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/,) Welcome to Cardinal Training
/

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

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

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

« Job aids on topics across all functional areas

« Variety of simulations

» Glossary of frequently used terms

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

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



#/ Course Objectives
/

After completing this course, you will be able to:

Identify requisition concepts, processes, integration, and interfaces

Create and submit a requisition in the Purchasing and the eProcurement modules

Maintain a requisition in the Purchasing and the eProcurement modules



Agend
/}) genda

Understanding Requisitions

Creating a Reqular Requisition

Creating an eProcurement Requisition

Malintaining a Requisition

Processing Requisitions Hands-On Practice




}j Lesson 1: Introduction
Y4

‘ Understanding Requisitions

This lesson covers the following topics:

Procurement Overview

« Key Concepts

* Requisition Basics

* Requisition Process

* Integration within Procurement
* Requisition Suppliers

* Interfaces with WebIMS and FleetFocus M5



},) 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.

Cardinal Functional Areas

Accounts
Payable

Accounts

Payroll Receivable

=

CARDINAL

General
Ledger

Project
Accounting

Modules Procurement

Purchasing

eProcurement

Strategic Sourcing

Procurement
Contracts




f) Procurement Overview (continued)
/

Strategic Sourcing

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

Cardinal Functional Areas

Accounts
Procurement Contracts Payable

The Procurement Contracts module builds,
manages, and archives all Cardinal contract related
information.
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@ Procurement Overview (continued)
/

There are seven key processes in procurement:

Add/Update Requisitions

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

Integrated Supply Services Program (ISSP)
Processing

FleetFoous M5

PCard
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@ Key Concepts
/

Key concepts include:

« Arequisition is a request for goods and/or services. Requisitions are used to identify and quantify the
need for a good or service and document the approval. Once approved, a requisition is sourced to a
purchase order (PO) or a sourcing event - Invitation for Bid (IFB) or Request for Proposal (RFP).

« A requisition may be created using either the Purchasing or eProcurement module. However,
eProcurement requisitions are not used for the web inventory management system (IMS) restock or
iIssuances.

« Cardinal users share a centralized supplier database maintained by the Commonwealth Vendor Group
(CVG). A supplier must be recorded in the statewide supplier database before the supplier can be used
on a Cardinal transaction (e.g., requisition, purchase order, sourcing event, voucher, payment).

« eVA, the Commonwealth’s web-based procurement system, is the source of procurement supplier
information in Cardinal. Procurement suppliers are interfaced from eVA to Cardinal via a nightly interface.
Non-procurement suppliers, also known as fiscal suppliers, are created directly in Cardinal by CVG.



@ Requisition Basics
/

Requisition Basics:

« Any user can create a requisition, but only a Buyer can create a purchase order or a sourcing event for
the requisition. POs commit the agency to procuring the goods and/or services.

« Purchases in Cardinal must have a PO, but not all POs need a requisition. If a good or a service is

already on contract, a requisition is not generally required. Simply create a PO against the contract and
avoid additional steps.

« Inventory issue and restock transactions must be done using a requisition in the Purchasing module. The
data from the requisition is loaded in WebIMS to track inventory quantities.

Create
Requisition

Contract Requisition

Required?

PO
Create PO

For more detailed information about creating inventory and restock requisitions, see the course entitled 501

PR347: Inventory Issuances and Restock located on the Cardinal website in Course Materials under
Learning.



74 Requisition Basics (continued)
/

« If arequisition is created and there is no contract with a supplier, you have two options:

1. 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.

2. Copy the Requisition to a Purchase Order: When the value of goods or services falls within the
range of a small purchase or is otherwise permitted, the Buyer can copy the requisition directly into
the purchase order, rather than creating a sourcing event and awarding a contract.

Create
Contract
or
PO?

Create
Sourcing Event

Create
Contract

Create
Sourcing Event

Requisition
(No Contract Exists)

PO

Copy
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Requisition Basics (continued)

Requisitions can be set to amount only or quantity. Using amount allows for the receipt by amount.

When creating a requisition, the supplier may not be known. This information is only mandatory for
contracts and purchase orders.

eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.

11



/,) Requisition Process
/

Entering and maintaining requisitions includes:
« Create requisition

« If a contract does not exist, create a sourcing
event

« If a contract does exist, create a purchase
order by copying the requisition

« Edit requisition

« Cancel requisition

Create
Requisilion

WeblMS

Yes

WebIMS
lssua?

Motify
Raquestor

Approved? b

Contract
Exists?

Craats PO

Create a Sourcing
Event

Push back to
Requestor?
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End General Ledger

Click on image to enlarge
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/;/ Integration within Procurement
/

Processing a requisition involves the interaction of several modules within the Procurement functional area.

Procurement Strateglc <€« | eProcurement |— » Purchasing
Contracts Sourcing

Requisitions interact with Purchasing, Procurement Contracts, Strategic Sourcing, and eProcurement
modules:

 Purchasing/eProcurement - Requisitions are created in either module.

« Purchasing - A requisition can be sourced into a purchase order. Purchase orders are managed in the
Purchasing module.

 Procurement Contracts - A requisition can be sourced from an established contract. Contracts are
managed in the Procurement Contracts module.

« Strategic Sourcing - A requisition can be sourced to an event. The event will go through a bid process

(solicitation) in the Strategic Sourcing module. 13



/’) Integration within Procurement (continued)
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@ Requisition Supplier: eVA and CVG
/

When creating a requisition, first search for a supplier to add to the requisition. All suppliers are shared
across the Commonwealth in one centralized database maintained by the Commonwealth Vendor Group
(CVG).

A supplier must be added to Cardinal before it can be used on a requisition, purchase order, sourcing event,
voucher or payment. However, in creating a requisition, the supplier is not a required field. This can be
added later on the purchase order.

eVA updates procurement supplier information through a nightly interface into Cardinal. Non-procurement
suppliers, also known as fiscal suppliers, are created directly in Cardinal by CVG.

eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.

15



/7

WebIMS:

Stock Issuance - When processing an issuance of
stock, a Storekeeper/Requisitioner can order stock items
from the web inventory system (WebIMS). WebIMS
sends a notification to the Storekeeper alerting them of
the status of the order and the document ID (Doc ID).
WebIMS decrements inventory on hand.

Stock Reorder - The Storekeeper can reorder stock for
WebIMS by creating a restock type requisition. The
restock requisition creates a Doc ID and sets flags for
the related purchase orders and receipts. Upon getting
a receipt tied to a restock requisition, a Doc ID is created
and interfaced with the quantity to WebIMS to increase
guantity on hand.

FleetFocus M5:

FleetFocus M5 is VDOT’s equipment management
system which tracks equipment mileage/hours,
maintenance, and repair history. In Cardinal,
requisitions are created for repairs/parts and FleetFocus
M5 records the repair history.

‘\g 9
9|

VDOT/eVA
Reconciliation
ReportingDB

y Interfaces with WebIMS and FleetFocus M5

PCardlssuer SlteManager
Transactlons

Procurement

FIeetFocus M5

ISSP Vendor
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}) Lesson 1: Checkpoint
/s

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

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

17



When would an end user create a requisition?

O
O
O
O

When the item is not on contract
When a request needs an RFQ (Request for Quote)
W hen the item is on a contract

All of the above

18



When processing a requisition, which external systems specifically interface
with the requisition?

o WebIMS and FleetFocus M5
o eVA

O Fleet Focus M5

o

eVA and Fleet Focus M5



Does a requisition require approval before it is sent to a Buyer?

O Yes

O No

20



}) Lesson 1: Summary
/

‘ Understanding Requisitions

In this lesson, you learned:

Procurement

Requisition key concepts

Requisition basics

Two ways to initiate a requisition: Purchasing and eProcurement modules
Procurement suppliers

The ways requisitions integrate with other Cardinal modules

The ways requisitions interface with external systems: WebIMS and FleetFocus M5

21



}j Lesson 2: Introduction
Y4

‘ Creating a Regular Requisition

This lesson covers the following topics:

« Create a Requisition in the Purchasing Module
« Add Items
* Requisition Lines

* Requisition Schedules

22



p/ Create a Requisition in the Purchasing Module
/

When creating a regular requisition in the Purchasing

module, if needed, it may be customized. _ ‘ .

Requisitions

To create a requisition in the Purchasing module you

navigate to the Maintain Requisitions — Requisition Eind an Exsing Veloe
page using the following path: Dusinees Unn 501004
Main Menu > Purchasing > Requisitions > Add/Update
Requisitions

] Advanced Search
From the Add a New Value tab click Add. e st

l W q Type [ERTN V] =4

The Maintain Requisitions — Requisition page displays. - e
The Header section contains some key data including — | ——
Requester, Requisition Date, and Origin. —

Line (2 alize | Find | 1) &
For more detailed information about creating a requisition | = = w00 T e oo w o ae
from a contract or another requisition, see the job aid

entitled 501 PR342: Create Requisitions located on
the Cardinal website in Job Aids under Learning.

23



,j Create a Requisition in the Purchasing Module (continued)
/

|? ARD NAI.'| [ >
ot ‘C | | Al ~|Search i> Advanced Search

Favorites v ‘ Main Menu v > Purchasing~ > Requisitons~+ > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit 50100 “WebIMS Req Type [CETIE V] Status Open 4
Requisition ID NEXT
Requisition Name | |Copy From [IHold From Further Processing
~ Header (2
*Requester GEORGE.MASON |Q oo GEORGE
*Requisition Date [01/15/2017 [EX) Requester Info
Origin |ONL. Q Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (?
Total Amount 0.00 USD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (7 Personalize | Find | View Al | | E First ‘4" 10of1 '»' Last

Details 7\‘ Ship To/Due Date H Status h Supplier Information H Item Information ‘} Attributes ‘ Contract H Sourcing Controls H WebIMS ‘

Merchandise
Amount

18 (¥ 2 €3 [0.0000 [l @ | 0| 0.00 Open O w ES & =

Line Item Description Quantity *UOM Category Price Status

View Approvals *Go to ...More...
[FSave ||=INotify ||¢ Refresh | Ty Add || 5] Update/Display




g/ Adding Iltems
p hading

Items can be added to the requisition using either Item ID or Category.

« 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. You will need to
complete the UOM and Description fields. These fields become available for entry after the Category is

selected.

Maintain Requisitions

Requisition

Business Unit
Requisition ID

Requisition Name

Header (7

*Requisition Date

QOrigin

*Currency Code

Add Items From (?

Line (2
Details Ship To/Due Date

50100
NEXT

017152017 E]]

ONL Q
usD

Requisition Defaults
Requisition Activities

Purchasing Kit
Item Search

Status Supplier Information

Line Item

1 [Z[0051404115

2

Descril ption

C JABRASIVES,
a

“WebIMS Req Type

Copy From

“Requester GEORGEMASON | \\,c0n GEORGE

Status

Amount Summary (?

Catalog
Requester ltems

Total Amount

QOpen =4

[JHold From Further Processing

50.00 USD

Personalize | Find | View all | 2| £
Item Information Atiributes Contract Sourcing Controls WebIMS IE:DJ
Quantity suom | category Price E;r“,:"}::mse Status
B E] @& 2.0000 RO |Qf 0051404 25.00000 50.00 Open
iz £ [0.0000 e [e1 0 0.00 Open

Firs|

oo
o m

t 4

1-20f2 'F

Last

Bl =]
] =]
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Adding Items (continued)

Use the Item Search hyperlink to search by Category, Description, or Item ID.

Use the Requester Items hyperlink, which lists items the Requester has previously requested.

The Purchasing Kit and Catalog hyperlinks are not generally used.

Favorites ~ | Main Menu « > Purchasing~ >

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name
Header (7

*Requester GEORGE.MASON |Q
*Requisition Date |01/15/2017 [
Origin |ONL Q

*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (%

4 CARDINAL Al ~ | Search

# | Advanced Search

Requisitions ~ > Add/Update Requisitions

“WebIMS Req Type Status Open g
Copy From CJHold From Further Processing
MASON,GEORGE

Requester Info
Online Input
Dollar

Add Comments
Amount Summary (7

Total Amount 50.00 USD

[F1Save ||=] Notify || Refresh

Purchasing Kit Catalog
| ltem Search Requester ltems |
Line (? Personalize | Find | View All | (2 | E First ‘' 1-20f2 '}/ Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls WebIMS (=]

Line Item Description Quantity “UOM  Category Price Nerchaldise  status

1 [ [0051404115 Cy |ABRASIVES, i@ ER [2.0000 RO |Q 0051404 25.00000 50.00 Open o ES) & =]

25 Q = €3 [0.0000 Q Q 0 0.00 Open O w = =] =]

View Approvals *Goto _More...

(4 Add ||| Update/Display |

26



V4

%/ Adding Iltems (continued)

Helpful Hints for Items:

« On the Maintain Requisitions — Requisition page, the Item Information tab allows entry of specific

Supplier Item information, e.g., Grainger Catalog, Version 13, pg. 6, Item # XXXXXX.

* For VDC (Virginia Distribution Center) related items, use the Manufacturer’s Item ID field to insert VDC

stock item number.

« To specify a District/CO and District/Division location, use the Manufacturer ID and Manufacturer’s ltem

ID.

Add Items From (%

Purchasing Kit

Catalog

:'J;J_l-Sa\re <] Notify |[{* Refresh |

ltem Search Requester ltems
Line (2
Details Ship To/Due Date Status Supplier Information Item Information Attributes
Line Item Description GTIN RFQ Required
1 % 0051404115 Q) |ABRASIVES, ) El| O
View Approvals

Contract Sourcing Controls

Device

Tracking Supplier Item ID

*Goto __More..

