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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

* 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.



#/ Course Objectives
/

After completing this course, you will be able to:

Describe Purchase Order Concepts, Processes, Integration, and Interfaces
Create Purchase Orders
Review and Manage Purchase Orders
Cancel Purchase Orders
Create a Purchase Order Change Order

Reconcile/Close a PO



Agenda
b ns

Understand Purchase Orders

Process Purchase Orders

Maintain and Modify (Change Orders) Purchase Orders

Reconcile/Close a PO — 3 Way Match

Review Purchase Order Information, History, and Activities




f) Lesson 1: Introduction
/

‘ Understand Purchase Orders

This lesson covers the following topics:

*  Procurement Overview

+ Key Concepts

*  Procurement Process Overview

 Purchase Order Process

* Integration with Accounts Payable

» Interfaces with eVA and SiteManager



/p/ Procurement Overview

The Procurement functional area of Cardinal includes four
modules:

Purchasing

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

eProcurement

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

Strategic Sourcing

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

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

Cardinal Functional Areas

Accounts
Payable

Accounts
Receivable

General
Ledger

Project
Accounting

Modules

Procurement

Purchasing

eProcurement

Strategic Sourcing

Procurement
Contracts




@ Key Concepts
/

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

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



@ Procurement Process Overview
/

There are seven key processes in procurement:
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#/ Procurement Process Overview (continued)
/
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@ Purchase Order Process
J

Using the Purchasing module, a PO can be created online that
converts requests for goods and/or services into POs.

As POs proceed from entry to dispatch, Cardinal tracks details
and collects analysis information to facilitate future purchases.

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

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

« Cardinal automatically generates a PO ID number.
Note: POs keyed into Cardinal, Strategic Sourcing POs, and

SiteManager POs are interfaced to eVA after being dispatched
unless the suppliers preferred order method is set to Exception.

Start
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#/ Purchase Order Process (continued)
/

v v v
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Note: POs keyed into Cardinal, Strategic Sourcing POs, and SiteManager POs are interfaced to eVA after being dispatched unless the suppliers preferred
order method is set to Exception.



f) Integration with Accounts Payable
/

Processing a PO involves the Accounts Payable module in the matching process. Matching ensures that payment is made
for what was ordered and received by comparing vouchers with POs and receiving documents.

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

+ Three-way matching: For POs that have receiving, the PO, receipt, and voucher are compared.
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}) Integration with Accounts Payable (continued)
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#/ Interfaces with eVA and SiteManager
/

The PO process interfaces with eVA:

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

« POs and change orders created in Cardinal are exported to eVA.
This interface does not send attachments. N |
_Fr"ﬁjaa“r:alst?g: SiteManager
When required, a designated Administrative Services \
Division (ASD) staff member uploads attachments into eVA.
i | NS
* In Cardinal only accounting distribution changes can be ! — —
made to POs that originated in eVA. All other changes to e ol Veolls
an eVA PO are made in the eVA system and interfaced Haroma|
back into Cardinal. / R \
!ﬁe\m I Fe5
Reconciliation
Reporting DB
The PO process interfaces with SiteManager: ISSP Vendor

« SiteManager sends construction and maintenance contract records to Cardinal, where it is used to create contracts and
POs.

13



f) Lesson 1: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your
answer below.

-

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

Y4

2. are the four components of a purchase order.

AN

YA

3. Who can create a PO?

VAN

14



f) Lesson 1: Checkpoint (continued)
/

-

@ 4. Who can create a requisition?

\_




f) Lesson 1: Summary
/

‘ Understand Purchase Orders

In this lesson, you learned:

* Processing Purchase Orders

* Purchasing Key Concepts

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

* How Purchasing integrates with Accounts Payable

* How Purchasing interfaces with eVA and SiteManager

16



f) Lesson 2: Introduction
/

” Processing Purchase Orders

This lesson covers the following topics:

Purchase Order Basics

* Creating Purchase Orders

+ Managing eVA Purchase Orders

«  Submitting Purchase Orders for Approval

» Dispatching and Printing Purchase Orders

17



/p/ Purchase Order Basics
y 4

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

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

be done using a requisition.

Create
Requisition

=/
Iy B

Create
Requisition
or
PO

Contract

\/\




/;/ Purchase Order Basics (continued)
/

When a contract already exists, a requisition is not always necessary. A purchase order can be created against the

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

- Create a Sourcing Event - Once approved, the requisition goes through a solicitation process, which involves
creating a sourcing event. This process allows suppliers to bid against the event. Winning bidders are awarded a

contract or purchase order.
- Copy the Requisition to Purchase Order - \When the value of goods or services falls within the range of a small
purchase, or is otherwise permitted in accordance with the Agency Procurement and Surplus Property Manual

(APSPM), the Buyer can copy the requisition directly into the PO, rather than creating a sourcing event and awarding

a contract.

Create
Contract
or
PO?

Create
Contract

\ Create PO

Create
Sourcing Event

Create
Sourcing Event
or
PO?

Requisition
(No Contract Exists)

Copy
Requisition

to
PO
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/;/ Creating Purchase Orders
/

There are three ways to create a PO:
+ Key directly into Cardinal
+ Copying a:

Favorites = Main Menu + » Purchasing = > Purchase Orders » » Add/Update POs
» Requisition - Use an existing requisition as a template
to create a new PO. This creates an electronic link Purchase Order
from the PO to the requisition.

Find an Existing Value Add a New Value

» Purchase order - Copy an existing PO to order the

same items.
Business Unit|50100 |3
» Contract - Copy from an existing contract to save time PO IDNEXT
on data entry. Multiple contracts can be copied into an
existing PO. T

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

Find an Existing Value | Add a Mew Value

Navigate to create a PO using the following path:

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

20



/;/ Creating Purchase Orders (continued)
/

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

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

Receive by Amount

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

For more detailed information about creating purchase orders, see the job aid entitled 501 PR344: Purchase Orders
located on the Cardinal website in Job Aids under Learning.
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#/ Creating Purchase Orders (continued)
/

The first page of the Purchase Order opens to the Add a New Value tab. The Business Unit field defaults to the agency
(i.e., 50100 for VDOT) and PO ID defaults to NEXT. Cardinal will create the PO ID number automatically. Do not change the
PO ID.

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

Purchase Order

Find an Existing Value Add a New Value

Business Unit 30100 Q)
PO IDNEXT

Add

Find an Existing Value | Add a New Value




#/ Creating Purchase Orders (continued)
/

Purchase Order (PO):
A Purchase Order is composed of several sections, including the Header, Lines, Schedule, and Distribution information.
We will also discuss Supplier Details, Header Details, PO Defaults, and Line Details.

Options include add, update, and cancel PO lines, as well as correct PO data such as PO lines, quantities, price, distributions, ship
to locations, eVA purchase order type, and comments, as needed.

Favorites = | Main Menu - > Purchasing = > Purchase Orders » > Add/Update POs
| New window | Help | Personalize Page ~

IMaintain Purchase Order

Purchase Order

Business Unit 50100 PO Status  Open &
POID MNEXT
Copy From |:| O Hold From Further Processing
Header (7

*PO Date |07/05/2023 Supplier Search

]

*Supplier LYME COMPU-001 |Q Supplier Details
Q
Q

Receipt Status Mot Recvd
*Dispatch Method epatch
eva PO Type[R0T |G Routine Bill Vendor
eVA Order Method URL

*Supplier 1D 0000000007 LYME COMPUTER SYSTEMS INC
*Buyer |PAM.SPROUSE SPROUSE PAMELA M

PO Reference |Software

2
Web IMS7: eVA Interfaced NSEV
Header Details Activity Summary eVA Dttm
PC Defaulis Add Comments
PO AcTvies Add ShipTo Comments -
+ Actions eVA Procure Ty'pe| Supplies - Technology v

eVA Confirming Order: ]

Amount Summary (7

Merchandise 0.00
FreightTax/Misc. 0.00 |

Total Amount 0.00 UsD 2 3

Calculate




f) Creating Purchase Orders (continued)
/

Favorites = | Main Menu + > Purchasing« > Purchase Orders » > AddiUpdate POs
EVA UITURT WMELNTDL URL
e 1
Web IM57: eVA Interfaced NSEV
Header Details Activity Summary eVA Dttm
PO Defaulis Add Comments
PO Activities Add ShipTo Comments .
- Actions aVA Procure Type| Supplies - Technology v

eVA Confirming Order: (]

Amount Summary (%

Merchandise 0.00
FreightTax/Misc. 0.00  (EEEED
Total Amount 0.00 UsSD
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (2 Personalize | Find | View Al | 0| [ First (4) 10of1 (2 Last

Details || Ship To/Due Date || Statuses || Item Information || Aftributes || BFQ || Confract || Receiving |

Line Item Description PO Gty *UOM Category Price Mercl;l;l::glijiet Status
o [®] @ | PR I Ja | @ | 0 0.000 Oper O S =]
| Close Short Al Lines | *Go to[ __More _ v

View Approvals




/

From the Maintain Purchase Order — Purchase
Order page, clicking on the Supplier Details
hyperlink displays the Maintain Purchase Order
— Supplier Details pop-up window. This window
allows viewing or editing the supplier Location,
Address, Contacts, and payment terms.

For construction and professional services
purchase orders, the Terms are set to 00 (Due
Immediately) and the Basis Date Type is set to
Inv Date.

For goods and services, the payment terms are
set to 30 Days and Prompt Payment type.

7 Creating Purchase Orders: Supplier Details

PO Supplier Information

Maintain Purchase Order

Supplier Details -- S B COX Incorporated

Business Unit 50100 PO ID 0001195122 Supplier 5B COX IN-001
*Location MAIN Supplier Information
Terms 30 Net 30
*Address 4 Show Address Details Basis Date Type | Inv Date
Contact Show Contact Details
Salesperson Q| Show Salesperson Details

Supplier Details Message

Country USA United States

Prefix
Address 1 F.O. BOXT727 Fax 260/332-7665
Address 2 Prefix 1
eVA VLIN VA10053587 Phone 550/276-9275

eVA Address ID EVAADT4524
City RICHMOND

County 023899321 Postal 23231
State VA \irginia
OK Cancel Refresh

25




4/ Creating Purchase Orders: Header Details

From the Maintain Purchase Order — Purchase Order page, clicking on the Header Details hyperlink displays the PO
Header Details pop-up window. This window displays the Billing Location which defaulted based on preconfigured Buyer

preferences. View or edit the location as

necessary.

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

PO Header Details

Currency Code UsD

Rate Type CRERNT

Process Control Option

Rate Date 01/01/1901

PO Details
Supplier S B COXIN-001
*p0 Type SEN Q,
*Billing Location CHSTFD R Billing Address
Origin [ONL Q. COnline
L Use One Ship To
Currency

Exchange Rate Detail

| Dispatch

*Method | Print

oK || cancel || Refresh |

PO Date 04M16/2019

¥ Tax Exempt
D

Letter of Credit ID

Ship To CHSTFD RES

Base Currency USD
Exchange Rate 1.00000000

Acknowledgements required for Mot required

546001730

a
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/p/ Creating Purchase Orders: PO Defaults

From the Maintain Purchase Order — Purchase Order page, clicking on the PO Defaults hyperlink opens the Purchase Order
Defaults pop-up window. This window displays the Ship To location which defaulted based on preconfigured Buyer preferences.
View or edit the location as necessary.

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

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

Purchase Order Defaulis
Business Unit 50100 POID Q001195122 Supplier 5B COX IN-001
Default Options (¢
) Default [T you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no ofher
default values are found for each field. [T default values already exist in the hierarchy, they are used, and the values on this page are not
used.
:® Override . - . s ; : E in i i i
[T you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category Q Unit of Measure Q
Schedule
Ship To CHSTFDRES  |QU chesterfield Residency Ultimate Use Code Q,
Due DateI E‘J Original Promise Date Eﬂ
Ship Via COMMON Q, Freight Terms Code FOB DEST Q
Arbitration Q Freight Charge Method | v
*Distribute E!'_..rl Quantity v Cne Time Address 27




s/ Creating Purchase Orders: Line Details

From the Maintain Purchase Order — Purchase Order page, clicking on the Line Details icon to the left of each PO line opens the
Details for Line pop-up window.

This window shows all information related to the PO line on just one page, instead of clicking through the tabs.

Details for Line 1

Use the Expand All hyperlink to expand the page.

POID 0001185122 Supplier 5B COX IN-00M
Line 1 Item ID 9554850800 LAMDFILL SERVICES LANDFILL SER
In thi le, the A t Only checkbox is checked. | "
n tnis exampile, tihe Amoun Nnly CNECKDOX IS ChecCKed. Category 8554850 Line Status Approved X A
Description LANDFILL SERVICES Backorder Status Mot
Backordered
Category |D 27845 Amount Summary
Amount to Receive 176.000 UsD Merchandise Amount 5,000.00 uso
Quantity to Receive 7.0400 Doc. Base Amt 5,000.00 usD

Item Availability

Trangaction ltem Description
LAMDFILL SERVICES LANDFILL SERVICES, TCM

Preferred Language [tem Description
LAMDFILL SERVICES LANDFILL SERVICES, TCM

I Expand AIII Collapse All
"= ftem Information

Supplier's Catalog

Device Tracking
Supplier ltem ID

Manufacturer ID Q
Description

Manufacturer's ltem 1D - .
UPN Type Q Withholding

UPN ID Q Withhelding Code Q
Replenish Code Standard
Aftributes

Physical Nature [Goods
*Price Qtl-’l Scheduls Quantity v
[FO

*Price

28




f) Creating Purchase Orders: Line Details (continued)
/

Details for Line 1

POID 0001195122

Supplier 5B COX IN-001

Item Availability

Transaction ltem Description
LAMDFILL SERVICES LAMDFILL SERVICES, TOM

Preferred Language ltem Description
LAMDFILL SERVICES LAMDFILL SERVICES, TOM

Line 1 Iltem 1D 9584550800 LAMDFILL SERVICES LAMDFILL SER
Line Details
Category 9384650 Line Status Approved x A
Description LANDFILL SERVICES Backorder Status Mot
Backordered
Category ID 27845 Amount Summary
Amount to Receive 175.000 UsD Merchandize Amount 5,000.00 UsD
Quantity to Receive 7.0300 Doc. Base Amt 5.000.00 UsD

Expand All Caollapze All

| Item Information

Supplier's Catalog
Supplier ltem 1D

Device Tracking

Manufacturer ID|

Description
Manufacturer's ltem ID_ .
UPN Type| [}

UPN ID|

Beplanizh Code  ctapdard

[ withholding
Withholding Code| |2

- Attributes

Physical Nature _Soods

*Price Qty' Schedule Quantiby

*Price Date| ale}

29



f) Creating Purchase Orders: Additional Details
/

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

* RFQ

w Attributes

Physical Nature! Senvices

*'I-Jrice Qty | CIE 0aimey

*Price Date DUe

RFQID

w Contract

Contract 3etlD  STATE
Contract 1o 0000000000000000000045185

Ceontract Version 13, @

Contract Line| |
Category Line Humberl:lq

Group I LOT2
Confract Defailz
Milestone Line
Release 1

 Receiving

*Receiving Requirad| Requirzd

T Inspection Required

Inspect ID

OK || Cancel || Refresh

Line

GPO Contract

GPO D
GPOD Contract

Close Short

30
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V4

Creating Purchase Orders: Copy From

From the Maintain Purchase Order — Purchase Order page, create a PO by copying it from an existing document using the
Copy From drop-down menu.

