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Revision History

Revision Date Summary of Changes

4/10/2025 Added two new queries titled PR Buyer Setup (V_PR BUYER SETUP) and
WebIMS Store Keeper (VPR STOREKEEPER).

4/13/2020 Baseline
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Training Materials and Resources

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

1 Cardinal SW NAV220 Cardinal Reporting: This Instructor Led Training (ILT) course provides
training, demonstrations, and exercises that cover the fundamentals of how to run or access
report and queries. Additionally, it covers how to perform inquiries. The course document
provides:

1 Key concepts in Cardinal reporting

I Information on how to access the Query Viewer to search, run, and access query results
online or by download

I Information on how to perform inquiries to access details about an item or transaction in
Cardinal

Basic information about types of reports and how to access the different types of reports

Information on how to run and check the status of ad hoc reports

Information on how to access nVision reports and how to use the Drilldown feature

1 Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

References for additional Resources, Job Aids, and Key Terms

Exercises which provide hands-on practice to run/access reports, inquiries or queries
(provided in the ILT course only)

Note: This resource document is located on the Cardinal website and can be accessed by
following this path:

Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation,
Reporting and Approvals > NAV220: Cardinal Reporting
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Purchasing

<This page is intended to be blank>
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Receipts Inquiries

<This page is intended to be blank>
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Add/Update Receipts Inquiry
REVISED: 04/10/2017

DESCRIPTION:
This inquiry is used to view receipt information such as distributions, rejects, and asset tag IDs.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Add/Update Receipts

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit Online
Receipt Number
Bill of Lading

PO Business Unit
Item ID

PO Number

Ship To Location
Shipment Number
Supplier ID
Received Date
Receipt Status
User ID

Screenshot of the Add/Update Receipts Search Page

Fawcriesw | ManMear 3 Puchaang~ 3 Rewalpls - > AcdUpdaie Recelpls
FHBILI L TIREE
Business Unit[= v L] Q,
Recsipt Numbar| begng wmn ¥ | 02179
Bl of Lading | begns with 7 |
PO Business Unil[ begins win v | a
Itam 1B begrs win 7 | Q
PO Huriiber | begrs with * Q
Ship Te Lecalion| begns win v | aQ
Lhipmenl Numbar | begns wi® « |
Suppler I0[ bagna win ¥ | Q,
Resahied Date[ = v ]
Recsipt Slatug[= | .
User 10| begns win 7 | Q
Ul Case Sensitve
Limit the number of resuts fo jup o 3008 (300 |
Sewch || Char | Basicearch B Save Saarch Crters
Search Fesulls
Wiers All First 4 1iodefi7e (B Last
Busingas R ipt Bill ol PO Business F Reeoeive Shipment . Reeceived Receipt
unit Wurmber Lading unht Hem 1D PO Humber Recelpt  Source Ship To Location Hurber SupplieriD  Supplier Mame 1 Data P— User 1D
5oi0g Q01TIII5 (bl 000 TEOTTI0GZ 0009203182 ¥ Crelng SEE COMMEN ihlank) 0000031033 Luck Stana Corp 2020 Recaked
0100 00D2ITI133  (Dlenk) 50100 013347474 0001208150 Y Cr-lne HOIVATFD (blank) 0000036173 Komean Signs Ine 022072020 Recetved
S0100 00021T213Y  (blank) 0100 018362104 0001208150 ¥ Crrine HOVATRD (blank) Q000036173 Koiman Signe Ine 02202020 Recened
£0100 ODOZ1TE133  (blank) £0100 40183624233 0001208150 ¥ Creine MOVATFO (blank) 0000036473 Koman Signs Inc 022072020 Recened
50000 Q0O21TOIEE  (blank) 50000 GA5TIS0000 D0OT1FR4ET ¥ Cring RICH SIGN1  (blank) 0000009579 Bodacicus Fromaties Ing OUINZ020 Recenad
50000 DDOPITRIIR  (hlanic) 50100 Q62360000 D00 T1EZ4ET ¥ Crdng RICH SIEN1  (blank) 0000009579 Eodaipus Fromotioes Ing 0407020 Recetad
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Screenshot of the Maintain Receipts Page - Receipt Lines Tab

Favorites + ‘ Main Menu « » Purchasing~ > Receipts» > Add/Update Receipts

Maintain Receipts

| Mew window |

Receiving
Business Unit 50100 Receipt Status Fully Received
ReceiptID 0002179135 Header Comments/Attachmants Activities
Header Details Document Status
Header

| Close Short All Lines Run PO Receipt Accrual

Select Purchase Order
Receipt Lines Personalize | Find | View Al | 0| [
Receipt Lines H More Details H Links and Status H ltem / Mig Data H Opfional Input H Source Information H WebIMS

Line Item Description Receipt Qty ;Jllgnr‘:‘v Receipt Price Accafp; Status Category glhoﬂsﬁ Serial Qrer;icke lsl‘gl\(:lk
= GRAVEL NO. 57 Tt T
1 |_—|L:‘| 7507731082 GRAVEL 150.0000 LTN & 1250000 150.0000 Received 7507731 LTMN |Q x
[ Interface Receipt ¥/ Run Close Short
|E save ||i& Retumnto Search ||| Previous inList | |45 Nextin List HEI Notify HC Refresh |Ek Agn | Updaie/Display

First (4) 10f1 (b Last

Screenshot of the Maintain Receipts Page i Source Information Tab

Favorites + ‘ Main Menu ~ > Purchasing v > Receipls+ > Add/Updale Receipls

Maintain Receipts

| Mew Window | Help | Personalize|

Receiving
Business Unit 50100 Receipt Status Fully Received )(
ReceiptID 0002179135 Header Comments/Attachments Activities
Header Details Document Status
b Header

Select Purchase Order Close Short All Lines Run PO Receipt Accrual

Receipt Lines
Receipt Lines H More Details ” Links and Status H ltem / Mfg Data H Optional Input || Source Information H WebIMS

Line ttem Description ro. PO Line Schedule O e ltem  DESCription amCo, g:’lg““‘ Distby PO Type

1 BY 7507737082  CORAVELNO. 57 50100 0001208192 1 1 1.875.00 N oy General
GRAVEL

[ Interface Receipt ¥ Run Close Short

[§lsave || Returnto Search | =] Previous in List |;[| Next in List HEI Notify HG Refresh

Personalize | Find | Viex

Procursment  Primary
Group ID Unit

)
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Page 10 of 193




/,y Cardinal

Partially Received Purchase Orders (POs) Inquiry

REVISED: 04/10/2017

DESCRIPTION:

This inquiry is used to view purchase orders that have been partially received.

NAVIGATION PATH:

Main Menu > Purchasing > Receipts > Review Receipt Information > Partially Received POs

INPUT / SEARCH CRITERIA:
Buyer

Business Unit From

Business Unit To

PO Date From

PO Date To

OUTPUT FORMAT:
Online

Screenshot of the Partially Received POs Page

Favorites » Main Menu =

Partially Received POs

*Buyer|

Business Unit From |S0100 Q,
Business Unit To 50100 Q,

PO Date From [EJ
PO Date To [29

| Search |

Partially Received POs

FOBU POID FO Date

50100 0001141743 07072016

20100 0001151914 DI/2472017

[ Motify

Procurement Card

Personalize | Find | View All | G| [

PO Qty to Recv  Qty Received Recch Bmoimnt FRDE.::
§2.0000 13.7500 5,456.040
55.0000 3.0000 7,395.480

> Purchasing » > Receipis v > Review Receipt Information v » Pariially Received POs

First ‘4 1.20f23 '»' Last

Merchandise Amount
Received

1,817.290

986.010

Rev 04/10/2025
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Receipt Document Status Inquiry

REVISED: 05/15/2017

DESCRIPTION:

This inquiry is used to view receipt document status information.

NAVIGATION PATH:

Main Menu > Purchasing > Receipts > Review Receipt Information > Document Status

INPUT / SEARCH CRITERIA:

Business Unit
Receipt Number
Bill of Lading
Carrier ID
Packing Slip
User ID
Received Date
Receive Source
Receipt Status
Ship To Location
Supplier ID
Short Supplier Name

OUTPUT FORMAT:
Online

Screenshot of the Receipt Document Status Inquiry - Search Page

Favoritas v ‘ Main Menu ~ > Purchasingv >

Receipt DocumenJStatus INQ

[ maan Exlﬁ'lg \Blue'

w Search Criteria

Bl of Laging | begins with v ||

Packing Stip| begins with v ||
User ID[begins with v ||
Received Date[= [

Receipls »

> Review Receipt Information~ > Document Stalus

Enfer any information you have and click Search. Leave fields blank for a §st of 2l valuas.

Recelve Source| =

Recalpt Status| =

Snip To Lacation| begins with v ||

Suppler 1D begins with v ||

Short Supplier Name | begins with v ||

) Case Sensitive
Limit the number of resuts o (up to 300y 300 |

| Search Clear | Basic Search & Save Search Criteria

Search Results

Viaw All
Business Unit Receipt Number Bill of Lading Carrier ID Packing Slip User ID
50100 0002127072  (blank) (blank) (blank)

First 4 b Last
Received Date Receive Source Receipt Status Ship To Location Supplier ID  Short Supplier Name

05/08/2019  On-line Received CLAYPOOL 0000031474 W-L CONSTRUCTI

1ef1

Rev 04/10/2025
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Screenshot of the Receipt Document Status Page

Eavorites ~ | Main Menu - >
Document Status

Business Unit 50100
Document Date 05/02/2019
Currency USD

Source On-line

"‘:ﬂ -~

|[Z" Return to Search |

Purchasing =

Short Supplier Name W-L COMSTRUCTI

B

Requisitions Sourcing Procurement
Events{1]) Contracts{1)
Ehow All
Associated Document
Documents | [TK
Actions SetiD E:_Istl'ness Document Type
« Acfions 50100 Stratagie Soursing
Event
~Actions  STATE Contract
~ Actions 50100 Purchasa Qrder

Receipis = *  Review Receipt Information = *
Receipt Mumber 0002127072
Status Recsived
Document Type Recsipt
Merchandise Amt 22545
Carrier ID
Bill of Lading
ki
i
Purchase 5 Re 5
Orders{1)
DocCID Etatus
0000153653 Awvarded

0000000000000000000045028  Approved

0001124455 Dispaiched

Document Status

Perscnalize | Find | view &0l [ (20| & First

Document Date  Supplier ID Location
0052018

07062018 0000031474

04042018 0000031474 MAIN

1-30f3 ! Last

Go To Docurnent
Status Inguiny

E

Rev 04/10/2025
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Receipts by Location Inquiry
REVISED: 05/15/2017

DESCRIPTION:
This inquiry is used to view receipt information by location.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts by Location

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online

Location

Receipt No

Receipt Line

Distribution Line

Iltem ID

Date Range

Screenshot of the Receipts by Location Page- Search Page

Favorites - Main Menu - > Purchaszing » > Receipts + > Review Receipt Information = > Receiptz by Location

Receipt Inquiry Selection Criteria

Business Unit|50100 Q,

Location [RICH DI3 2, Richmond District Office

Receipt No o)

Receipt Line Q,

Distribution Line Q,
Item 1D a,

Date Range [03/01/2018 | [pas1r2018  x|[iH

oK [| cancel
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Screenshot of the Receipts by Location Page

Favorites | Main Menu ~ » Purchasing= » Receipts~ » Review Receipt Information = »  Receipts by Location

Receipts by Location
Business Unit 0100 _RéfEEEE{

Receipts Personalize | Find | View 100 | 27| E First ‘%' 1-50f164 '" Last
Receipt Locations | Quaniity and Amount | =28

Location PO Unit Receipt No Receipt Line Seq Distribution Line Item 1D More Information

CABLE TELEVISION SERVICES (INCL. PAY-
PER-VIEW SERVICES) CABLE TELEVISION
c
RICH DIS 50100 DOO02108051 1 1 1 9132401000 SERVIGES (INCL. PAY-PER-VIEW
SERVICES)

AUTOMATIC FUELING SYSTEMS,
ACCESS0ORIES AND PARTS AUTOMATIC

RICH DIS o0100  ODO2108457 1 1 1 7200401000 FUELING SYSTEMS, ACCESSORIES AND
PARTS
RICH DIS S0100  DDO2108473 1 1 1 6553425360 PIPE, COMCRETE 36 IN.