WeblMS | [

Supplier's Catalog

4 10f1 'V Last

Personalize | Find | View All | ﬁ] E First
Manufacturer 1D Manufacturer's ltem 1D
Q920253

& =

[y Add |[ 5] UpdateiDisplay |
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Adding Items (continued)

|?,\CARDINAI.‘|

S AL~

i Search

Favorites v ‘ Main Menu » > Purchasingv >

Maintain Requisitions

> Advanced Search

Requisitions v > Add/Update Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name

v Header (?)
*Requester GEORGE.MASON |Q
*Requisition Date 01152017 |5
Onglnlg& Q

*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (?

Purchasing Kit

*WeblIMS Req Type

j,Copy From

MASON,GEORGE
Requester Info
Online Input

Dollar

Add Comments

Status Open 74

[JHold From Further Processing

Amount Summary (?)

Catalog

| ltem Search

Requester Items |

Line (7

Total Amount 50.00 USD

Personalize | Find | View All | & | E First ‘4" 10f1 '*' Last

| Details | Ship To/Due Date Hi§tatus \’ Supplier In

formation ‘

Quantity

Item Information M Attributes H Contract ’ Sourcing Controls ‘ WebIMS | [0

Line Item Description
1B 0051404115 |Q_ JABRASIVES,
View Approvals
|[F]save ||[=]Notify || Refresh |

Cf@ €. [2.0000

*uom | category Price Rorthaniee |istates
| RO || 0051404 25.00000] 50.00 Open o S =
*Goto .._More...

|Ch Add || 2] Update/Display
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7} Requisition Lines
/

In the Line section there are multiple tabs which contain information: Details, Ship To/Due Date, Status,
Supplier Information, Item Information, Attributes, Contract, Sourcing Controls, and WebIMS (for

WebIMS-related requisitions).

In addition, specific Comments or Attachments (specs, images, etc.) can be added by clicking the Line
Comments icon. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see

the appendix section of this course.

|4 CARDINAL AUREST Search [ ] Advanced Search

Favorites v Main Menu v > Purchasingv > Requisitons» > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit 50100 "WebIMS Rea Type SER: Lpen =

Requisition ID NEXT

Requisition Name Copy From [JHold From Further Processing
Header (?
*Requester GEORGE.MASON | Q150N GEORGE
*Requisition Date [01/15/2017 [ Requester Info
Origin ONL Q Online Input
*Currency Code USD Dollar

Requisition Defaults Add Commen ts
Requisition Activities Amount Summary (?
Total Amount 50.00 USD

Add Items From (7

Purchasing Kit Catalog
Item Search Requester ltems
Line (? Personalize | Find | View All | E‘] 5] First ‘4" 10of1 ‘»' Last
I Details || Ship To/Due Date Status || Supplier Information Item Information Attributes Contract Sourcing Controls WebIMS | [5=5»)
Line item Description Quantity *UOM Category Price r;rgl:lra“ndise Status
1 [ [0051404115 Q_ [ABRASIVES, @ E3 [2.0000 RO |Q 0051404 25.00000 50.00 Open [ )=s] ES] HE
View Approvals *Go to __More...

[5JSave ||=]Notify || Refresh [4Add || ] Update/Display




#/ Requisition Lines (continued)
/

v \ Search 2> | Advanced Search

|?_ACARDINAL'| i

Favorites v ‘ Main Menu v > Purchasingv > Requisitions+ > Add/Update Requisitions

Maintain Requisitions

Requisition

*WebIMS Req Type Status Open 4

Business Unit 50100
Requisition ID NEXT

Requisition Name | [JHold From Further Processing

‘ Copy From

v Header (7

*Requester GEORGE MASON |Q

*Currency Code USD

Requisition Defaults

MASON,GEORGE
Requester Info
Online Input

Dollar

Add Comments

Requisition Activities Amount Summary (?)

Total Amount 50.00 USD

Add Items From (7

Catalog
Requester ltems

Purchasing Kit

Item Search
Line (2 Personalize | Find | View All | 0] ¥ First (¢ 10f1 * Last
I Details \i Ship To/Due Date }‘ Status

Item Information “ Attributes f‘ Contract }‘ Sourcing Controls || webiMs I

1 Supplier Information ‘

Merchandise Status

Line Item Description Quantity *Uom Category Price Amount
1 [ (0051204115 |Q |[ABRASIVES, @ €3 [2.0000 | RO |@ 0051404 | 25.00000] 50.00 Open IE'ED ES & =
View Approvals *Go to ...More...

|[% Add || 5] Update/Display

\[5]Save ||[=]Notify ||<* Refresh |




}) Requisition Lines (continued)
/

The Line Comments page allows entering comments, adding attachments, or access and using standard
comments that are pre-loaded in the system. For a detailed listing of the file extensions that are allowed as
attachments in Cardinal, see the appendix section of this course.

Line Comments
Help
£ Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT Status Open Line 1
i
1o 8L ELOLL E Comment Time Stamp *Sort Sequence |Ascending Vl | Sort |
Comments
IUse Standard Commentsl

Find | View All First ‘4 1of1 '» Last
Use ltem Specifications

Comment Status Active | Inactivate |

[+

[ Send to Supplier

[ Show at Receipt
[ Show at Voucher

J Associated Document

Attachment
|

Attach View Delete
From -> REQ 50100-NEXT
E | OK | | Cancel | | Refresh |

=

Email
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s/ Requisition Lines (continued)

Amount Only

The requested goods or services may be a single total amount and/or invoiced in different amounts (not

guantities). Using the Maintain Requisitions — Requisition page, on the Attributes tab under the Line
section, Amount Only may be selected. Requesting and ordering using Amount Only allows the line to be
received only by invoiced amount (dollars) instead of by quantity.

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name
Header (7
*Requester GEORGE.MASON |
*Requisition Date 01/15/2017 [5)
Origin |[ONL Q
*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (7

Purchasing Kit
Item Search
Line (7
Details Ship To/Due Date Status

Line Item Description

=

[ 0051404115
2@ Q

| _C_R efresh |

[Z]Save ||=] Notify

Supplier Information

€, |ABRASIVES,

View Approvals

“WebIMS Req Type

Status Open ~

Copy From [CJHold From Further Processing

MASON,GEORGE
Requester Info
Cnline Input

Dollar

Add Comments
Amount Summary (7

Total Amount 50.00 USD

Catalog
Requester ltems

WeblMs | [=»

Item Information Attributes Contract

Sourcing Controls

Buyer Name Physical Nature
= % [GEORGE_.MASON €. MASON,GEORGE
® @
*Go to __More...

Perscnalize | Find | View All | 0] E&

Zero Price
Indicator

O

Amount
Only

M
[]

First ‘4 120f2 '} Last

Inspection

Required Inspect ID
O +] =]
[ ®] =]
L Add || 7] Update/Display




y Requisition Lines (continued)
V4

Amount Only Example - We have a requisition for the installation of two storage units. Each unit will have a
fixed price, but the supplier may bill for odd amounts during the project. Amount Only will allow you to
receiving the actual invoice amount, instead of a percent of each storage unit.

When using the Amount Only checkbox:

The Quantity is set to 1 for an amount only line and Quantity becomes unavailable for entry. The line is
repriced accordingly.

The Price field on the line is available for entry.

The Price you enter becomes the schedule price and amount.

The Distribute By field, located on the Distribution page, is set to Amount and cannot be modified.

Line (? Personalize | Find | View All | B | E‘ First ‘!’ 1-20f2 '} Last
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Confrols WebIMS E}
Line Item Description Quantity *UoMm Category Price Es]rggﬁ?dise Status
1 2 0051404115 ) |ABRASIVES, o E1 E& 1.0000 RO |Q 0051404 15.00000 15.00 Open O S ] =]
2 [ (0051417550 Q_ [CLOTHS, ABRASIVE, . (2 &7 [3.0000 PK |Q 0051417 10.00000 30.00 Open ¢ ES) +] =]

To view the Distribute By field and ChartField distribution for a line, from the Details tab click the Schedule
icon.
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#/ Requisition Lines (continued)
/

From the Schedule page click on the distribution icon.

?,.CARDINAL'

Favorites v ’ Main Menu v > Purchasing~» >

Al ~ | Search

Maintain Requisitions

Schedule
Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT

Status Open
Return to Main Page

Line

1 Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN. Quantity

Add Ship To Comments

[F)save ||=INotify || Refresh |

7 »> | Advanced Search

Requisitions v > Add/Update Requisitions

Find | View All First ‘4" 10f2 ' Last

1.0000 Each Merchandise Amt 15.00 USD
Schedule Personalize | Find | View All | @| [ First ‘' 1of1 "' Last
Details | [F=5))
*chi - : Merchandise :
Sched Ship To Quantity Price Amount Due Date Attention To Status
1 @ [eNTRL(Q =1 1.0000 115.00000 15.00| |BY MASON,GEOR( &5 |5 Active =]

Cs Add || 2] Update/Display |
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4/ Requisition Lines (continued)

The Distribute By field, located on the Distribution pop-up window, is set to Amount and cannot be
modified.

I
Distribution Details
Help
Maintain Requisitions
Distribution
Requisition ID NEXT Item 0051417548 CLOTHS, ABRASIVE, EMERY, 8 IN.
Line 1 Status Active
Schedule 1
Ship To CNTRL OFF3 CNTRL OFF3 Quantity 1.0000 EA
I *Distribute By | Amount I Open Amount 15.000
Merchandise Amt 15.00 USD
SpeedChart Q Mult-SpeedCharts
Distributions
Chartfields Details Asset Information HE’)
Distrib Status Percent k';fﬂ:‘”d'“ GLUNit  Entry Event Account Fund Program Department Cost Center Task FIPS Asset Agency Use1  Agency Use 2 EE“B”S Project Activity
10pen 100.0000  [15.00 60100 |Q Q 5013540 |Q Q Q Q Q Q Q Q Q Q Q Q
| oK || Cancel || Refresh |
< >

Click OK to return to the Schedule page.



// Requisition Schedules

The schedule information defines when and where the item is to be delivered and when it is due. On the
Schedule page, the Ship To location should default per the user’s set-up. These fields can be edited as
necessary. Do not enter more than one schedule, i.e., Ship To location, for a line. The interface with eVA

does not permit such an action and will cause the subsequent PO to error out. Create another line for each
separate schedule required.

From the Schedule page, click the Distribution icon to enter accounting distributions.

|?‘_,_CARDINAL'| Al ~ | Search

Favorites v Main Menu v

2> | Advanced Search

> Purchasing~ > Requisitions~ > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT Status Open
Return to Main Page
Line Find | View All First ‘4 10f2 "' Last
1 Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN. Quantity 1.0000 Each Merchandise Amt 15.00 USD
Schedule Personalize | Find | View All | 5’[ = First ‘4" 10of1 '* Last
I Details I =9
=Chi = N Merchandise -
Sched Ship To Quantity Price RiRGant Due Date Attention To Status
1 [ |lenTRL Q| = 1.0000 15.00000 15.00 ) [MASON,GEOR( " Acﬁve (=]

Add Ship To Comments

B Save ||[=] Nofﬁi{ £* Refresh

[+ Add || 2] Update/Display




4/ Requisition Schedules (continued)

A Schedule may have one or more ChartField distributions. The ChartField values identify the accounting
distribution. The insertion of valid Account, Department, Cost Center, or Project values are required. A
ChartField value, can be manually entered or the Multi-SpeedCharts hyperlink, can be used to select a
SpeedChart value to automatically populate some of the ChartField values for you.

Insert or delete additional accounting distributions by scrolling right and clicking on the +/- icons at the end of
the accounting distribution line.

Distribution Details

Maintain Requisitions

Distribution
Requisition ID NEXT Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN.
Line 1 Status Active
Schedule 1
Ship To CNTRL OFF3 CNTRL OFF3 Quantity 1.0000 Ea
*Distribute By |Amount Open Amount 15.000
Merchandise Amt 15.00 USD
SpeedChart Q Multi-SpeedCharts
Distributions
Chartfields Details Asset Information
Distrib Status Percent Merchangess GLUnit  Entry Event Account Fund Program Department Cost Center Task TIPS
1 Open 100.0000] [15.00 50100 | | [s012550 @, 04100 | [699001 <, [10003 Q [111z0010]  |Q Q Q
| OK || cCancel || Refresh




/p/ Requisition Schedules (continued)
/

Add or delete a line using the +/- icons next to an existing line, and edit any part of the requisition. Once
Saved, click the Submit for Approval checkbox, which is next to the Status field, to send it forward for
approval by the Supervisor.

r CARDINAL Al ~ | Search | | Advanced Search

Favorites v ‘ Main Menu v > Purchasing~ > Requisiti v > Add/Update Requisitions

Maintain Requisitions

Requisition

i D “WebIMS Req Type [Regular V] Status Open X

Requisition ID 0002175955
Requisition Name 0002175955

[J Hold From Further Processing
Header (2

“Requester GEORGEMASON | Q. 1550N GEORGE

*Requisition Date |01/15/2017 [ Requester Info
Origin [ONL Q Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (?
Document Status
Total Amount 15.00 USD
Add Items From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines .
Item Search Requester ltems Line Q. To Ql Retrieve |
Line 2 Personalize | Find | View All | (| E First ‘4" 10f1 '*' Last

Details || Ship To/Due Date || Status || Supplier Information || ltem Information || Attributes || Contract || Sourcing Controls | WeblMs | [E53)

Merchandise

Line Item Description Quantity *UOM Category Price Amount Status
1 [ (0051417548 Q_ [CLOTHS, ABRASIVE, ¢ & 1.0000 EA |Q 0051417 15.00000 15.00 Open o s E =]
View Approvals *Go to ._More...

I ) Save I :{‘ Return to Search | E]Noﬁfy | I Refresh [EAdd |[&A Update/Display




}) Simulation: Creating a Regular Requisition
7/

You will now view a simulation that demonstrates how to Create a Regular Requisition.