Favorites = | Main Menu = > Purchasing= > Purchasze Orders

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID MEXT

I
Confract
Headler (7 Purchase Crder
Requisition

2N M IR EPL N

*Supplier

*Supplier ID
*Buyer |DEBBIE.BELL

PO Reference
Web IMS?:

Header Details

PO Defaults

PO Activities
* Actions

Add Items From (7

Catalog
Purchasing Kit

Lines (¢
Details Ship To/Due Date Statuses

Line Item

View Approvals

[F'save ||=IMotify || Refresh |

bupplier Search

Q Supplier Details

@ Bell, Debbie (VDOT)

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

Hem Information Aftributes

Description

>

RFQ

Y —

Add/Update POs

PO Status  Initial

[ Hold From Further Processing

Receipt Status Mot Recvd
*Dispatch Method Dispatch
eVAPOType R0T | payting Bill Vendor
eVA Order Method PRNT

eVA Interfaced NSEV
eVA Dttm

Amount Summary (¥

Merchandise 0.00
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 USD

Personalize | Find | View All | 1] B

Contract | Receiving | [0

| Close Short All Lines

PO Qty *UOM Category Price Mm}‘;ﬂ”:iet Status
a Q 0 0.000 Open
| *Goto[... More ... hd

First ‘4’ 1of1 ‘b Last

O B EE

|54 Add || 7] Update/Display
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@ Creating Purchase Orders: Copy From (continued)
/

Steps to copy from an existing document:
«  When copying from a Requisition or Contract, enter the Supplier ID first.

* Click the Copy From drop-down menu.

«  Select the type of document to be copied from (Contract, Purchase Order, or Requisition). The Copy Purchase Order
from Requisition, Purchase Order, or Contract page will open. When copying from a Contract, copy the entire
contract. For more detailed information about copying a single line from a contract, see the job aid entitled 501 PR344:
Purchase Orders located on the Cardinal website in Job Aids under Learning.

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

Lines (7

Personalize | Find
— -
Details || Ship To/Due Date || Statuses || Item Information || Aftributes || RFQ Receiving | [F59
Line Item Description SetiD Contract ID Contract Version Contract Line Category Line Release Milestone Line GFOID GPO Contract
1 & al__ B s Q Q Q

View Approvals

|fSave ||=]Motify ||{* Refresh
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f) Creating Purchase Orders: Copy From (continued)
/

After selecting the type of document to be copied from, a search page appears. The page will be based on the type of
document to be copied.

Maintain Purchase Order
| Copy Purchase Order from Requisition |

REHIT 10 a1 P p———————————

~ Requisition § I Copy FPurchase Order from Furchase C}rderl =

B Help
PO Selection g [Copy Purchase Order from Contract|
Re
Requi} PO
P Contract Selection Criteria
-
Suppller | Contract SetlD STATE Supp]ier |S B COX IN-001 |Q

Select Requisitid Buye Contract ID | fe} Supplier ID (0000032186 |y

Somrcng | Be9 PO Referenc U Allow Open Item Contract Only Master Contract|  |Q
Select

;

Select Al Select’FO Select Contract Personalize | Find | View All | (2| £
[ ComTo EQ)] Detoilsh | Mgy | Contracts || More Details |
[ Save |[E=Not SSECE Select SetlD Contract Des=scription Supplier 1D Begin Date

- O
OK a
| I | ok || Cancel || Refresh |
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/p/ Creating Purchase Orders: Copy From (continued)
/

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

Favorites = | Main Menu + > Purchasing= > Purchase Orders = > Add/Update POs
Maintain Purchase Order
Copy Purchase Order from Requisition

Retumn to Main Page
 Requisition Selection Criteria

Business Unit 50100 Buyer QL

Supplier 1D |0000033093 Q. Origin Q
Category | (e} Max Rows 20
Requisition ID 0002270245 o} Include Reqs With No Supplier
Requisition Name Q, Include Inventory ltems
Contract ID o}
Search [ Exclude Auto Source ltem
Select Requisition Lines Personalize | Find | View All | B2 | B First '4' 1-20f2 '»' Last

Sourcing || Requisitions || Contract Information || Item Substitution |

Select Catalog Item  *Supplier PO Qty POUOM  ltem Dezcription Req ID Line Procurement Card Calc Price Schedule Split
O E] &} 114.0000 THE BITUMINOUS ASPHALT TYPE SM 95 0002270245 1 M
O EH] C1 3520.0000 YDK FLEXIBLE FAVEMENT FLANMING (M1 0002270245 2 M
Select All O crear Al
| Copy To PO |

|Flsave |[[=]Notify || Refresh | |k Add || 2] Update/Display




s/ Creating Purchase Orders: Copy From (continued)

Click the Search button and the items matching search criteria appear in the list at the bottom of the page. Review the items
and click the checkbox in the Select column for each item to be copied. Multiple items, such as multiple lines can be copied,

if desired.

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

Favorites « | Main Menu - > Purchasing~ > Purchase Orders~ > Add/Update POs
Maintain Purchase Order
Copy Purchase Order from Requisition

Retumn to Main Page
Requisition Selection Criteria

Business Unit 20100 Buyer Q
Supplier 1D 0000033093 QL Origin o}
Category Q Max Rows 20
Requisition ID 0002270245 Q Include Reqs With No Supplier

Requisition Name Include Inventory Items

Contract ID
Search

faye

O Exclude Auto Source Item

Select Requisition Lines Personalize | Find | View All | @I E First ‘4 1-20f2 "*' Last

Sourcing Requisitions Confract Information Item Substitution

Select Catalog ltem *Supplier PO Qty POUOM  ltem Description Req ID Line Procurement Card Calc Price Schedule Split
Ex Q 114.0000 TNE BITUMINOUS ASFHALT TYPESM 9.5 0002270245 1 N
O E] Q1 3520.0000 YDK FLEXIBLE PAVEMENT PLANNING (Ml 0002270245 2 N
Select Al O clearan
I | Copy To PO ||

[ % Add || 3| Update/Display

[F]5ave ||[=]Mofify ||:* Refresh




The Purchase Order page displays with the item(s) selected.

Creating Purchase Orders: Copy From (continued)

Favorites = Main Menu + > Purchasing~ > Purchase Orders» : AddUpdate POs
EVA UIURT Menou UL
5
Web IMS?: eVA Interfaced NSEV

Header Details Activity Summary eVA Dttm

PO Defaults Add Comments

PO Activities Add ShipTo Comments -

Actions p eVA Procure Type | Supplies - Technology v
eVA Confirming Order: (]
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 UsSD
Add ltems From (2
Catalog ltem Search
Purchasing Kit
Lines (7 Personalize | Find | View All | (2| [ First (4} 1of1 (») Last
Details Ship To/Due Date Statuses || ltem Information Aftributes RFQ || Contract || Receiving |
Line Item Description PO Gty *UOM Category Price Memgﬁ:’g&ﬁ Status
1 E+ 0051432112 Q) |D[SCS, ABRASIVE T 4 Ea EA Cf 0051432 0 0.000 Open 5] ES] [+] [=]
| Close Short All Lines | *Go to| ... More ... W

View Approvals
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/;/ Creating Purchase Orders: Copy From (continued)
/

After copying the existing document information into the PO, some information may need to be added or changed, such as:

Update the Buyer

Date values which default and are not copied into the PO

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

Enter the Quantity or Amount

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

After updating the fields as needed, click Save and a new PO is created. A PO ID is generated by Cardinal.
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#/ Creating Purchase Orders: ltems
/

Once the PO Header section is complete, if needed, additional

line items may be associated with the PO.

To Add New Lines

« The Lines section contains links that allow selection of
items for the PO. Items can be selected or added by:

Key in, or look up, the National Institute of
Governmental Purchasing (NIGP) Item number, i.e.,
Item. 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.

Key in or look up the NIGP Category, i.e. Category.
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. Complete the
UOM and Description fields. These fields become
available for entry after the Category is selected.

avorites ~ MainMenu~ > Purchasing~ >

Web IMS§?:

Header Details

View Approvals

Purchase Orders v >  Add/Update POS
EVA LIS MEIUS UL
eVA Interfaced NSEV
Activity Summary VA Dttm

PO Defaults Add Commen s
PO Activities Add ShipTo Comments
 Actions VA Procure Type
VA Confirming Order: ()
Amount Summary (2
Merchandise 0.00 —
Freight/Tax/Misc. 0.00 Calcuiate
Total Amount 0.00 USD
Add Items From (7
Catalog tem Search
Purchasing Kit
Lines (7 Personalize | Find | View Al | (0] [ First (0 10f1 (1) Last
Details || Ship To/Due Date || Statuses || Item Information | Attributes || RFQ || Contract || Receiving
5 - Merchandise
Line Item Descri iption POGty *UOM Category Price ‘Amount Status
1 B [o051432112 Q_[DIsCS, ABRASIVE T | 1] B EA  |@ 0051432 0 0.000 Open (o] Es) ==
[ CiosesnortaiLines | *Goto[.. More .. v
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/p/ Creating Purchase Orders: Items (continued)

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

The accounting distribution can be accessed from the Maintain Purchase Orders — Purchase Order page by clicking the
Schedule icon. From the Schedules page, click the Distributions/ChartFields icon.

Lines| 7 Personalize | Find | viewan | 0] & First ‘4 10f1 * Last
Details Ship ToiDue Date Statuses liem Information Affributes BFQ Confract Receiving | =50

Line Item Description PO Gty *UOM Category Price Memﬁ:“gﬁ Status

1 L) Q. [BITUMINOUS o) EI 51 114.0000| [ TNE |, (5503376 a 387.20000 44,140.80 Open o 2 Bl |[=]

Close Short All Lines @ *Goto|... More ... v
View Approvals LN
[Elsave ||=]Mofify ||i* Refresh (B} Add | J¥| Update/Display
Favorites | Main Menu - » Purchasing~ » Purchase Orders~ » Add/Update POs

| New Window | Personalize Page | £
Maintain Purchase Order

Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Initial
POID NEXT PO Date 11/08/2019

Find | View All First ‘4" 10of1 '} Last

Line 1 Item BITUMINOUS ASPHALT TYPE SM 9.5 PO Qty 114.0000 TMEMerchandise Amt 44,140 30 USD

Schedules Personalize | Find | View Al | GV 5] First ‘4 10of1 '*' Last

Details || Statuses Shipment || Matching Receiving Freight | RTV | =

Schedule - Ship To - Merchandise Price Miscellaneous Sched N X -
Sched Details Due Date *5hip To Address *PO Gty Price Amount Status Adjustment Charges Sales/Use Tax Distributions/ChartFields
1 B 11/08/2018 [4 |SALEM MAN|C = 114.0000 357.20000 44,140.80| Active W = Iﬁ I:“h Bl =

Add ShipTo Comments

[Fisave |[=Inotify ||o* Refresn | [Es add || %] Updatemisplay |




fj Creating Purchase Orders - Items (continued)
/

Favorites = Main Menu « > Purchasing- > Purchase Orders » > Add/Update POs
PO Reference | SoMware ! L UL S L vE
eVA Order Method URL
o 1
Web IMS?: eVA Interfaced NSEV
Header Details Activity Summary eVa Dttm
PO Defaulis Add Comments
PO A;t,;ljﬁg Add ShipTo Comments VA Procure Type| Supplies - Technology -
eVA Confirming Order: O
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 | Calculsle |
Total Amount 0.00 UsD
Add Items From (7
Catalog [tem Search
Purchasing Kit
Lines (7 Personalize | Find | ViewAll| G [ First (4 10f1 ) Last
Details || Ship To/Due Date || Statuses || Item Information || Attributes || RFQ || Confract || Receiving |
- ™ . - Merchandise
Line Item Description PO Gty *UOM Category Price Amount Status
1 B [oo51432112 QL |DISCS, ABRASIVET 4@ Ea 10| |EA Gy 0051432 2500.00 0.000 Open ) ES =]
| Close Short All Lines | *Goto| ... More . h
View Approvals
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» Creating Purchase Orders: Distributions
/

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

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

I EISEFIEUEIBHS iur ECﬁEEUiE i
Unit 50100 Supplier LL CARTER -003
POID MEXT ftem BITUMIMOUS ASPHALT TYPE SM 9.5
Line 1
Schedule 1 Status Active
*Distribute By| CQuuantity V'| Schedule Gty 114.0000
Merchandise Amount 44 14080 USD
SpeedChart leum_speed.:;hadg | Doc. Base Amount 44 14030 USD
Distribution Personalize | Find | View a1l | £ Ed First ‘4’ 10f1 '} Last
Chartfields DetailsMax Aszet Information Req Detail Statuses | [F52K)
Dist Status Percent PO Gity hhm:;:‘:;ﬁ Currency *GL Unit Entry Event *Account Fund Program Department
1 Open 100.0000| 114.000C 44 140,80 USD jsumu Q, 5012550 i, (04100 |2 604001 1, 12096 QL
{ >
| ok || cancel || Refresh |




f) Creating Purchase Orders: Distributions (continued)
/

[13 utions ror achedule
Unit 50400 Supplier LL CARTER -003
POID MEXT tem BITUMINOUS ASPHALT TYPE SM 9.5
Line 1
Schedule 1 Status Active
*Distribute By [ Quaniity V| Schedule Qty 114.0000
Merchandise Amount 44 14080 UsD
SpeedChart| :QIMuHi-SpE:E:dChElI‘tSI Doc. Base Amount 44.140.80 USD
Distribution Personalize | Find | View all | 22! ] = First '4' 10f1 "Y' Last
Chartfields | Details/Tax || Assetinformation || ReqDetail || Statuses | [FH)
Dist Status Percent PO Gty "'Emfr:i";‘i Currency *GLUnit  Entry Event *Apcount Fund Program Department
1 Open | 100.0000( |114.000C 44,140.80 USD so100 | | [T |5012550 (Cy (04100 |, 804001 [, [12098 L]
4 >
| oKk || cancel || Refresh |