TRAFFIC COMTROL DEVICES, MAINT. AND
RICH DIS 50100 ODOD2108788 1 1 1 9365601000 REPAIR TRAFFIC CONTROL DEVICES,
MAINT. AMD REPAIR

RICH DIS S0100  ODOD2108883 1 1 1 80149355828 SHEETIMG, 36" YELLOW TYPE X1

Total Cost 245496.9300

| Motify |
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Receipts Inquiry
REVISED: 04/10/2017

DESCRIPTION:
This inquiry is used to view receipt information.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit Online
Receipt Number
Bill of Lading

PO Business Unit
Iltem ID

User ID

PO Number

Ship To Location
Supplier ID
Received Date
Receipt Status

Screenshot of the Receipts Inquiry Page

Favaries = Main Menu = » Purchasing = * Receipts» > Review Recsipt Information » *  Feceipts

Receiving
Enter any information youw have and click Ssarch. Leave figlds blank for a list of all valuss.
Find an Existing Value

Search Criteria
Business Unit[=_~] 50100 a

Reczipt Numbar
Bill of Lading

PO Business Unit a

ltzm 1D a

User ID a

PO Number [Begins wih v a

Ship Ta Lecation a

Supplier ID Q

Recsived Datz Da1/z01e W
Receipt Status[= I [

[ case Sensitive
Limit the number of results to {up to 300): (300

| Seamh || Clzar | Basic Search [ Savs Search Creria

Search Resulis

300 of 680 results are displaysd.

Wigw All
Businase  Racalpt ~
Bdll of Lading Buzinaze More Information
Unit Humber unit
501D 02124206 {blank) £0100 REQUIREMENTE BASED SERVICES
5 124184 {blank) REQUIREMENTS BASED SERVICES
5 121774 {blank) Electrical Parts
5i 121774 {blank) Electrician Assistant, Hourly Rate
Ei 121774 {blank) Journeyman, Hourly Rate
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Screenshot of the Receipts Receiving Inquiry Page (scrolled right)

First ‘&  t<coceaco P Last
ttam ID User ID origin PO Numba: StipTo.  |SMpewat seppmer D supplier Nams 1 facebred | Maose
2 " g UMDST  \ocation  Number oPPUSf i Dats Status
0180435200 ONL 0001173927 CNTRLOFF3 (blank) 0000037918 AECOM Technical Services Inc 03/01/2012 Closed
2188436200 ONL 0001172927 CNTRL OFF3 (blank) 0000037916 ASECOM Technical Services Inc 03/01/2018 Closed
2358437000 ONL 0001185215 HPTRDDIS (blank) 0000035441 LIGHTING MAINTENANCE INC 02/01/2012 Received
12108250000 ONL 0001185215 HPTRDDIS (blank) 0000036441 LIGHTING MAINTENANCE INC 02/01/2019 Received
12108250000 ONL 0001135215 HPTRDDIS  (biank) 0000038441 LIGHTING MAINTENANCE INC 02/01/2012 Received

Screenshot of the Receipts Page

Fauotites » | Main Menu
Heceipts
Unit 50100

Receipt Lines

Receipt Mo 0002121774

56l Lina [:

O 1 9103250000

g 2 9108250000

a =2 2858437000
Header Details

Document Status

Distribution

| Receipt Lines || More Line Data || Optional Input |

Description

Journeyman, Hourly Rats

Elzctrizian Ascistant, Hourly

El=ctrical Faris

Linz Details

Header Comments

FPutaway Infonmation

G Retun to Szarch ||t Previousin List | |of] MextinList | |=] Motify |

Source Ondine

» Purchasing » * Receipts» > Rewview Receipt Information » *  Receipts

Persanalize | Find | Visw All | (E | E First

Prics amt Only Recy @ty
[] 11.0000
[J 11.0000

5.01000 & 1.0000

Manufacturer Info
Di=play RTV Information

Device Tracking

Recy
UOM

HUR

HUR

Receipt Status Receivsd

A 1-30f3 'Y Last

Raject afy Devica Track
2 O
] O
02 O

Asest Information

Lin= Status
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Receipts Queries
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IMS PO Recv Vchr Prepost GL Query (V_PR_WEBIMS_VCHR_PREPOST)
REVISED: 04/11/2017

DESCRIPTION:

This query displays a list of Web Inventory Management System (WebIMS) related receipts that have
not been voucher posted. The query will return results for re-stock purchase order receipts to reconcile
IMS receipts reporting, prior to voucher approval. The query can be used to assist with reconciliation of
WebIMS to Cardinal General Ledger (GL) Inventory.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS_VCHR_PREPOST

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
District (% for all) Excel
Csv

ADDITIONAL INFORMATION:

The query includes WebIMS type POs and Account Type of Expense Distribution (DST). The query
excludes cancelled Receivers or cancelled Received lines.

Screenshot of the IMS PO Recv Vchr Prepost GL Query Page

V_PR_WEBIMS_VCHR_PREPOST - IMS PO Recv Vchr Prepost GL
Susiness Unit |S0100 |Q
District (36 for all) %
View Results

Download resuits in: Excel SpreadShest CSV TextFile XML File (12kb)

View All First 1-250f 25 Las
Row B“a':':“ District  Ship To Dfn"' s:‘;‘: POID 'zf" Receiver ID RC:' e R"’; Doe R’;;'t:" item 1D Recelver Oprid RB‘;;‘” RecvAmt  VohriD vf:' Vohr Amt  Supplier 1D
1 50100 NOVA |I-66 DOME2 19000 O 0001196533 1 RO0ODIGE545 Received 7754577327 082612018 1161.200 0000015454
2 50100 NOVA |66 DOME2 19000 0001196538 1 ROOD06E5S0 Recelved 7754577327 09/26/2018 1161.200 01008837 1 1161.200 0000015454
3 50100 NOVA |-66 DOME2 19074 762 0001196533 2 ROOD0G85S1 Received 7754577327 082612018 1741.800 00000154549
4 50100 NOVA |56 DOME2 19000 O 0001196538 1 RO0DDS8SSS Received 7754577327 02/26/2019 116120.000 DJ0DO 15454
5 50100 NOVA |-56 DOME2 19000 D001196541 1 000: 2 1 ROODJBESSE Received 7754577327 082712018 1161.200 0000015454
8 50100 NOVA |-66 DOME2 19000 002 0001196541 1 0002127271 1 ROODDE8SST Received 7754577327 02V29/2018 1161.200 01009844 1 1181.200 0000015454
7 50100 NOVA |-66 DOME2 15000 O 0001196543 1 0002127272 1 ROODD6ESSS  Received 7754577327 1V01/2019  5806.000 0000015454
8 50100 NOVA 1-66 DOME2 15000 0001196543 1 0002127274 1 RO0D068550 Received 7754577327 1%01/2019  11612.000 01009546 1 11612.000 0000015454
9 50100 NOVA 1-66 DOME2 15000 0001196543 1 0002127275 1 RO0D068563 Received 1754577327 < 1000172019 1161.200 01005547 1 1161.200 0000015454
10 50100 NOVA |66 DOME2 12000 O 0001196543 1 0002127276 1 RO0DDG8566 Received 7754577327 1000172018 1161.200 0000015454
11 50100 NOVA .66 DOME2 12000 002 0001196543 1 ROODDG8568 Received TTS4STT32T o .- 10/D1/2018 1161.200 DJ0DO15454
12 50100 NOVA I-66 DOME2 19000 0001196543 1 Hold TTS4STT327 oov.- 10/D1/2018 1161.200 0000015454
13 50100 NOVA |-66 DOME2 15000 0001196543 1 ROODOE8S87 7754577327 1161.200 0000015454
14 50100 NOVA |-66 DOME2 19000 002 0001196543 1 0002127284 1 RO0DJ68590 Received T754577327 ! 1161200 0000015454
15 50100 NOVA |-66 DOME2 19030 0022 0001156543 1 0002127287 1 ROODJEE593 Received 7754577327 10V04/2019  2903.000 0000015454
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IMS/Cardinal Receipts Recon Query (V_PR_RECEIPTS_LOCATION)

REVISED: 04/11/2017

DESCRIPTION:

This query displays a list of receipts and can be used to view receipts by various selection criteria.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_RECEIPTS_LOCATION

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Ship To ID (% for all) HTML

District (% for all) Excel

Cardinal Rec # (% for all) Csv

IMS Stk Loc (% for all)

IMS Doc ID # (% for all)

Receive Date From

Receive Date To

WebIMS ? [checkbox]

Screenshot of the IMS/Cardinal Receipts Recon Query Page

V_PR_RECEIPTS_LOCATION - IMS/Cardinal Receipts Recon

Ship To 1D (% for all} ps a
District (% for all) %
Cardinal Rec # (% for all) %
M3 Stk Loc (% for
IS Doc 1D ¥ (% for all) %
Receive Dabte From 0410172018 [
Receive Date To 04082019 |[H [&
Webils 7
Wien Results

Download results in-  Excel Spread3nest CSV Text Fle XML File (2002 kb)

View A First 1-1000f 3371
Row Dist  ShipTe E; Depi  RecwRbr  Recw Dabe R"“__‘_ﬂfj ""E‘;’" ltem 1D Description FOID PO Frice  Amount sr::."l Last Uipdate Last User 1D [T {E: Guantity "“"‘;’n’l‘“'“ ‘DD‘::":
BRIST Hone 11004 0002118727 Q4052018 1.0000 9103501000 {51990 AHO 0001192730 §85.00000 9850000 R 12062019 00995473 1 10000 95000 04182
2 erisT SE0 11004 0042118731 0410272019 70,0000 2007236000 IS EMBROUERY.  gpgii0na51 1500000 1050.0000 R 04102019 00995461 1 TO.0000  1050.000 04TIR
3 BrisT SEINGD ooy 114t ooo21iTent aamizone 1.0000 9102730351 SERBACEMRASH  pggrgraes 10000000 1000000R  O4D320T
2 mrisT AENCD o520 11041 0002118745 04042019 82900 7452122000 p R SALBURFACE  qopiianaoy  7esa000 susis R osnezong 00995476 1 82900 634520 D4VIER
Rev 04/10/2025
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Screenshot of the IMS/Cardinal Receipts Recon Query Page with WebIMS Selected

V_PR_RECEIPTS_LOCATION - IMS/Cardinal Receipts Recon

Ship Tor b (% Toe all) % [+
District (% Tor ally 3
Cardinal Rec (% for all) 3

I3 53k Lec (56 for all) %
IMS Doc 1D (3% for all) %
Recehe Dale From 041012018 [
Receive Dale To 040972018 [
WebIM5 ¥ &
Vigw Resulls

Download results in ©  Excel SpréadShest CSV Text File XML File (30 kb)

Wigw All First 1-100
Vehi
S0 WebiMs. Recy Merchand
R Disd Ship Tt D Recy Nbr Recy Dad O A el ltem 1D Descripth ROID RO Py Amou Last Update Last User I Viowcher L CQuanti
ow " o To o e v vOaie oo Accept Oty m acripticn rice ni  gprte Last Updal ast User ne  Quantity e

COLD PATCH

1 BRIST BENHMS 0523 11035 0002112060 04032019 RODODSTESD  &48.0000 T45E5440M7 ASFHALT, 0001192338 26.90000 17489.5200 R 044152019 O0UDE25T 1 B420000 174825
WATER

STONE
2 BRIST BIGROCAHO 1331 11040 0002117190 04092019 RODOOETEZ2  328.7T300 75038428485 CRUSHED 0001176814 1200000 36447600 R 04082018
GRADE 28
STONE
3 BRIST BIGROCAHQ 1321 11040 0002117635 040Q2019 RODODGTE40  175.0400 7503543485 CRUSHED 0001176014 1200000 21004300 R 04082019

00995462 1 WWETIN W4T

ODapSEEE 2 1750400 21004
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WebIMS Voucher Prepost Query (V_PR_WEBIMS VCHR_PREPOST)

REVISED: 01/06/2020

DESCRIPTION:

This report provides a listing of Inventory Management System (IMS) POs and their related receipts
and vouchers before they are posted to the voucher accounting line table. Requisitions with a

requisition date within the last 365 days are reported. This report is used daily by the IMS Inventory
Staff as part of the IMS/Cardinal receipts reconciliation process and is the only report apart from the
PSQuery that provides the PO, IMS Doc ID, Cardinal Receiver ID data, and Voucher number cross-

reference.

NAVIGATION PATHS:
Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager

A query is also available for users to run ad-hoc from Main Menu > Reporting Tools > Query > Query
Viewer > V_PR_WEBIMS_VCHR_PREPOST.