Click on the icon below to start the simulation.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Requisitions/index.html?Guid=ca008680-d0d7-4191-a7ca-fa8a0bc4fe4a&Mode=T&Back

}) Lesson 2: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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On a requisition, a line cannot have multiple distributions.

O True

O False
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The Amount Only function sets the line quantity to 1 and allows you to enter a
dollar value.

O True

O False
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}) Lesson 2: Summary
/

‘ Understanding Requisitions

In this lesson, you learned:

Create a regular requisition using the Purchasing module
Search for items to add to the requisition in the Purchasing module
Modify requisitions schedules in the Purchasing module

Update accounting distributions in the Purchasing module
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}) Lesson 3: Introduction
/s

‘ Creating an eProcurement Requisition

This lesson covers the following topics:

« Create an eProcurement Requisition

* Create and Use an eProcurement Template
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p/ Create an eProcurement Requisition
/

eProcurement prOVIdeS .a custom navigation center Heloom o Cardinall - > T,
that contains folders which support procurement S || TiE > GmE ) D |
activities specific to business processes and tasks.
.. . . . Create Requisition 2
eProcurement mimics an online shopping experience. -
Vielcome  ARDMAN, HELEN -@ Home § 7 Iy Preferences Requisit\on Settings ‘ ?.g 0 Lines lW‘

eProcurement may be used for a regular requisition T R N— | G
but is not used for IMS (inventory). i et O l @ caieg EE T oot Reess

Catalog Browse Catalogs Create an Express Requisition Create a non-catalog request

Purchasing ltems Purchasing ltems
. . A Express ltem Enti - Forms .7 Favorites Templates
Maln Menu > eProcurem ent > ReqU|S|t|On SchiaIRequestsry Create and Submit Forms D greoxg‘igsr:avomeltemsand . Tﬁémzt(e::mpanyanapersonal
Business Cards
Fcrgljsmess Cards ﬁj ePro Services [E Recently Ordered
. . ) Request Services V'lem_f recently ordered items and
Click on the Request Options drop-down arrow to Favoies
H H H . . . Templates Variable Cost Service
view left hand navigation. The navigation and options o
in the left hand navigation vary by page. Pl Gt e
Time and Materials
Recently Ordered

The Create Requisition page may also be accessed
from any eProcurement page using the Home
hyperlink which is displayed at the top of every
eProcurement page.
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V4

The first step in creating an eProcurement requisition
Is to define the default Requisition Settings.

Click on the Requisition Settings pop-up window to

define or confirm the Business Unit, Requester,

Requisition Name, Priority of the requisition, Line

Defaults, and Shipping Defaults.

Additional default settings include:

« Line Defaults

« Shipping Defaults - Confirm the Ship To location
Is correct for this requisition. This may also be

done by line during checkout.

« Distribution Defaults - Accounting Defaults

i/ Create an eProcurement Requisition: Defaults

CARDINAE Welcome to Cardinal!

| s ‘ Search | Advanced Search
Favorites » I Main Menu » » eProcurements *  Requisiion l
Create Requisition (2 I
Welcome ARDMAN, HELEN &
! Home /" My Preferences & Requisition Settings I = 0 Lines. | Cheskout
rell Requisition Settings I
Enter search Business Unit 20100 WA Dept of Transportation Requisition Name
from the me
begin creatit Requester |PPS1_HELEN.ARDMAN ARDMAN, HELEN Priority
=Currency U0
Default Options (2
(® Default If you selzct this option, the defaults specifisd below will be applisd to requisition lines when thers are no predefined values for these
fields.
OOverride If you select this option, the defsults specified below will override any predefined values for these fields,only non-blank values are assigned.
Line Defaults (2
Supplier Q Category Q
Supplier Location Q Unit of Measure Q
Buyer Q
Shipping Defaults
I Ship To [CNTRL OFF3 Q I Add One Time Address
Due Date [ Attention
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | \ E First & 10f1 '} Last
Chartfields1 || Detaile | Assst Information
Dist Percent Location GL Unit Entry Event Account Fund Program Department Cost Center
1 CNTRLOFF3 |Q [sm100 |Q Q Q Q Q Q
< >
OK Cancel
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// Create an eProcurement Requisition: Defaults (continued)

The Accounting Defaults are defined on the
Requisition Settings pop-up window.
Default Options (Radio Buttons):

« Default - As long as no predefined values exist, the
values entered in the Line, Shipping, and
Distribution default fields replace blank fields and
are applied to the entire requisition.

« Override - If predefined values exist, the value
entered in the Line, Shipping, and Distribution
default fields will override the default value for this
requisition. However, blank values are not
considered an override value and the system will
still use the default value on the requisition.

The Override radio button enables the SpeedChart
option.

Create Requisition (@

AI

Requisition Settings

Welcome
R% Business Unit 20100 VA Dept of Transportation Requisition Name
Requester PPS1_HELEN ARDMAN ARDMAN, HELEN Priority
Enter searcl =
from the md *Currency USD
begin creatd
Default Options 7
O Default If you select this option, the defaults specified below villl bz applied to requisition lines when there are no predefined values for these
fislds.
® override If you select this option, the defaults specified belows will override any pradefined values for these fields,enly nen-blank values are assigned
Line Defaults (7
Supplier Q Category Q
Supplier Location Q Unit of Measure Q
Buyer Q
Shipping Defaults
Ship To [CNTRL OFF3 a Add One Time Address
Due Date i Attention
Distribution Defaults
—
SpeedChart Q
Personalize | Find | I | E First ‘4 1of1 ‘2 Last
Details | AssetInformation | [F=h)
Dist Parcent Location GL Unit Entry Event Account Fund Program Department Cost Center
1 100.0000| |[CNTRLOFF3  |Q [50100 Q Q [5012550 |Q (04100 (Q (899001 Q 10003 Q 11120010
< >
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},) Create an eProcurement Requisition: Defaults (continued)
/

Accounting Defaults: On the
ChartFields 1 define the default
accounting values to be applied to all
requisition lines. Later, at checkout, if
needed, an individual line can be
modified or accounting values can be
defined.

Click the OK button to accept the edits,
close the pop-up window, and return to
the Create Requisition page.

Create Requisition (@

Welcome A

Reguisition Settings I

%

Enter searc]
from the md
begin creati

Business Unit 50100 WA Dept of Transporiation Requisition Hame
Requester PPS1_HELEN.ARDMAN ARDMAN, HELEN Priarity

*Cumency W30

Default Options | ¢

) Default If you select this option, the defaults specified below will be applied to reguisition lines whan there are no predefined values for these
fizlds.
@ Override If you select this option, the defaults specified below will override 2ny predefined values for these fields,enly non-blank valuss 2re assigned.

Line Defaults |7

Supplier Q Category Q
Supplier Location a, Unit of Measure a
Buyer Q
Shipping Defaults
I Ship To CMTRL OFF3 aQ, I Add One Time Addrezs
Due Date i Attention

Distribution Defaults

SpeedChart 4
Accounting Defaults Fersonalize | Find | (2] B First ‘4" 10of1 '* Last
Detsils || Asset Information | [F58
Diet Parcent Location GL Unit Entry Event Account Fund Program Dapartment Coet Center
1 100.0000| |CNTRL OFF3 |4, (50100 | Q) |5012550 | [04100 |C, [BAG001 Q) (10003 @, [11120010)
< >

o |

Click on image to enlarge
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4/ Add ltems and Services

The second step in creating an eProcurement
requisition is adding items and services. This can be
done from the eProcurement Home page, i.e., Create
Requisitions page, using the main page or the left
hand navigation hyperlinks.

From the Create Requisition page, search for items
or services to add to the shopping cart by clicking on
one of the following hyperlinks or using the main
search feature at the top of the page:

- Catalog
 Express Iltem Entry
« Favorites
 Recently Ordered

« Special Requests

CARDINAI: Welcome to Cardinal!

Favorites » I Main Menu v

> eProcurement» 7 Requisition I

Create Requisitionf

Welcome ARDMAN, HELEN

Al = | Search

7 | Advanced Search

Home  /* My Preferences RequisitiunSetlmgs | B 0 Lines

| Checkout

Request Options.

Search |AH

V]

Search

I Advanced Search

All Request Options

Catalog
Purchasing Items

Express Item Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service

Time and Materials

Recently Ordered

2 Catalog
" Browse Catalogs

Purchasing ltems

F‘ Express Item Entry
Create an Express Requisition

EIE Special Requests

Create a non-catalog request

Forms

Create and Submit Forms
Business Cards

E}j ePro Services
Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

E. ; Favorites

Browse Favorite ltems and
Services

D@ Recently Orderad

View recently ordered items and
sevices

Templates

Browse Company and Personal

Templaies
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},\/ Add Items and Services: Searches
/7

At the top of the page is a global search option. Using the drop down arrow, choose to search the Catalog,
your Favorites, or everywhere (All). Click on the Advanced Search hyperlink and a pop-up window with
additional search criteria will be displayed. To initiate a search, type the item number or name in the box to

the left of the Search button or in the search criteria on the pop-up window. Click the Search button to kick
off the search.

B Home & My Preferences Requis'ition Setlings l E 0 Lines. l—IGI-IEI::kmIE
. . [ To—s l
The % character can be used as a wildcard in global searches -
Heilr
preceded by another character & Sov et e
.
Add -
Advanced ltem Search I Sesrch Tips
= 5 = = =
Favoritas = I Main Menu eProcurament + Requlsctmnl earch Contains of the following search fislds enterad.
Create Requisition 2 ccESSO)
Contsins Any W
Welcome ARDMAN, HELEM 0 . e ea ey e o Manufacturer ID [Cantsins Any_v|
' 2 Home Ve My Preferences ‘?\':"E' Requisition Setftings l E 0 Lines E--------EE%E-'-:P-H-' -------- 3 D 5508 -
r - BT [ ice 125,
Request Cptions b Search |AN v| 2204%358% Search Advanced Search — Supplier ID
I e 1D Cantaine Any /22045 <
. " 0 agne L
Filter by Search "3204%38% ] Model [Cantains Any %
Catslog - 18 results returned.
ltem Category = ) [ Select AliDeselect All Add Selected To:  gCart (T, Campar= [l Fevorites  [F) Templates ALL-THH ontalns A
MUTS, JAM, STEEL (11) + b -
Categary 10 [Garians Ay V]
NUT, STEEL, HEX HEAD. FUL..{1) *SortBy [D=scription ~ Supplier Item ID [Contsins Any v
ID 3203
MUTS, FINISHED, MEDIUM CA..(1) Catalog Search Results (7 ce T4 Ma Item ID | Contains Any %
MUTS, HEX, ZING PLATED ST_(1) | MUTS, FINISHED, MEDIUM CARBON STEEL. REGULAR, DOUELE CHAMFER 1 IN. - 8 PM Eac Category [Contsins Any /]
ity [ Price Rangs:  F T
NUTS, MACHINE SCREW, BRAS..(1) ity | rice Range rom o In
More... Item ID 3204225281 Supplier Moslco Inc _m
Price 0.0100  USD i 000004117 :
Manufacturer Name Urtljc':: 'H e Supplier ID  000OD4E147 ESS STE
Mo Walue (18) unars Manufacturer Search By Contract ID
ntit [ = | % . . I¥;
Supplier Name Guantity ___".:_E Add | [% Add to Favorites & Add to Template{s) ID 2204 Contract @
Moelco Inc {17} ce 0.01
Mo Value (1) _ Contract Search
O NUTS, JAM, STEEL 1 IN. S.AE., TIFCO NC. 22-14T7 OR EQUAL PM  Hun:
Preferred Supplier e [
Yas kity | ) )
\.Je: 51 i o Clear Cancel
Mo (1) Item ID 3204233140 Supplier Noslco Inc
Price 0.0100 UsD Supplier ID 0000045117 ALY, STHE]
B - e S L NP M R

Click on the Home icon and then the Express Item Entry hyperlink.
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/p/ Add Items and Services: Express Item Entry

If the !tgm ID number |§ known, for the item or service, —

enter it in the Item ID field and the rest of the e [
information will auto populate. Or, search for the Item pS—
ID USing the magnifying glaSS icon' Welcome. ARCMAN, HELEN @‘/‘WFM&EN&S 8 Requistion Setings | 2 0Lines _Chekout |

Al = | Search % | Advanced Search

Request Options M search (Al v Search Advanced Searth
To add an item or service to the shopping cart: wrenomos | [Boresstementy ¢
Catalog Line Fersona\melﬂndl\f\e‘t.'m\\f\E Fist 4 1-30f3 '} Last
Purhasig fems Details | Supplier Information | ttem Information | [0
Express ftem Entry Item 1D Description Quantity oM Category Price ST ise
« Enter the Item ID.
Foms 0051404000 ng:ig Eﬁlﬁ:é 500.0000) A Q 0051404 0.0100 500USD
Business Cards
* Enter the Quantity you wish to order s sucoucese
) Templates 2 0051410000 Q m??éﬁg‘uﬂiﬁgﬁ'?fmu{ 20000000 EA Q0051410 0.0100 20.00USD #H[E
ePro Services (CARBORUNDUM) OXIDE
Fixed Cost Service
-y - - Variable Cost Service
] T dd dd t I t g E p It Time and Materizls
o add additional items using Express Item , I
Recenly Ordered 3/3052850018 R S 300) EA Q 3052860 0.0100 usD H[=

Entry, click the add new row (+) icon to the right of R
the first item. ‘=

« When all items and services have been entered,
click on the Add to Cart button.

« To add additional item(s) to the requisition using
another method, e.g., Special Requests, click on
the Home icon or use the left hand navigation.

Click on the Add to Cart button.
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#/ Add ltems and Services: Express Item Entry (continued)
/

Once the items are added to the shopping cart using Express Item Entry, the Express Item Entry page is
still displayed and the shopping cart Lines indicator is updated to reflect the total number of lines in the cart.