[,

7 Creating Purchase Orders: Send for Approval
/

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

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

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

Maintain Purchase Order

Purchase Order

Business Unit 50100 PO Status Open =4 X
PO ID 0001201103
Copy From [ Hold From Further Processing
Header 7
*pP0 Date [11/08/2019 ¢ Supplier Search
*supplier LL CARTER-003 | gyppfier Details
*Supplier 1D 0000033093 T, LL Carter & Son Inc Receipt Status Mot Recvd
- ispath
*Buyer (CAROLINE BUMBER|C,  Bumbera, Caroline C. (VDOT) *Dispatch Method [F11
eVAPOT Rl ] : ;
PO Reference Stone Ype Routine Bill Vendor
=e\WA Order Method |PRNT |0
web ms?: [l eVA Interfaced [NSEV | Q)
Header Details Activity Summary eVA Dttm
PO Defaults Edit Comments
PO Activities Add ShipTo Commenis Amount Summary (7
Requisitions
- Actions Merchandise 44 14080
FreightTax/Misc. 0.00 LA
Total Amount 44 14080 USD

PO Status Pend Appr X




f) Simulation: Creating a Purchase Order/Ad-Hoc
/

You will now view a simulation that demonstrates how to Create a Purchase Order/Ad-Hoc.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Purchase%20Orders/index.html?Guid=745e7d1c-0b03-4ccb-a6be-78e93354f7e5&Mode=T&Back

V4

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

The end user must update the PO with a valid Chart of
Accounts and Buyer name.

Important PO field information includes:

e PO ID - When an eVA PO is loaded into Cardinal, it is
assigned a PO ID.

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

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

» Managing eVA Purchase Orders

Favorites - Main Menu - » Purchasing~ > Purchaze Orders~

Purchase Order

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

Find an Existing Value Add a Mew Value

Search Criteria

Business Unit| = % 50100 &)
PO ID | begins with || 4

Purchase Order Date|= V| [
PO Status|= || |

Short Supplier Mame 6}

Supplier ID a

Supplier Mame Q

__—Iawer T

Buyer Mame |begins vith ~ | =X

PO Type|= v | v]

Purchase Order Reference | begins with

Hold From Further Processing ]

[ case Sensitive
Limit the number of resulis to {up to 200} (300

Search || Clear | Basic Search [2 Save Search Criteria

Find an Existing Value | Add a New Value

AddfUpdate POs

45



#/ Managing eVA Purchase Orders (continued)
/

Changing the Buyer value prompts a message to appear, asking if the default Ship To, Department ID, Location, and
Origin values should be changed. Click Cancel to maintain the prior default values.

Favorites « | Main Menu - » Purchasing~ » Purchase Orders~ » AddfUpdate POs

Maintain Purchase Order

Purchase Order

Busziness Unit 50100 PO Statuz Dispaitched A x
PO ID 0001143973
Copy From b [l Hold From Further Processing
Header (%
*P0 Date [08/16/2016 [l Supplier Search

Backorder Statuz Mot Backordered
*gupplier [VCE INC-001 Create BackOrder

Supplier Dl
Message
=Supplier ID 0000054786 VCE ING
*Buyer CL  Aliman, Ka
Changing Buyer will change the default values ShipTo ID to NOVA TFO Dept 1D to 19011 Location to MOWVA TFO Crigin fo ONL, continue fo
PO Reference retrofit the default values? (10200,290)
web ms?: [ . ) . A
Changing Buyer will change the default values. Press OK to continue refrofit all new default values to schedules and distributions. Press
Header Details Activity Sun| Cancel to retain the original ShipTo, Department ID, Location and Origin.
PO Defaults EditCommg
PO Activities Add ShipTa i 01,4 i Cancel
Requisitions Document 3
* Actions Merchandize 205.00
Freight/Tax/Misc. 0.00 | Calculate

Total Amount 20500 USD




#/ Managing eVA Purchase Orders (continued)
/

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

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

| Mew Window | Help | Personalize Page =
Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status  Open &
POID NEXT
Copy From |:| (JHold From Further Processing
Header (2
*pPO Date | 07/05/2023 [ Supplier Search
*Supplier |LYME COMPU-001 |Q gypplier Details
*Supplier 102000000007 Q. LYME COMPUTER SYSTEMS INC Receipt Status Not Recvd
"""""""""""""""""""" - i Dispatch
*Buyer|PAM.SPROUSE Q@ SPROUSE,PAMELAM *Dispatch Method s

eva PO Type (RO & Routine Bill Vendor
eVA Order Method URL

PO Reference |Softwars

Web IMS7: eVA Interfaced NSEV
Header Detai Activity Summary eVA Ditm
Add Comments
PO Activities Add ShipTo Comments

VA Procure Type [ Supplies - Technology v
eVA Confirming Order: O

~ Actions
Amount Summary (7
Merchandise 0.00

FreightTax/Misc. 0.00
Total Amount 0.00 USD

Calculate




#/ Managing eVA Purchase Orders: PO Defaults
/

Enter the accounting distribution for all PO lines by entering the information on the Maintain Purchase Order - Purchase
Order Defaults pop-up window. Click OK. The Maintain Purchase Order - Retrofit field changes to "all" existing PO

lines/schedules/distributions..... page will open.
Purchase Order Defaults
Business Unit 50100 POID 0001143973 Supplier VCE INC-001
Default Options (7
ﬁnefault If you select this option, the default values entered on this page are freated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
® Override : . : . . .
If you select this opfion, all default values entered on this page overnide the default values found in the default hierarchy.
Line
Category Q, Unit of Measure )
Schedule
Ship To NOVATFO Q WNOVA Traffic Field ODS (Ship) Ultimate Use Code ':-'\
Due Date [7] Original Promise Date [z]
Ship Via COMMOMN a, Freight Terms Code |FOBE DEST Q
Arbitration &} Freight Charge Method | V|
*Digtribute By One Time Address
Distribution
SpeedChart Q
Distributions Personalize | Find | View All | (Bl | E First "*' 10f1 ‘"' Last
Chartfields || Aszet Information | [E=0
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center
1 100.0000 s0100 |3 2, (5013120 O (04100 | 899001 219011 11120010
LS 7
| ok || Cancel || Refresh |




V4

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

#/ Managing eVA Purchase Orders: Distributions

Select the Apply to All Distribs checkbox next to all ChartField values to be applied to all

distributions lines.

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

Click OK.

PO Default Retrofit

Maintain Purchase Order

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

Business Unit 50100 POID 0001143973 Supplier VCE INC-001

For Line and Schedule defaults, Select 'apphy' fo apply changes to all lines and schedules.
For Distrivution defauliz, Select "Apply’ to apply changes to the Distrib Line.

Example: If you select "Apply' for Distrib Line 3, the change is applied fo each Distrib Line 3 on the PO.
Select "Apply to All Distribs’ to apply changes to all distribution lines on the PO.

Retrofit Field Selection Perzonalize | Find | View &l | LE|| D First ‘4’ 1-30f3 '} Last

Apply Distrib Line  Field Name Field Value Apply to All Distribs
[+ Zhip To MOVA TFOD
] 1 Department 19011
[ Location NOVA TFO M
W Select al [ Clear an

Refresh

cance

pop-up:
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2

Managing eVA Purchase Orders: Distributions (continued)
/

Once the distribution values have been added:

+ Deselect the Hold From Further Processing checkbox.

« Click Save.

Favorites v ‘ Main Menu - » Purchasing =

Iaintain Purchase Order
Purchase Order

~supplier LYME COMPU-001 | @,

*Supplier 1D 0000000007 Q
‘uyer PAM.SPROUSE  |Qy

PO Reference | Software

» Purchase Orders + : Add/Update POs

Supplier Details
LYME COMPUTER SYSTEMS INC
SPROUSE,PAMELA M

Business Unit 50100 PO Status  Open g
POID NEXT
CopyFrom[ v I CJHold From Further Processing I
Header (2
*PO Date D7/05/2023 E)  Supplier Search

Receipt Status Not Recvd

*Dispatch Method Dispatch

eVA PO Type RO1
eVA Order Method URL

R Routine Bill Vendor

| Mew Window | Help | Personalize Page =

Web IMS§?:
eVAInterfaced NSEV
Header Details Activity Summary eVA Dttm
PO Defaults Add Comments
PQ Activities Add ShipTo Comments
Actions &VA Procure Type \ Supplies - Technology v
VA Confirming Order: (J
Amount Summary (2
Merchandise 0.00 ——
FreightTaxiMisc. 0.00 [ C2lculatc B
Total Amount 000 USD
Lines Personalize | Find | view an | @11 [ First ‘1 1-20f2 '} Last
Details || Ship To/Due Date | Statuses || Item Information || Attributes || RFQ || Contract || Receving | =W
Lina ttam Description POQty "UOM  Category Price  Merchandiet setus
BANNERS, PENNANTS, AND
DECORATIVE FANS, DRAPES, AND
1 [ 3so1001000 PULL DOW BANNERS, PENNANTS, (Y 2.0000 EA 3501001 95.00000 192.00 Approved ] = El =
AND DECORATIVE FANS, DRAPES,
AND PULL DOWY
COURIER/DELIVERY SERVICES
(INCLUDING AIR COURIER
2 [ 9622401000 SERVICES) COURIERJDELIVERY =Y 2.0000 HUR. 9522401 300000 16.00 Approved [ = =]
SERVICES (INCLUDING AIR
COURIER SERVICES)
[ Close Short All Lines | *Go to [__More ~
vals
[§]Save |t Return to Search [=7] Notify % Refresh [+ Add =
L 1
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g/ Managing eVA Purchase Orders (continued)
y 4

eVA Direct Orders (DOs) come into Cardinal with an Approved status. Material modifications (such as adding a line,
changing quantities or prices, etc.) made to an eVA PO are not done in Cardinal.

When changes are required, they must be performed on the PO in eVA, and then the PO change order will be interfaced
back to Cardinal.

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

Dispatching POs is discussed later in the course.
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/;/ Submitting Purchase Orders for Approval
/

POs created without a requisition require an approval.

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

POs interfaced from eVA are loaded with an approved status, since the POs were created in eVA and have already been
approved.
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y Submitting Purchase Orders for Approval (continued)
/

Email notifications, with links to worklists items, are sent to
Supervisors as a notification that POs require approval.

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

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

For more detailed information about PO approvals, see the
course entitled 501 PR343: Procurement Approvals located
on the Cardinal website in Course Materials under
Learning.

Faroorites - Man Menu - 3 Workist - 3 Worklist

Purchase Order Approval

Egsiness Unit 30130
FOID 001183552

Pk Tofal 3133705 Us0
Soppler 10 00063033083 LL Cader & Soninc
Buyer GEQORGEMASON
PO Referente Sloae
[ Emeo

" Reviaw Lines

Line Datails

Select  Line Ren Desariphon Quardty UOM Price

STOME HO. 1, STONE 1250000 LT 2452000

O |
£
¥ soeam

- ClearAll View Lines Delais

Review ! Edit Approvers
PQICQ for Supervisor Action
*  Purchase Order 000 1143552:Fending [#]5ta Kew Path
Buyer Supseivisor Ho Reg
Panding

WOAGAN JP
EI Bryer's Superesor

Approval Comments

PO Stalus Pend Appe
PO Date MATENT

Justification |Wo fosfifoation antered by by,

e

Personalize | Find | Wiew a1 | 5] =5 Fist 4 1001 'L Last

Origial

Merchandise
LT Sebstitubed Fan

ng CLITERDY Diescription

315 UED

I hppete Hoid Dy

Retum i Warkdisi
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/;/ Dispatching and Printing Purchase Orders
/

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

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

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

This process involves the following steps:

« PO Dispatch is a batch process that runs throughout the day.

» The status of the PO changes to Dispatched.

«  The Buyer can print out the PO, or if the eVA order method is URL, the PO is sent to the supplier by eVA.

All POs are interfaced to eVA, except POs with eVA order method of Exception and originating in eVA.
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#/ Dispatching and Printing Purchase Orders (continued)
/

A PO maybe dispatched by either going to the Maintain Purchase Order - Purchase Order page and clicking on the
Dispatch button, or by waiting for the automatic dispatch process to be run.

IMaintain Purchase Order
Purchase Order

Business Unit 50100
POID MEXT

Favorites - | Main Menu - > Purchasing «

Copy From |

<

Header (2
*P0 Date |0T/05/2023
*gupplier |LYME COMPU-001
*Supplier 1p 2000000007
*Buyer |PAM.SFROUSE

PO Reference |Software
Web IMS7:

Header Details
PO Defaults
PO Activities

- Actions

o0 oI

> Purchase Crders ~ : Add/Update POs

Supplier Search
Supplier Details
LYME COMPUTER SYSTEMS INC

SFROUSE,PAMELA M

Activity Summary
Add Comments
Add ShipTe Comments

PO Status  Qpen C7g

(JHeld From Further Processing

Receipt Status Mot Recvd
*Dispatch Method JETEET
eVAPO Type (ROT_|Q  Routine Bill Vendar
eVA Order Method URL

eVA Interfaced MNSEV
eVA Dttm

VA Procure Type | Sueplies - Technology v
eVA Confirming Order: O

Amount Summary (2

Merchandise 0.00 R
FreightTax/Misc. 0.00 [ Calculate )
Total Amount 0.00 USD

| New Window | Help | Personalize Page =
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»/ Dispatching and Printing Purchase Orders (continued)
/

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

Main Menu > Purchasing > Purchase Orders > Dispatch POs

« Enter the Business Unit and PO ID.