RUN CONTROL PARAMETERS:

Business Unit
District (% for all)

OUTPUT FORMAT:
CSv

Screenshot of V_PR_WEBIMS_VCHR_PREPOST Query

Business Unit 50100 |Q
District (3% for all) %
View Results

Download results in . Excel SpreadSheet CSV Text

V_PR_WEBIMS_VCHR_PREPOST - IMS PO Recv Vchr Prepost GL

File XMLFie (32kb)

View All First 1-64 of 64 Last
Row BUSINESS pisyict  ShipTo Ot Stk pow PO Receiverip ReCv MSRecDoc Recvline  yemip Receiver Oprid Receipt  Recvamt VehriD VEN' veheAmt  Supplier 1D
1 50100 SALEM EGRCKAHQ 12026 1120 0001205115 1 0002177950 1 RO00071432 Received 7503548485 01/02/2020 22639.100 0000036054
2 50100 BRIST FTCHWLAMQ 11117 9823 0001205351 1 0002178383 1 RO00071452 Recelved 7754577327 | 01/082020 16775610 01089250 1 16775610 0000015454
3 50100 BRIST RT 717 BR 11115 9845 0001205351 3 0002179006 1 RO00071499 Receaived 7754577327 0110972020 31222 440 01089585 1 31222.440 0000015454
4 50100 STAUN WINCHS AHQ 18052 3425 0001205498 2 0002178856 1 RO0D071479 Recaived 7754577327 01/09/2020 13609.460 01089483 2 13809.460 0000110428
5 50100 STAUN WINCHS AHQ 18052 3425 0001205498 2 0002178959 1 RO00D071492 Recaived 7754577327 01/10/2020 7891.650 0000110428
6 50100 HPTRD ;‘:FOF\"%R 15103 6450 0001205606 1 0002169152 1 R000070908 Received 2857101110 11/1872019  1986.520 0000604753
7 50100 HPTRD :‘,E:(,Dpp 15103 6450 0001205606 2 0002169152 2 RO00070909 Received 2856435052 11/182019  487.620 00006504753
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Receipts Reports
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V4

Receipt Delivery Detail Report (POX5030) i PSJob Report

REVISED: 04/02/2020

DESCRIPTION:

This report provides a listing of items received by location and associated Purchase Order and

Requisition information.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Reports > Receipt Delivery

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: RECV_DEL

Business Unit PDF

Receipt No XLS

Location TXT

From Date

Through Date
ADDITIONAL INFORMATION:

This is a PSJob report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the POX5030 Receipt Delivery Detail Report Run Control Page

Favorites = ‘ Main Menu - » Purchasing~ > HReceipis~ > Reports+ > Receipt Delivery

Receipt Delivery

Run Control ID Receipt_Delivery Report Manager Process Monitor R

Language | English L

Report Request Parameters

Business Unit 50100 |Q,

Receipt No o}
Location
From Date EH
Through Date EH
[F]save ||[=] Notify Ek Add || 5] Update/Display
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Screenshot of the POX5030 Receipt Delivery Detail Process Scheduler Request Page

Process Scheduler Request

User ID

Server Name
Recurrence

Time Zone | Q.

Process List
Select Description

(] Shop Floor Receipt Delivery

Receipt Delivery

OK | Cancel

Help

Run Control ID Receipt_Delivery

v Run Date 03/16/2020 |}

& Run Time 11:3031AM ||

Reset to Current Date/Time

Process Name Process Type Distribution

POX5035 Bl Publisher Web v |[PDF
RECV_DEL PSJob

*Type *Format

v | Distribution

(None) v |[(None) v | Distribution

Rev 04/10/2025
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Screenshot of the POX5030 Receipt Delivery Detail Report

RENTAL OR LEASE OF TRACTORS, PER VADOT
EFECE TRACTOR, LEAZE, ¥ FTO HP (MO

PO Line Comment: Shorl Term Seasonal Traclor Rental for a maximum of 12-menth tokal reatal panoa to bagin on

CITACLE RepariiD: FOREN0S Peopis ol PuPhaLIng Pags e 1
ueer ILe RECEFPT DELIWVERY DETAIL REPORT Foum Dats 1182020
FRun Gorrek RECEIPT_DELIVERY Fam Time 343005 AM
Lzoaban CHTRL OF2 Ceriral OMoe - Annex Reoriving OU 0100 Rrasiver IO DO02114450
Edomss WVOT Central Ok Tuppr CI000I5ETE Deave & Company
1401 E Beoad 01 Rosipl Dale LR Tl ]
Richmond VA 23215 ot _—
EH od Lading
Ficns
Bulkdmg Fsar 10187
Ren i Purshacs Oroer Ll ] Digitwarad To
Eeavla  Fem Desaripban Daliasesgles a2y vou Dma Dale POBU  Buyer Rogustier Deltvefy Dafs  AHesfas To
1 STSEIE0ATI & MOH Q4302048 50400 CODHHEST4A

April 1 throwgh March 31 for a maimem of 200 kours of opsration.

Erand: John Desrs = nesd two of theas tractors

Modal: 51158

=*2 tracior for 12-moath rentsl (ZT40,00 psr month = 24 giy,

PO Liae Comment: §120E Traclod for Ceckod AHG, 12 monfhs

Bage 1of 152
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J

Receiver Ship To Detail Report (POX5010) 1 Bl Publisher Report

REVISED: 04/11/2017

DESCRIPTION:

This report provides a summary listing of receipts shipments within a specified date range. The report

also includes ship to location information.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Reports > Receipt Ship To Details

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POX5010

From Date PDF

Through Date XLS

Business Unit TXT

ADDITIONAL INFORMATION:
This is a Bl Publisher report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the POX5010 Receiver Ship To Detail Report Run Control Page

Favorites - | Main Menu = > Purchasing~ > Receipis~ : Reporis = » Receipt Ship To Details
Receipt Ship To Details
Run Control ID Receipt_Delivery Report Manager Process Monitor FIL
Language | English ~
Report Request Parameters
From Date |04/01/2019 [5]
Through Date [04/30/2019 E’ﬂ
Business Unit 50100 &)
[5]Save ||[=] Motify [E} Add || 5] Update/Display
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Screenshot of the POX5010 Receiver Ship To Detail Report

ORACLE Regor Oz POXEMO Feoplefofl Purhasing Fage Ho. 1
Licar 102 RECEIVER SHIPTO DETAIL REFDRT Fe=n Dabs 17822020
Run Conlrol: RECEIPT_SHIPTC_DETAL Fen Timee 1000645 AW
L
Rsaahar Dalss Isalutaa: 040012018 Thnc 402003
Buclnece Un%; Sr10a
Feaalpt Memhandics
Dabe Faselver 1D Zuppllar Hama Mem IDDecorizbion Zehd DuaDade LhaTe vos FRacalved Qfy plod Gty Avd Gty bt amaunt
LEDE2ma DOOZI0SETT  DISh NESWDM CATELLITE RECEIVER DISH O20E2020 SALEM A 1 1 a a a0
LLC NWDED) FEAF
Larz2adia TOEZI0R435  FoxValeyLLC 2512301000 OFAS20E ABINGD RO HUR @ £0 o [ 1778
DISPOSAL AND REMOVAL,
DEAD ANIMALS DISPOSAL AND
REMOVAL, DEAD ANIMALS
SIS0 OFAS20E ABINGD RO HUR L] <0 o [ 1778
DISPOSAL AND REMOVAL,
DEAD ANIMALS DISPOSAL AND
REMOVAL, LITTER FICK UP
L& 273013 CLOZ110140  KPMGLLP 9183101000 D207 CNTRL OF2 HUR E36T1S 83EM.5 o o 835715
CONSTRUCTION CONSULTING
CONSTRUCTION CONIULTING
LanEama o0O21I0240 HEH S2neral SBAREILYIA G4mL2018 MORFOLE ACR 250 835 2E0.88 a a 137874
ConslructionIng  LITTER REMOVAL SERVICES, RO
PER VADOT SPECIFICATIONS
ACRE, PRIMARY, SECONDARY
E2DEII9 WLEITI109%  Comgast S152401000 RTINS CHETFD MON 11769 11759 Q LY 117.59
Spomight CASLE TELEVISION SERVICES RES
{INCL. PAY-PER-VIEW
SERVICED) CASLE TELEVIZION
SERVICES (INCL. PAY-PER-
WIEW SERVICES)
Lspaama COOZTII2ME  COMOAST 9182401000 BEENZ018 MOVA MON 1 1 [a] a TLm
COMMUNICATI  CRSLE TELEVWISICH SERVICES PETOC
ONG (IRCL. PAY-FER-VIZW
SERMICES) CASLE TELEVIZION
SERWVICES (INCL. PAY-FER-
VIEW SERVICES]
Fage 168 1457
Rev 04/10/2025 Page 28 of 193




4/ Cardinal
J

Receiver Summary Report (POX5001) i Bl Publisher Report
REVISED: 04/11/2017

DESCRIPTION:
This report provides a summary listing of receipts within a specified date range.

NAVIGATION PATH:
Main Menu > Purchasing > Receipts > Reports > Receipt Summary

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POX5001 PDF
From Date XLS
Through Date TXT

Business Unit
ADDITIONAL INFORMATION:

This is a Bl Publisher report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the POX5001 Receiver Summary Report Run Control Page

Favorites + | Main Menu - » Purchasing~ > Receipis ~ » Repors~ > Receipt Summary

Receipt Summary

Run Control ID Receipt_Summary Repart Manager Process Monitor BN

Language | English A
Report Request Parameters

From Date |04/03/2012 [#]

Through Date |04/12/201%

(=

Business Unit 50100 Q,

[5]save ||[=] Motify [E: Add || 5] Update/Display
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Screenshot of the POX5001 Receiver Summary Report

oRACLE Repeet ID: POXE03L Peopletoft Purehacing Paga No. 1
User io: RECEIVER SUMMARY REPORT Run Date 1/8/2020
RunConfrol:  RECEIPT_SUMMARY RunTime 10:11:05 AM
R Datoc 13 T™hie 04r12/2019
Bualness Unit: 50100
Held Haya
3hip To Recolver 10 Ray Date 3upplier ID Supplar Name Rev Shatus Nateh 3tatuc Carier 1D Aceot tnvardery
$0100 0002121155 03102018 Qa0J0022827 Comguter Ald Inc Closed Matched N N
ABING RSHP 0002121031 04122015 QA020017427 J Blackwel ine Closea Malchea N N
ASINGDAHQ (002119520 04032018 Q020005658 Mountah Materls = Ciosed Matched N N
0002121115 041152018 Q020853233 EWIETNLLC DSA Closed Matched N N
Bluewatzr Indusines
0002121519 04122015 A0200e3318 Premier Stattng Sourcs Ine Racened To Malen N N
0002123317 112018 J020013514 C L Dale Construction Ciosed Matched N N
Sendees LLC
ABINGD RO 0002119320 04082018 Q020035730 JE?RY B PETERS SALES Recelved To Malch N N
0002119351 04092015 Q020035720 JERRY 8 PETERS SALES Recened To Malen N N
INC
0002119753 041172018 Q020025330 Chad Lampkin Ciosed Matched N N
Co02119773 ou1152018 Q020025320 ChadLampkin Closed Malched N N
0002120824 041152015 Q0J0CE6252 Interstale Construction LLC Closea Matched N N
0002120625 0112018 000056352 Interstate Consiuction LLC Closed Matched N N
0002120823 04122018 Q020066352 Im2rstale Constuction LLC Closed Malched N N
002121053 041122018 Qq020Cs6252 Interstate Construction LLC Closed Matched N N
0002121112 0122018 Q000056352 Intarstate Construction LLC Closed Matched N N
0202121117 041152015 Q020046342 Imarstale Constuction LLC Closea Malehea N N
0002121113 04092015 020056352 Inerstate Consiruction LLC Canceled To Malch N N
Page1c¢f78
Rev 04/10/2025 Page 30 of 193




/}) Cardinal

Requisition Inquiries
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Add/Update Requisitions Inquiry
REVISED: 05/15/2017

DESCRIPTION:

This inquiry is used to view requisition header, line, schedule, and distribution information.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Add/Update Requisitions

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Requisition 1D

Requisition Name

Requisition Status

Origin

Requester

Requester Name

Hold From Further Processing [checkboX]

Screenshot of the Add\Update Requisitions Search Page

Favorites = | Main Menu ~ » Purchasing= > Requisitions~ > Add/Update Requisifions
Requisitions
Use the following search to look for an existing Reguisition,

| Find an Existing Value Il Add & New Value .

w Search Criteria

Business Unit| = = Fo10g o
Reguisition 10| beging wilh = | 0002254578

Requisition Mame| begins wilh « |

Reguisition Status| = | v
Crigin| beginz wilh v | o
Requeslar| beging wilh + | o
Requester Mame| beging wilh = | oL
Held From Further Processing |
I Case Sensitive
Limit the number of resuts to (up to 300 (300 |
| Search | Clear Eagsic Search ER'E Save Search Criteria
Search Results
Wiew All
Birsiness Unit Requisition |10 Requisition Hame Requizition Statius Origin Requester Requester Hame
50100 00022645373 DO02264373 Approved ONL °
50100 DO02264575 0002264576 Approved OML
0100 DO02264574 DO0Z262574 Approved OhL
20100 DOD22G4371 Water Activated Coid M Approved CHL

Find an Existing Value | Add a Mew Value

First

4] 14cf4s (B} Last

Hald Fram Further Processing

M
M
M
1M
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Screenshot of the Requisitions Page