Any time the shopping cart icon is displayed hover over it, or click on it, to view the items in the cart. Once
clicked, the cart contents will be displayed on the right hand side of the screen along with navigation to
Checkout.

After all items have been added to your requisition, use the Checkout button to review the requisition
contents, make final adjustments, modify accounting distributions, update shipping details, or add last-minute
items. From the Checkout — Review and Submit page you will also submit your requisition for approval.

Click on one of the Checkout buttons.

- Home Worklist Add (o Favorites Sign out
(48 CARDINAL - o —
= Welcome to Cardinal! Search Advanced Search
Favorites + I Main Menu + > eProcurement ~ > Requisiion ||
| New Window | Help | Persanalize Page | [
Create Requisition = I
Shopping Cart %
Welcome ARDMAN, HELEN e P
@ Home A My Preferences 32§ Requisition Settings B 3 Lines I L Checkout | Description Qty uom
ABRASIVES, PLASTONE 500 EA
Request Options = Search . ABRAS..
Description Qty uoM ABRASIVES, SILICON
ABRASIVES, PLASTONE 500 EA CARBID. 2000 EA
: = .
All Request Options Express Item Entry (7 ABRASIVES. . 2000 EA POINTERS AND PARTS. 200 EA
= ABRASIVES, SILICON CARBIDE 300 EA LEAD ...
Catalog . Line (CA.
Purchasing ltams Details || Supplier Information || ltem Information POINTERS AND PARTS, LEAD
ABRAS
Express Item Entry item 1D Description Quantity uom <4 Total Lines 3 Total Amount 28.00
Special Requests -
1 Al o
Forms
Business Cards | AddtoCart |
otal Lines 3
Favorites Total Amount (USD) 2800
Templates
ePro Services
Fixed Cost Service
W ble Cost Service
Time and Mat It
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/;/ Checkout - Review and Submit
/

On the Checkout — Review and Submit [Goomerarae—

page the requisition can be saved and Reve et nfomton andsubmi e e or vl S Y
submitted for approval immediately or Requsion Summary

saved to be completed later. Additionally, Puses it 000 D Tt Reuiston e

you can edit or add requisition items and T s i ke
accounting distribution details, as well as

Cart Summary: Total Amount 28.00 USD

mOdlfy Shlpplng deta' |S Or add Comments Expand lines to review shipping and accounting details a]:' Add More ltems ‘
and attachments. For a detailed listing of | " - _ P . .
. . ine escription [em upplier uant nce 0l letalls ommen elele
the file extensions that are allowed as [11 g ABRASNES, PLASTONE  OCE1404000 E8 Mo Pantand 5000000 Ezch 00100 500 B Owm 0
. . . ABRASVES upply Corp
attaChmentS In Cardlna|1 See the appendlx (]2 [ ABRASIVES, SILICON (0051410000 E&N‘I.ﬁgtoPaMand 20000000, Each 0.0100 2000 B O add o
. . . . p . CARBIDE (CA upply Corp
section of this course. A justification 0% @ w0, v VECPRECIN o wn o g O O
comment can be added and is sent with
the approval [ Select All/ Deselect All Select lines to: E‘p Add to Favorites @Md to Template(s) @Delet&Se\ected %Mass Change
Total Amount 25.00 USD
Checkout — Review and Submit Page Sriping Sy
Sectlons: it for All Lines
i Ship To Location CNTRL OFF3
e e . Address VDOT Central Office
Requisition Summary - Confirm the 121E Boso
. . . . Richmond, VA 23219
information is accurate and update if Manion o ARDUAN FELEN
needed. B N T i e
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#/ Checkout - Review and Submit: Requisition Lines
/

Requisition Lines: Displays information about each
requisition line:

« Add More Items - Click on the button to add
more items to the requisition. The Create
Requisition page will open and the user can
search and select additional items to be added to
the shopping cart.

 Line Details icon - Click to access the Line
Details pop-up window, to modify additional line
details, such as the buyer, supplier, and other
line-specific information.

 Expand triangle icon - Expand a row to view or
change line shipping and accounting information,
specific to the expanded line.
— Confirm or update the Ship To location for
each line. Use the magnifying glass icon to
search for a different shipping location.

Click on the Expand triangle icon for a line.

™

Cart 3ummary: Totzl Amount 22.00 U 3D

Expand llves by review shipping and socounting deils

Lins Stidm Usit Iyps  “Locabon
Qpan CNTRL OFF2
m! 71 ABRAEIVER, BILICON 0051410000 E &M Auto Palet and
CARSIDE(CA Expoly Com
m! i1 FOINTERZ ANC FARTS HTEEWE MEC FRECIEICN
" LEAD ABRAE IMAGING
[ Beect Al [ Degiect Al Balaat lings fo: :-',- Acdta Favarties

Charifielde! | Chartfeids? || Detls || Detslls 2

| Raquleition Linsg (7 |
Linz Descriptian H=m 1D Eungiller Quantity LcH Prize
DE‘. /) ABRAZIVER, PLASTONE 0051404000 E & M Auta Pzintend 5003 Eah [ilijini}
" AERAENER, Buply Corp
Inlpging Line 4 “ehipTo  [GNTRLOFF2 ¥} Quartity SL0.CCCC
Addreee  VDOT Centrl Cffice Add O Tima Addrezs Frizt ligley
1231 E.Bromd B
Rizhmand, VA 1323
Attandlon To  |ARDMAN, HELER
Dua Datn [l
Apnoounting Linag
“Tichbuta By IpsedChar ]
J-:CI:CILII'IHI':B Lines

AWWWWM

Toe Osials  Camments Ceiste
5 Cag 1
Frice Adjostment

Fagging Inqulry

Pagging Workbanch

Ferscnaize | Fing | view A | & T TRT

Asset Infamatin | Assetormation 2 | [P

Uusndty 'woant Murchindis Amt GL Unit
ECO.00CC 100.000C; £.00/E040e
0COC0CC|  Exch Julny o]
ICOCOCC|  Each
{1 s ta Tampleels [

Totel Amaunt

Entry Evant

’(,'Mm Change

2800 UD

Click the image to enlarge
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Checkout - Review and Submit: Requisition Lines
(continued)

Accounting Lines: Click on the Expand triangle icon next to a line to view the accounting distribution
details for the line.

Add/delete accounting distribution lines using the +/- icons. If there is more than one line, be sure to

indicate the percentage of the total requisition line that should go to each accounting distribution line
on the ChartFields 1 tab. The total must equal 100%.

 On the ChartFields 2 tab, enter or modify the ChartField distribution for each line.

» A SpeedChart may be used as well.

Cart Summary: Total Amount 28.00 USD
Expand lines to review shipping and accounting details ,':3’ Add More Items
p—
Requisition Lines (7
Line Description m po Quantit ¥ uo! Details  Comments Delets
DE“ E ABRASIVES, PLASTONE 0051404000 E & M Auto Paint and B [ a
ABRASIVES Supoly G
Shipping Line 1 *shipTo [CNTRL OFF3 a, Quanti ty ==
Address  VDOT Central Office Add One Time Address Price Price Adjustment
1221 E. Bread St )
Rishm n gging Inquiry
gggggggggggggggggg
Atte ARDMAN, Hi
Date |
iz O
“Distribute By | E—— o |
Accounting Lines Personalize | Find | view an | &
hartfiel rifields2 Is Details 2 Asset Information A formation 2
i Quantity = M Percent
Accounting Lines
Open CNTRL OFF3 Q 375.0000) 75.0000
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2
Open  [CNTRLOFF3 a 1250000 25.000 0]

Account Fund Program Department Cost Center Task FIPS Asset fge““ Use 259""3’ Use e Bus ni
5012550 Q 04100 Q |6gs0o1 Q@ [10003 Q, |[1112001Q, Q, Q Q Q Q
5012550 Q [0s100 |Q [e98p01  |Q [10D04 Q. [111200]Q, Q [+ s} [+ Q
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Checkout - Review and Submit: Requisition Lines
(continued)

Accounting Lines - Another option for updating all the accounting lines during checkout is to use the
Requisitions Settings hyperlink at the top of the page. Select the Override radio button, enter the

accounting distribution changes, and click on the OK button. A pop-up window will appear. Select a
Distribution Change Option and click the OK button.

Checkout - Review and Submit

Requisition Summary

Review the item information and submit the req for approwval.

/- My Preferences

EEE Requisition Settings

L Default

®) Override

R e T e P N W N

Requisition Settings

Business Unit 50100

Default Options %

v

Wa Dept of Transportation Requisition Name

Requester PFS1_HELEMN ARDMAM

ARDMAMN, HELEM Priority

*ourrency usD

If you select this option, the defaults specified below will be applied to requisition lines when thers are n
fields.

If you selact this option, the defaults specified below will override any predefined values for thess fields,

Distribution Change Options

For the selected requisition lines that are available for sourcing, apply distribution changes to
{®) Al Distribution Lines

Apply changes to sll existing distribution lines.

- = e e T T e T e
Accounting Defaults FPersonslize | Find | 12 | [Ea
Chartficlds1 || Datails Il Aszet Information |

Dist Percen it Location

GL Unit Entry Event

Account Fund Program
b T X [Pt Nl = s = I T TaTs ] (e B =T [ I T Tats ] o
e 2860000 |[CMNTRL OFF3 Qy |50100 s | y |5012850 Cy, (04100 | Oy =

I Ok ll Cancal |

> C:‘ Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.
O Replace Distribution Lines

Remove the existing distribution lines and replace with the distribution lines changes.

QK Cancel
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Y

From the Checkout page, click on the Line Details
icon to the right of the line to be updated/reviewed.

(continued)

The Line Details pop-up window displays to permit
viewing/modifying requisition line details for the item
selected, including:

 [tems Details

« Contract Information

« Supplier Information

« Manufacturer Information
« Sourcing Controls

Click the OK button after reviewing and updating is
complete. The Checkout — Review and Submit page
will be active again.

Checkout - Review and Submit: Requisition Lines

Favorites = Main Menu ~

* eProcursment> ¢ Requisition

Checkout - Review and Subi]

Faview the ltam Information and submit the

Requisition Summary

Businaas Unit

Line Details I

Ling Details '+

Na Imags

Raquaztar

*Cumency

Item Detalls (7

Cart Summary: Total Amount 28.00 USD
Expand linz 1o review shipping and ace
Requisition Lines (¢
Lne  Descriptn

~ F1 g ASRASIVES, PLASTONI
ASRASIVES,

shippingLine 1

Merchandiza Amount  500USD
Hem D gos1404000
Categery Q051404

nyuca ture
Buyar PPS1_HELENARCMAN
EU}‘EI Infarmation

Connguration Info

Contract Information |7

Buss contract ir avaliapia
Confract ID

Cantract Detalls

Verzlon
Confract Ling o,
Catagory Lina a

Suppller Informetion (%

F M2 gy ASRASIVES. SILICON
CAREIDE (CA

F M3 ga POINTERS AND PARTS,
LEAD AERAS

upplier I (0090034153
supplier Location  |MAIN
Supgest New Supplar
Suppller ihem D

‘Selact AN/ Desslzct All Suppliers Catslog
Manufacturer Information (¢
Mznufacturer ID
Shipping Summary
. Manutactursr
¥ i a3
ELEItRAL LR, Manutacturer's Itsm 1D
3hip To Location
Addrazs GTIN
Sourcing Contfrols (F
Attention To O ta with othar Rege

Requisiticn Commants
Enter requisition comments

Mcalcuste Prica
Mavermne supgests suppuer

ABRASIVES, FLASTONE ABRASIVES,

&

AR

CLE & M Auta P2int and Supply Cor

A Maln Lozatian

Ling statue  Cpan

OrFa Required
Devica Tracking
Zaro Prica Indicator

O ameunt only

Clinepsction Requiren
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Checkout - Review and Submit: Requisition Lines

(continued)

Add to Favorites:

* Place a checkmark on the item lines purchased
on a regular basis and wish to appear in the
Favorites list for quick and easy reorders.
Place a checkmark in the Select All/Deselect
All checkbox to select/deselect all the lines.

Checkout - Review and Submit I

Requisition Summary

Busingss Unit 50100

*cumenzy USD

cart summary: Tetsl Amount 25.00 USD

Raquastar FPS1_HELEN ARDMAN

Raview the ham infarmatian and suomit the r=q far approval.

VA Cept af Tranzportatian

ARDMAN, HELEN

Expand lines 1o reviw shipping 2nd acoaunting detalis

7 ysreterances B8 Requistton stings

Requigttion Name

Priority [2aim_ ]

[T mganare nams

Requisition Lines (7
Une  Deseriptian
p—

At [z ASRASIVES. FLASTONE

ASRASIVES.

hipping Lina 1

tem i Supplier
0051404000 E & M Auto Paintand
Supply Gorp
“snipTe  [CNTRLOFFS Q
Atdresse VDOT Central Offce

1221 £. Broad 5t
Flnmand, VA 23213

Quanty uou Fricz Total Detalle  Comments Delste
5000000)  Eacn oo 5.00 = 2 Ada i
Quantity [ 500.0007 ==
Agd On2 Time Addrese Brice o0t Frice Aguetmant

Pagqing Inguiry

Pegging Workbench
aftsnfion To  [ARCMAN, HELEN

Dus Date (E

* Click on the Add to Favorites hyperlink. A
pop-up window will appear to confirm the
addition(s) to your list of favorites.