* Check the Print BU Comments and Print PO Item Description checkbox.
» Print another copy, by clicking the Print Copy checkbox (optional).

« Click Run.

Favorites = Main Menu * Purchasing+ * Purchase Crders~ » Dispatch POs

Dispatch POs

Run

Run Control ID festi23 Report Manager  Process Monitor

Language| English hd 2! Specified Language "' Recipient's Language

Process Request Parameters Statuses to Include

Business Unit 50100 IQ Approved Dispatched Pending Cancel
Dispatch Methods to Include
To Q p
— ' Print * FAX + EDX
PO 1D (0001143563 L select Purchase Order 7 E-Mail 4 Phone

PO Status Dispatched

Contract SetlD

Miscellaneous Options

*Chartfields | Valid Charifields

]

Contract D
Change Orders Changed and UnChanged Orders v
Releasel | L
! Print Changes QOnly L Print BU Comments
From Date

Through Date
Supplier 1D
Buyer

Fax Cover Page

Template ID

[& save ||[=] Motify

Q

| Test Dispatch

¥/ Print PO Item Description

[ Print Copy

[ Print Duplicate

sort By [ Sort by Line Mumber

]

% add || 7] update/Display
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%/ Dispatching and Printing Purchase Orders (continued)
/

The PO may be printed as a PDF version, as a copy only. This printed version does not have a Buyer signature box.

Navigate to the Print POs page using the following path:

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

L]

Favorites = Main Menu = * Purchasing = * Purchase Orders > »* Review PO Information » * Print POs
Print POs
[ Run |
Run Contral ID test]23 Report Managsr  Process Monitor
Language|English 7| ® gpecified Languapge ) Recipient's Languags
Report Request Parameters Statuses to Include
Business Unit 50100 |3 To a, Approved Dispatched Canceled
Open Pending Completed

PO ID[0001143551  |Q Select Purchase Crder

Miscellaneous Options
Contract SetlD

*Hold Statys| On Hold AND Net On Hold v
Conftract ID ¢ ats
Release *Chartfizlds | Fecycled AND Valid Chartfields T
FrIDITI Dﬁt& Change Drders UHEhangEd OI'I:IE-TS v
Through Date Print Changes Only
| Print PO Item Description
Supplier ID [ Print Duplicate
Buyer Number Of Copies 1
sort By Sort by Line Number T |

[&) save ||[=] Notify [y Add || z] Update/Display




/) Lesson 2: Checkpoint

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

\

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

True or False

-

J

Once the creation of the PO is started, you can identify the following and associate to the PO.

a) ltems

b) Suppliers
c) Pricing

d) Comments

-

~

3.

J

Match the correct answer to each question:

a) POs created without a requisition

b) POs interfaced fromeVA

c) POs created by the purchase order build process from a requisition_
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f) Lesson 2: Summary
/

” Processing Purchase Orders

In this lesson, you learned:

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

* POs that you create without a requisition require approval.

» POs created by the PO build process from a requisition are built with an Approved status.
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f) Lesson 3: Introduction
/

‘ Maintain and Modify Purchase Orders (Change Orders)

This lesson covers the following topics:

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

« Change Order Helpful Hints
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#/ Create Change Orders for a PO
/

Except if interfaced from eVA or SiteManager, a change order is

created manually when a dispatched PO requires modifications _ S
that affect any of the following: oo e

Maintain Purchase Order

Purchase Order
Business Unit 50100 PO Status  Dispatched X

+ PO quantities
I I POID 1264045
CopyFrom[_ +] (O Hold From Further Processing

Header (7
V *PO Date 03/17/2023 ) Supplier Search
° o ar a ues Backorder Status  Not Backordered
+Supplier CARTER MACHINE Create BackOrder
Supplier Supplier Details
Receipt Status Not Recvd

eVAPOType RO |Q Routine Bill Vendor

« Shipping/billing addresses S

*supplier |p 2000018192 Garter Machinery Company Inc
*Buyer KELSIE.COFFEY aQ COFFEY,KELSIE LEE

e lusz: VA Interfaced SEVA
Header Details Activity Summary eVA Dttm  03/20/23 11:30:17
. . PO Defaults Edit Comments
* Add/cancel line items e, St —
Requisitions Document Status eVA Procure Type
- Actions &VA Confirming Order: [J

Amount Summary (7

Merchandise 24,112.00 P
FreightTax/Misc. 0.00 Calculate

In addition, since suppliers and agencies are charged eVA fees

based on the values of a PO, all PO’s must be reconciled to
match the received and paid amounts. If an update is needed
based on the reconciliation, it also creates a change order.

To make a change to a PO that has been dispatched, i.e., change
order, use the Add/Update POs pages using the following path:

Main Menu > Purchasing > Purchase Orders > Add/Update
Pos

Using the Find Existing tab, search for the PO you wish to
change. 61



/p/ Create Change Orders for a PO (continued)
y 4

There are several ways to create a change order from the Maintain Purchase Order — Purchase Order page:
»  Click the blue triangle in the top right corner to change header information.

« Add a line/cancel a line using the +/- icons to the right of the line.

+ Change the quantity or price on a PO line or PO schedule.

*  Click the blue triangle on the Lines — Statuses tab to change line information.

»  Click the blue triangle on the Maintain Purchase Order - Schedules page to make changes to a line schedule.
Navigate to this page by clicking on the Schedule icon.

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

Once changes are made and Saved, the change order is ready for dispatch, or will be submitted for approval.
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»/ Create Change Orders for a PO (continued)
/

From the Maintain Purchase Order — Purchase Order page, click on the Schedule icon to jump to the Maintain Purchase
Order - Schedules page. To modify the schedule Due Date or Ship To fields, go to the Statuses tab in the Schedules
section of the page and click on the Blue Triangle icon.

Lines (7 Personalize | Find | View All | B3] [ First ‘4 10of1 '}' Last

Details Ship To/Due Date Statuses Item Information Affributes RFQ || Contract Receiving

Line ltem Description PO Gty *UOM  Category Price m'“:;’:gﬁ Status
1 % 7503532020 STONE NO. 1, STONE Ea 125.0000 LTN Th03532 2495000 3,123.75 Approved ES i+_—| E

Maintain Purchase Order

Schedules
Unit 50100 Supplier LL CARTER-003 PO Status Dispatched
POID 0001143549 PO Date 12/22/2016

Lines Find | View All First ‘4 10of1 '}/ Last
Line 1 Item 7503532020 STONE NO. 1, STONE PO Qty 125.0000 LTMMerchandise Amt 3,123.75USD
Schedules Personalize | Find | View All | £ [ First ‘4/ 10f1 ‘&' Last
Details Shipment || Matching || Receiving || Freight | RTV

Sched *Due Date *Ship To *PO Qty Price m"ﬂmﬁi Status

1 % 12/22/2016 CNTRL OFF3 = 125.0000 2499000 3,123.75 Active % o @ %3 I£| |:—|

Add ShipTo Comments
[§lsave ||[Eh Returnto Search ||[=] Netify ||#% Refresh Es Add || /2 Update/Display

When updates have been completed, click Return to Main Page to return to the prior page.



» Create Change Orders for a PO (continued)
/

From the Maintain Purchase Order - Purchase Order page, the quantity of a PO can be increased or decreased:

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

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

| New Window | Help | Personalize Page =
Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status Dispatched A b4
POID 1264045
Copy From | v] (JHold From Further Processing
Header (7
*PO Date |03/17/2023 [ Supplier Search
Backorder Status  Not Backorderad
. _ [CARTER MACHINE Create BackOrder
Supplier =™ LA Supplier Details
*Supplier In 0000018192 Carter Machinery Company Inc Receipt Status T
=i L JIspalcn
*Buyer [KELSIE.COFFEY _ |@Q  COFFEY.KELSIE LEE Dispatch Method
RO ; :
PO Reference 46449 exp 411623 eVA PO Type Q. Routine Bill Vendar
eVA Order Method URL
e
Web IMS?z: VA Interfaced SEVA
Header Details Activity Summary eVA Dttm  03/20/23 11:30:17
PO Defaults Edit Comments
PO Activities Add ShipTo Comments |
W
Requisitions Document Status eVA Procure Type
- Actions 2VA Confinning Order; [

Amount Summary (7

Merchandise 24,112.00 -
FreightTax/Misc. 0.00 | Caleulate |

Total Amount 24112.00 UsSD




V4

On the Maintain Purchase Order - Purchase Order page:

Make the needed changes to the existing line(s). In this example the PO Qty is increased from 125 to 130.

Click Save.

s/ Create Change Orders for a PO (continued)

Add ltems From (2

Catalog

Lines (?

Details || Ship To/Due Date

Select Lines To Display (7

ltem Search Search for Lines

Statuses || Item Information || Affributes | RFQ || Confract

Receiving

Line

Q To Q| Refrieve |

Personalize | Find | View All | 0] 2

First ‘4" 10f1 ‘»’ Last

The Change Reason pop-up window displays:

Click OK.

Line ltem Description PoQtyfUOM  Category pice  Merchandise gy,

1 [ 7503532020 STONE NO. 1, STONE £, 130LTN 7503532 24.99000 3,123.75 Approved ES Bl [=]

Close Short All Lines | *Go to[... More ... v

View Approvals

[Z Return to Search =] Notify || Refresh [E Add F5| Update/Display
Enter a Reason Code and Comment to explain the change(s).

Reason Code Page
Help

Enter a reason code and comment for making changes

Unit 50100 POID 0001143549

that are being tracked.

Reason Code | QUANTITY [}

Comment |Increased quantity from 125 {o 130
411/2017]

(B

[Juse Same Reason Code

oK Cancel Refresh
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/;/ Create Change Orders for a PO (continued)
/

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

In the example below, the PO value did not increase by more
than 25% and therefore its status remains Approved.

See the section in this lesson entitled Change Order Helpful
Hints for additional details on change order approval
processing.

* The Dispatch Method defaults to Print.

* Click on the Dispatch button.
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»/ Create Change Orders for a PO (continued)
/

The Dispatch Options pop-up window displays:
Check Print BU Comments to display line and header comments, to include eVA terms and conditions.

+ Click OK.
Dispatch Options 3
Help

Use One Ship To Ship To CNTRL OFF3
Dispatch Options
[] Test Dispatch

Fax Cover Page
Print BU Comments

Server Name X Print Duplicate on PO
*Qutput Destination Type [l print changes Only
Print PO ltem Description
*Ouiput Destination Format Ul print Copy

Cancel Refresh

A pop-up message regarding waiting for confirmation will be displayed:
Click Yes. Once the PO Dispatch process has completed, the Maintain Purchase Order — Purchase Order page will

display.

Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10205 44)
Your requast is currently in process. If you choose to wait, once the process has completed, you will be returnad fo the updated PO. If you choose not to wait, please check the

Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

P Yes ]| Mo |




V4

» Create Change Orders for a PO (continued)

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

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

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

IMaintain Purchase Order
Purchase Order

Business Unit 50100
POID 1264045

Copy From | v|
Header (7
*p0 Date [03/17/2023 B
*Supplier CARTER MACHINE

*Supplier ID 0000018192
“Buyer KELSIE.COFFEY Q
PO Reference 48449 exp 4/15/23

Web IM57:

Header Details
PO Defaults
PO Activities
Requisitions

~ Actions

Supplier Search

Supplier Details
Carter Machinery Company Ing
COFFEY,KELSIE LEE

Activity Summary

Edit Comments

Add ShipTe Commenis
Document Status

PO Status Dispatched A

[CJHold From Further Processing

Backorder Status Not Backordered

Receipt Status Mot Recvd

“Dispatch Method

Create BackOrder

eVA Order Method URL

eVA Interfaced SEVA
eVA Ditm  03/20/23 11:30:17

eVA PO Type [ROT_ |QU  Routine Bill Vendor

eVA Procure Type |

eVA Confirming Crder: O
Amount Summary (7

Merchandise 24, 112.00
FreightTax/Misc. 0.00
Total Amount 24 112.00 USD

| New Window | Help | Personalize Page =
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/;/ Create Change Orders for a PO: Cancel PO
/

Cancel PO:

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

In order to cancel the PO:

+ The PO cannot be on hold

* There cannot be any matched PO line schedules

* There cannot be any receipts against the PO

» There cannot be any open vouchers against the PO

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

Once cancelled, the Buyer or a batch process will dispatch the PO to complete the cancellation process. This step is required
to officially cancel the PO.
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Create Change Orders for a PO: Cancel PO (continued)

Favorites « | Main Menu « »  Purchasing =

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 1264045

Copy From | v|
Header (%
PO Date [03/17/2023 EH
*Supplier CARTER MACHIME
*Supplier ID 00000151492
*Buyer |[KELSIE.COFFEY _|Q

PO Reference 46449 exp 415123

Web IMS?:

Header Details
PO Defaulis
PO Activities
Requisitions

- Actions

» Purchase Orders » > Add/Update POs

Supplier Search

Supplier Details
Carter Machinery Company Inc
COFFEY KELSIE LEE

Activity Summary

Edit Comments

Add ShipTo Comments
Document Status

PO Status Dispatched A X

[CJHold From Further Processing

Backorder Status Mot Backordered Create BackOrder

Receipt Status Mot Recvd
“Dispatch Method Dispaich
eVA PO Type RO |QU  Routine Bill vendor
eVA Order Method URL

eVA Interfaced SEVA
eVA Dttm  03/20/23 11:30:17

eVA Procure Type | bl
eVA Confirming Order: dJ
Amount Summary (?
Merchandisa 24 112.00 S
FreightTax/Misc. 0.00 | Calculate

Total Amount 24 112.00 USD

| Wew Window | Help | Personalize Page «
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» Create Change Orders for a PO: Cancel PO Line
/

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

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

| Details for Line 1 |

Help
PO ID 0001143549 Supplier LL CARTER -003
Line 1 ltem ID 7503532020 STONE NO. 1, STONE!
Line Details
Category 7503532 Line Status Approved N
Description STOME Backorder Status Mot
Backordered

Category ID 03113 Amount Summary
Amount to Receive 3,.248.700 usD Merchandise Amount 3,248.70 usD
Quantity to Receive 130.0000 Doc. Base Amt 3 248.70 uso

Item Availability

Transaction ltem Description
STOME NO. 1, STONE

Preferred Language Item Description
STOME NO. 1, STONE

Expand All Collapse All
Item Information

Attributes
RFQ
Contract

Receiving

H | OK || cancel || Refresh




» Create Change Orders for a PO: Cancel PO Schedule
/

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

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

Click on the Schedule Details icon to open the Details for Schedule pop-up window. Click the red X to cancel the purchase
order schedule. The system cancels the PO schedule.