Favorites v ‘ Main Menu ~ > Purchasing~ >

> Add/Update Requisitions

Maintain Requisitions

Requisition

| New win

Business Unit 50100
Requisition ID 0002264578
Requisition Name 0002264578

¥ Header (2

*WebIMS Req Type | Restock v Status  Approved

() Hold From Further Processing

“Requester Q
0571472019

B Requester Info
o Q

Currency Code USD

Cnline Input
Dollar

Requisition Defaults
Requisition Activities

Edit Comments
Amount Summary (7

Document Status
Total Amount 1,578.60 usD
Add Items From (7 Select Lines To Display (7)
Purchasing Kit Catalog Search for Lines
Item Search

Requester ltems

welJa [ al Felis |

Line ()

Personalize | Find | View All |
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Atrioutes || Contract || Sourcing Controls || webiMs |

Line item

B Fist W 10f1 ) Last

Description

Quantity sUOM  Category Price e Status
PATCHING MATERIAL, 60
1 Fé‘. 7456544125 LB/BUCKET,COLD MIX ASPHALT 180.0000 EA T456544 8.77000 1,578 80 Approved O [=E] E
View Approvals “Goto _More. v

[ Relurn to Search |1 Frevious in List |[J5] Nextin List || Nolity | [ Refresh

] Update/Display
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Requisition Workbench Inquiry
REVISED: 05/23/2017

DESCRIPTION:
This inquiry is used to update requisition information and view status of requisitions in the process flow.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Review Requisitions Information > Workbench

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Description

System Source i Do not use
Loader BU i Do not use
Business Unit

Requester

Requester Name

Item SetID

Item ID

From Req Due Date / To
Requisition ID / To Req
Requisition Name
Requisition Date / To

Req Status

Origin

Description

Sourcing Activity [various additional fields]
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Screenshot of the Requisition Workbench Search Page

Favorites = | Main Menu - 3

Requisition Workbench

Furchasing = *

Requisitions = *

Review Requisition Informafion - >

Workbench

System Source| | O From Req Due Date [02/01/2018 |5 To[pzazme &
Loader BU l:lQ Requisition 1D |:|Q To Req l:lQ
Business Unit l:lq Requisition Namel |Q
Requester| |Q Requisition Date |:|E,| To l:l@
Requester Name| |Q Req Status |:|Q arigin l:lQ
Des::riptiunl |
wemsen| |a
Item ID | (=}
Sourcing Activity
Reqs Never Sourced
| apphvjactyjlintes | From Activity Date[ | ToActivityDate| |
Sourced to Purchase Order
PO Activity Dates
|N| Vl From Due Date |:|3 To Due Date |:|E
From Receipt Date l:l@ To Receipt Date l:IEJ
Sourced to Material Stock Request
MSR Activity Dates
[ v From Schedule/Ship|  |3)  To ScheduleiShip| |G
MSR Type
[au v] From ReceiptDate[ |  ToReceiptDate| |3
oK || Gancel || Refresh
Screenshot of the Requisition Workbench Page
Fawvorites = | Main Menu = * Purchasing = * Requisiions = * Rewview Requisition Information ~ > \Workbench
Workbench
Req Workbench Personalize | Find | Viewall | 22 | s First 4 150f17 ' Last
Details || Staius
Unit Raquisition Js:lml:mun Raquaster Req Data Total Amt Currency Code
50100 0002242430 Approved Pt T g b 3.810,000.00 Dolar
50100 0002248374 Approved 11/27Rns 105,285.00 Dollar
50100 00022458377 Apaproved 11/272nis 20,827 50 Dollar
50100 00022458378 Aparoved 11/272015 18,058.75 Doflar
50100 Q00Z2E5EET Approved paloTine 44,220.20 Dofar
50100 O002288378 Apaproved p2M132018 1348,200.00 Dolar
Seanch
[ =] Notity | |22 Refresh

Rev 04/10/2025

Page 35 of 193




/ % Cardinal

Screenshot of the Requisition Details

Favodesy || Wain Meni Purchasing~ » Requsions~ © Review Requisition Informafion + © Workbanch
New
Workbench
ReqWoq Requisition Details x
Detai Helj
YA
Unit Business Unit 50100 ReqID
Requester
50100
Requisition Date 02/12/2012 Marchandise Amount  3,010,000.00 usD
50100
Req Status Approved
50100 Requisition Details Personalize | Find | Wiew All | [;‘—I Q Fist 4 1-50f38 * Last
e Details || More || Contract | =0
Statua lism 1D Dezcription Suppllar ID $up ID Hum supplier Req @ty ShortDescripion Msrchandlas Amt "g:,':,'“
50100
1 Approved 9131335200 DECK SLAE REPAIR AND/OR REPLAC 1000.0000 3q Yard 400.000.00 USD (3] =
50100
2 Approved 9131335150 DECK SLAS REPAIR AND/OR REPLAC 1000.0000 Sq Yard 700,000.00 USD (2] £
3 Approved 0131300000 BRIDGE REFPAIR, MISCELLANEQUSE E00.0000 Linzar Ft 00,000.00 UED (] F
4Approv=d 09131300000 BRIDGE REFAIR. MISCELLANEOUS E 500.0000 Linear Ft @ |
5 Approved 9131390000 ERIDGE REPAIR, MISCELLANEQUSE ir Ft (2] Eg)
v
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Requisition Document Status Inquiry
REVISED: 05/15/2017

DESCRIPTION:
This inquiry is used to view all documents that are tied to a requisition including contracts, events,
purchase orders, receipts, and vouchers.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Review Requisition Information > Document Status

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Requisition 1D

Requisition Status
Requisition Date
Origin

Requester
Description

ADDITIONAL INFORMATION:

In the Purchasing module, a link on the Requisition page also allows a user to view the Document
Status.

Screenshot of the Requisition Document Status Search Page

Favorites = Main Menu = » Purchasing~ » Requisitions = > Review Requisition Information = > Document Status

Requisition Document Status

Enter any informaticn you have and click Search. Leave fislds blank for a list of all valuss.

Find an Existing Value

Search Criteria

Business Unit 50100 Q
Requisition 1D D02075373
Requisition Status| = v| | hd
Requisition Dats =]
Oriin[Eegins vih V] Q
Haqusster Q
De=cription
[lCase Sensitive
Limit the number of results to (up to 300): |300

Search || Clear | Basic Sesrch | Save Search Criteria
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Screenshot of the Requisition Document Status Page

Favortes = Main Menu » Purechesing> » Requistions - 3

Document Status

Business Unit 50100 o
Document Date 12112013 Status Complaie
Currency USD Docurment Type Requisfion

Requester Merchandize Amt

= =
a .-(./ Ql
Re io entory Fracuremsnt Receipls Rel Wouche
Contracts(1)
Show All

Associated Document Personelize | Find | vizw an | ] [
Documents | [F2H

SActions Sotily Document Type DOCID Status Dociment Date  Supplier 1D Location
=hctions  STATE Contract DODRIOOO0000025408 Approved 12118202 0000031588

[Z" Return fo Seerch || 1] Previousin List | |4 ] Mextin List

Review Requisition Information ~ > Dotument Status

First ‘% 1af1 ‘b Last

Go To Document
Status Inguiry

B
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Requisition Inquiry
REVISED: 04/24/2017

DESCRIPTION:
This inquiry is used to research the history of a requisition in Cardinal. Depending on the status of the
requisition, you can drill down to view additional information relating to a specific requisition.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Review Requisitions Information > Requisitions

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Requisition ID / To Req

Requisition Name

Req Status

Origin

Requester

Requester Name

Requisition Date / To

Supplier SetID

Supplier ID

Supplier Name

Item SetID

Item ID

Item Description

Direct Ship [checkbox]

Department

Screenshot of the Requisition Inquiry - Search Page

Favoriles v | Main Menu ~ » Purchasing~ > Requisitions~ > Review Requisition Information » > Requisitions
New Window | Help | Personalize Page
Requisition Inquiry
Business Unit 50100 |Q
Requisition ID[002218094 Q To Req Q
Requisition Name Q.
Req Status Q QOrigin (e}
Requester Q.
Requester Name Q.
Requisition Date ] To ]
Supplier SetlD STATE Supplier Lookup
Supplier ID @, Supplier Details Supplier Name Q
Item SetiD STATE Item ID Q,

Item Descriptiun| M s
P [ Direct Ship

254 characters remaining
Department | Q

oK || cancel |
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Screenshot of the Requisition Inquiry Page i Details Tab

Favorites v ‘ Main Menu v > Purchasingv > Requisitionsv >
Requisitions
Req Inquiry

Details || Status

Unit

Requisition

Requisition

Requisition Name Status

Requester

50100

002218094 Approved

Search

[=] Notify |

Review Requisition Information v >

Personalize | Find | View &ll | (2| [

Requisitions

First (4) 10f1 (b Last

Req Date Total Amt

01/08/2018 86,167.20 USD

Screenshot of the Requisition Inquiry Page i Status Tab

Favorites = | Main Menu = » Purchasing~ > Reqguisiions~ > Reviewf ionw

Requisitions
Req Inquiry

Detsils || Status | [F=20)

Direct Ship
Lnit Requisition OnRFQ@ OnPO from

Supplier

Change

Requisition Name Order

Received

S0100 02218094 002218084

Search

[EI Notity |

Personalize | Find | View All | 2] = First ‘&' 10f1 ‘2 Last

OnMSR OnVoucher (52 Procurement
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Screenshot of Document Status - Selected Requisition Document Status

Requisitons v » Review Requistion Information v 5 Requistions

ReqlD 002215084
Status Approvad
Document Type Requistion
Merchandise Amt 36,157.20

: oo
P Receipls Retumns
Personzize | Find | View Al | (2| B
DocID status Decumont Dafe  SupplieriD Losatan
0000184432 Inactive 02/08:2018
0000154452 Inactive 02108/2018
0000184452 Inactive 020812018
0000184452 Pend Avard 02082018

4 140f8 '’ Last

First

Go 7o Document
Statue Inquiry

B

Favorkes v | Main Menu ~ > Purchasingvy >
Document Status
Business Unit 30100
Document Date 01/05°2018
Currency USD
Requester
e 0 p—
o —
LM
nventory Sourcing Procurement
Events(1}) Contracts(3)
| Show All
| Associated Document
| Documents | =%
Actions satiD CUSN®I?  pocument Type
« Acticas 50100 Ei{:::g" Seurcing
« Actions goion e Soursing
« Actions goton oo Souring
~ Acticas soigp ;g Soursing
vent
G B!m!m 1o SI![E'_‘

Rev 04/10/2025

Page 41 of 193




/ﬂ/ Cardinal

Screenshot of Event Summary - Selected Requisition Event Summary

Favorites » Main Menu > Purchasing» » Reguisiions+~ > Review Reguisition Infformation» » Reguisitions > Document Status

Medify an Event

>

Event Dretzils

Event Summary

Businessz Unit 50100 Event |0 0000154452 Round 1 Version 1 Event Format Buy

Event Type RFx

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

Step 1: Define Event Basics

Enter basic information, general setiings and opiional rules for this event.

* Event Settings and Options Payment Terms end Contact Info
Event Comments and Aftschments Ewvent Consfraints
Event Header Bid Factors

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

* Ling ltems Item Line Defaults

Event Status |nactive Version Time Zone EST
Solicitation Type IFB Sesled Contract Preview Date D1/D%/20M8 Time 2:16PM
Bid Category Start Date D1/232013 Time 3:004M
Code
Event Name Wayside & Lot Mowing & Litter Removal Services End Date DZ/DE/2013 Time 2:00PM
Copy From ~ Go
Description|*Set Aside for Small Businesses® Wayside and Lot il vy |:|
Mowing & Litter Removal Services for the Lexington eVA Interfaced NSEV eVA Ditm
Residency
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Requisition Queries

<This page is intended to be blank>

Rev 04/10/2025 Page 43 of 193



/) Cardinal
V4

COA Journal Query (V_PR_COA_JRNL_QRY)
REVISED: 04/11/2017

DESCRIPTION:

This query displays posted transactions based on Business Unit, Fiscal Year, Accounting Period, and
selected Chart of Accounts (COA) parameters. The query can be executed by any user to view journal

details and identify the distribution accounting information for journals.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_COA_JRNL_QRY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Account (% for All) Excel

Department (% for All) Csv

Cost Center (% for All)
Project (% for All)

Journal Date From (including)
Journal Date To (including)

ADDITIONAL INFORMATION:
Excludes Account 101010.