Accounting Lings
“Distriouts By

Aceounting Lines

speeachart [11120010 Q

Channaios1 || Chermaigs? || Detsis || DaNs2 || Assatinformansn || Assetimtarmation 2 | [TTH

Agency Ues Aganoy Use

Aozaunt Fund Frogram Depariment Coct Centar Tack FIPE Accat FC Buc Unit Projsot
502230 o [oon | [seaoat_ |, [1oosa Q [111z0]a o a o a o o
2z | ssresnes, siLicon 0051410000 £ & M Auto Paint and 20000000  Ea3ch 0.010 2000 5 O agd o
H M " camsice ca Supply Corp
i ICK the utton to confirm .
" 3 [ FOINTERS AND PARTS, 3052560018 MBC PRECISION 300.0000)  Ea=ch 0.0 300 B [myre] o
” LeaD asRas MAGING | |

i Dalete Saizctzd V2L 1ass Change

Szt Al Dasalzet Al

salect Ings to: [t Add 0 Favarlies 7 Add o Template(s)

S S s S

Cart Summary: Total Amount 28.00 USD

Expand lines to review shipping and accounting details l# Add More Items.

Requisition Lines (2

Line Description Item ID Supplier Quantity uom Price Total
b M1 pg ABRASIVES, PLASTONE 0051404000 E& = -
=] ABRASIVES. Supg  Confirmation
v Help

4 2 [g ABRASIVES, SILICON 0051410000 E& The following item(s) will be added to your favorites:

CARBIDE (CA SUPE  ABRASIVES, PLASTONE ABRASIVES, PLASTONE
3 ABRASIVES, SILICON CARBIDE (CARBORUNDUM) OXIDE ABRASIVES, SILICON CARBIDE
» M3 gg POINTERS AND PARTS, 3052860018 MBQ  (cARBORUNDUM) OXIDE

LEAD ABRAS IMA

POINTERS AND PARTS, LEAD ABRASIVE REFILL CUPS, SUITABLE FOR SHARPENING
GRAPHITE AND P

¥ Select All / Deselect All Select lines to:

o not show this message again

Shipping Summary I OK I\ Cancel |
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},\/ Checkout - Review and Submit (continued)
/

Shipping Summary: Click the Edit for All Lines
hyperlink to modify the shipping details or
accounting lines for the entire requisition.

Requisition Comments: Enter comments and
select the appropriate checkbox to determine who
will see the comments.

Approval Justification: Enter comments to be
viewed by requisition approvers and reviewers
during the approval process.

Choose Save for Later, and the Requisition
Name and Requisition ID are automatically
populated upon save.

Click the Save & submit button to submit the
requisition for approval, budget checking, and
fulfilment. The Requisition Name and
Requisition ID are automatically populated upon
save.

wwwwwwww - MsinMenuv 7 eProcurement~ 2! uis

Checkout - Review and Submit

*Ccurrency U300

formati
Bt re
mary
me
sity [Medm ~]
- it -
e amand R P
L
CHTES
—
Requisition Comm
Enter requisitic
Osh O
Ent
I Save & suby I B s I%P 63 Pre
Checkout - Review and Submit
Ravlew e I12m INfarmatian and suBmit the r2q far approval. ) i
# My Breferznces E‘ Aequlzition 22tinge
Requizsifion Summary v
Buaingss Unit 50100 A Dapt af Transponatian Requisltion Hame 0002175352
Requaster PRS1_HELEN.ARDMAN ARDMAN, HELEN Requlzliion ID opazi7sese

Prionty [Medlum ]
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y Checkout: Confirmation
V4

Once the Save and submit has processed, a
Confirmation page appears that displays details
about your requisition and its current disposition,
including:

* Requisition Name - Defaults to the Requisition ID
number if the field was not completed during the
creation of the requisition.

* Requisition ID number - Auto generated
sequential number.

Use the Edit This Requisition hyperlink to modify
the requisition.

Workflow approval routing is also displayed. Click on
the Multiple Approvers hyperlink to view additional
routing details.

Use the Manage Requisitions hyperlink to access
other pages to perform tasks, such as review
requisition details, edit or cancel requisitions, create
change requests, copy requisition, view approvals, or
return stock to the supplier.

r-« CARDINAL Welcome to Cardinal!
Favorites = I Mzin Menu= # eProcurement »  F Reguisiion I
Confirmation

‘Your requisition has been submitied.

Requested For ARDMAN, HELEN

Requisition Mame 0002173852

Requisition ID 0002175852

Eusiness Unit 50100
Status Pending

Priority Madium

& Wiz printable version

All - |Szarch

Req for Supervisor Action

Requisition 0002175852:Pending
Req - Raquester's Supervlscr

[#] 5tart New Path

Pending
@ MCCRACKEN, STACY =
Requesiers Supenisor

Req for Procurement Mgr Action

5t
Requisition 0002175952: Awaiting Further Approvals E:‘E

Raq - Procuremant Manager

Mumber of Lines

Total Amount

# | Advancad Search

3

28.00 USD
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»/ Add Catalog Items
/

To search for and add items that are included in the catalog to the requisition, click on the Catalog or

Purchasing Items hyperlink.

|Z,_CARDINA1:

Welcome to Cardinal!

Favortes~ |  Main Menu~

>  eProcurement~ »

Requisition

Create Requisition 2

Express Item Entry

Special Requests

Forms
Business Cards 5j

Favorites

Templates

ePro Services
Fixed Cost Service
“ariable Cost Service

Time and Materials

Recently Crdered

Forms
Create and Submit Forms

Business Cards

ePro Services
Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

Welcome ARDMAN, HELEN
Home
E Request Options v E search |All v|
All Request Options @?"’ Catalog
” Browse Catalogs
Catalog
Purchasing Items Purchasing Items

All

= | Search » | Advanced Search

&~ My Preferences Requisition Settings | = 0 Lines

—| Express [team Ent
[rj P ry

Re

[

Special Requests
Create an Express Requisition

| Checkout

| Advanced Search

Create a non-catalog request

Favorites Templates
Browse Favorite ltems and Browse Company and Personal
Services Templates

Recently Ordered

View recently ordered items and
services
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Filter the search results of the items available using the left side navigation menu. Click on a category to view

all the items in the selected category.

Create Requisition @ I

Walcoms  ARDMAN, HELEN o
A Home
Request Option: 2 searcn
All Raquast Options Catalog
Caao Purchzsing ltama
Surensing Itams [a2=perves
N ) ACOUSTICAL TILE, INSULATING MA
Exprasa ltem Entry ADDRESSING, COPYING, MIMEOGRAD
AGRICULTURAL CR
L eft speclal Reguests
Forms

Navigation [ e
M en u Templatas

Marz...

aFro 38rvices
Freed Cost Sarvic

Recently Ordered
|

Add an item to the order::

Create Requisition :l
|

Welgome  ARDMAN, HELEN

D Home A MyPreferances 9 Requeton Setings | B A Unes Checkaut

FRequest Oplions. = searcn [Caog | Search | Aguances szaren
Filter by Browse Catalogs = All Categoriess] ABRASIVES
Category P
[ setect alvmasaiest Al Add Sslscted To:  mglart @pCompare g, Favortss ) Tamplatss

SIVES, COATED: CLOT.(T37)

ABRASIVES, SCOLID: WHEEL..[205) “Sart By
Catalog Search Resulis (7 ’
ABRASIVES, SANDBL [OTHER (33 J ! G G

=] CLOTHS, ASRASIVE, EMERY 1IN, X 30FT., 240 GRIT

STEEL WOOL, ALUMINUM WOO..(28)
ABRASIVES, SANDELASTING...(17)

Mare... Hem D 0251415040 suppllsr KPK CORP

Prica 00100 USD Suppliar D DJ00352345
Item Catagory reees uom Rl Manufacturer
Agved o cant

WHEELS, ABRASIVE GRINDIN..{89) Quantity 15.000)

M adato Favarnes B8 g to Template(s)

SELTS, ABRASIVE, ALUMINU. (58]

4 1sgofso B Lat

= VE, EMER 1 GRS
CLOTHE, ABRASIVE, EMERY (52) O CLOTHS, ASRASIVE, EMERY 11N, X 30 FT., 240 GRIT
CLOTH, ABRASIVE, ALUMINU. {25}
CLOTHE, ABRASIVE, EMERY, (18] Hem 1D DO5121E040 Suppller E &M AUt PaInt and Supply carp # Preemes
LOTHS, ASRASIVE, EMERY..[8) Prica 00100 USD supplier ID 0400034153
Ware... uom Rer
“ tanutacturer
Manutacturer Nams ——
WO ValLz {1034) GQuantity lm A [Basameavomes 52 aga s Tempizieg)
suppllr Nama " — -
£ 2 4 Auta Paint and Su(351) O CLOTHS, ASRASIVE, EMERY 1IN. X 30 FT., 30 GRIT
KAK CORR (352)
Whitiack Brothers Ing (123)
Novalua (55} y Hem 1D 0251218030 Suppliar £ & M AUt F2INt 3nd SUpply Corp < oratamen
Buatiy Uniferm Sempany -{18) Prica 00100 USD Supplier 10 DI00334153
Mare... uom el
o tanutacturer
Pratermsd Suppller a — -
Yag (367 uantity i Am [l st savomes B2 gy 1o Templzte(s)
ND [264)
(] CLOTHS, ASRASIVE, SMERY 11N, X 30 FT, 50 GRIT
Py ., P S g P e, R p——
— - = - e =il

« Click on the box to the left of the item description to select the item.
« Update the Quantity field with the number of items desired.
« Click on the Add button to add the item(s) to the shopping cart.

« Click on the Checkout button to continue to process the requisition as shown on the previous pages.
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’) Add Catalog Items (continued)
/

Create Requisition 7 I

Walcoma ARDMAN, HELEN

Request Optlons =

Filter by

Category Path
ABRASNES, COATED: CLOT..(T3T)
ABRASIVES, 50LID: WHEEL..[208)
ABRASNES, SANDEL.[OTHER (33)
STEEL WCO-OL, ALUMINUM WOT (23]

ABRASIVES, EANDBLASTING,..{11}
Mare...

Item Category

WHEELES, AERASIVE GRINDIM..[E9)

% Home A MyPreteranges  §2F Requemansetings | B 4 Unes EIEE T
ggarcn [Catzhg ]| I Search | mdvanced 2esrcn
| Erowses Catalogs > All Categories> AERASIVES |
[ satact AlDesalact Al ;o mean 5 Compars e FEvOMEs  f Tamplaiss
sartey
Catalog Search Results (7 Find

=) CLOTHE, SNE, EMERY 1 IM. X 30 FT., 240 GRIT

Item 1D
Prica
Uom

Quantity

CO5141E040
o.0i0D UsD
Rod

Create Requisition I

Walcome ARDMAN, HELEN

Request Options -

all Requast Oopbons

C3ia
Pu aelng Itame

Express lham Entry
Special Requests

Forma
Susinees Carde

Favorites

Tamplatas

8Pro Services
Fixad Coet Sarvice
‘Warabla Sosl Senddca
Tim= and Materzls

Racently Ordersd

4 [

sparch |[Ceizlog

Catalog =

Purchaeing s
ACOUSTICAL TILE, INSULATIMNG MA
ADDRESSING, COPYING, MIMEOQOGRAD
AGRICULTURAL CROPS AMD GRAINS
AGR ILTURAL EQUIFMENT, IMFPLEM
AGRICULTURAL EQUIFMENT AND IFMP
AIR TOMPRESEORSE AND ACCESSORIE
AIR COMDITIONING, HEATING, AND
AIRCRAFT AND AIRPORT, ECUIFMEMN
Mora...

O CLOTHE, ABRASIVE, EMERY 1 IN. X 30 FT., 240 GRIT

Item 1D
Prica
Uom

Quantity

CO5141E040
0.0i0D uso
Rod

=z

Add

O CLOTHS, ABRASIVE, EMERY 1 IN. X 30 FT., 30 GRIT

Item 1D
Prica
Uom

Quantity

CO5141E050
C.cioD UsD
Rod

Add

O CLOTHS, AERASINE, EMERY 1 IN. X 30 FT., 30 GRIT

Suppller KPK CORP
SupplieriD DIDDOSZ94S
Manutacturar

n _ ;
|4 Add ta Favarlies A Add to Temgplzle(s)

Suppller E & M Auta PaInt and Supply Carp
Supplier i CLJ0COZ4153
Manutacturar

-
[ addto Favarites 590 Agd te Tamalates)

Suppller E & M Auta PaInt and Supply Carp
Supplier D 0J00O34133
Manutacturar

" _ ;
L Add to Favaries 4] Add to Temgplzle(s)

Flret

1-500r 50 “* Last

W Prefamed

< Prefemed
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#/ Add Special Requests
/

To add items or goods to the requisition that are not included in the catalog of items and have no item ID, use
the Special Requests page. A special request can be submitted for goods or services.

Click on the Special Requests hyperlink.

F-—ACARDINALl Welcome to Cardinal! All | Search # | Advanced Search

Favorites « I Main Menu - > eProcurement~ > Requisition I

Create Requisition] 2

Welcome ARDMAN, HELEN

Home /% My Preferences Requisition Settings | = 0 Lines | Sheckout
' Request Options X , search |Al v] | Search | Advanced Search
All Request Options @:.: Catalog —| Express ltem Entry | Special Requests
Catalog ~ Browse Catalogs ' Createan Express Requisition Create a non-catalog request
Purchasing ltems Purchasing Items
Express Item Entry Forms E' Favorites Templates
Create and Submit Forms Browse Favorite Items and Browse Company and Personal
Special Requests Services Templates
Business Cards
Forms
Business Cards Ii’]j ePro Services D@ Recently Ordered
Request Services View recently ordered items and
Favorites Senvices
Fixed Cost Service
Templates Variable Cost Service

Time and Materials
ePro Services

Fixed Cost Service
Variable Cost Service
Time and Materials

Recently Ordered




74 Add Special Requests (continued)
/

On the SpeCIaI Req ueStS page’ Complete the Welcome to Cardinal! Al ~ | Search Ad\/ancedSe}::;e -
following sections, if applicable: S | U S )

Create Requisition

. . . I * Welcome  ARDMAN, HELEN @ Home A My Preferences 'ﬁRequis.niDnSemngs ‘ B 1 Line [ Checkou |
« Item Details - Add an item not in the catalog. An e —— e

indicates a required field. —
. S u p p I I er - P refe rred su p pl I e r, | nfo rm atl on s h ou Id Caugﬁhasing e Enter information about the non-zatalog tem you would like to order

Item Details

be entered here.