[Details for Schedule 1 |
Help
Unit 50100 Supplier SUFPERICR P-005
POID 0001201045 Item 7452150000 BM-25.0 (BASE MIXTURE) BM-
SR
Line 2
Schedule 1 Status Active A XK
Schedule Details
Due Date 080772019 Custom Price - No Override
Time Due || Zero Price Indicator Mo Charge
Ship To FREDRK RES
Amount Summary
i i 02072019
Original Promise Date Schedule Qty 75 0000
Ship Date & Merchandise Amt 5,163.00 USD
Ship via COMMON Common Carrier Doc. Base Amount 5.163.90 USD
Freight Terms FOB DEST FOE Dest, Freight Prepaid
Attention To
Distribute By CQuaniity
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@ Approve Change Orders
/

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

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

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

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

For more detailed information about change order approval requirements, see the course entitled 501 PR343: Procurement
Approvals located on the Cardinal website in Course Materials under Learning.
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@ Change Order Helpful Hints
/

Change Order Approvals Summary:

* Adding a line to a PO will require Supervisor approval.

« Changes < 25% do not need Supervisor approval.

+ Changes > 25% will escalate to the Supervisor for approval.

« Changes > 25% or $50,000 (whichever is greater) to PO with original value > $50,000 will escalate to the ASD Director for
Approval

Helpful Hints:

* The following will automatically cancel an eVA order and create a new eVA order:
— Change to the Bill To Address
- Change to a different address location for the same supplier

* Never change the unit price on an item that has already been received and vouchered. Close out the line amount to what
has been matched and insert a new line for the remaining items at a changed price.
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9/ Approve Change Orders (continued)

Change orders are approved on the Purchase Order
Approval page. Access this page through the worklist using
the hyperlink at the bottom of every page.

Navigate to the Purchase Order Approval page using the
following path:

Main Menu > Worklist > Worklist

Click the Purchase Order hyperlink to access the change
order to be approved.

For more detailed information about change order approvals,
see the course entitled 501 PR343: Procurement
Approvals located on the Cardinal website in Course
Materials under Learning.

Fovortes = | Main Menu - > Wordist = > Workist |

Purchase Order Approval |

Buiginass Uit S0100
PD D D001 103505
PO Total

PO Reference 50% Changa Ordar Test

Exit POy

Review Lines

Line Details

Seldagt Lime Ttermi Dessripfion Guantity LOM Price
1 35000000 LTH 11612000
SALT, SOOIUR
CHLORIDE. BULK
<
¥ Select Clear All Wiew Lines Detsils

Review | Edit Approvers
POICO for Supervisor Action
Purchase Order 0001196509 Approved

CO for Procurement MNGT Action

Purchase Order 0001196509: Pending
jCrng Cird - Gy Wl > 50009

Adrmin Approved Admin Approved

Pelerson, Tays K OWVDOT)
Fl % = Procrement Mg Aol

Eimberir, Ksley (4T

O
¥ Procuerent Mareger Appovdl

PO Status Pend Apar
PO Date 0211520108

.Im-riﬁmli-m'.\.'eJas.'m:;.‘u'm enfersd By Buyer.

Personsiize | Find | viewan | 2] E§ Fist ‘% 1af1} Last
Merchandise . N Crrigina .
Asmount Currency Substituted liem Descriptian
406, 420.00 UED
>

[F]Start e Patn

‘EViewHide Comments
F|Stact Mew Path

Reviewer

14 Babb. Ange=iks (VDOT)} | _F5
B+ e Fevizver tH

Pending
Mubicle Aporovers

H O A= Dinector Agproval

gl 4

DE1B1E - 107 AM D51 10.00 AW
Comments
Comment History
Approval Comments
AR Haold Dany Pushbsack
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#/ Approve Change Orders (continued)
/

Fawortes = | Main Menu - > Wordist= > Workist |

Purchase Order Approval |

Baisiness Uit Z0100
PO D OO0 1 R50E PO Status Poed Apgr
PO Total D5 420,00 2D PO Date 03152018
Saippler 1D DOOO0AT4E54  Cangll Ins
Buyer DESSIEEELL Justification (Vo jusificaion enferd by buyer.
PO Reforence 50% Changa Ordar Tast

Exrit PO
]
Review Lines
Line Details Porsonaitze | Find | view & | £21] & Fist ‘& 1af1 't Lagt
. . Merchandize ) Criginal . -,

Seldact Line Itemi Descrphion Gamanbity LOM Price Aamount Currency Substituted Hem De=crpSon
SALT, 00D
CHLCRICE.

O 1 ROAD MANTENANCE 35000000 LTH 11612000 405,420.00 LUSD
SALT, SOOIUR
CHLORIDE. BULK
€ >
# Sl Al Ll Ciear an [ Wiew Lines Detals

Review | Edit Approvers
POFCO for Supervisor Action
Purchase Order 0001196509 Approved [F]Start Mew Patn

CO for Procurement MNGT Action

- - {ZiviewHide Comments
Purchase Order 0001196509 Pending [ Stavt Mew Fath
Adrmin Approsved Admin Approved Pemnding Rewiewer
Eimberir, Keley (VTOT) Pelzr=on, Toys M WDOT) Mukole Aporowers Eabb, Ang=ika WVDOT} | 0
U Procurment P."-:raqﬂ'.ﬂnp:lwd k| oW Zr Procurerent Mg Approwal 4 If—':l AED Direchor Approval Fl & Feyizpmr i
DB1B1S - 1007 AM OE1RE - 10.08 AM
Comments
Comment History
Approval Comments
ElL

Approve il Deny | Pusnbsex |




f) Simulation: Creating a Purchase Order/Ad-Hoc
/

You will now view a simulation that demonstrates how to Create a Purchase Order/Ad-Hoc.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Purchase%20Orders/index.html?Guid=e3725530-e544-4681-a1b5-90cdba075c4d&Mode=T&Back

/p/ Purchase Order: Modify Accounting Distribution
y 4

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

There are instances when a PO has been partially received/vouchered and, due to fiscal changes in budgets or project
coding, it is necessary to change/edit the chart of accounts distribution for the remaining balance.

For more detailed information about making these changes, see the job aid entitled 501 PR344: Update ChartFields on
Partially Vouchered Purchase Orders located on the Cardinal website in Job Aids under Learning.

Modify Accounting Distributions: Single Line

To modify the accounting distribution for a single line, navigate to this page using the following path:
Purchasing > Purchase Orders > Add/Update Pos

» Select the Schedule icon from the Details tab to open the Schedules page.

+ Select the Distributions/ChartFields icon on the line to be changed.

» Enter the new ChartField values.

* Click OK to save.
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j Purchase Order: Modify Accounting Distribution
(continued)

Modify Accounting Distributions: Single Line

Lines (7 Personalize | Find [ view Al | 2] E& First (4 1011 2 Last
Details | Iil'llp To/Due Date || Statuses || ltem Information || Aftributes || RFQ || Contract || Receiving |
Line Item Description POQty *UOM  Category Price  MerCRANdIse o g
mioumnt
1 % 7503532020 STONE NO. 1, STONE EEL 1250000/ LTN Th03532 2499000 3,123.75 Approved E<] E|
Maintain Purchase Order
Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143548 PO Date 12/22/2016
Find | View All First ‘4’ 1fpf1 ‘b’ Last
Distributions for Schedule 1 = PO Qty 125.0000 LTNMerchandise Amt 123,75 USD
Help Personalize | Find | View Al | B2] = First ‘4 1 off§ '»' Last
Unit 50100 Supplier LL CARTER -003
PO ID 0001143549 ltem 7503532020 . Merchandise
Line 1 Qty Price ‘Amount Status
T —— ——
*Distribute By Schedule Qty 130.0000
Merchandise Amount 324870 USD B Add_|[F UpdateDisplay
SpeedChart & Multi-SpeedCharts Doc. Base Amount 324870 USD

Distribution

Dist Status

1 Open

Percent PO Gty

100.0000| |130.0000
<

[ ok ]

Cancel

|| Refresh |

Chartfields || Details/Tax || AssetInformation || ReqDetail || Statuses | [F=0)

Merchandise
Amount Currency

3.24870U3D

Personalize | Find | View Al | 2 | [ First ‘4) 1071 2 Last
*GL Unit Entry Event *Account Fund Program Department
50100 |Gy Qi 5012550 Q. 04100 (S 699001 Q, [10003 Q,
>
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V4

- Purchase Order: Modify Accounting Distribution
(continued)

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

For more detailed information about combination edits, see the job aid entitled 501 GL332: Combination Edits Review
Tools located on the Cardinal website in Job Aids under Learning.

Message
Correct ChartFields Combination on Line Number. 1 Schedule Number: 1 Distribution Line Number: 1 for Chartfields: ACCOUNT/ FUND_CODE in Group: ACCTFNDREQ.
(10208,66)

Faor a list of valid ChartField combination data, please refer Combination Data under Set Up Financials/Supply Chain = Common Definitions = Design ChartFields = Combination
Editing = Review Combination Data

|

TTETgNMU TS G

T bl Aoy szl T EAN AAN AN B lalnt
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(continued)

Accounting entries may be modified for PO lines that have not
yet been received or matched and vouchered in Accounts
Payable.

Changing accounting distributions does not trigger the change
order approval process.

Access the accounting distribution lines from the Maintain
Purchase Order — Purchase Order pop-up window by
clicking on the PO Defaults hyperlink.

New values entered on this page will override default values.
Only fields with new values will be updated.

Purchase Order: Modify Accounting Distribution

Purchase Order Defaults

Business Unit 50100 POID 0001143549 Supplier LL CARTER -003 Change Order 1
Default Options (7
O Default If you select this option, the default values entered on his page are treated as part of the defaulting logic and are only applied if no other

default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.

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

Category Q Unit of Measure Q
Schedule
Ship To [CNTRL OFF3 Q. central Office Old Bldg Ultimate Use Code Q
Due Date (5 Original Promise Date [
Ship Via COMMON Q Freight Terms Code [FOB DEST Q
Arbitration Q Freight Charge Method
*Distribute By One Time Address
Distribution
SpeedChart Q
Distributions Personalize | Find | View All | 2| B omst C1om1 2 Last
Chartfields | Asset Information
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center Task
1 50100 |Q, Q a a o, [100a1 a a
< >

| ok || cancel || Refresh |
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j Purchase Order: Modify Accounting Distribution
(continued)

Purchase Order Defaults x
Help
Business Unit 50100 POID 0001143549 Supplier LL CARTER -003 Change Order 1
Default Options (¢
If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other

default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.

O Default

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

Line
Category Q Unit of Measure Q
Schedule
Ship To [CNTRL OFF3 Q. central Office Old Eldg Ultimate Use Code a,
Due Date El Original Promise Date El
Ship Via [COMMON (&} Freight Terms Code [FOB DEST (&}
Arbitration Q Freight Charge Method _
*Distribute By One Time Address
Distribution
SpeedChart (&}
Distributions Personalize | Find | View All | BV | B First ‘4 10f1 ‘» Last
Chartfields || Asset Information |
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center Task
1 50100 |y Q Q Q < [10081 Q Q
< #
| ok || Cancel || Refresh |
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f) Lesson 3: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer
below.

(" )

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

True or False

Y4
AN

When you need to change a PO that has already been , Yyou create a change order.

a) Started
b) Dispatched
c) Approved

\_ d) Closed )




fj Lesson 3: Summary
/

‘ Maintain and Modify Purchase Orders (Change Orders)

In this lesson, you learned:

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

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

« If the chart of accounts distribution is not valid, an error message will be displayed.
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f) Lesson 4: Introduction
/

” Reconciling/Close the PO

This lesson covers the following topics:

Reconcile/Close a PO
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#/ Reconciling/Close a PO
/

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

To reconcile/close a PO navigate using the following
path:

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

+ Select the Find an Existing Value tab.

« Enter the PO ID # to be closed out.

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

» The details of the PO selected are displayed.

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

Favoriles + ‘ Main M

enu v > Purchasing~ > Purchase Orders » > Add/Update POs

Iaintain Purchase Order

Purchase Order

Business Unit 50100

PO ID

Header (7

“PO Date
*Supplier

*Supplier ID

*Buyer [KELSIE COFFEY _|Qy

PO Reference 46449 exp 4/15/23

Web IMS§?:

1264045

03/17/2023

CARTER MACHINE

0000018192

Header Details
PC Defaults
PO Activities
Requisitions

~ Actions

Supplier Search

Supplier Details
Carter Machinery Company Ing
COFFEY,KELSIE LEE

Edit Comments
Add ShipTo Comments
Document Status

| Mew

PO Status  Dispaiched A *

O Hold From Further Processing

Backorder Status  Not Backordered Create BackOrder

Receipt Status Not Recvd
*Dispatch Method Dispaicy
eVAPO Type ROT & Routine Bill Vendor
€VA Order Method URL
eVA Interfaced SEVA
eVA Dttm  03/20/23 11:30:17

eVA Procure Type\:l
@VA Confirming Order: [
Amount Summary (2

Merchandise 24.112.00 ‘ |
FreightTaxiMisc. 0.00 Calculate |

Total Amount 24,112.00 USD

Window | Help | Personalize Page “
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4/ Reconciling/Close a PO (continued)

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

« The Details tab displays the Order Qty. Scroll to the right and make note of the quantity ordered.

* Click on the Receipt tab.

