
g [ resewrmaagga 0792019 RICHMOND MACHIMNERY & EQUY Approved 10,500.00 F|';| '5.:} E'g Valid Walid es Mo
7 [ #eesesssegaa 07M%/2049 RICHMOND MACHINERY & EQU| Approved 10,500.00 [ > G} vald Valid Yes Mo
§ [[] weseregg2 07/19/2019 MCCLUNG-LOGAN EQUIP GO Approved 11,119.80 [ 2 B3 vaid Valid Yes Mo
g [ #eessessegaa 07M9/2019 VPWE RENTS 030101 Approved 11,500.00 [ & [} vald Valid Yes Mo
{ 2

¥ Setect E cear an | palidaie gt

Search Purchase Details Split Line Disfribufion Template

|lH]save ||=]Nofify || Refresh |
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;j Strategic Sourcing Process
/

Collaborators
Submit
Comments

Yes

Add / Define

Event Collaborators

Award
To No
Contract(s)

One Time
Purchase?

Award
To
PO(s)

Buyer
Reviews
Comments

Receive &

Enter Analyze
Solicitation Bids
Response

Post Award Z No Collaborators

" 5

N

Collaborators
Submit
Comments

Yes
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@ Strategic Sourcing Process (continued)
/

Add/Define Event: Creates a buy event from a source document using an Invitation For Bid (IFB) or
Request For Proposal (RFP).

Event Collaboration: Allows input or approval from others as an event is being created.

Receive and Enter Solicitation Response: Involves receiving the bid packets from the suppliers and
entering their bid responses from eVA.

Analyze Bids: Involves reviewing bids/proposals and possibly a calculation of weighted bid factors to
determine the best value.

Post Award: Closes the event in preparation for award.

Response Collaboration: Allows discussion with collaborators before final award. Strategic Sourcing
Buyers can also invite their Procurement Manager and Senior Procurement Manager as Collaborators to
request approval for events over their delegated authority.

Award to Purchase Order or Contract: Awards the event to the winning Bidder(s)/Offeror(s). This step
also determines if the event is awarded to a contract where goods or service are recurring or to a purchase
order.
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f =
f

Strategic Sourcing Event Page

Favorites = i Main Menu + » Sourcing + » GCreale Evenits > » Event Defails
Create an Event

Event Summary

Business Unit 50100 Event ID NEXT Round 1 Version 1 Event Format Buy
Event Type Auction Change to RFx
Event Status Open Time Zone EST
*Solicitation Type : | v Preview Date 1271172019 |1 Time |8: 3840
*Event Name Start Date 12/25/2019 |+ Time |5:38AM
Description J‘K‘ﬁ End Date |01/04/2020 |[W] Time |5:38AM
Copy From | v] | Go |
Preview By:

Required fields reside on pages marked with an asterisk {*) -- you may not save yvour event until all required fields are filled.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.

* Event Settings and Opticns Payment Terms and Contact Info
Event Comments and Aftachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Line ltems Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations
you may have defined.

|_ Save Event | | Save As Template |

|_ Post | | Preview POF |
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& Procurement Contracts Process
s

ST

Outside . .
SiteManager Strategic
Contract :
Contracts Sourcing
I interfaced

No
h 4

Insert New
Supplier on Item

v
Add/ Enter Final
Update Does_ ItemTSuppller ves Contract Contract
Contract relationship exist? Item &
(Cardinal) Price

Email
User:
Contract
Final
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@ Procurement Contracts Process (continued)
/

Outside Contract: External contracts are entered manually in Cardinal. This includes professional service
contracts that do not originate through the Cardinal solicitation process.

SiteManager: VDOT Construction and Maintenance type contract data.

Strategic Sourcing: Contract award from the IFB/RFP process.

System Contract Entry: Ad-Hoc Contract information entered into the Procurement Contracts module.
Item - Supplier Relationship: Links the item to the supplier.

Enter Contract Item & Price: Specifies contract item and unit price.