Special Requests
*Price *Currency  USD

« Manufacturer - Preferred manufacturer foms o

information is entered here. - e a T
- Additional Information - Add comments the buyer — !
should see. corctent ?
Request New Item - Select this check box to request s :
that the item be added to the item master. A request oo
new item worklist notification is sent. pe
D send to Supplier [ showat Receipt [ Show at Voucher

Add to Cart - Click this button to add the special item [t

CIRequest New Item A notification will be sent to 2 buyer regarding this new item request

just entered to the requisition. |

Continue to process the requisition as shown on the
previous pages.
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/;/ Add eProcurement Services
/

From the Create Requisition page,
click on one of the ePro Services

ZCARDINAE

Favorites » Main Menu =

hyperlinks:

: : .. Create Requisition (2
 Fixed Cost Service - Thisis a

Welcome ARDMAN, HELEN

service with a fixed fee and is not
part of the item catalog.

Request Options

Enter search criteria or select
fram the menu on the right to

 Variable Cost Service - This is a
service that is based on the
number of hours of work.

* Time and Materials - Used to
request a service that is based on
time worked and materials used.

begin creating your requisition.

Homg
Welcome to Cardinal! Al -~ | Search | Advanced Search
* eProcurement= #  Requisition
e e e pe——— y
Home /' My Preferences iﬁRequisition Settings | E] 1lne e C heckc-ut ...........
¥ Search |Al vl Seath | agvanced Search
" — ] i
” Catalog E Express Item Entry E Special Requests
Browse Catalogs Create an Express Requisition Creale a non-catalog request

Purchasing ltems

B Forms

— (Create and Submit Farms

Buginess Cands

0=3 ¢Pro Services
Request Services

—> Fixed Cost Senvice
—> 'ariable Cost 3ervice
—> Time and Materials

E{ Favorites Templates
Browse Faverite ltems and Browse Company and Personal
Services Templates

NUTS, JAM, STEEL 1-1/4 IN. 5...
ABRASIVES, PLASTOME ABRASIVE...
ABRASIVES, SILICON CARBIDE (...
POINTERS AND PARTS, LEAD ABR...

Test Template

Recently Ordered

View recently ordered items and
SEMViCEs
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V4

Enter the details and click on the Add to Cart button.

Continue to process the requisition as shown on the previous

pages.

/,j Add eProcurement Services (continued)

Time and Materials

Fixed Cost Service

I Add to Cart I

*Service |
Description
“Value of Service
*Category
Supplier ID
Supplier Name

Start Date

L L L

*Currency |USD

Suggest New Supplier

*Service Description
*Number of Units of Work
*Rate

*Category

Supplier ID

Supplier Mame

Beginning Date

Guote Number

Additional Information

L PP

*Unit of Work Q
*Currency |USD

Suggest Mew Supplier

Date of completion [
Quote Date [w)

FE

|:| Send to Supplier

Quote Number

Additional Information

[ Send to Supplier

|:| Show at Receipt

L PP

[ show at Voucher

*Unit of Measure Q

*Cumrency |JSD

Suggest Mew Supplier

End Date el

ZE

= End Date =
. R e Description
Variable Cost Service
*Quantity
*Service Description || *Price
“Number of Units of Work *Unit of Work Q *Category
“Rate “*Currency Code USD Supplier ID
*Category Q Supplier Name
N ) upplier ltem 1D
Supplier ID Q Suggest New Supplier hanufacturer 1D
Supplier Name Q Manufacturer
Quote Number Quote Date E1l Mfg ltem ID
Beginning Date [ Date of Completion [ Start Date
Additional Information plinformation
g
d to Supplier
[ send to Supplier ] Show at Receipt [] Show at Voucher

| Add to Cart |

to Cart I

[ show at Receipt

[ show at Voucher




}) Simulation: Creating a Requisition from eProcurement
/

You will now view a simulation that demonstrates how to Create a Regular Requisition.

Click on the icon below to start the simulation.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Requisitions/index.html?Guid=57e31894-f41d-4bbb-b679-b43863d1e424&Mode=T&Back

},\/ Create a Personal Template
/

Create a personal eProcurement requisition template

) o o . [ CARDINAL — P : _
using data from an existing requisition. This allows — ':D'”f“ e —

creation of new requisitions in eProcurement that are pre-
populated with the data saved on the template, thus
eliminating some data entry. Once a requisition is Tt s, i o ke .

Manage Requisitions I

. . Business Unit 50100 Q Requisition Name aj
created from the template, it can be modified. Q Renust e AT G v
Date From J8/01/2018 ol Date To 122872018 )
Requestar Q Entared By Q FOID a

To create an eProcurement requisition template, navigate |L—==_ = | S et s
to the M an ag e Req u i S iti O n S page USi ng the fOIIOWi ng ?::i::l::::;p;na'ld line items for a requisition, cfick the Expand triangle ican.

To edit or perform another acfion on a requisition, make a selection from the Action dropdovin list and click Go.

p at h : Reg D Requisition Hems EU Dats Request state Total

0002175052 0002175052 50100 1202802018 Pending 2ao0 usp[EEedete]l M 6o |
002175051  Helen Express ePro 50100 111172018 Pending 001 UsD |[Select Antien] v Go |
. HPL DD02175050  DOD2175850 50100 110172018 Open 50.00 USD [fSelect Action] | Go |
Main Menu > eProcurement > Manage Requisitions - ] =
0002175040 0002175040 50100 10212018 Ogen 148.75 USD fcancs! Go
0002175048 0O02175048 50100 10212016 Ogen 100 USDfEdt )| [ |
=il Tint
H H 0002175827 DO02175827 50100 10082018 Approved 1.800.86 USD QEEERLEE Go_ |
- B Unit default —
u SI n eSS ni e au S DIPRI21E  D1FRIZNE 50100 10052018 COgen psaap usp[Eeketfaton] V[ G |
O00Z175047  DDO2175047 50100 1DE201G Open 038,30 UsD |[Select Actian] v Go |
° If y k th R q i .t. ID t t y 75817 R 5! i B70,390.00 [Select Action] V[ G |
ou KNnow e eguisition O Create vour DDU2ATSBH7  FOB PLANT K- WL S0100  10/052018 Pending £70.200.00 USD 6o
1 O002175046  Smoke Tast 50100 10032016 Op 0.01 Usp [[Select Action] v G |
template from, enter it here. e ST i ; , :
OD02175645 124772 Bax Culvert 50100 OAIDE2018 Pending 53,000.00 UsD |[Select Action] V| G |

« Set the Request Status to All but Complete.
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,} Create a Personal Template (continued)
/

» Click on the Search button.

Welcome to Cardinall Al - | Zzarch # | Advancad Search
° Select a reC]U|S|t|0n from the Search Favorites I zin Menu = * eProcurement » *  Manage Requisitions I
results. Manage Requisitions
. Search Requisitions
® O n th e Sel eCt ACtI 0 n d ro p_d Own To locate le:_ui:tior.s. edit the criteria below and click the Search button.
HP Business Unit 50100 a Requisition Nama Q)
n eXt to th e Se I eCted req u I S Itl O n ! Requisition 1D a Request State [All but Complets W
select Edit. Date From [J301/2018 i Date Ta 122872016 i
Requestar a Entered By a POID a

Show Advanced Bzarch

* Click on the Go button. The Edit (= s

Requisitions | §

Requisition — Review and Submit
page will display.

To wiew the lifzspan and line tems for a requisition, cfick the Expand triangls ican.
To edit or perform anathsr acfion on a reguisition, maks a selection from the Action drepdown list and click Go.

Fag 1D Raquisition Nama Bl Dats Raguast stata Total

DDDZ175852  DOD2175052 50100 122072018 Fending 2600 UsD [[Eelect Action] M G |
D002175851 Helen Express ePro F0100 11/17/2018 Fending 0.01 UsD [[Select Action] V] o
O002175950  DOD2175850 50100 11717218 Open 50.00 UsD [f=elect Action] [ G |
O002175940  DO02175948 50100 10212018 Open 14375 USD ;gﬁgals [ & |
O002175948  DO02175948 50100 10212018 Ogpen 1.00 USD m . [ G |
O002175827  DO02175827 50100 10V0%2MA Approved 180096 USD S5t oo | Go |
01PRIZHE  D1PRIZNE 50100 100872018 Open 833.30 Usp [[Select Adtion] V[ & |
OD0Z175947  DOO2175047 50100 100872018 Open 538,20 USD [[Select Action] ¥ & |
OD0Z175817  FOB PLANT MIX - W-L 50100 1005218 Peanding &70,200.00 USD [[Select Action] V[ & |

NORTON

DO02176D46  Smoke Test E0100 10031218 Open 0.01 gD [[Eelec Acton] V[ B |
DDDZ175045 12772 Box Culvert 50100 020%2M8 Pending £5,000.00 UsD [[Select Action] ¥ & |
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4/ Create a Personal Template (continued)

The template may contain one or more lines. To
create the template, from the Edit Requisition —
Review and Submit page, Requisition Lines
section:

» Click the checkbox next to the line(s) you want
included on the template. Place a checkmark in the
Select All/Deselect All checkbox to
select/deselect all the lines.

* Click on the Add to Template(s) button. A pop-up
window displays.

« Enter a name and description for the template.
Click the OK button to save the new template.

 The Check Out — Review and Submit page is
displayed. The page can be used to process a
new requisition

CARDINAL' Welcome to Cardinal!

Al ~ | Szanh # | Advanced Search

Favoris v I Wain Menay

3 aFrocuements ¢ Manage Requsitons

> Requsiton I

Edit Requisition - Review and Submit I

Revizn {1 e infomation and subri the reg fo approval

Requisition Summary
Business Unit 0100

Requester DEBBIEGELL
Currency y USD

Cart Summary: Total Amount 1,800.96 USD

Expand ines to revizar shipping and accounting detsis

Desciption tem D

@ifls rosts sien, TeLESRAR 010D1EES
QWA

My FOSTS SIGN, STEEL, B13053045

~ MISCELLANE

@ errs a01308e727
“ ACCESSORIES, SIGNFO

4@ POSTS, SIGN, STEELZIN 80713055009
= Xzl

8 g FOSTS 3G TELESRaR  EDE0G164
Qg A

Shipping Summary
# Editfor AllLines

Ship To Location TAPPAH PM2
Address 3

Attention To Bell, Debhbie (VDOT)

Select lines to:

. .
& yPrrencs & Requeiion Seringe

VA Degtef Transportation Requisifion Name (1002175827

Ba, Debbia (VDOT)

AP Add More hems
...... Cuantiy UaN Tota
Korman Signs Inc 1000 Exch 575200 673 B
Korman Signs Inc 40000 Each £8.0800 22 B
Korman Signs Inc S0 Each 105.9000 54430 B
Korman Signs inc 180000 Each 10,3000 3640 E
Korman Signs Inc 180000 Ezch 3500 60030 B
il Delete Selected $2Mass Change
Total Amount 130085 USD

2 Agd
O Agd
O pgd
O pag

O agd

Details  Comments Delete

il

2 =22 =2 =

P CARDINAL e - 5
S | e, o CERREmmES 0 e

Favorites v ‘ Main Menu

Edit Requisition -RW/EM Submit
LRSS e S—

Requisition Summary

Add Selected Items to Template(s)

[ Show at Receipt [1shown atVou|  ca
Enter spproval justfcstion for this requist
Save & submit B sweirlaer P Addoreiy s
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»/ Use a Personal Template
/

The template is now saved. When creating a new requisition, select this template from the eProcurement
Create Requisitions page. Click on the named template’s hyperlink under the Templates section.

Favorites « Main Menu + * eProcurement » * Requisition

Create Requisition 2

Welcome ARDMAN, HELEN 5
! Home A My Preferences Hequisitiun Seftings l E‘ 0 Linss
Request Options - Search |AII v| | Search Advanced Search
Enter search criteria or select -, — .
from the menu on the right to % Catalog = Express Item Entry | Special Requests
begin creating your requisition. Browse Catalogs Create an Express Reguisition Create a non-catalog request
Purchasing ltems
D Forms E‘ Favorites Templates
— Create and Submit Forms Browse Favorite Items and Browse Company and Personal
Services Templates
Busziness Cards MUTS, J&M, STEEL 1-1/4 IN. 5.. }——> Abragives Reorder
ABRASIVES, PLASTONE ABRAZIVE... Test Templats

ABRASIVES, SILICOM CARBIDE (...
FOINTERS AMD PARTS, LEAD ABR...

Eﬂ ePro Services lrél Recently Ordered
Request Services “iew recently ordered items and
Zervices

Fixed Cost Service
“ariable Cost Service
Time and Materials




V4

All personal templates display.

To view the items in the template, click on
the Expand triangle icon.

* For each template to be added to the
requisition, enter the quantity in the box to
the right of the template name.

» Click on the Add button to add all the items
in the template to the requisition. The
words Added to cart will appear to the
right of the Add button.

» Click on the Checkout button to continue
processing the requisition as described on
the previous pages.

Manage Personal Templates: This hyperlink
will initiate a pop-up window where template
details can be viewed and modified.