Faveriles Main Menu - > Purchasing ~ > Purchase Orders ~ > AddUpdale POs > Aclivity Summary
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase QOrder 001143553 Supplier LL Carter & Son Inc
mMerchandise Amaount 6,247.50 UsSD Supplier Location MAIN
Merchandise Receipt 4.995.00 USD
Merchandise Returned 000 UsD
Merchandise Involce 0.0 UsD
Merchandise Matched 000 UsD
Lines Personalize | Find | View All | L-'T—I [sd First ‘4" 1of1 ‘®' Last
Details | Receipt | Irvoice || Mafched | RTV |
Line Iterm Item Description uom Order Qty 3::::;; Currency Amaunt Only
1 [ 7503532020 STONE NO. 1, STONE LTH 250.0000 6,247.500 USD
{ >

|[&F Return o Search [%] Matify
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9/ Reconciling/Close a PO (continued)

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

* Click on the Invoice tab.

Favarites - | Main Menu » Purchasing - > Purchase Orders » » Add/Update POs > Activity Summary
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase Order 0001143553 Supplier LL Carler & Son Inc
Merchandise Amount 6,247.50 USD Supplier Location MAIN
Merchandise Receipt 4,983.00 UsD
Merchandise Returmed 0.00 UsD
Merchandise Invoice 0.00 USD
Merchandise Matched 0.00 USD
Lines Personalize | Find | Wiew All | IEH E First
| Details | Invoice || Matched | RIV |
Line ltem ltem Description UOM |Gty Received |Qty Accepted qu;::,ﬂft; Open Amount Currency
1 % 7503532020 STOMNE WO. 1, STOMELTH 200.0000 200.0000 50,0000 1.240.500 USD

[a* Return to Search

|[=] Notify

1

1 aof 1

LE! Last
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s/ Reconciling/Close a PO (continued)

« The Invoice tab displays the Quantity Invoiced and Amt Invoiced from the supplier. \
 Foreach line compare:

- the Order Qty on the Details tab with the Qty Received on the Receipt tab

— along with the Quantity Invoiced on the Invoice tab.

* Click on the Matched tab.

Favorites - | Main Menu - » Purchasing -~ »> Purchase Orders ~ » Add/Update POs > Activity Summany
Activity Summary
Business Unit 50100 PO Status Dispalched
Purchase Order 0001143553 Supplier LL Carler & Son Inc
Merchandise Amount 6,247.50 USD Supplier Location MAIN
Merchandise Receipt 498200 UsSD
Merchandise Returned 000 UsSD
Merchandise Invoice 0.00 UsD
Merchandise Matched 0.00 UsD
Lines Personalize | Find | View Al | 2] (5 First ‘4 1of1 '» Last
| Details | Receipt ' Matched || RIV |
Line ltem Iltemn Description Lo E:ﬂgs Amount Only Amt Invoiced| Currency u“-il:;::i::l
1 [ 7503532020 STOME MO, 1, STONE LTH 0.0000 ] 0.00q UsSD 250,00
< >

[a Return to Search | |[=] Nolify




4/ Reconciling/Close a PO (continued)

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

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

Favories - Main Menu -+ » Purchasing= > Purchase Orders = > Addilpdale POs > Activity Summany
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase Order Q0001143553 Supplier LL Carfer & Saon Inc
Merchandise Amount 524750 USD Supplier Locatien MAIN
Merchandise Recikipt 4. 06800 LISD
Merchandise Relurmed 000  LUSD
Merchandise Invoice 000 LSD
Merchandise Matched 000 uso
Lines Perzonalize | Find [viewsn | (2] B Fisst 4 1011 2 Last
| Datats || Receipt || Invelce RIV | [=9
Line Item Hem Description Lo ity Matched Amit Matched fourmency
1 E‘;, TH03532020 STONE NO. 1, STOMNE LTH 0.0000 0. USD

|&* Relurn o Search =] Mality
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Reconciling/Close a PO (continued)

For each line, enter the Qty Received from the Receipt tab on the Activity Summary in the PO Qty field.
Click on the Schedule icon.

Favorites - ‘ Main Menu ~

Add ltems From (7

Lines (?

Document Status

Itam Search

Purchasing » > Purchase Orders ~ > Add/Update POs

&VA Procure Type |

w

eVA Confirming Order: _
Amount Summary (?

Merchandise
FreightTax/Misc.

Total Amount

Select Lines To Display (2

Search for Lines Line

Details Ship To/Due Date

Line
1 B
2 B

View Approvals

Item Information Altributes RFQ

Description

MINI EXCAVATOR 305

{11,0000bs £ 11" Dig Depth)
RENT/LEASE VEHICLES &
EQUIFMENT REMT/LEASE VEHICLES
& EQUIPMENT

RENT/LEASE VEHICLES &

EQUIFMENT REMT/LEASE VEHICLES
& EQUIPMENT

Coniract Receiving | [T M

PO Qty p*UOM Category

E}. 11.0000 JHUR 9750001

Ea 11.0000 IHUR 9750001

Close Short All Lines

24 112.00 B —
0.00 Calculate

24,112.00 USD

a To Q|  Refieve |

Personalize | Find | View Al | 0 | [[d  First (4) 1-20f2 (b Last

Merchandise

Price Amount Status
2,192.00000 24,112.00 Approved €] [=]
0.00001 0.00 Approved ES (=]

| *Go to| ... More ...
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#/ Reconciling/Close a PO (continued)
/

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

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

« The Schedules are displayed.

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

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

— Click the Distribution icon for each
line.

Message

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

The action that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannot perform the action af this time.

Favartes~ |  Main Menu~

_r-riaimain Purchase Order
Schedules

Unit 50100
POID 0001143553

» Purchasing= : Purchase Orders» > AddUpdate POs

Supplier LL CARTER D03
PO Date 0100872017

Feturn I Main Pagel

Lines

Line 1 Item 7503532020 STOME NO. 1, STONE

Schedules

Details || Statuses | Shipment || Matching | Recsiving || Freight | RTV | [

Sched *Due Date *Ship To PO Qty

1 E [otoazo17 A cnTRLOFFR @ B 2000000
A SRipTo Commeants
|F8ave | 2" RefumtoSearch ||Z]Mofifv || &% Refresh

PO Status Dispalched

Find | Vizw All Fust ' 1of1 “* Last
PO Oty

Persanalize | Find | View Al | &9 [& First

200.0000 LTMMerchandise Amt 499500 USD

£ 101 ' Last

Merchandise

Price Amount Status

24.00000 4,0998,00 Aclive

T & @Enzl
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#/ Reconciling/Close a PO (continued)
/

« Verify that the PO Qty field on each distribution line matches the changes made to the PO Qty field on the on the

Schedules page and the Purchase Order page.

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

|# Distributions for Schedule 1

Unit 50100 Supplier LL CARTER -003
POID 0001143553 ltem 7503532020 STONE NO._ 1, STONE
Line 1
Schedule 1 Status Active
*Distribute By Schedule Qty
Merchandise Amount
SpeedChart Q. Multi-SpeedCharts Doc. Base Amount
Distribution Personalize | Find | View All | (E | @
Chartfields || Defails/Tax || AssetInformation || Req Detail || Statuses |
Dist Status Percent PO Gty Memiar:gﬂf_ﬁ Currency *GL Unit Entry Event *Account Fund Program
1 Open 100.0000( 2000000 4.998.00USD 50100 | O Q1 (5012550 Q1 (04100 | (699001
<
| OK || cCancel || Refresh |

Help

200.0000

499300 USD
409300 USD

First ‘4 10f1 '»' Last

Department C

@, [1o002 a [

v
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#/ Reconciling/Close a PO (continued)
/

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

Favortes = | Main Menu + » Purchasing = > Purchase Orders~= > AddWUpdate POs

Maintain Furchase Order

Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143553 PO Date 01/09/2017

| Retum to Main Page |

Lines Find | Wiew Al First ‘4 101 '‘»' Last
Line 1 Item 7503532020 STOME NQ. 1, STONE PO Qty 200.0000 LTHNMerchandise Ami 4,9%3.00 USD
Schedules Parzanalize | Find | View Al | E‘| = First ‘1) 10f1 ‘&' Last

Details | Staluses || Shipment | Matching || Receiving | Ereight | BTV | [0

Merchandise

Sched *Oue Date *5hip To PO Gty Price Amount FLAUE

1 = 01/09/2017 ) [CNTRLOFF3 |@ B3 | 200.0000] 24.99000 4,998.00 Active B B O RE
Add ShipTo Commenis
|[5)Save || Return to Search ||=]Mofify ||% Refresh [Es Add || B Update/Display
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4/ Reconciling/Close a PO (continued)

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

Favorites = ‘ Main Menu - > Purchasing - > Purchase Orders ~ >
Requisitions Document Status
~ Actions
Add ltems From (7
Catalog ltem Search
Lines (?
Details Ship To/Due Date Statuses Item Information Altributes RFQ
Line Item Description
MINI EXCAVATOR 305
_ {11,000Ibs / 11" Dig Depth)
1 E% g750001000 REMNT/LEASE VEHICLES &
EQUIPMEMT REMT/LEASE VEHICLES
& EQUIPMEMNT
_ RENT/LEASE VEHICLES &
2 E% 9750001000 EQUIPMEMT REMT/LEASE VEHICLES

& EQUIPMENT

Add/Update POs

Close Short All Lines

&VA Procure Type | b
eVA Confirming Order: _
Amount Summary (?
Merchandise 24 112.00
Freight/Tax/Misc. 0.00 Calculate
Total Amount 2411200 USD
Select Lines To Display (2
Search for Lines Line a To Q| Retrieve |
Personalize | Find | View Al | 0 | [[d  First (4) 1-20f2 (b Last
Confract || Receiving | [F=®
rooty [ruom  Categery Price Merchandise o,
Ameount
& 11.0000|HUR 9750001 2,192.00000 24,112.00 Approvad el =]
[} 11.0-:}00|HUR 9750001 0.00001 0.00 Approved ES ] [=]
| *Go to| ... More ... v

View Approvals
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#/ Reconciling/Close a PO (continued)
/

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

* Click on the Details tab.

» Click on the Schedule icon for the line to be reviewed. The Schedules page for the line will display. Review each line’s
accounting distribution.

* From the Details tab, click on the Distribution icon. The Distributions for Schedule X pop-up window will display.

Favorites + Main Menu - > Purchasing = > Purchase Orders » > AddUpdate POs

Maintain Purchase Order

Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143552 PO Date 01/09/2017

Lines Find | View All First ‘4 1011 ‘& Last
Line 1 Item 7503532020 STONE NO. 1, STONE PO Qty 200,0000 LTNMerchandise Amt 4,008.00 USD
Schedules Personalize | Find | View Al | (2] [& First ‘4 10f1 ‘X Last

| Detans || e [ [ ing || Erelont || BTV

Sched *Due Date *Ship To PO Oty Price Merchandis® status

1 & [o10oz017 69 [cNTRLOFF3 | = | 200.0000 24.99000 4,998.00 Active W & @lt-l =

Add ShipTo Comments

[[F1save ||[c" Retumto Search | [ Notity | (2 Refresh B Asa | [l UpdateiDisplay




The Distributions for Schedule X pop-up window will display:

Reconciling/Close a PO (continued)

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

* Click OK. The Schedules page will display.

Distributions for Schedule 1

Help
unit 50100 Supplier LL GARTER -003
POID 0001143553 item 7503532020 STONE NO. 1, 5TONE
Line 1
Schedule 1 Status Active
*Distribute By Schedule Qty 200.0000
Merchandise Amount 4,988.00 USD
SpeedChart R Multi-SpeedCharts Doc. Base Amount 4.998.00 USD
Distribution Personalize | Find | View All | 0] B First ¢ 1011 2 Last
Chartfields | Details/Tax || Assetinformation | ReqDetail || Statuses
Dist Status Percent PO Oty Merchandis® Cumrency *GLUnit  Entry Event *Account Fund Program Department
Open 100.0000| [200.0000 4,998.00 USD 50100 |y Q (5012550 |Cy (04100 | (699001 < [10003 [s%
<
Cancel || Refresh |
Maintain Purchase Order
Schedules
unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143553 PO Date 01/09/2017
Find | View Al First (4 10f @ ) Last
Item 7503532020 STOME NO. 1, STONE PO Qty 200.0000 LTNMerchandise Amt 4,098.00 USD
Schedules Personalize | Find | view Al | 9] [ First 4" 1011 &) Last
Details || Statuses | Shipment || Matching || Receiving || Ereignt | RTV
Sched *Due Date =Ship To PO Qty Price Merchandise ciatus
1 [y (01092017 [ [CNTRLOFF3 | = 200.0000 24.93000 4,998 00 Active T & B =] =]
Add ShipTo Comments
Save [&h Return 1o Search Notify 3 Refresh [£4 Add =]

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

Click Save. The Change Reason page will display.

Favorites + Main Menu — >

Neuusns

~ Actions

Add Items From (7

Catalog

Purchasing - >

Purchase Orders ~

ltem Search

> AddiUpdate POs

VA Confirming Order: (0
Amount Summary (7

Merchandise
FreightTax/Misc.
Total Amount

Select Lines To Display (2

Search for Lines

Line
Purchasing Kit

Lines (7

Details || Ship ToiDue Date || Statuses || ltem Information || Aftributes || RF@ || Contract || Receiving |

Line Item PO Qty *UOM Category

=1 BLEDA - 010011 Display Board
1 2} T Gt & 50.0000] EA EE
[ Close Short All Lines. ] *Gote

View Approvals

i Return to Search

] Previous in List

5 Nextin List

[=] Netify || Refresh

24,110.00
0.00
24,410.00

Q To

482.20000

| calculate

usD

@ [ Retrieve

Personalize | Find | View All |
Merchandise
Price handise Status

24,110.00 Approved

=]

o

First (40 10f1

Ek Add [V

b Last
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»/ Reconciling/Close a PO (continued)

* Enter/update the Reason Code and Comment. Reason Code Page

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

hd CIiCk OK. Unit 50100 PO ID 0001143553

Reason Code OTHER Q

Help

* The Maintain Purchase Order — Purchase Order page
will display.