Screenshot of the COA Journal Query Page

V_PR_COA_JRNL_QRY - COA Journal Query

Business Unit f0100 |3
Account (% For All) (5012830 Q,
Department (% For All) (% Q,
Cost Center (% For All) % Q
Project (% For All) (% Q
Journal Date From (including) 04/01/2019  |[=]
Journal Date To (including) (04/30/2019 %)
| View Resutts |

Download results in - Excel SpreadShest  CSW Text File XML File {129 kb)

Wiew All
R B G.L Fiscal Journal J 11D Journal  Accounting T Dat f_rnl Journal Line 5 A t Jrnl Line
2 uaL;':_.niTss Year Source Ll Date Period Ll 5 M'Ef Reference CLNCE L N o Description

1 50100 2019 AP APO1171455 D4I02/2019 10 0410272019 2718 00991766 GAP 4300 o oo NE onied

2 50100 2019 AP APD1171465 D4/02/2019 10 04/02/2019 2723 00991767 GAP  550.000 éﬁ“gﬁ?@gm
Attend IBTTA

3 50100 2019 EX  EX01194981 D4/29/2018 10 0472972019 87 0000231782 GEX ~ 27.210 o ot 0
PER DIEM

4 50100 2019 AP APD1177221 D4/08/2019 10 04/08/2019 2496 00992870 GAP 55000 (2DAYS)
MILEAGE RAIL

5 50100 2019 AP APD1177221 D4/08/2019 10 04/08/2019 2497 00995217 GAP  933.0g0 ansportation for
CTB Members
PD(2DAYS)

6 50100 2019 AP APD1186529 D4/18/2019 10 04/18/2019 2560 00998630 GAP  66.000 TAXIFAIR RAIL
TICKETS

Account Fund Program Department

5012530 04100 699001

5012830 04100 599001

5012830 04100 599001

5012830 04100 599001

5012830 04100 699001

5012830 04100 699001

10001

10001

10001

10002

10002

10002
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Screenshot of the COA Journal Query Page (scrolled right)

Source

Cost Activity Type Category Subcategory

Center

Agency BPES

Task FIPS Asset Agency Use 1 Use 2 oo, Project

11120010
11120270

11120010
11120270
11120010

11120270

Responsible
g

10015

10015

10002

15055

10002

First 1-100 of 192 '»' Last

Voucher Invoice

00891766 CO_2/2019_ADJUST_00000001

00891767 CO_3/2019_BILL_00D00000001

00992570 MARCH2019

00995217 201210

00893630 APRIL2019
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IMS Requisition Doc ID Xrefer Query
(V_PR_WEBIMS_IMS_DOCID_REQ_XREF)

REVISED: 05/15/2017

DESCRIPTION:

This query displays cross reference information for Cardinal Requisition IDs to Web Based Inventory
Management System (WebIMS) Doc IDs. The query can be used to find the corresponding WebIMS
Doc ID related to a Cardinal requisition. The query can be used to reconcile IMS/Cardinal stock

issuances.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS_IMS_DOCID_REQ_XREF

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Unit HTML

Req ID Excel

WebIMS Doc ID CsVv

Screenshot of the IMS Requisition Doc ID Xrefer Query Page

V_FR_WEBIMS_IMS_DOCID_REQ_XREF - IMS Requisition Doc ID Xrefer

unit 0100 |Q
Req ID [D001073014 |

WebIMS Doc 1D
| View Results |

Downleoad results in :  Excel SpreadSheet CSV TextFile XML File (1 kb)
View All

Row Unit Req ID Line Item Mare Info

1 50100 0001078014 1 7507766150 SAND SAND, GRADE B NATURAL
2 50100 0001078014 2 7754577327 SALT, SODIUM CHLORIDE, FOR ROAD MAINTEMAMCE SALT, SODIUM CHLORIDE, BULK

First 1-2of 2 Last

WebIMS Doc ID
1000152824
1000152823
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IMS Requisitions Not Complete Query
(V_PR_IMS_REQ _NOT_ACTG_LN_TBL)

REVISED: 04/11/2017

DESCRIPTION:

This query displays a list of outstanding IMS requisitions. The query can be used to assist with
reconciliation of Web Based Inventory Management System (WEBIMS). The query excludes
Completed requisitions and Cancelled requisition lines.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_IMS REQ_NOT_ACTG_LN _TBL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML

Budget Date From Excel

Budget Date To Csv

Screenshot of the IMS Requisitions Not Complete Query Page

V_PR_IM5_REQ_NOT_ACTG_LN_TBEL - IMS Requisitions Not Complete
Business Unit {% for all) E0100_ |
Budget Date From WE
Budgst Date To [[2A0R019 i
["view Resuns. |
Downlaad results in ;. Excel SpreadSheel CEW Text File XML File (6 kb)
igw All First 1-30 of 30 Last
Fow  Eusiness Unit  Requisition D Requisition Date Flequisition Status WeblM 5 Req Type Line Mumber  WehlMS Doe 1D Curent Status IM5 Feq Fost Status Entered on Entered Ey
1 s0100 0002264536 Q9RTEE Lax WIP 1 IDOD4ETATS [ ¥ [ui=Tek fda ]
2 0100 0OD2264303 Q22472018 A EZA 2 A A 022472018
3 0100 Q00264538 QA2T219 A ESA 1 100467454 [+ ¥ Q272018
4 0100 0002264504 Qar24721% LA My 2 A W 09247315
5 50100 0002264503 Q22472 & A ESA 1 A ¥ 087242018
6 50100 0002264518 Q9262 A MY 4 A ¥ 09726218
7 soioo 0002264524 Q92ERE Lix WIF 2 IDOD4ETATS A ¥ 09262018
[ S0100 0OD2264333 Lol P il A I 2 A A 0z27Raie
9 S0100 0002264504 Q242019 LA INV 1 100457453 c W 02472018
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WEBIMS Item Cross Reference Query (V_PR_WEBIMS ITEM_XREF)
REVISED: 04/11/2017

DESCRIPTION:

This query displays cross reference information for WebIMS Item ID to National Institute of
Governmental Purchasing (NIGP) Item ID. The query can be used to find the corresponding WebIMS
number to the NIGP Item ID.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_WEBIMS_ITEM_XREF

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD HTML

ltem Excel

WebIMS Item ID CSsv

Screenshot of the WEBIMS Item Cross Reference Query Page

V_PR_WEBIMS ITEM_XREF - WEBIMS Item Cross Reference

SetlD (STATE (O

Item Q,
WebIMS Item 1D 086027115

View Results

Download results in:  Excel SpreadSheet CSVW Text File XML File (1 kb)
Wiew All First 1-1f1 Last
Row SetiD Htem Itm Status Dt Descr

1 STATE 1559055330 117282011 FUSE, 100 AMP, 250 VOLT, ROYAL 096027115

WebIMS [tem ID
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WebIMS Store Keeper (V_PR_STOREKEEPER)

REVISED: 04/10/2025

DESCRIPTION:

This query displays a list of WebIMS Store Keepers with their WebIMS Stock Location and Location

information.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_STOREKEEPER

INPUT / SEARCH CRITERIA:

OPRID (% for all)

Route Control (% for all)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the WebIMS Store Keeper Query Page

V_PR_STOREKEEPER - WebIM$ Store Keeper

OPRID (% for all) (00132660000 aQ
Route Control (% for all) % Q
View Results
Download results in - Excel SpreadSheet CSV TextFile XML File (7 kb)
View Al First 1-20 0f 20 Last
Row user Name Role Name Field Prof WebIMS stock Locatio Location
1 00132660000 DOE, JOHN V_PR_WEEIMS_STOREKEEPER Store Keeper Staunton 0320 0320 TRIANG AHQ
2 00132660000 DOE, JOHN V_PR_WEBIMS_STOREKEEPER Store Keeper Staunton 0321 0321 ISLFOR LOT
3 00132680000 DOE, JOHN V_PR_WEBIMS_STOREKEEPER Store Keeper Staunton 0322 0322 RT770 LOT
4 00132660000 DOE, JOHN V_FR_WEEIMS_STOREKEEPER Store Keeper Staunton 0323 0323 COVGTN AHO
5 00132660000 DOE, JOHN V_PR_WEBIMS_STOREKEEPER Store Keeper Staunton 0820 0820 MILLBR AHQ
6 00132660000 DOE, JOHN V_PR_WEBIMS_STOREKEEPER Store Keeper Staunton 0821 0821 WRMSPR AHQ
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Requisition Reports
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Print Requisition Report (PORQO010) i SQR Report
REVISED: 01/06/2020

DESCRIPTION:
This report provides requisition details based on the status of open, pending, approved, cancelled, and
complete.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Reports > Print Requisition

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: PORQO010 PDF

Business Unit Csv

Requisition 1D

From Date

Through Date

Requester

Statuses to Include Approved, Canceled,

Completed, Open, Pending [checkbox]

Screenshot of the (PORQO010) Print Requisition Report Run Control Page

Favorites - ‘ Main Menu - > Purchasing + > Requisitiong~ > Repors » > Print Requisition
Print Requisition
Report M P Monit Run |
Run Control ID Requisition_Print Eport Manager rocess hMonitar !
Language | English hd O Specified Language O Recipient's Language
Report Request Parameters
Business Unit|50100 a, Statuses to Include
Requisition ID b002264561 x Q EAppra\red | Select All |
M canceled ;
From Date [m ancele
%] Completed
Through Date [m il open
Requester ] il Pending
[NOT On Hold v
[Flsave ||[=]Notify (% Add || k] UpdatemMisplay
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Screenshot of the (PORQO010) Requisition Report

SALT, SODIUM
CHLORIDE, BULK

Suppller: 0000015454 Carglll Inc

Requisition
Business Unit: 50100 APFROVED
. ? Re2qI0: Date Page
Ship To:  See detail below 0002254561 10/15/201% 1
Raquizition Nana:
Racrassion 1
Raguestes Curency
uss
Raquesler Signature
nesSchd 1 DSsCripzon g 1D Quantity UOM Frice Ext=nded Amt Due Date |
11 7754577327 SALT, SODIUM 500.0000 LTN 116.12 58,060.00
CHLORIDE, FOR
ROAD MAINTENANCE

Ship To:  VDOT Jennings Ordinary Briggs Crew
463 Patrick Henry Highway
Crawe VA
USA
Ann:
Line Tot3l §8,060,00
2-1 TT54577327 SALT, SODIUM s00.c000 LTN 226.12 £8,0580.00
CHLORIDE, FOR
ROAD MAINTENANCE
SALY, SODIUM
CHLORIDE, BULK
Euyer. . )
Suppller: 000015454 Carglll Inc
Ship To:  VDOT Dinwtddle Edidge Craw
13717 Richle Road
Dinwiadiz2 VA 22341
USA
Ann:
Line Totsl, —88,080,00
Jotal Raquisition Amount: 216.120.00
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Requisition to PO Xref Report (POX4010) i Bl Publisher Report
REVISED: 04/02/2020

DESCRIPTION:

This report provides requisition details and cross-reference information between requisitions and
associated purchase orders. The report can be executed by any user and can be used to display a
selected date range of requisitions that were copied into purchase orders.

NAVIGATION PATH:
Main Menu > Purchasing > Requisitions > Reports > PO/Requisition Xref

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POX1100 PDF
From Date XLS
Through Date TXT

Business Unit
ADDITIONAL INFORMATION:
Requisitions that are not Purchase Order (PO) related are excluded from the report. All requisitions are
included if the From Date and Through Date fields are not populated.
This is a Bl Publisher report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the (POX4010) Requisition to PO Xref Search Page

Favorites - Main Menu » Purchasing » * Hequigitiong+ > Reporz+ » PO/Requigition Xref

Requisition to PO XREF

Find an Existing Valus Add a New Value

Run Confrol ID|Requisition_Print]

Add

Find an Existing Value | Add a New Value
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Screenshot of the (POX4010) Requisition to PO Xref Report Run Control Page

Favortes v | Main Menu =

PO/Requisition Xref

Run Contrel I Requisition_Print
Language | Englizsh N
Report Request Parameters
From Date |03/02/2013

Business Unit 50100 |3

[5l5ave ||[h Return to Search

[=] Netify |

» Purchasing » * Requisitions » > Reports » » PO/Reqguisition Xref

Report Manager Process Moniter Run

Through Date [D4/13/2018  x|[s]]

| Add || B Update/Display

Screenshot of the (POX4010) Requisition to PO Xref Report Process Scheduler Request Page

Process Scheduler Request

OK | | Cancel

UserID Run Control ID Requisition_Print
Server Name v Run Date 03/3012020 |5
Recurrence v Run Time 12:10:37PM | Resetto Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
¥ Requisition to PO XREF Report POX1100 Bl Publisher Web v || PDF v | Distribution

X

Help
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Screenshot of the POX4010 Requisition to PO Xref Report

Raport 102 POX4040
Uesrio:

Run Control:

oRACLE

Requiation_Print

Poopls 3ot Purchacing
REQUISITION TO PO XREF REPORT

Page Mo, 1
Fun Dats 313002020
RunTEng  92:13:31 PM

RAaq Dabec Includsd :
Bugiracs Unit 0100

[3T3201E  Thar 041122019

Requition

1] Lini&ahDet Dixtw ltem D

Purchace Ordes

GQuanttty WOM PDID Candraat ID

Rel

Ehip Dats

L' BohiDet

Gmntty CUR Prics

DI0E253317 1 1 1 030472019 7E03532

REqUIETON Name:
DI02253319 1 1 1

47297 2383020 Pims 73

030472049 9131320
oo

Requiston Name:  PresTessad Slans 616,789,591
- 1 03042013 9131320
oo

Requiston Name:  PresTessad Slans 616,789,591
3 1 1 03042013 9131320
oo

STONE

BRIDGE SLABS,
PRECAST
CONCRETE.
THIS WORK
e

SHALL
INCLUDE ALL
BRIDGE ELABE,
PRECAST
CONCRETE.
THIS WORK

SHALL
INCLUDE ALL

BRIDGE SLABS,
PRECAST
CONCRETE.
THIS WORK
e

SHALL
INCLUDE ALL
BRIDGE SLABS,
PRECAST
CONCRETE.
THIS WORK

SHALL
INCLUDE ALL

BRIDGE SLABS,
PRECAST
CONCRETE.
THIS WORK
e

SHALL
INCLUDE ALL
BRIDGE SLABS,
PRECAST
CONCRETE.