Email User: Notifies the end user that the contract has been entered and saved (finalized).
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;j Add/Update Contracts Page
/

_Contra ct Entry
Contract

Contract 1D_MEXT

SetlD STATE Copy From Contract

Favaorites ~ | Main Menu - *  Procurement Contracts ~ > Add/Update Contracts

Contract Version

Version 1 Status Current

*Status [Approved

33

V| I Approval Due Date

Administrator/Buyer
Header (%

=Contract Style |[Furchass COrder

Process Option Purchase Order

*Supplier|
*Supplier ID
Primary Confact Q
Supplier Contract Ref
Description
Master Confract ID
*Begin Date [12/11/2018 51
Expire Date 2y
Renewal Date By
Control Type
Jrax Exempt
Auto Default
Lock Chartfields

Amount Summary 17

Contract Open [tem Reference

Contract ltems

Contract Categories

|[F]save ||=]wMotify ||{* Refresh |

Q Supplier Search

Q, | Dispatch
*Dispatch Method

Add Comments

Contract Activifies

Primary Contact Info
Contract Header Agreement

Contract Releasas

Activity Log

Threzhelds & Motifications
Price Adjustment Template
Purchase Order EU Defaults

Confract Reference

Tax Exempt D

[ Corporate Confract
Curreney USD (s}

Rate Date 12/11/2018 CRRMT Q
[ Must Use Contract Rate Date

@ Allow Multicurrency PO

|E+ Ada || ] Update/Display

| ')‘ Commect History

Click on image to return
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,) Contract Reference Page
/

Custom Contract Reference Page ®

Hzlp
Contract Entry

Contract F{eferenr:q

SetlD: STATE

Contract 1D: ZPMEBERDD107T330 Contract Version: i

Confract Information

Contract Category: [MAINTENANCE - SITE MANAGER |l GL Business Unit: 50100 |

Estimated Contract Value: 1.520,042.350 Responsible Org:  |18000 _: Q
Supplement Agreement
Supplement Mumber: Supplement Date: E.]
Supplement Amouwnt:
Contract Renewal Options
Renewal Date From: E Renewal Date To: E]
Original Number of Renewal Options: Current Renewal Period:
oK || Cancel || Refresh
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}) Integration with Accounts Payable
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Interfaces
Y
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Procurement
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@ Interfaces (continued)
/

eVA interfaces with Cardinal in several ways:

« Supplier data and reporting information is sent from eVA to Cardinal daily.

« Purchase orders and change orders in eVA are imported daily.

« Cardinal Procurement sends PCard transactions to eVA.

« Cardinal sends purchase orders and change orders created in Cardinal to eVA.

FleetFocus M5: FleetFocus M5 tracks all hours and parts used, and activity, related to the operation and
maintenance of vehicles and equipment. Cardinal interfaces with FleetFocus M5 by sending PCard and ISSP
related data daily.

Integrated Supply Services Program (ISSP): The ISSP supplier provides vehicle repair parts and shop
items for Cardinal end users. Every location has its own unique card number. ISSP sends ISSP transaction
data to Cardinal.

ISSP Supplier: Cardinal imports ISSP transaction information from the supplier and sends back confirming
data.

PCard Issuer: Cardinal imports PCard transaction information from the bank card supplier (card supplier).

77



@ Interfaces (continued)
/

SiteManager: SiteManager sends construction and maintenance contract records to Cardinal, where it is
used to create contracts and purchase orders. SiteManager is used by VDOT Construction Division for the
building and maintaining of roads.

VDOT/eVA Reconciliation Reporting: eVA sends confirming PO data to the Data Warehouse. Cardinal
sends PO payment data to the Data Warehouse, where the two data sets are compared and available for
viewing from the web.

WebIMS: Cardinal users can create requisitions requesting inventory from WebIMS, which sends the item,
guantity, location, and IMS location number Interfaces back to Cardinal so the requestor can locate and track
the product. After the end user confirms their order, WebIMS updates inventory.
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

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

Start

End

Document

O

Step/
Process

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 hard 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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