Comment |Reduced quantity to match received L.’_"\‘f’
amounts. 4/1/2017

[use Same Reason Code
OK Cancel Refresh

* The reconciliation changes have been saved. rooey | Menlimer o Py ;PO sert

IMaintain Purchase Order
Purchase Order

 The Change Order field value is updated to 1. x

Cirrent Change Reason:

| New Window | Help | Personalize Page =

. . opyrrom| ] (OHeld From Further Processing
* Click on the PO Submit for Approval checkbox S
. . *PO Date |06/30/2023 () Supplier Search
(the green checkmark) which is next to the PO
. *Supplier 1n 2000002139 SES America Ing Recelpt Status Not Recvd
Statu S fI e I d *Buyer[RHONDA THARRING|Q_  THARRINGTON,RHONDAJ “Dispatcn Metnod [Pt v] [ CIIED
- PO Reference PO04356526 eVA PO Type EVP eVAPurchase Crder

eVA Order Method EXCP

.
Web IMS?: VA Interfaced RSEV
Header Details Activity Summary GVADItM 07101423 07-10:09
PO Defaulis Add Comments Y p—
PO Activities Add ShipTo Comments
v
Requisitions Document Status VA Procure Type

~ Actions eVA Confirming Order: ()
Amount Summary (7
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%/ Reconciling/Close a PO (continued)

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

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

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001270590

Favorites + | Main Menu ~ > Purchasing «

PO Reference |FO04356223

Web IM57:

Header Details
PO Defaults
PO Activities
Requisitions

- Actions

Copy From v

v Header (%
«pP0 Date | 0830/2023 [
*gupplierMANSFIELD-064  |Q
*Supplier |p| 2000047959 Q
*Buyer|[EVA.BUYER Q,

> Purchase Orders v > Add/Update POs

Supplier Search
Supplier Details
MANSFIELD OIL Co of Gainesville Inc

EVABUYER

Activity Summary

Edit Comments

Add ShipTo Comments
Document Status

PO Status  Approved

Hold From Further Processing

Receipt Status Not Recvd

*Dispatch Method | Dispalch

eVA PO Type EVP
eVA Order Method EXCP

eVA Interfaced Y
eVA Ditm  07/01/23 07:10:09

eVA Purchase Order

eVAPOID POD4356223

&VA Procure Ty;:l'e| >
eVA Confirming Order: O
Amount Summary (7
Merchandise 16,000.00
FreightTaxiMisc. 0.00 Calculale

Total Amount 16,000.00 USD

| New Window

Help | Persenalize Page =
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f) Lesson 4: Summary
/

” Reconciling/Close the PO

In this lesson, you learned:

* How to reconcile/close a PO by matching the quantity ordered, quantity received, and quantity matched/vouchered for a
PO.
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f) Lesson 5: Introduction
/

‘ Review PO Information, History, and Activities

This lesson covers the following topics:

» Review PO Information, History, and Activities

* Purchase Order Inquiry page
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/#/ Review PO Information, History, and Activities
y 4

After creating a PO, it is possible to view all future transactions and related activities, including the header, line, schedule, and
distribution details. This can be done through the following pages:

*  Purchase Order Inquiry page
* Activity Summary page

* Review Change History and Review Change Orders pages
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4/ Purchase Order Inquiry Page

The Purchase Order Inquiry page allows viewing details of the PO. This page is a display-only version of the Maintain Purchase
Order — Purchase Order page. From here, other pages, such as Activity Summary and Change Order can be displayed, where
additional details of the PO can be viewed.

Navigate to this page using the following path:
Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Enter the search criteria and click Search.

Farviribas = Main Menu = » Purchagng= » Purchese Orders= »  Feview PO Informalion » > Purchase Orders

Purchese Order Inquiry
Purchass Ordar

Business Unin 50700 PO Status  Approved
POID 0001143553
Change Order 1
" Header

PO Dare 01052017
Backorder Stalas Mot Backerdeed

Supgplier ID 0000033053 Suppher Delals Receip Status Fecetred

Buyer MASDMN GEDRGE

Hald From Further Processing

Amaunt Summary
PO Rafersace Sone
o - Meichandise 4,996.00
£ i H n
:ME" Uer:: I;‘:'Lt E“’"’"a"’ll Ereight/TaxMisc. 0.00
I E‘ i I eder Comments

ANRTY Document Status Tatal 4.598.00 USD

Matching = Achicns
Lines Personakze | Find | View a1 | £ ] B ofm 101 st
Line ttom 1D Hem Dascription Catagory Poay uou T Status
1 [ 7a03532020 STOMEND. 1, STONE 7503532 00,0000 LTH AEONUSD  Appeved D ]
View Approvals 1 03

[t Feturn %o Search | =] Moty

IRelated Links




% Purchase Order Inquiry Page (continued)

/)

V4

Favarites - KMain Menu ~ » Purchasing = »* Purchase Ordars~ »* Review PO Information = > Purchase Orders

Purchase Order Inguiry
Purchase Order

Business Unit 50100 PO Status  Approved
POID 0001143553
Change Order 1

“+* Header

PO Date 017092017

Supplier Name LL CARTER -003 b

Supplier ID 0000032093 [ Supplier Details | Receipt Status Recelved
__|Hold From Further Processing

Buyar MASON GEORGE

Amount Summary
PO Heference Slone
" Deta S Merchandise 4.995.00
E:‘“’E” D“r?'r‘s T“;'“ C”"‘"““; FreightiTax/Misc. 0.00
danga ar aager Lommenis
AIlRTY Document Stalus Toral 4.958.00 Usw
Maiching - Actions
Linas Personalize | Find | View all | £ = First ' 1of1 "2 Last
Line Item 1D ltem Description Category PO Gy UOM S andlae Status
1 [ 7503532020 STOME WO, 1, STOME 7503532 200.0000 LTH 4.998.00 USD Approved ) pE
View Approvals
[oh Return 1o Search || =] Molify | | S IRelated Links |
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V4

s/ Purchase Order Inquiry Page: Supplier Details

Click the Return button on the page to return to the Purchase Order Inquiry page when you are done.

Supplier Details — LL Carter & Son Inc

Business Unit 50100 POID 0001143553

Location MAIN

Address 4 | Show Address Details
Contact Show Contact Details

Salesperson Show Salesperson Details

Address Details

Country USA United States
Address 1 17460 Countyline Church Road

Address 2
eVA VLIN VA10051504

eVA Address ID: EVAAD227758
City Ruther Glen

County 077946325 Postal 22546
State VA Virginia

Change Order 1
Terms 30 Net 30

Basis Date Type Prompt Payment

Basis Date

Fax 330/349-1341
Prefix 1

Phone 446/043-8809

Help

Click the Supplier Details link on the Purchase Order Inquiry page to display the Supplier Details pop-up window. This page
displays more details about the supplier for the PO.
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%/ Purchase Order Inquiry Page: Supplier Details (continued)
/

Supplier Details — LL Carter & Son Inc

Help
Business Unit 50100 POID 0001143553 Change Order 1

Location MAIN Terms 30 Met 30

Address 4 i ek e TRE = Basis Date Type Prompt Payment

Contact Show Contact Details Basis Date

Salesperson Show Salesperson Details
Address Details
Country USA United States Fax 330/349-1341
Prefix 1

Address 1 17460 Countyline Church Road

Address 2 Phone 446/043-8809
eVA VLIN VA10051504

eVA Address ID: EVAAD227788
City Ruther Glen

County 077946325 Postal 22546
State VA Virginia
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s/ Purchase Order Inquiry Page: Header Details
/

Click the Header Details link on the Purchase Order Inquiry page to display the Purchase Order Header Details pop-up window.
This page displays the PO defaults and the rules for the PO.

Click the Return button on the page to return to the Purchase Order Inquiry page when finished.

PO Header Details

Help
Business Unit 50100 POID 0001143553 Change Order 1
PO Details
Supplier LL Carter & Son Inc
. . | Tax Exempt
PO Date 01/09/2017 Origin ONL  Online P
PO Type General ID 546001730
Letter of Credit ID
Currency
Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Rate Date 01/01/1901 Base Currency USD
I Rate Type CRRNT

Process Control Option
Hold From Further Processing Method Print

| Dispatch
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[,

» Purchase Order Inquiry Page: Header Details (continued)
/

PO Header Details

Help
Business Unit 50100 PO ID 0001143553 Change Order 1
PO Details
Supplier LL Carter & Son Inc
- , +/| Tax Exempt
PO Date 01/09/2017 Origin OMNL  Online P
PO Type General ID 546001730
Billing Location CNTRL OFFfBilling Letter of Credit ID
Currency
Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Rate Date 01/01/1901 Base Currency USD
i Rate Type CRENT

il | Process Control Option

Hold From Further Processing Method Print

/| Dispatch
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/;/ Purchase Order Inquiry Page: Bill To Address
/

Click the Billing Address link on the Header Details page to display details for the billing location. Click the OK button to

return to the Purchase Order Inquiry page when review is completed.

|| PO Header Details - Bill To Addr955|

Location CNTRL OFF3
Billing Address

Address 1 VDOT Central Office

W Address 2 1221 E. Broad St.
Address 3

Address 4
ﬂ City Richmond

State VA Postal 23219
Country USA

Ok Cancel

Help

| .:fl
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y Purchase Order Inquiry Page: Header Comments
/

If the Header Comments link on the Purchase Order Inquiry page is active, click it to display comments associated with the

PO header. If this link is not active, there are no comments.

Click the OK button to return to the Purchase Order Inquiry pop-up window.

PO Header Comments

Associated Document

Attachment Attach View Email

From -= PO 50100-0001143553

|| 0K I | Cancel

Business Unit 50100 PO ID 0001143553 Supplier LL CARTER -003 Change Order 1
Retrieve Active Comments Only | Retrieve |
*Sort Method | Comment Time Stamp v| *Sort Sequence [Ascending v | Sort
i |Comments Find | View All First ‘4" 10f1 ‘&' Last
Comment Status Active
This is CONFIRMING Purchase Order for Contract number UM512PMC100017 DO NOT DUPLICATE Bl

~| Send to Supplier Shown at Receipt

Shown at Voucher Approval Justification

Help
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#/ Purchase Order Inquiry Page: Change Order
/

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

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

@ http://fn92trnweb.cov.virginia.gov/psp,/fn92trn_1/EMPLOYEE/EI p v O @ Purchase Orders @ Review Change Orders x
Favorites | Kain Menu = » Purchasing» > Purchase Orders = > Review PO Information = > Purchase Orders » Review Change Orders
Header Changes | Line Changes | Ship Changes |
Unit 50100 PO ID 00011435583
Changes to PO Schedules Personalize | Find | View all | B2 B (M 15012 * Last
Line Sched Batch Seq Description Value User Modiy Last Change Date
I —
1 1 0 0 Status A Eﬂ?_ﬁﬂﬁ GEORGE. MASOMN 0111472017 Z:08:17PM
1 1 0 0 Due Date 017092017 Reason GEORGE MASON 0111472017 Z06:17PM
1 1 1] 0 Freight Terms Code FOB DEST Reason GEORGE.MASON M 42017 3:08:17PM
1 1 0 0 Merchandise Amount G247 50000 Reason GEORGE.MASON MMA2017 30817PM
1 1 0 0 Criginal Fromise Dale 017092017 Reason GEORGEMASON 011472007 F06:17PM
lof Return to Search [Z] Motify
Header Changes | Line Changes | Ship Changes




;j Purchase Order Inquiry Page: Document Status
/

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

each of the associated documents will be available.

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

page.

:@ http://fn92trnweb.cov.virginia.gov/psp/fn92trn_2/EMPLOYEE/EI p v 0 @ Purchase Orders

@ Document Status

Document Status

| Show All |

Associated Document

Documents |

Actions SetlD
= Actions STATE
= Actions

|[E@F Return to Search

Business Unit
Document Date

Currency

Buyer

Business
Unit

50100

50100
01/09/2017
UusD

MASON,GEORGE

Procurement Purt
Contracts{1}

PO ID [GO0T143553
Status Approved
Document Type Purchase Crder

Merchandise Amt 4,998.00

JII O'II =
ervice Receipts(1) Returns

Personalize | Find | View Al | 59 | & First ‘4 1-20f2

Document Type

Contract

Receipt

DOC ID Status Document Date Supplier ID Location
0000000000000000000044966 JApproved 07142016 0000033093
0001884215 Received 01/0%¥2017 0000033093 WMIAIN

b Last
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49/ Purchase Order Inquiry Page: Lines

There are numerous details associated with the PO line that can be displayed from the Lines section on the Purchase Order

Inquiry page.

Favorites = | Main Menu ~ > Purchasing» > Purchase Orders «

Purchase Order Inguiry

Purchase Order

Business Unit
POID

Header

PO Date
Supplier Name
Supplier ID
Buyer

PO Reference

50100
0001201018

08/06/2019
VULCAN CON-001

0000009329 Supplier Details

Hodge, Ronnie (VDOT)
FOB STONE

> Review PO Information= > Purchase Orders

PO Status Approved

Backorder Status Mot Backorderad

Receipt Status Mot Recvd

Hold From Further Processing

Amount Summary

eder Dl actuiy s Merchandise 10,237.50
edder Detalls T ummary . -
FreightTax/Misc. 0.00
AIRTV Header Comments... ghttax!
Matching Document Status Total 10,237.50 USD
- Actions
Lines Personalize | Find | View All | (2| E First
Line Item ID Itemn Description Categery PO Gty UOM LE ”’Rﬁ;ﬁ Status
1 B 7503532030 STONE NO. 3, STONE 7503532 175.0000 LTN 192500 USD  Approved
= STONE, CRUSHED .
2 B 7503548485 S 7503548 250.0000 LTN 176250 USD  Approved
3 B 7503518200 JTONE RIPRAPCLASS 7503518 100.0000 LTN 1800.00 USD  Approved
4 B 7503551400 ﬁTO“E RIP RAP CLASS 7543551 2500000 LTN 475000 USD  Approved
View Approvals
[ Returnto Search ||4Z] Previousin List ||4E] NextinList ||[Z] Motify

14 0f4

O 0 0 O

k) Last

7

[

[

i

=lRelated Links
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y Purchase Order Inquiry Page: Line Details
/

When the Line Details icon in the Lines section of the Purchase Order Inquiry page, is clicked, the Details for Line pop-up
window will be displayed. This page displays additional details associated with the selected PO line. Click the Return button
to return to the Purchase Order Inquiry page.