100000 LTHN 0301182367  DIDOI00I0000I00I00004T23T

Altantion To:

Altantion To:

Page 1 B4

4 03407209

0 080572019

1

2

Baska, Jesslez (VDOT)

D 08152019

1

Baska, Jesslez (VDOT)

0 O7Ms2019

1

100000 UsD 4624

1.00  UsD 72,500.00

1.00  UsD

80,100.00

1.00  UsD 85,200.00
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Procurement Card (PCard) Inquiries
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PCard Reconcile Statement Inquiry

REVISED: 05/15/2017

DESCRIPTION:

This inquiry is used to review, manage, and approve procurement card transactions loaded by the Load

Statement process.

NAVIGATION PATH:
Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Role Name Online

Employee ID

Name

Card Issuer

Card Number
Transaction Number
Merchant

Sequence Number
Line Number

Billing Date / To
Statement Status
Budget Status
ChartField Status
Transaction Date / To
Charge Type
Posted Date / To
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Screenshot of the PCard Reconcile Statement Search Page

Reconcile Statement Search

Role Name | k3l
Employee 1D 00052056100 &
Name aQ,
Card |ssuer| Central OFfce - BoA Visa v |

Card Number
Transaction Number
Merchant | Exact Match
Seguence Number
Line Number
Billing Date D415/2020 ) To 04M152020 O

-

Statement Stalus | Slaged
Budpet Stalus | v
Charifield Status | v
Transaction Date i To [=]
Charge Type | r
Posted Date ) To [=]
Rows Per Page| 100
| Auto Save When Scrolling Through Chunks
OK Cance| Clear

Rev 04/10/2025 Page 58 of 193



//j Cardinal

Screenshot of the PCard Reconcile Statement Page

Favorites » | Main Menu ~
Reconcile Statement

Empl ID
isplay Unmasked Card Number
) Run Budget Validation on Save

Bank Statement

Transaction Billing

Card Issuer Card Number

1 # BAVID B
4
& Select All = Clear All
Search Furchase Details

G Save ||[=] Notify ||2% Refresh
) I |

> Puchasing~ > ProcuremeniCan8~ > Reconcile~ > Reconcile Statement

Procurement Card Transactions

Name

Trans Date Merchant

-

0216/2020 EXPEDIA 7100212300224

Personalize | Find | View All | (31 | @ First (4) 10f1 (» Last

Budget Chs
Currency Status Stal
-150.25 USD O B R vaia Re

Stage

Split Line Distribution Template

Validate Budget
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Procurement Card (PCard) Queries

<This page is intended to be blank>
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Duplicate PCard Transactions Query (V_PR_PCARD_DUPLICATE_TRANS)
REVISED: 04/12/2017

DESCRIPTION:

This query displays a list of duplicate procurement card transactions charged by a merchant and can be
used to review transactions.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_PCARD_DUPLICATE_TRANS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Credit Card Supplier HTML
Transaction Date From Excel
Transaction Date To Csv

Screenshot of the Duplicate PCard Transactions Query Page

V_PR_PCARD_DUPLICATE_TRANS - Duplicate PCard Transactions

Credit Card Supplier BAVI4 | Q
Transaction Date From 01/01/2019  |[]
Transaction Date To |04/04/2019 |[i

View Results

Download results in :  Excel SpreadShest CSW Text File XML File (1 kb)

View All First 1-4of4 Last
Credit Card Credit Card = s T i Li Statement Eill 2

Row Employee ID [:u;p“;' ’:m'nb:r' Transaction Number “‘;:"“ "’l';;“;““ Nur'::w Merchant SBEE" Ar:m'agl Last Modified By Approved By

1 BAVI4 srazames 24692168026100398495634 15 01/26/2019 0 CHEWY.COM 4 52640 _ - - -

2 .. BAVIA 24692168026100398495634 40 0172672019 0 CLAIM ADJICHEWY COM 4 52640 - _ __3

- S BAVI4 24906419023067100961902 2 017232019 0 WAYFAIR 4 149790 L e o

4 BAVI4 24808418023067100961802 20 011232019 CLAIM 4 -148.780 Bl

ADJMWAYFAIR*WAYFAIR
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New PCard Supplier Report Query (V_PR_PCARD_VNDR)
REVISED: 04/12/2017

DESCRIPTION:

This query displays a list of merchants that have transaction charges on a procurement card (PCard)
and the merchant is not associated to a Cardinal supplier. The query can be used to identify PCard
merchants not currently set up as preferred suppliers in Cardinal.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_PCARD_VNDR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Date/Time HTML
To Date Excel
Csv

Screenshot of the New PCard Supplier Report Query Page

V_PR_PCARD_VNDR - New PCARD Supplier Report
Date/Time [01/01/2019 5]
To Dats [08/01/2018 |[i)

View Results |
Download results in :  Excel SpreadSheet CSW Text File XML File (3185 kb)

Wiew All First 1-100 of 13162 "*' Last

Row SetlD Merchant Address City Phone Number State Postal Taxpayer ID 1099 Rpt Acct

1 STATE 1090 BLUEFIELD DAILY TELE 304-3272808 W 247010000 YES
2 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
3 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
4 STATE 1210 PWCSA 703-335-7950 WA 221520000 YES
5 STATE 1210 PWCSA 703-335-78950 WA 221920000 YES
6 STATE 1210 PWC5A 703-335-7850 WA 221920000 YES
7 STATE 1210 PWGC5A 703-335-7850 WA 221920000 YES
8 STATE 1210 PWCSA 703-335-7950 WA 221520000 YES
9 STATE 1210 PWCSA 703-335-7950 WA 221520000 YES
10 STATE 1210 PWCSA 703-335-7950 WA 221920000 YES
11 STATE 1210 PWCSA 703-335-7950 WA 221520000 YES
12 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
13 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
14 STATE 1210 PWCSA 703-335-7950 WA 221920000 YES
15 STATE 1210 PWCSA 703-335-78950 WA 221920000 YES
16 STATE 1210 PWC5A 703-335-7850 WA 221920000 YES
17 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
13 STATE 1210 PWCSA 703-335-7950 WA 221820000 YES
19 STATE 1210 PWCSA 703-335-7950 WA 221520000 YES
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PCard Monthly Statement Query
(V_PR_PCARD_TRANS_MONTHLY_STMNT)

REVISED: 10/31/2017

DESCRIPTION:

This query displays a list of PCard transactions between certain start and end dates, for one or all card
holders, for one or all card issuers, and with one or all statuses. The query can be used to verify and
match the PCard monthly statement and to review card holder transactions.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_PCARD_TRANS MONTHLY_STMNT

INPUT / SEARCH CRITERIA:

Billing Date From

Billing Date To

Cardholder Name (% for all)
Employee ID (% for all)
Status (% for all)

Card Issuer (% for all)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the PCard Monthly Statement Query Page

V_PR_PCARD_TRANS_MONTHLY_STMNT - PCARD Monthly Statement
Billing Date From P&/01/2018 |[3j)
Biling Date To [08/31/2018 |[i)
Cardholder Name (% for &ll) (%
Employee ID (% for all) |% Q
Status (% for all) [%_|Q
Card Issuer (% for all) [BAVIS_|Q
| View Results
Downlosd resullsin:  Excel SpreadSheet CSV TextFile XMLUFile (777 kb)
View All
Row C. tder Name ployee ID St;::z:nl E';:::d Sentto eVA Tranos:'iﬁun Billing Date  Amount Merchant Account Department Task Fund Program CE%::(
1 ) Closed 07242018 0711972018 08/15/2018 515.000 VIRGINIA READY MIXED 5012240 10057 98385 04100 652024
- DEPARTMENT OF 7
2 Closed 07232018 07/19/2018 08/15/2018  35.000 gy noanpienT §012240 10057 96385 04100 659024
3 | Closed 077242018 0772012015 08/15/2018  11.020 THE SUPPLY ROOM AOPD 5013120 15058 04720 603015 12130001
4 1 Closed 07242018 07/20/2018 08/15/2018  £9.850 THE SUPPLY ROOM AOPD 5013120 15058 04720 603015 12130001
5 Closed 077242018 07/2072018 08/15/2018  22.300 THE SUPPLY ROOM AOPD 5013120 15058 04720 602015 12130001
6 Closed  08/02/2018 07/31/2018 08/15/2018  §9.880 THE SUPPLY ROOM AOPD 5013120 15058 04720 603015 12130001
7 Closed  08/0320158 07/31/2018 0&/15/2018  33.080 THE SUPPLY ROOM AOPD 5013120 13058 04720 603015 12130001
-] Closed 08032018 077312018 08/15/2018 3150 THE SUPPLY ROOM AOPD 5013120 15058 04720 603015 12130001
9 Closed  08/032018 07/31/2018 081572018 10,360 THE SUPPLY ROOM AOPD 5013120 15058 04720 603015 12130001
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Screenshot of the PCard Monthly Statement Query Page (scrolled right)

Agency Use 1

00064232

00067723

Project  Activity Asset FIPS

0000108455 9383

0000108455 933

Approved By

First 1-100 0f 912 '*' Last

eVA
PO  Supp Item Descr

Type
X02

X02

E1947924
713112018

E1947924
713112018

E1947924
713172018

E1947924
713172018

E1947924
713112018

E1947924
713112018

E1947924
7/31/2018

EPO

EPO

EPO

EPO

EPO

EPO

EPO
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PCard Transaction Approvals Query (V_PR_PCARD_APPROVAL)

REVISED: 05/01/2017

DESCRIPTION:

This query displays a list of verified procurement card transactions ready for approval by the assigned
Approver. The query can be used to review card holder transactions ready for approval by selecting
PCard transactions with Verified status.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_PR_PCARD_APPROVAL

INPUT / SEARCH CRITERIA:

User

Screenshot of the PCard Transaction Approvals Query Page

OUTPUT FORMAT:

HTML
Excel
Csv

V_PR_PCARD_APPROVAL - PCard Transaction Approvals
User
[view Resuts |
Deonload resufisin:  Excel SpeesdShesl C5W Test File XML Fde (5 kb)
Wiew Al Firs1 1150715 Last
Row i Hame Tran Kbr Trans Dale Kierchant Sum Amount
1 2801335912T00050T033 111 OSmE2019 CORTECH LLG 2000000
2 ZATSE4TV12TITITITIIBED QsmTz0e DIAMOND SPRINGS WATER ING 11.800
3 2ERFIIIFI2EST00II0ITIE QEmTR0R THE SUFFLY ROOM AQPD 21360
4+ 2ADESI3F12T0EITTETTA0NT Q5mTRe PREMIER STAFFING SOURCE BEHEE0
Ll 2ASFIIRSIIE0267T5403205 L ek ) CARTER MACHINERY 12 IWELO00
[ 24852169127 100801582752 asmT2019 BILLPAY.COLUMBIAGASYA 332940
7 2475549128121 2884 245 asmT0e SELECT RECYCLING WASTE SE 832000
& 24055239127063306831243 QsoTz0e PREMIER STAFFING SOURCE T04.600
El 28DE5I3F12TOEIITIICENE Q5mTa0e PREMIER STAFFING SQURCE TELIAD
10 ZA0E0EZS12TS00IZII0NID osmrzes ML LEQMNARD INC 3/
1 280E0559127520012565041 QsTTRMe ML LEQHNARD ING T45.040
12 2E52189127 100457305252 asmrzie COMCAST 195350
13 2ATEEATNIATITIITOTIIETT QsmTie DIAMOND SPRINGS WATER ING 173780
14 2406720491284 068150000252 QsoTz0e WPWE REMNTE 030101 11500.000
] 241374T9128010502721034 Q50709 HATURCHEM, INC. 24504600
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PCard Transactions by PO Query (V_PR_PCARD_TRANS BY_PO)