%/ Use a Personal Template (continued)

Create Requisition |

Welcome ARDMAN, HELEN

Request Options

All Request Options

Catalog
Purchasing ltems

Express ltem Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Senvice
Varizble Cost Service

Time and Materials

Recently Ordered

Home /7 My Preferences ﬁgﬂequisition Settings ! E] 3 Lines

Checkout

Search | TEMplates v Searth | agvanced Search
Templates (2 Quantity
Abrasives Reordar 1.0000 | ¥ Add i Added to cart
Personal Template ltems Find  First '4' 1-30f3

[ ABRASIVES, PLASTONE ABRASIVES, PLASTONE
o Price Breaks

Item ID 0051404000 Supplier Name E & M Auto Paint and Supply
Price 00100 Ut Suppler 1D To0u03¢153
UOM Each uppler
Manufacturer

Guantity 500.0000

] ABRASIVES, SILICON CARBIDE (CARBORUNDUNM) OXIDE ABRASIVES, SILICON CARBIDE

(CARBORUNDUM) OXIDE
Item ID 0051410000
Price 0.0100 UsD Supmier D :‘}30%34153
UOM Each uppler

Manufacturer
Guantity 2000.0000

[  POINTERS AND PARTS, LEAD ABRASIVE REFILL CUPS, SUITABLE FOR SHARPENING

GRAPHITE AND P

Item ID 3052860018

Price 0.0100 usD Supplier 1D 0000052871
UOM Each Manufacturer
Quantity 300.0000
Test Template | = Add

IManage Perzonal Templates

Supplier Name E & M Auto Paint and Supply

Supplier Name MBC PRECISION IMAGING
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}) Lesson 3: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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W hich feature allows you to add to requisition items that are not tied to a

catalog?

O

O
O
O

eProcurement
Special Requests
ePro Services

Express Entry
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The Catalog search allows you to further narrow your search results using the
left hand navigation.

O True

O False
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W hich method would be best to use when you buy the same group of items
frequently?

O Recently Ordered
O Templates

O Express Iltem Entry
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}) Lesson 3: Summary
/

‘ Creating an eProcurement Requisition

In this lesson, you learned:

« Create an eProcurement requisition

« Create and use eProcurement personal templates
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}j Lesson 4: Introduction
Y4

n Maintaining a Requisition

This lesson covers the following topics:

* Maintaining a Requisition in the Purchasing Module

* Maintaining a Requisition in the eProcurement Module
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/;/ Maintaining a Requisition Overview
/

The Requisitions can be maintained in either the Purchasing or eProcurement module, regardless of which
module was used to create the requisition. The ability to access, update, review, check the status of, or view
documents associated to a requisition is available in both modules.

The options available in the Purchasing and eProcurement modules when maintaining a requisition are
generally the same. However, they use different menus and views, and are presented differently on the
screen.

A requisition can be edited or cancelled as long as it has not already been sourced to a purchase order or a
sourcing event.

It is possible to make changes even if the requisition has been approved. However, increasing the price or
guantity may trigger the requisition approval workflow.
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/ Maintaining a Requisition: Purchasing Module

Purchasing Module

A requisition can be viewed from two pages within
the Purchasing module -

« Maintain Requisitions page

* Requisitions page (view only)

Maintain Requisitions Page
Access, edit, cancel, or change a requisition from
this page.

Navigate using the following path:

Main Menu > Purchasing > Requisitions >
Add/Update Requisitions

Use the Find an Existing Value tab search for the
requisition to be maintained. Click on the desired
requisition hyperlink.

Some of the viewable features include the
Document Status and View Approvals.

Requisitions I

Use the following search to look for an existing Requisition

I Find an Existing Value I Add a New Value

Search Criteria

Business Unit[= /] F0100 x| QL
Requisition 1D
Requisition Name
Requisition Stalus|= e | | o |
g
Requester
Requester Name

Hold From Further Processing O

oy

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

- @
| Search || Clear |Basic Search [& Save Search Criteria

Search Results
300 of 15535 results are displayed.

View All

Business Unit Requisition 1D Requisition Name Requisition Status Origin Requester
50100 2075865 075865 Denied ONL SHARON.MORALES
50100 2069457 RFR - 5&! Removal Commuter Lot Open ONL HEIDLKOVACS
50100 01PR0201B 01PR0201B Open ONL AHILL

50100 002075373 002075373 Open ONL LINDA.BOWERY

Requester Name
Morales, Sharon W. (VDOT
Kovacs, Heidi M. (VDOT)
Hill, A Scott (VDOT)
Bowery, Linda (VDOT)
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/p/ Maintaining a Requisition: Purchasing Module (continued)
V4

Some of the viewable features include the Document Status and View Approvals. Click on the hyperlinks
to view more details.

Maintain Requisitions

Requisition
Business Unit 50100 "WebIMS Req Type Status Pending X
Requisition ID 0002175955
Requisition Name 0002175955 [JHold From Further Processing
Header 7
*Requester GEORGE.MASON |Q MASON GEORGE
*Requisition Date |01/15/2017 El Requester Info
Origin [ONL Q Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (7
Document Status
Total Amount 15.00 USD
Add Items From (? Select Lines To Display (?
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q. To Q| Retrieve |

Personalize | Find | View All | &Y | = First ‘4 1of1 '} Last

Line (%
Attributes || Contract | Sourcing Controls || WebIMS |

Details Ship To/Due Date

Status || Supplier Information Item Information

. ) - N . Merchandise
Line ltem Description Quantity UOM Category Price Amount Status

1 B 0051417548 C [CLOTHS, ABRASIVE, 2 {3 B3 1.0000 EA | 0051417 15.00000 15.00 Pending O w Kol +] [=]

View Approvals *Goto __More...

|[E]save ||[ah Returnto Search | |[=] Notify || &% Refresh |

f_:',. Add || & Update/Display




/p/ Maintaining a Requisition: Purchasing Module (continued)

A requisition that does not need modifications could be viewed using the Review Requisition Information
page (a view only). Navigate to this page using the following path:

Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

On the Requisition Inquiry page, enter the search criteria and click OK.

Requisition Inquiry

Business Unit 50100 O

Requisition ID 0002175955 x | QL To Req Q
Requisition Name 3
Req Status (&) Origin (&}
Requester a
Requester Name (&}
Requisition Date El To El
Supplier SetlD STATE Supplier Lookup
Supplier ID 2 Supplier Details Supplier Name QL
Item SetlD STATE ltem 1D Q,
Item Description (|

[ Direct Ship

254 characters remaining
Department Q

0] 4 Cancel




» Maintaining a Requisition: Purchasing Module (continued)
/

Requisitions Page continued

The Details tab displays the Requisition ID, Requisition Name, Requisition Status, Requester, Req Date,
and Total Amt.

Click on the Requisition hyperlink to view Requisition Details for the requisition. Click Return to go back to
the Requisitions page.

Requisitions

Personalize | Find | View All | (2| E First ‘¥ 1of1 " Last

Req Inquiry
Status [F=w
Unit Requisition Requisition Name E&?‘:?mon Requester Req Date Total Amt

50100 |mmz175955 |00021?5955 EE:?{'}’;EI MASON,GEORGE 01/15/2017 15.00 USD

—

Requisition Details I x
Help
~
Business Unit 50100 Req ID 0002175955

Requester MASON,GEORGE

Requisition Date 01/15/2017 Merchandise Amount 15.00 USD

Req Status Pending

Requisition Details Personalize | Find | View Al | | & First ‘4" 10f1 (b Last

Details More Contract | [

Lin Status Item ID Description Supplier ID Supplier Req Qty UOM Merchandise Amt A’gﬁ;m
E & M Auto Paint 1.0000 Each 15.00 USD ] =

1 Pending 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN.; 0000034153 and Supply Corp




/;/ Maintaining a Requisition: Purchasing Module (continued)
/

From the Requisitions page, click the Status tab to display the current or completed path of the requisition
being viewed. This tab contains hyperlinks to associated POs, Receipts, and Vouchers, as well as icon
hyperlinks to the Document Status, Approval Status, and Comments.

In this example, clicking on the hyperlink for On PO will direct the user to the Requisition to Purchase Order
List which will have additional hyperlinks to the POs. Clicking on the hyperlink for Received will direct the
user to the Requisition Receipts List which will have additional hyperlinks to the receipts.

In the example below, the requisition went to PO and has been received, but not yet vouchered.

’? CARDINAL : _
=ty Al ~ | Search # | Advanced Search [ Last Search Results

Favorites « ‘ Main Menu + > Purchasing~ > Requisitions + > Review Requisition Information = > Requisitions

Requisitions
Req Inquiry Personalize | Find | View All | (B | & First '/ 10f1 '*/' Last
Details || Status | [F=W)
Direct Ship

Unit Requisition Name Change OnRFQ On PO from Received On MSR  On Voucher Use Procurement
Order Supplier Card

50100 0002175955 0002175855 B B .

Search

] Notify
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},\/ Maintaining a Requisition: eProcurement Module
/

A requisition can also be managed using the
eProcurement module from the Manage
Requisitions page. Cancel, copy, edit, pre-
check, or view a printable version of the
requisition from this page.

Navigate to the Manage Requisitions page
using the following path:

Main Menu > eProcurement > Manage
Requisitions

Search for the requisition to be maintained.

To view more details about a requisition click on
the Expand triangle icon to the left of the Req
Id.

To cancel, copy, edit, or view a requisition,
select an action from the Select Action drop-
down list and click Go.

Favorites « I Main Menu +

+ eProcurement= ¢ Manage Requizitions I

Mew Window | Help | Personalize Page | D'

Manage Requisitions

w Search Requisitions

Business Unit 50100
Requisition 1D
Date From |0&/01/2016

Requester

Te locate requisitions, edit the criteria below and click the Search button.

QL Requisition Name Q,
Q Request State |All but Complete N

] Date To [08/15/2018 [

QL Entered By Q POID Q,

‘ Search Clear

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Show Advanced Search

Req 1D Requisition Name =11} Date Request State Total
0002175945 12772 Box Culvert 50100 08/05/2016 Pending 96,000.00 USD [[Select Action] v e |
0002175944 12x8x42 Box Culvert 50100 08/08/2016 Canceled 0.00 usD |[Select Action] V[ ee |
Duanzﬁsmu 0002175940 50100  08/08/2016 Pending 420224 USD [[Select Action] V|| Go |
Requester Grindstaf, Bonnie (VDOT) Entered By Grindstaff, Bonnie (VDOT) Priority Medium
ke = o5 o 7 e
= = ar? g "
= =17 fﬂﬂ o 55
. I Furchase Chang L
Requisition Approvals I tory Orders Request Recsiving R Invoice Payment
Request Lifespan:
Line Information Personalize | Find | £V [ First ‘4 1of1 '»/ Last
Line Description Status Price Quantity Uom Supplier
1 B cown MIX, ASPHALT Pending Approval 5.36000 uso 754.0000 BG Seaboard Asphalt Preducts Co X
0002175937 RESTOCK 21A FOR 50100 08/DB/2016 PO(s) Dispatched 1 826,45 USD [Select Action] V[ ee |
ARLINGTON
0002175934 0002175934 50100  08/D8/2016 Pending 1,300.00 usnl[Se\sct Action] vl Go ||
0002175813 0002175813 50100 D8/DB/2016 PO(=) Dispatched 750060 UsD [[Select Action] V[ ee |
0002175805 SHOW 2016 50100  08/08/2016 Pending 5.00 USD [[Select Action] V|| Go |
0002175902 0002175802 50100 08/08/2016 Pending 14,169.80 UsD |[Selest Action] V[ e |
L., P, e . o e e T e e Nt

Click on image to enlarge o



Maintaining a Requisition: eProcurement Module
(continued)

Expanding a line displays a pictorial representation of the requisition’s lifespan and status. Each active (blue)
icon is a hyperlink to the document associated to the requisition (purchase order, receipt, etc.). Click on an
active icon, to view the details. Click on the Requisition icon. The Requisition Details page is displayed.

Mlanage Requisitions

Search Requisitions
To locate requisitions, edit the criteria bedow and click the Search button.
Business Unit| 50100 Q Requisition Names

Requisition 1D &} Request State[ All but Complete v
Date From|11/01/2016 ) Date To[12202018 0
Requester|PPS1_HELEN ARDA |y Entered By aQ PO D Q,
| Sesrch Clear | Show Advanced Search

Requisitions 7

To view the lifespan and Ene items for a requisition, click the Expand triangle icon.
To edit or perform another acfion on a requisition. make a selection from the Action dropdown list and dlick Ga.

ReqID Requisition Name BuU Date Request State Total
0002175952 DOO2175E53 50100  1228/2018 Open 25.00 USD [[Seiact Action] ¥ e |
Du:lc-2175952 0002175952 SO0 12728/2016 Pending 2500 usD[[Select Action] v G |
Requester ARDMAM, HELEM Entered By ARDMAN, HELEM Priority Madium
M|
=k = e rd <
= -:q? wt-{}] pl._.ﬂ_h o £l 5
et rchase ange — 7 I
Requisition Approvals Imrentony Crders Request Receiving Retums Invoice Payment

Request Lifespan:

Line Information Fersonslize | Find | (2| [ First 4 130f3 b Last

Line Deseription Status Prica Quantity oM Supplier
ASIVES, PLASTOD
1 Ed AER“.‘\SI o ONE Pending Approval 0.0000 uso 500.0000 EA E & M futo Psint and Supply Corp x
ABRASIVE...
2 =] '?ER“SI SILIGUN SAREIDE Pending Approval 0.0000 uso 2.000.0000 EA E & M futo Paint and Supply Corp )(
3 E& :gQJTERS AND PARTS, LEAD Pending Approval 0.0000 uso 300.0000 EA MBC PRECISION IMAGING x
— =
0002175851 Helzn Express ePro 50100 1141712018 Pending 001 uso|l===ct '&”-"'-‘"l. a]l Go |
0O02175950  0OO02175E50 50100  11/1712018 Open 50.00 USD [[Seisct Action] ] Ga |

Create Mew Requisition Review Change Request Review Changs Tracking Manage Rec=ipts Requisition Report




(continued)

On the Requisition Details page, if comments were
added to the requisition they will be displayed in the
Requisition Summary section.