Details for Line VULCAN CON-001
POID 0001201019 Line 1

Status Approved Amaount Only Backorder Status Mot Backordered

Line Details

Physical Nature Goods

Merchandise Amt 1,925.00 Currency USD
Category 7503532 Category ID 03113
STONE
Contract SetiD STATE
Contract 0000000000000000000045275 — Contract Details Version 3
Contract Line 2 Category Line
Group ID Original Substituted Item
Release 276 Description
RFQID RFQ Line

Supplier Item ID
Supplier's Catalog

GPO Contract GPOID
Manufacturer ID UPN Type
UPNID
Mfyg Item ID
Price Qty Line Price Date PO
Withholding Device Tracking
Receiving Required Reguired Replenish Code Standard
Inspect Inspect 1D

Configuration Code 114




/p/ Purchase Order Inquiry Page: Item Description

The Item Description for a Line on the Purchase Order Inquiry page includes only the first 30 characters of the item’s full
description.

By clicking on the Item Description link for the desired line, the Item Description pop-up window will be displayed with the full
Transaction Item Description text.

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

ltem Description

Item ID 7503532030
Transaction ltem Description

STONE NO. 3, STOME

Preferred Language ltem Descr
STONE NG 3, STONE

, ....... R Eiurn ........ . 1 1 5




y Purchase Order Inquiry Page: Line Comments
/

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

OK to return to the Purchase Order Inquiry page.

I PO Line Comments I

Business Unit 50100

POID 0001201018

Retrieve

*Sort Methnd| Comment Time Stamp

L

Supplier VULCAN COMN-001

*Sort Sequence | Ascending

T

From -= PC 50100-0001201019-1

' crll (B cancel

Comments Find | View All First (4
Comment Status Active
A
Send to Supplier Shown at Receipt
Shown at Vioucher
Associated Document
Attachment Attach ie Email

10f1

Sort

F

Last
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4/ Purchase Order Inquiry Page: Schedule

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

Favorites = | Main Menu~

Purchase Order Inquiry

Schedules

Business Unit 50100

Return to Main Page

POID 0001201019

» Purchasing~ * Purchase Orders~ > Review PO Information= *  Purchase Orders

| Mews Window | Personalize Pags

Lines Find | View all First (4 10of4 (») Last
Line 1 STOME MO. 3, STONE PO Qty 175.0000 LTN Merchandise Amt 1.925.00 USD
Schedules Personalize | Find | View All | & | m First (47 Tof1 07 Last
[ Detailz || Statuses |
Sched Due Date TimeDue  Revision ShipTe  Attention To PO Gty Price Me'ngjr:fﬁ Status
1 08/06/2019 MONTER = 175.0000 11.00000 1,925.00 USD  Active T & B 1
Ship To Comments
G Returnto Search |[+] PreviousinList | (4] Nextin List |[[=] Nafify
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From the Purchase Order Inquiry — Schedules page, click the Schedule Details icon for the desired schedule to view

details about the schedule, including the Freight Terms.

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

Page link.

s/ Purchase Order Inquiry Page: Schedule Details

| Datails for Schedule 1 |
. POID 0001201019

Line Number 1
Item ID 7503532030
% STOME NO. 3, STOME
Schedule Details

Due Date 05/05/2018

Criginal Promise Date 08/06/2018
Ship Date

Ship To MOMTER AHQ

Ship Via COMMON Commaon Carrier

I Freight Terms FOB DEST FOB Dest, Freight Prepaid I

Matching Full Match
Match Status PO Mot Maiched

Matching Controls

Tolerance Ower Tolerance Under
Unit Price Tolerance
% Unit Price Tolerance  0.01 99999
Ext Price Tolerance
% Ext Price Tolerance  10.50 999.99

Freight Calculation Rule

Arbitration Plan 1D

Freight Charge Method

Freight Charge Override

STETUE Aciive
Schedule 1
Backordered From Schedule

Custom Price - No Override

Mo Charge
Frozen  (planning)

Amount Summary

PO Gty
Merchandise Amount

Doc. Base

Receiving Controls
< Reject Qty Over Tolerance
Early Ship Reject Days
Oty Revd Telerance %
Close Under Qty %

175.0000
1,825.00 UsSD
1,825.00 USD

2

10,00
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#/ Purchase Order Inquiry Page: Distributions
/

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

The ChartFields tab displays the chart of accounts information related to the schedule. Typically scrolling right will display all
the fields.

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

| Distributions for Schedule 1 |

POID 0001201018 Line 1 Sched 1 Item 7503532030 STOME MO. 3, STOMNE Fél
Status Aclive Sched Gty 175.0000
Distribute By CQuantity Merchandise Amount 1892500 UsSD
Doc. Base Amount 1,925.00 UsSD

Distributions
Chartfields || DefailsTax || AssetInformation || Req Defail | [F=0

Dist Status Percent PO Gty Memhanii:; Elir}it Entry Event Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 ggency lse
1 Cpen 100.0000  175.0000 1.925.00 USD 50100 5013580 04100 604003 18042 11163550 74758 081 10258
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Purchase Order Inquiry Page: Distributions, Req/Detail
Tab

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

’
V4

[Distributions for Schedule 1 |
POID 0001201013 Line 1 Sched 1 Item 7503532030 STOME MO, 3 STOME Z
Status Acfive Sched Qty 175.0000
Distribute By CQuanfity Merchandize Ameount 182500 USD
Doc. Bage Amount 182500 USD
Distributions Personalize | Find | View All | (2] [ First (4 10of1 (» Last
Chartfields DefailsMTax As=el Information | Reg Detail | =0
Dist Status Percent HRegBU :T:;Eq RegLine Req Sched ReqDist Reguester Requisition Name Attention To Phone Fax
1 Cpen 1000008 Req 1D
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# Activity Summary Page
/

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

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

Navigate to this page using the following path:

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

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

Favorites = Main Menu + * Purchasing= * Purchase Orders» * Heview PO Information = *  Purchase Orders *  Aclivity Summ

Activity Summary

Business Unit 50100 PO Status  Approved
Purchase Order 0001201019 Supplier Vulcan Construction Materials
Merchandise Amount  10.237.50 USD Supplier Location MAIN
Merchandise Receipt 0.00 UsSD
Merchandise Returned 0.00 UsD
Merchandise Invoice 0.00 USD
Merchandise Matched 0.00 USD
Lines Personalize | Find | View All | (21| & First (4) 1-4of4 (» Last

Details || Receipt || Invoice || Matched || RIV | [F=0

Line Line Details  ltem Item Description uom Manufacturer ID Mfg Itm ID UFPN
1 ‘:'g 7503532030 STONE MO. 3, STONE LTH
2 B 7503548485 STONE, CRUSHED GRADE 26 LTH
3 5 7503518200 STONE, RIP RAP CLASS 1 LTH
4 5= 7503551400 STOME RIF RAP CLASS I LTH
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#/ Activity Summary Page (continued)
/

Favorites = | IMain KMenu

Activity Summary

*  Purchasing~ * Purchaze Crders =

Business Unit 50100

Purchase Order 0001201019
Merchandize Amount 10,237.50 UsSD

Merchandise Receipt 0.00 UsD
Merchandize Returned 0.00 UsD
Merchandise Invoice 0.00 usD
Merchandise Matched 0.00 usD

Lines

Lime Line Details  Item
1 B 7503532030
2 == 7503548435
3 B 7503518200
4 = 7503551400
|[EF Return to Search | |[=] Matify

| Details | Heceipt || Invoice || Maiched || RIV ||E*]

ltem Description

STOME MO 3, STOME
STOME, CRUSHED GRADE 26
STOME, RIP RAF CLASS 1

STOME RIF RAP CLASS I

»  Heview PO Information = »*  Purchase Orders » Achivity Summg

PO Status Approved

Supplier Yulean Construction Materials

Supplier Location MalM

Perzonalize | Find | View &l | (21 ] El First (4 1-d4of4 (¢ Lasi

LM Manufacturer ID ifg Hm 1D UPH
LTH
LTH
LTH
LTH
1 k
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»/ Activity Summary Page: Receipt Tab

Favorites Main Menu ~

Activity Summary

Business Unit 50100
Purchase Order 0001186712

PO Status Compl

Supplier LL Carter & Son Inc

Supplier Location MAIN

» Purchasing = > Purchase Orders~ > Review PO Information = >  Purchase Orders

> Acfivity Summn:|

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

Receipts page to view detailed receipt information.

Merchandize Amount 11,310.00 USD
Merchandise Receipt 11,357.51 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 11,357.51 UsSD
Merchandise Matched 11,357.50 UsSD
Lines Personalize | Find | view all | (21| & First (4 10of1 (» Last
Detailz Receipt Invaoice Maiched RTV E]
Line Line Details Item Item Description uom ep?et; Qu?n’:iet: Cpen Amount  Currency
1 |;;':_‘| 7503551310 STOMNE RIP RAP CLASS Al LTH 1.2600 0.0000 0.000 USD,
4 - 3
[Eh Retum to Search  ||[#7] PreviousinList ||J_] MextinList ||[=] Mofify
A 4
Unit 50100 POID 0001186712 Line 1 Item I 7503551310
Receipt Personalize | Find | View Al | (21| & First (40 1-650f 7 '+ Last
ﬁi‘;?d BU Recw  Receipt No E;'?;Eipt Status Seq Supp Rept Gty Supp Reject Gty  Merchandise Amt Currency
1 50100 0002080847 1 Received 1 453100 00000 1745890 UsD [+] [=]
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The Invoice tab is used to view additional information about vouchers associated with the PO. Click an Invoice icon to open
the page that provides a list of all the vouchers and links to a Voucher Inquiry page where to view detailed voucher

information.

» Activity Summary Page: Invoice Tab

Favorites = Main Menu

Activity Summary

Merchandize Amount
Merchandise Receipt
Merchandize Returned
Merchandise Invoice

Merchandise Matched

Lines

Details Beceipt Maiched

Business Unit 50100
Purchase Order 0001186712

11,310.00 USD
11,357.51 UsSD

0.00 UsD
11,357.51 USD
11,357.50 UsSD

RV | =W

* Purchasing= * Purchase Orders= »* Review PO Information = *  Purchase Orders

PO 3fatus Compl

Supplier LL Carter & Son Inc
Supplier Location MAIN

Personalize | Find | View All | (0] &

_erJ Un-invoiced Currency

First (4) 10of1 () Last

»  Activity Summ

Lime Line Details  Item Item Description Lo ity e Invoice
1 B4 7503551310 STOMERIP RAP CLASS Al LTH i e 2N
4 3
[Gh Return o Search | |1] PreviousinList ||4_] WextinList ||[=] Nofify
: a4

Unit 30100 PO No. 0001186712 Line 1 Item ID 7503551310
Invoice Personalize | Find | View Al | (21| & First (4 1-60f 7 (» Last
ﬁ':u:';d AP Unit Voucher Lime Cuantity Invoiced Amount Invoiced
1 50100 (00939183 1 46.5200 1753.300 [+| (=]
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/;/ Review Change History and Review Change Orders Pages
/

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

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

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

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

Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change Orders

Enter the search criteria on either page and click Search.
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f) Review Change History Page: Batch Tab
/

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

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

Favorites = ain henu - » Purchasing » * Purchase ers » » Manage Change Orders = * Rewview Change ary

| Batch | Header Changes || Ling Changes || =hip Changes |

Unit 50100 FOID 0001201074
Batch Find | View All First (4) 10of1 (» Last
Batch 1

Rewvizion Date 08/07/2019

| Retun to Search | |*=] Previousin List ||4=] MextinList ||[=] Mofify |
Batch | Header Changes | Line Changes | Ship Changes
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Favorites = Main Menu -

# Review Change History Page: Header Changes Tab

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

Batch Header Changes ' Line Changes Ship Changes

Unit 50100 POID 0001201074
PO Header
Batch Seq Description Value
1 1 Billing Location APPOMT ROS
1 1 Change Type c
1 1 PO Status A
[&* Retum to Search  ||15] Previousin List ||+ Mextin List | |[=] Mofify

Ealch | Header Changes | Line Changes | Ship Changes

* Purchasing » * Purchase Orders + »* Manage Change Crders » »* Review Change Hisfory

Personalize | Find | View &1 | (21 | D

OTHER

OTHER

OTHER

User Modify

HINAPATRICK

HINA PATRICK

HINA PATRICK

First (4’ 1-30f3 '» Last

Last Change Date

0&/072015
12:33:33PM

DE/072015
12:33:33PM

0&/072015
12:33:33PM
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» Change History Page: Line Changes Tab
/

The Line Changes tab is on both the Review Change History and Review Change Orders pages and displays the changes
to the PO line(s), the user who created the change, and the date of change.

Favorites + ‘ Main Menu + > Purchasing~ > Purchase Orders~ > WManage Change Orders ~ > Review Change History

Batch Header Changes : Line Changes Ship Changes

Unit 50100 POID 0001201074
Changes to PO Lines Personalize | Find | View All | E|| & First ‘&' 10f1 ‘&' Last
Line Batch  Seq Description Value User Modify  Last Change Date
1 0 0

[2h Return to Search | |[=] Notify

Batch | Header Changes | Line Changes | Ship Changes
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%/ Change History Page: Ship Changes Tab

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

Favorites = Main Menu - * Purchasing = * Purchaze Orders = * Manage Change Crders = * Review Change Hisfory

Baich Header Changes Line Changes I Ship Changes

Unit S0100 PO ID 0001201074

Changes to PO Schedules

Line Sched Eatch Sz2q Description

1 1 0 0

[&" Return to Search =] Previous in List 451 Mextin List

=] Notify

EBalch | Header Changes | Line Changes | Ship Changes

Walue

Personalize | Find | View Al | & | @ (¥ 1 of 4

User Modify

Last Changes Date

k

Last
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f) Lesson 5: Summary
/

” Review PO Information, History, and Activities

In this lesson, you learned:

* How to view details of a PO using the Purchase Order Inquiry.

* How to review the change order history of a PO using the Review Change History and Review Change Orders pages.
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f) Course Summary
/

PR344 Processing Purchase Orders

In this course, you learned:

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

* Review and Manage Purchase Orders

« Cancel Purchase Orders

* Create a Purchase Order Change Order

* Reconcile/Close POs — 3 Way Match
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f) Course Evaluation
/

Congratulations! You successfully completed the 501 PR344: Processing Purchase Orders course.

Your instructor will provide instructions on how to access the evaluation survey for this course.

° <<
|1
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9/ Appendix
/,ﬂ PP

Key Terms

Flowchart Key
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s/ Key Terms
b v

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

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

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

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

"

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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