REVISED: 04/12/2017

DESCRIPTION:

This query displays a list of PCard transactions that are related to a purchase order (PO) by Business
Unit and PO ID. The query can be used to review card holder transactions that are related to a specific

purchase order.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PR_PCARD_TRANS BY_PO

INPUT / SEARCH CRITERIA:

Business Unit
PO ID (% for all)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the PCard Transaction by PO Query Page

V_PR_PCARD_TRANS_BY_PO - PCard Transaction by PO

Business Unit 0100 |Q

POID (% for all) |% Q

View All

Row. POID
0000484182 1
0000484182
0000484182
0000484182
0000484250
0000484250
0000484250
00004284250
0000484250
10 0000484250
0000484250
12 0000484250
13 00004284250
14 0000484250
15 0000426059
16 0000486059
17 0000486059
18 0000425059
1S 00004238059

©@ 0N DG A BN -

b A N NN NN S e e a e e a

1

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

10.0000
10.0000
10.000D
10.0000
15.0000
15.0000
15.0000
15.0000
15.0000
4£63.0000
4663.0000
4663.0000
4663.0000
4683.0000
6.2400
6.2400
6.2400
62400
£2400

1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
643.0000
355.0000
120.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000

Rev 04/10/2025

Download resultsin:  Excel SpreadSheet CSV TextFile XML File (15360 kb)

173.04000
173.04000
173.04000
173.04000
38.72000
38.72000
38.72000
38.72000
38.72000
0.01500
0.01500
0.01500
0.01500
0.01500
438.43000
438.43000
438.43000
438.43000
433 43000

PO Line PO Schedule PO Quantity PCard Quantity PO Unit Price PCard Unit Price PCard Transaction Amount

173.04000
173.04000
173.04000
173.04000
38.72000
38.72000
38.72000
38.72000
38.72000
3.99000
0.01500
0.01500
0.01500
4.59000
652.05000
524.97000
421.07000
321.87000
16093000

Transaction Number
173.040 24717052089130850344230
173.040 24717052126131262900431
173.040 2471705213913138091811D
173.040 24129423189100001481267
38.720 24129422032100002187079
38.720 24129422144100002066524
38.720 24129422178100001976477
38.720 24129422205100001817132
38.720 24129422264100001853381
3.990 24129422082100002187079
9.650 24129422144100002066824
5.330 24128422178100001976477
1.800 24129422205100001817132
4.590 24129422264100001853381
652.050 24129422054100002200875
524.970 24129422089100002196285
421,070 241298422115100001982240
321,870 24120422153100002354247
160.630 24128422153100002354847

Transaction Date
03r8R0N2
05/04/2012
05/1712012
07/082013
03222012
05232012
06126/2012
07223/2012
09202012
03222012
052212012
08/28/2012
0722/2012
097202012
02232012
031282012
04R412012
080172012
08M12012

PCard User Name

First 1-100 of 26746 (2 Las

PCard Transaction Status

N N N R I N N NN N N N N N N
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PCard Transactions by Trans Dt Query
(V_PR_PCARD_TRANS_BY_TRANS_DT)

REVISED: 10/31/2017

DESCRIPTION:
This query displays a list of PCard transactions between certain start and end dates for one or all

Districts, one or all card holders, billing date, and one or all statuses. The query can be used to review
card holder transaction details. The details include the date the transaction was Entered into Cardinal,

the Posted Date and other specifics, to include related voucher information.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_PR_PCARD_TRANS_BY_TRANS_DT

INPUT / SEARCH CRITERIA:

Trans Date From

Trans Date To
Card Issuer (% for all)

Name (% for all)

Employee ID (% for all)
Billing Date (MM/DD/YYYY)

Status (% for all)

Voucher ID (% for all)
Account (% for all)

Cost Center (% for all)
Department (% for all)

Screenshot of the PCard Transactions by Trans Dt Query Page

OUTPUT FORMAT:

HTML
Excel
Csv

V_PR_PCARD_TRANS_BY_TRANS_DT- PCARD Transactions by Trans Dt

Card Issuer (% for all) %
Name %
Employee ID (% for all} %

Billing Date (MM/DD/YYYY)
Status (% for all) %
Voucher ID (% for all) |%
Account (% for all) %
Cost Center (% for all} %
Department (% for all) %

| View Resutts |

View All

Unit  Issuer

1 50100  BAVIQ Hremesees

3 50100 BAVIQ Hesreseesss

3 50100 BAVIQ e

4 50100 BAVIQ e

Business Card Last4 Digits of
(= Card Nbr

6547

6547 |

6547 |

6547

Trans Date From 08/01/2018 |[H
Trans Date To 08/30/2018 |

QL

Q
aQ
aQ

Cardholder Name

Employee ID

Download results in:  Excel SpreadSheet CSV Text File XML File (15361 kb)

Trans A
Checki
Status Stat

Closed Valid
+d Valid
Closed Valid

Closed Valid

us

Budget Header
ng Chartfield

Status

Valid

Valid

Valid

Valid

Trans
TransactionNumber  Sequence  EM'® gentto cva
Nor =

24692168214100292438114

24164078215113255545832

24164078215113255545832

24602168222100647250214

10 08/06/2018

25 08/07/2018

25 08/07/2018

19 08/14/2018

€VA Order#

Trans
Trans Date  Line
Nbr

08/02/2018

08/03/2018

08/03/2018

08/10/2018

0

0

0

0

Trans

Distrib  Posted

e Deol  Billing Date

Nbr
1 08/03/2018 08/15/2018
2 08/06/2018 08/15/2018
1 08/06/2018 08/15/2012

1 08/13/2018 08/15/2018

Rev 04/10/2025
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Screenshot of the PCard Transactions by Trans Dt Query Page (scrolled right)

Last Change Trans

Billing Date Trans Amt Merchant Supplier ID Last User to Modify Date Time Approved By Apnpé?:al Supplier ltem Trans Description  UOM FO Gty
DOMINION VA/MNC 028r09/2018

0e/1s/2018 12.220 pawer 1-35-20PM - 08/09/2018 9618301000 EA  1.0000
BILLMATRX - 08/09/2018

08/15/2018 1.830 COLUMBIA G 2:37-19PM 08/09/2018 9618401000 00000000000000000 EA 1.0000
BILLMATRX - 08092018

08/15/2018 31.340 COLUMBIA G 2:37-19PM 08/09/20138 9518401000 00000000000000000 EA 1.0000
IN "CHILES 0812072018

08/15/2018  127.500 ENTERPRISES, L §37-03AM 08/20/2018 9583642000 EA  1.0000

Trans Unt Trans Item ID %o oD
Type
12.22000 x02
3317000 X02
3317000 X02
127.50000 EFO

Screenshot of the PCard Transactions by Trans Dt Query Page (continued scrolled right)

PO PO
POID Line Sched Account Fund Program Department Ci?)?ér A&:g:y A.L?::gy Asszet Project Activity Task FIPS S.?;;:e Category Subcategory Vc-ulgher Line
Nbr  Mbr
1] 0 5021120 04720 603023 14008 0000035623 668 570
Q 0 5012970 04720 603023 10030 12200586 153
1] 0 5021120 04720 603023 10030 12200598 183
1] 0 5012510 04720 603023 10116 12200586 00028 003

First 1-100 of 8552 b Last

Voucher

Nbr

00912853 17

008128532 12

00912853 12

00812853 13
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PCard/ISSP Un Reconciled Trans Query
(V_PR_UNRECONCILED_TRNSCTIONS)

REVISED: 04/12/2017

DESCRIPTION:

This query displays Integrated Supply Services Program (ISSP) and PCard transactions that have not
been reconciled by the cardholder. The query can be used to find transactions that have not yet been
Verified/Approved and to review unreconciled transactions and the related details. Merchant provided
description details are also shown when available.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_PR_UNRECONCILED_TRNSCTNS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Card Issuer HTML

Name (% For All) Excel

District (% For All) CSsv

Screenshot of the PCard/ISSP Un Reconciled Trans Query Page

V_PR_UNRECONCILED_TRNSCTNS - PCARD/ISSP Un Reconciled Trans
Card Issuer BAVIS |Q

Name (% For All) %

District (3 For All) %5

| View Results

Download results in :  Excel SpreadSheet CSV TextFile XML File (233 kb)

Visw All

Row Unit Short Desc Name Issuer Card Number Transaction Number s;:‘:;? Yn':.;;:m" Billing Date N:::; 3 Marchant Reference Number sl':':::':;' Description
RESIDENCE

1 30100 BoAVDIsIS BAVIQ merwmsnmnin3ga? 24652169117100735653473 47 0412772019 05152019 0 INNS- 00C0000000C000000|
CHARLOT
CROWNE

2 50100 BoAVDista BAVIG #rmremn3a42 244310691237087403420€0 52 D5/02/2019 05M1&2019 0 PLAZA
HOTEL VIRGI
CROWNE

3 50100 BoAVDistS BAVIQ #hesesaensn3g42 24431069123708740426503 53 D5/02/2019 OS/152019 0 PLAZA
HOTEL VIRGI
CROWNE

4 30100 BoAVDIst® BAVIQ meremremmanggad 24431069123708740650214 56 05/02/2019 03152019 0 PLAZA
HOTEL VIRGI
CROWNE

S 50100 BoAVDisi@ BAVIG #rmrren3a42 24431069123708740578051 55 05/022019 0S/1&2019 0 PLAZA
HOTEL VIRGI
CROWNE

6 50100 BoAVDIst9 BAWVIG #erresureess 3342 24431069123708740439447 54 05/02/2019 051152019 0 PLAZA
HOTEL VIRGI
IN *SES MID

7 50100 BoAVDist9 BAVIQ *rrmrmxn3agd 24602169127100889265048 43 05/07/2019 05152019 0 ATLANTIC,
LLe
IN *SES MID

8 50100 BoAVDist9 BAVIG *rretrnin3g42 24662169127100889365955 44 05/07/2019 O/152019 0 ATLANTIC,
LLC
IN *SES MID

9 50100 BoAVDIst9 BAWVIQ rereeseeninzga? 24652169127100859365930 42 050772019 05152019 0 ATLANTIC,
LLC
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Screenshot of the PCard/ISSP Un Reconciled Trans Query Page (scrolled right)

First 1-100 0f 171"} Last
r.l:er:;::e L) G Tr;rr‘:uaﬁfn fn:iﬂi:d Collected Number = UEET’.DEI.E s Userz.Da-ta oot user?tna.h et Useci-Da.ta G Userﬁ-na.ta
1 Description 2 Descripion 3 Descripion 4 Description § Description
EA 1.0000 143.24000 145240 0000 W
EA 1.0000 103.46000 103.460 D0.000 N
= 1.0000 103.46000 103.460 0.000 W
EA 1.0000 103.46000 103.460 0D.000 W
EA 1.0000 103.46000 103.460 0.000 W
EA 1.0000 103.46000 103.460 D0.000 N
= 1.000D 1386.40000 1586.400 0.000 N
EA 1.0000 1586.40000 1556.400 0.000 N
EA 1.0000 220080000 2200800 0000 N
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Procurement Card (PCard) Reports

<This page is intended to be blank>
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Expected Credits Report (POX8020) i PSJob Report
REVISED: 05/23/2017

DESCRIPTION:
This report provides a list of disputed PCard transactions.

NAVIGATION PATH:
Main Menu > Purchasing > Procurement Cards > Reports > Expected Credits

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POY8020

Role Name PDF

ID

Card Issuer

Card Number
Date From/ To

ADDITIONAL INFORMATION:

Statement lines on the Expected Credits report are those for prior periods where a dispute amount has
been entered and the credit collected indicator has not been selected.

This is a PSJob report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the POX8020 Expected Credits Report Run Control Page

Expected Credits

Run Control ID PCARD_RUN_CNTRL Report Manager Process Monitor Run
Language | English v

Report Request Parameters

Role Name | PPS PR Configurator v
ID Q
Card Issuer [BAVIO Q. Central Office - BoA Visa

Card Number

Date From 01/01/2019 |51: To 03:’307202':1 [}ij

[5]save ||[@h Returnto Search ||#Z] PreviousinList ||4] Nextin List [=] Notify E} Add
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Screenshot of the POX8020 Expected Credits Report

FOXS020
Repart ID: Sof Purchasing Page Ho. 1
QORACLE  UselD: Run Dat A2012017
Run Control Iz EXPECTED CREDITS Rz: 'tlm: 13:51:50 PM
From 01125
To 1232016
Credit Amount in USD
Card Issuer: BAVIO, Central Office - BoA Visa
Merchant: HILTON VIRGINIA BEACH
Employee Trans Date Description Cradit Amount
11A02ME 0DO00000DDINA00DD 2280
Merchant: SECOM SYSTEMS INC
Employes Trans Date Description Credit Amount
12726 1.490.30
Merchant: THE BERKELEY HOTEL
Employves Trans Date Descriplion Cradit Amaount
12212016 1228-302; CPSM Seminar 46.00
Merchant: V& DEPT OF CORRECTIONAL E
Employes Trans Date Description Credit Amount
102272015 returnad credit o be ssued 288.25
Total for BAVID, Central Office - BoA Visa 1,827.35
119
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Purchase Detail Report (POX8030, POX8031, POX8032) i PSJob Report
REVISED: 05/23/2017

DESCRIPTION:

These reports provide detailed PCard expenditures of a single card holder or all card holders. The
report can be run by Card Issuer (POX8030), Merchant (POX8031), or Employee (POX8032). For
ISSP, the report will be for the District associated with the respective cards/locations.