In the Requisition Lines section, click on the Expand
triangle icon next to a line to view the shipping details
for the line. Expand the Accounting Lines to view
the accounting distribution details if desired.

If associated to a contract, there will be a Contract
Information hyperlink. Click on it to drill down to the
contract details.

Navigate to edit the requisition by clicking on the Edit
Requisition button at the bottom of the page.

The requisition will open in the module it was created
in i.e., eProcurement or Purchasing.

Use the Return to Manage Requisitions hyperlink to
navigate back the Manage Requisitions page.

Maintaining a Requisition: eProcurement Module

Requisition Details I

Requisition Summary

Business Unit 50100
Date 122002018

Requisition Name gpoz175052
Requisition 1D 0002175052

Request State  Panding Total Amoun t 2300 UsD

Requested For PP31_HELEN ARDMAM
Expand lines to review shipping and accounting defsils
Requisition Lines

Line Item Description Source Status Amount Only Quantity Price Status Total

D1 2 ABRASIVES, PLASTONE Mot Source Mo 500.0000 Each 001000 USD Pending £.00

ABRAZIVE..

Shipping Line 4 ShipTo CNTRL OFF3 Guantity 500.0000
VDOT Central Offic= Price 0.01000 Pries Adjusiment

1221 E. Brosd St
Richmend, W& 23218

Attention To ARDMAN, HELEN
Dusz Date

—
uocounting Lines
Distribute By Ctfy Liquidate By Amt
Accounting Lines Personalize | 20 | B omm ot b
Details || Mgre Details 2 || Assetinformafion | [T20
S - o _ Entry -
Dist#  Status Location Req Gty Merchandise Amt Percen GL Unit Event Account Fund Program Department
1 Qpen CNTRL OFF2 £00.0000 5.00 100.0000 50100 5012550 04100  E00001 10002
< >
2 B2 ASRASIVES, SILICON Mot Source Mo 2,000.0000 Each 001000 USD  Pending 20.00
CARBIDE (...
3 B2 POINTERS AND PAATS, Mot Source No 2300.0000 Each 0.01000 USD  Pending .00
LEAD AER..

Return to Manage Requisitions
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lj Maintaining a Requisition: eProcurement Module

// .
~~  (continued)

If active, i.e., blue, click on the Approvals icon from the lifespan on the Manage Requisitions page to view
the status of the approvals for the selected requisition.

IManage Requisitions

Search Requisitions
To locste requisitions, edit the criteria below and click the Search button.

Business Unit| 50100 a Requisition Name L]
Requisition ID a, Request State &l but Complet= v Approval Siatus I
Date From | 11/01/2016 4 Date To 1272002016 2
Re ter PPS1_HELEMN_ARDN Entered B | Business Unit 53100
uester HE| LARDC re s
q = & l b FO I Requisition [0 0002175252
Requisition Name popzq75252
| Search Clear | Show Advanced Search Requester AFDMAN, HELEN
RO TR Entered on 12/28/2018
q Status Pending Total Amount 28.00UsD
To view the lifespan and Ene items for & requisition, click the Expand triangle icon. Priority Medium
To edit or parform an:thec: 2!..1'_"..’.I0"| on a requisition, make a selection from the Action dropdown list and cfick Go. Requester's Justification
Req [0 Requisition Name BU Date Request State Total - INa justification enferad by requester
0002175252 0002175053 50100 1202802018 Op=n 2500 LsD|[Seizct Aot

View printable version

DD:IE-2I?5952 0002175852 5000 25.00 UsD |[Sefect At

Requester ARDMAMN, HELEMN

1272802015 Pending
Entered By ARDMAM, HELEN

- iLine Information 12
Priority Madiurn ‘

Review/Edit Approvers
EHR ;_ 2 e i > Req for Supervisor Action
- e .
Requistion Approvals |I1lflEI'i10I'_\,l F'g_::::a Rc:::"g; Rec:i.uin; Retumns Inuioi Requisition 0002175952:Pendi ng

Request Lifespan: Req- He-quester's Supervisar

Line Information Personalize | Find | (20| [ Pgd"r:ﬂgccmCKEN. STACY
Line Description Status Price Cluantity oM Supplier Requestars Supanisar
1 B gg::g:? FLASTONE Pending Apgrovel 001000 usD 500.0000 EA samasorsintsl Rog for Procurement Mgr Action
2 ] '?_'?RAS'“ES' SILICON CARBIDE | b ing Approval 001000 usD 2,000.0000 EA E & M Auto Paint g Requisition 0002175952: Awaiting Further Approvals
3 ] :gg'{TEHS AMDPARTS. LEAD  poriing Approval 0.01000 usD 200.0000 EA MEC FRECISION RE:{:;: :[l:"dem Henager

002175061 Helen Express ePro 0100 11/17/2018  Pending D01 USD | looetrey = ,'&l”'l‘éi'.-ﬁ;’;ﬁ"f;; 10 Buyer

DODZ17E050 0002175050 50100 11/17/2018 Open 50.00 UsD |[Sefect At

Retum to Manage Requisitions

Craate Mew Requisition Review Changs Requsst

Review Changs Tracking Man=sge Rec=ipis

e T




}) Lesson 4: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Requisitions can be maintained in either the eProcurement module or the
Purchasing module, regardless of which module was used to create the
requisition.

O True

O False
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You cannot cancel a requisition after the requisition has been approved.

O True

O False
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}) Lesson 4: Summary
/

n Maintaining a Requisition

In this lesson, you learned:

* Maintain a requisition using the Purchasing module

* Maintain a requisition using the eProcurement module

93



}) Course Summary
/

m Processing Requisitions

In this course, you learned:

« Describe requisition concepts, processes, integration, and interfaces.
« Create and submit a requisition in the Purchasing and the eProcurement modules.

* Maintain a requisition in the Purchasing and the eProcurement modules.
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#/ Course Evaluation
/

Congratulations! You successfully completed the 501 PR342: Processing Requisitions course.
Click here to access the evaluation survey for this course.

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

g/ Appendix
// PP

Key Terms
Allowed Extensions on Attachments in Cardinal
Screenshots

Flowchart Key
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g/ Key Terms
b e

Accounting Distribution: ChartField string that defines how a transaction is charged (i.e., which fund,
program department, account, etc.).

Buyer: A Buyer is an Individual authorized to create a purchase order.

eProcurement module: The eProcurement module provides a web-based solution, similar to a shopping
cart experience, for the activities associated with requesting goods and services.

Favorite Item: Favorites are items frequently ordered that a user can maintain in a single location. Cardinal
automatically builds this list showing the last date the item was requested and the number of times the item
has been requested. You can manually add to this list of frequently ordered (favorite) items and use the list to
add items to a requisition without searching the item catalog.

General Ledger: The module that contains all the accounts (e.g., Budget, Actuals, Modified Accrual, Full
Accrual, and Cash) used to track accounting transactions. The General Ledger serves as the basis for the
preparation of financial statements.

Iltem: An item represents the goods or services provided by supplier. There is a unique identifier for each
item. Items are important for analyzing the total purchase and facilitate the negotiation of a contract with a
supplier and Strategic Sourcing activities.
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/,) Key Terms (continued)
/

Iltem Category: Groups of similar items. Cardinal allows for the definition of item categories, which can
greatly reduce the repetitive tasks associated with service and material purchases.

Procurement: Procurement is the principles, standards, and guidelines related to public purchasing.

Project: A projectis a structure used to track costs, generally over an extended period of time. It generally
has a finite beginning and end. Typically it requires both fiscal year and life to date budget and actual
reporting (e.g., Upgrade signal at Harry Byrd Hwy & Sterling Blvd is 0000094859).

Purchase Order: A purchase order is a commitment from an agency to a supplier to purchase goods or
services from that supplier. It lists purchase information, such as item, quantity, freight terms, shipping terms,
payments terms, and shipping instructions, and is part of the contractual nature of the purchase order.

Purchasing Module: The Purchasing Module facilitates the buying of goods and services and the
processing of requisitions. Purchasing is the actual transaction between an agency and a supplier.

Req Sourced from Contract: This step identifies whether a contract has already been established with the
supplier.

Requisition: A requisition is the request for items or services. A requisition is an online form that you use to
request goods or services. Requisitions can be created from the eProcurement or Purchasing module.
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@ Key Terms (continued)
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Schedule: The schedule defines when and where you want the line items delivered. Schedule is under the
Ship To/Due Date tab in the Line section of the requisition. The schedule includes the Due Date, the Ship
Date, and the Ship To location for the goods. One schedule can include many lines (individual items each
with its own description and price).

Sourcing: Sourcing is the process of creating purchase orders from requisitions.

SpeedChart: A shorthand key that automatically populates some ChartFields in one or more accounting
distributions.

Storekeeper: The person(s) responsible for handling orders placed via Cardinal and being filled by WebIMS.
The District Storekeeper orders, receives, and issues WebIMS stock.

Strategic Sourcing: Strategic sourcing refers to the process of determining the best suppliers for needed
goods and/or services, and the conditions under which you award them your business. The Strategic
Sourcing module allows end users to create and/or award bids, proposals, purchase orders, and contracts in
Cardinal.

Submit Requisition for Approval: When the requisition has all the required item lines and additional data
entered, the Requisitioner submits the requisition for approval.
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@ Key Terms (continued)
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Supplier: Any person or other entity that provides goods and/or services, or receives refunds, including
suppliers, federal, state, or local government entities, and other fiscal payees. All procurement suppliers are
interfaced from eVA to Cardinal. Non-procurement suppliers (also called Fiscal Payees) will be created
directly in Cardinal. Employees are not suppliers for their own agencies.

Template: A template provides a quick way to create a requisition using previous requisition information.

WebIMS: WebIMS is a custom order fulfillment solution used specifically to order goods such as safety gear,
salt or sand for snow treatment, etc. When this type of good is ordered, Cardinal interfaces with WebIMS to

fulfill that order.
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}) Allowed Extensions on Attachments in Cardinal
Y4

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

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

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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// Procurement Overview (continued)
/
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@ Requisition Process (continued)
/
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,} Create an eProcurement Requisition: Defaults (continued)
/

Create Requisition (2

Welcome A

Requisition Setlings

R

Enter s=arc
from the me
begin creat

Business Unie 20100 WA Dept of Transportation Requisition Hame

Requester [PPS1_HELEN ARDMAN ARDMAN, HELEN Priority

*Currency |50

Default Options |7

) Default If you select this option, the defaults specified belowr will bz applied to requisition lines when there are no predefined values for these
Fiekds.
® Override If you select this option, the defaults specified below will cverride any predefined values for these fields,only non-blank values are assigned.

Line Defaults

(]

Supplier = Category 4
Supplier Location 2L Unit of Measure a,
Buyer =1
Shipping Defaults
Ship To [CNTRL OFF3 o ) Add One Time Address
Due Date &) Attention

Distribution Defaults

SpeedChart a,

Accounting Defaults Personalize | Find |f-"'—-| E First ‘4’ 1of1 '® Last

Diet

1

I Chartfields1 I| Detsils | Acsset Information | (=]

Parcant Lacation GL Unit Entry Event Account Fund Pragram Depariment Coet Center

100.0000| |CWTRL OFF3  [&) |50100 L&

J&)

S0M12550 | (04100 [y (699001 . 10002

ok || Canosl
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#/ Maintaining a Requisition: eProcurement Module
/

Favorites « I Main Menu = #  eProcurement =

# Manage Requisitions I

Manage Requisitions

Mew Window | Help | Personalize Page | =

w Search Requisitions

Business Unit|50100 QL
Requisition 1D L&'}

Date From |08/01/2016 [H

Requester L&Y

To locate reguisitions, edit the criteria below and click the Search button.

| Search Clear |

Requisitions (2

Req D Requisition Hame
00021755845  12x7x72 Box Gulvert

0002175544 12x8x42 Box Culvert

B 0002175840  0D02175940
Requester Grindstaff, Bonnie (WDOT)

=

Requisition Approvals.

Request Lifezspan:
Line Information

To view the lifespan and line items for & requisition, click the Expand triangle icon.
To edit or perform another action on & requisiticn, make a selection from the Action dropdown list and click Go.

Line Description
1 4 cop MIX, ASPHALT

0002175837 RESTOCK 21AFOR
ARLINGTON

0002175534 0002173834
0002175813 00021755813
00021758053  SMNOW 2016

0002175802 0002175502

Requisition Name | [=
Request State |AII but Complete e
Date To [08/15/2016 iz
Entered By | =X PO ID Q
Show Advanced Search

BU Date Request State Total

50100  08/D&8/2015 Pending ©6,000.00 usD [[Select Action] V|| Go |
50100 DBID22016 Canceled 0.00 UsD [[Select Action] v o |
50100  08/08/2016 Pending 420224 USD [[Select Action] ="

Entered By Grindztaff, Bonnie (VDOT) Priority Medium
Purchass Change . _ - i I
Inventory Orders Request Receiving Retumns Invoice Payment
Personalize | Find | G| E First ‘&' 10f1 "2 Last
Status Price Quantity oM Supplier
Pending Approval 5.36000 uso T54.0000 BG Seaboard Asphalt Products Co x

50100  D8/08/2016 PO{s) Dispatched 1,826.45 UsD |[Select Action] M=
50100  08/0&8/2015 Pending 1,800.00 usnl[Select Action] V|| Go ||
50100  DS/DS2016 PO(s) Dispatched 750060 USD |[SelectAction] v o |
50100  08/03/2016 Pending 5.00 USD [[5elect Action] v @o |
50100  D8/D32016 Pending 14,189.80 USD |[[Select Action] v Go |
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

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

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

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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/;/ End Of Appendix
/

Congratulations! You successfully completed the appendix section of 501 PR: Processing Requisitions
course.

To close the web based training course, click the ‘X’ button in the upper right corner.

108