NAVIGATION PATH:
Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POY8030, POY8031, PDF

POY8032

Role Name

ID

Card Issuer

Card Number

Display Unmasked Card Number [checkboX]

Currency Code

Date From/ To

ADDITIONAL INFORMATION:

This is a PSJob report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the Purchase Details Report Run Control Page

Favorites = | Iain Menu » Purchasing= > Procurement Cards » > FRepors- > Purchase Details

Purchase Details

Run Control ID CREDIT

Language | English '

Report Request Parameters

Role Name | PPS PR Configurator v
D Q
Card Issuer BAVID Q. Central Cffice - BoA Visa
Card Number [ Display Unmasked Card Number
Currency Code o)

Date From |01/01/201%  |[&] To |02/01/2019  |[&)

[E]save ||[@r Return to Search 4=] Previous in List ||4E] Nextin List [=7] Notify EL Add
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Screenshot of the Purchase Details Report Process Scheduler Request Page

Pdministrator ] .

| Process Scheduler Reguest

B Help

- User ID V_PR_PCARD ADMINISTRATOR Run Control ID Purchasing

: Server Name Run Date |04/24/2017 [

i Recurrence Run Time [11:10:05AM | ResettoCurrent DatefTime |

TimeZone[ 1Q

[ Process List
Select Description Process Name Process Type *Type *Format Distribution
Purchase Detail by Issuer POYS8030 PSJob [Web  w|[PDF  w| Distribution
Purchase Detail by Merchant POY&031 PSJob [Web  w|[PDF | Distribution
Purchase Detail by Employee POYa032 PSJoh Wab W s | Distribution

[ ok || Cancel
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Screenshot of the POX8030 Purchase Detail by Card Issuer Report

Card Issuer: BAVIO, Central Office - BoA Visa

Credit Card: ***********1871 (Visa) Expires: 4/30/2018
Employee: |

CIRACLE" Report 1D: POXB020 PeopleSoft Purchasing Page No: 9
Use ID: PURCHASE DETAIL BY CARD ISSUER Run Date: 313/2020
Run Control ID:  CREDIT Run Time: 11:26:29 AM
From 01/01/2019
To 02012019

Billing Amount in: USD

Credit Card: **********2479 (Visa) Expires: 3/31/2022
Employee: |

Transaction HNumber Trans Date Post Date Merchant Merchant Reference Description Commodity Billing Amount
24767259024000001 565747 14232019 12412019 MNEW JOURMAL GUIDE INY 120:201-18 RTE 690(ENIS MILL RDY) 24860
T4767259011000000246139 1/92019 11172018 MEW JOURMAL GUIDE Credit |ssued for misapplied payment 3 -§5.00
Total for ********1871 (Visa) 34,002.42
Credit Card: *™********** 2358 (Visa) Expires: 10/31/2021
Employee:
Transaction Number Trans Date Post Date Merchant Merchant Reference Description Commodity Billing Amount
24755420026 120268784655 1/25/2019 2152019 /& DEPT OF Inw. 8552339 Mthly. Planner 950
CORRECTIOMALE
Total for **=****2358 (Visa) 9.50

Page 9 of 58

Transaction Number Trans Date Post Date Merchant Merchant Reference Description Commodity Billing Amount
24183109010010230644548 1/10/2019 11172019 Cater Nation 32250
24838239013900014 100068 1/10/2019 11412018 THE SUPPLY ROOM AOPD 114.97

Total for == 2473 (Visa) A437.47
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Screenshot of the POX8031 Purchase Detail Report by Merchant

ORACLE Report 1D: POX8031 PeopleSoft Purchasing PageNo: 3
Use ID: PURCHASE DETAIL BY MERCHANT Run Date: 31372020
Run Control ID: CREDIT Run Time: 11:09:37 AM
From 01012019
To 02/01/2019

Billing Amount in: USD

Merchant: ABSOLUTE PEST SOLUTIONS
Card Issuer: BAVIO, Central Office - BoA Visa

Credit Cardl; ***"***"**“g{7§ (Visa) Expires: 10312021

Employse:

Transaction Number Trans Date Post Date Merchant Reference Description Commodity Billing Amount

24765199030027011310218 1302018 13112019 Monthly Pest Control for the facility 30.00
Total for BAVIO (Central Office - BoA Visa) 30.00

Total for ABSOLUTE PEST SOLUTIONS 30.00

Merchant: ACCESS OFFICE PRODUCTS

Card Issuer: BAVIO, Central Office - BoA Visa

Credit Cardl: ******** 1§71 {(Visa) Expires: 43072018

Employee:

Transaction Number Trans Date Post Date Merchant Reference Description Commodity Billing Amount

24639239024900017 100070 1252019 1252019 INY D013:347-001 Office Suplies- Menitor Stand 17737

and Wrist Rest

24639239024900017 100070 1252019 1252019 INY D013347-001 Office Suplies-Whiteboard 30.26

Credit Cardl: *********“ 8178 (Visa) Expires: T0:31/2021

Employee:

Transaction Number Trans Date Post Date Merchant Reference Description Commodity Billing Amount

24639239005900015500014 142019 1192019 Custodial Supplies 25.54

24639239027900017500060 1252018 14282019 Cffice Supplies 43.83

Page 3 of 165
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Screenshot of the POY8032 Purchase Detail Report by Employee

CIRACLE Report 1D: POX8032
Use ID:
Run Centrel ID:  CREDIT

PeapleSoft Purchasing PageMo.: 19
PURCHASE DETAIL BY EMPLOYEE

Run Date: 31372020
Run Time: 10:54:52 AM

From 01/0172019
To 02012019
Employee:

Merchant: KATHY'S CUSTOM CATERING

Card Issuer: BAVIO, Central Office - BoA Visa
Credit Gard: *******"***4603 (Visa) Expires: 3/31/2022

Billing Amount in: USD

Transaction Number Trans Date Post Date Merchant Reference Description Commodity Billing Amount
24323009031724140213998 W312018 2112019 22375
Total for KATHY'S CUSTOM CATERING 223.75
Merchant: SQ *CATERING BY CAT
Card Issuer: BAVIO, Central Office - BoA Visa
Credit Card: #4803 (Visa) Expires: 33172022
Transaction Number Trans Date Post Date Merchant Reference Desgcription Commadity Billing Amount
24452159010741355043558 112019 11172019 T0.00
Total for SQ *CATERING BY CAT 70.00
Total for 293.75
Employee: 3
Merchant: ACT LEWISGINTERBOTANIC
Card Issuer: BAVIO, Central Office - BoA Visa
Credit Card: #7967 (Visa) Expires: 521/2073
Transaction Number Trans Date Post Date Merchant Reference Description Commaodity Billing Amount
24652169012100513339234 1122019 11472019 Reg Fes Lewis Ginter 340.00
Total for ACT LEWISGINTERBOTANIC 340.00
Page 19 of 146
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Purchase Summary Report (POX8050, POX8051, POX8052) 1 PSJob Report
REVISED: 05/23/2017

DESCRIPTION:

This report provides a summary of all PCard purchases. The report can be run by Card Issuer
(POX8050), Merchant (POX8051), or Employee (POX8052). For ISSP, the report will be for the District
associated with the respective cards/locations.

NAVIGATION PATH:
Main Menu > Purchasing > Procurement Cards > Reports > Account Summary

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Process to select: POY8050, POY8051, PDF

POY8052

Role Name

ID

Card Issuer

Card Number

Display Unmasked Card Number [checkbox]

Currency Code

Date From/ To

ADDITIONAL INFORMATION:

This is a PSJob report. To access the report, once you have run it successfully go to the Report
Manager page and click on the Administration Tab.

Screenshot of the Purchase Summary Report Search Page

Favorites = Main Menu = * Purchasing ~ * Procurement Cards~ * Reports~ * Account Summary

Account Summary

Find an Exisling Value Add a New Value

Fun Confrol IDPurchase_Summary

Add

Find an Existing Value | Add a Mew Value
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Screenshot of the Purchase Summary Report Run Control Page

Account Summary

Run Control ID Purchaze_Summary

Language

Report Request Parameters

Favorites « | Main Menu « » Purchasing+ »* Procurement Cards+ > Hepors+ »* Accouni Summary

Report Manager Process Monitor

Fole Name! il
ID Q
Card Isguer [}
Card Number
Currency Code Q
Date From [ To 2
[ save | [[=] Notity [+ Add_|[Z] updateiDisplay

Screenshot of the POX8050 Purchase Summary Report by Card Issuer

. Report 1D POXE050
ORACLE i ) B
Run Control ID:  PCARD_ITEMS

PeopleSoft Purchasing Page No.: 1

PURCHASE DETAIL BY CARD ISSUER Run Date: 31372020
Run Time: 14:49:08 PM

From: 1172020
To: 1312020

Card Issuer: BAVIO, Central Office - BoA Visa

Credit Card: ************0446 (Visa) Expires: 1/31/2022
Employee: .

Billing Amount in: USD

DGS DIVPURCHSE AND  24755420008120096868371
SUFPL

723

Merchant Transaction Number Merchant Reference Description Trans Date Post Date Billing Amount

CITIZENS TELEPHONE ~ 24015110008500013831200 Phone Cabinet Rental 1162020 1712020 279695

COOPER

PMI - Membership 249084 10008086192451414 Membership Dues 1782020 1912020 129.00
Total for ************0446 (Visa) 2,927.95

Credit Card; ™*********0534 (Visa) Expires: 6/30/2021

Employee:

Merchant Transaction Number Merchant Reference Description Trans Date Post Date Billing Amount

ENTERPRISE RENT-A-  24164070014434341239720 11372020 1MS2020 14282

CAR

PAYPAL 24462150013852347664300 1132020 11402020 2,200.00
Total for ************0534 (Visa) 2,342.82

Credit Card: ************0796 (Visa) Expires: 9/30/2021

Employee:

Merchant Transaction Humber Merchant Reference Description Trans Date Post Date Billing Amount

KIDD COMMUNICATIONS 24247600002200128092477 Kidd Communication Invoics 19761 17212020 1312020 92375

N

AMERICAN PUBLIC 24412950010014000027067 111072020 11312020 125.00

WORKS

VAGP.ORG 24492150014637707437704 1142020 1152020 140.00

FLEETCROSS 24E5210010100974615941 00000000000000000 11072020 1M32020 311100

SUBURSAN PROPANE  24692160014100433290479 111472020 1152020 556.87

oo 1872020 1812020 470.00
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Screenshot of the POX8051 Purchase Summary Report by Merchant

Report ID:
Use ID:
Run Control ID:

ORACLE" POXEOS51

PCARD_ITEMS

PeopleSoft Purchasing

PURCHASE SUMMARY BY MERCHANT

PageNo: 1

Run Date: 311372020
Run Time: 14:54:12 FM

From: 1172020
Ta: 143112020

Merchant: 2020 SASHTO ANNUAL MEE
Card Issuer: BAVIO, Central Office - BoA Visa

Billing Amount in: USD

Card Humber Employes Transaction Number Merchant Reference Description Trans Date Post Date Billing Amount
srngEa0 (Visa) 24492150009627 368591573 11812020 1142020 S95.00
4640 (Visa) 24452150008637 368335563 /872020 182020 595.00
............ 4640 (Visa) 24452150009637 389673350 1/8/2020 11912020 535.00
e (Visa) 24452150007637 345254692 72020 1182020 595.00
rirnee 240 (Visa) 2445215000763T345813034 172020 1/8r2020 595.00
k640 (Visa) 24452150007637346447089 72020 1182020 595.00
Total for BAVID, Central Office - BoA Visa 3,570.00
Total for 2020 SASHTO ANNUAL MEE 3,570.00
Merchant: ACFE

Card Issuer: BAVIO, Central Office - BoA Visa
Card Number Employes Transaction Number Merchant Reference Description Trans Date  Post Date Billing Amcunt
"""""" 1857 (Visa) 24506410014086526987721 1142020 1152020 1495.00
Total for BAVID, Central Office - BoA Visa 195.00
Total for ACFE 195.00
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Screenshot of the POX8052 Purchase Summary Report by Employee
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