&)Cardinal Procurement Job Aid
/s PR344_Purchase Orders (VDOT)

Purchase Orders Overview

A purchase order (PO) is a document an agency uses to execute a purchase transaction with a
contractor (supplier). Cardinal tracks VDOT supplier payments for goods and services against a PO.
You can create POs from a strategic sourcing event, contract, requisition, or ad-hoc. Cardinal sends
POs electronically to Virginia's online electronic procurement system (eVA). eVA sends a confirming
order to the supplier.

For more information on how to create, maintain, modify (change orders), reconcile/close, and review
POs please refer to the course entitled PR344_Processing Purchase Orders (VDOT), located on the
Cardinal website in Course Materials under Learning.
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Create a New Purchase Order (PO): Beginning Steps for All POs
1. Navigate to the Purchase Order search page using the following path:

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

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

Purchase Order

Find an Existing Value l Add a New Value !I

Business Unit/a0io0 |
POITDNEXT '

Add

Find an Existing Value | Add a New Value

2. Select the Add a New Value tab:
3. Business Unit: 50100

4. PO ID: NEXT and should not be changed. Cardinal assigns a PO ID number when you successfully
save the PO.

5. Click the Add button. The Maintain Purchase Order — Purchase Order page displays.
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Favorites v | Main Menu » Purchasing~ > Purchase Crders ~ > Add/Update POs
Maintain Purchase Order
Purchase Order

Business Unit 50100

PO 1D NEXT
I CopyFrom[ ~| I
" Header (7
*PO Date |07/05/2023 [l Supplier Search
*Supplier Q. supplier Details
*Supplier ID Q
*Buyer |PAM.SPROUSE Q SPROUSE,PAMELA M

PO Reference
Web IMS§?:

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
~ Actions

| Mew Window | Help | Personalize Page =

PO Status Initial

(O Held From Further Processing

Receipt Status Not Recvd

*Dispatch Method
&VA PO Type |RO1

Dispatch

@ Routine Bill Vendor

eVA Order Method PRNT
eVA Interfaced NSEV

VA Dttm

&VA Procure Typel

eVA Confirming Order: ]

Amount Summary (7

Merchandise
FreightTax/Misc.

Total Amount

0.00 _—
0.00 Calculate

0.00 USD

1. Follow steps 1-3 from the Create a New Purchase Order (PO): Beginning Steps for All POs section of

this job aid.

2. Click the Copy From drop-down arrow and select Contract. The Copy Purchase Order from

Contract pop-up window displays.

Copy Purchase Order from Contract

Contract Selection Criteria

| Select Contract

Contracts || More Details
Select SetlD Contract Description
O
| ok || cancel || Refresh |

Contract SetlD STATE Supplier Q
Contract ID Q Supplier ID Q
[ allow Open Item Contract Only Master ContractI IQ

Personalize | Find | View All | (2| E First (4) 10f1 (») Last

Supplier ID Begin Date Expire Date

3. Enter the Supplier or Supplier ID. You can use the magnifying glass icons to search.

4. Click the Search button to initiate the search for contracts related to the selected supplier.
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Copy Purchase Order from Contract
Contract Selection Criteria
Contract SetlD STATE
Contract ID Q
[ Allow Open Item Contract Only

Select Contract

supplier FIEDMONT D-001 |Q
Supplier ID 0000001048 |Q
Master Contract Q.

Personalize | Find | View Al | (2] @ First (4) 10f1 () Last

Contracts || More Details
Select SetlD Contract Description Supplier ID Begin Date Expire Date
I ] STATE 0000000000000000000044505 Cwverhead Door Repairs, Replace 0000001048 01/07/20186 01/07/2020 I
OK | cancel || Refresh |

5. All contracts for the selected supplier display as shown.

6. Click the Select check-box to the left of the desired Contract to copy from this contract.

7. Click the OK button. The Purchase Order page with all contract items copied in displays.

Favorites ~ ‘ Main Menu -

Maintain Purchase Order
Purchase Order

Business Unit 50100

POID NEXT
comyFrom ]
¥ Header (7
*P0 Date |07/05/2023 e} Supplier Search
*Supplier PIEDMONT D-001 | [PSippiier Details
*Supplier ID 0000001042 Q Pie

*Buyer [PAM.SPROUSE (ST
PO Reference | Overhead Door Repairs, replace
Web IM572:

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
~ Actions

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

| New Window | Help | Personalize Page =

PO Status  Open 4

(O Hold From Further Processing

Receipt Status Not Recvd
*Dispatch Method Dicpaich
eVAPO Type RO1_|Q Routine Bill Vendor
eVA Order Method PRNT

VA Interfaced NSEV
eVA Dttm

eVA Procure Type‘ ol
eVA Confirming Order: O

Amount Summary (7

Merchandise 0.00 -
Freight/Tax/Misc. 0.00 Calculate

Total Amount 000 USD

8. Click the Supplier Details hyperlink to verify the supplier address for the purchase order.
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PO Supplier Information
Ivaintain Purchase Crder
Supplier Details -- Piedmont Door Service LLC
Business Unit 50100 PO ID MNEXT Supplier PIEDMONT D-001
* ocation MAIN Q. Supplier Information
Terms 30 QU petao
*Address 4Q| Show Address Details | Basis Date Type | Prompt Payment v
Contact| | [ Show Contact Details |
Salesperson Q| Show Salesperson Details |
Supplier Details Message
Country USA United States Prefix
Address 1 8491 White Shop Road Fax 783/141-0007
Address 2 Prefix 1
eVa VLIN VAT0045280 Phone 113/988-28081
eVA Address ID EVAAD7YS330
City  Culpeper
County 225559529 Postal 22701
State VA Virginia
| OK | | Cancel | | Refresh |

9. The default order address displays in the Supplier Details pop-up window.
10. The eVA Supplier Location ID # (eVA VLIN), related to the chosen address, also displays.

11. To select a different address, click the Look up Address magnifying glass icon.
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'l PO Supplier Information
IMaintain Purchase Crder
Supplier Details -- Piedmont Door Service LLC
Business Unit 50100 PO ID MEXT Supplier PIEDMONT D-001
o L ocation [MAIN e} Supplier Information
hil Terms 30 T e
of *Address 4Q| Show Address Details | Basis Date Type [ Prompt Payment W
g conactl Q[ § —
| 1 salesperson| | |:Sh Look Up Address x
SetlD STATE
Supplier ID 0000001043
3 = = Add 5 Mumb
" | Supplier Details Message ress equence Hum erIZI
t3 Address Type[= v v
Lol
Country USA United States
| LookUp || Clear || Cancel |BasicLlookup
Address 1 8491 White Shop Road
N Search Results
View 100 First (4 1<4of4 (k) Last
eVA VLIN VA10045290
Address Sequence Address . Address Line
eVA Address ID EVAADTS330 Number Type Description LEA
City Culpeper 1 Withhold  (blank) {hlank) Piedmont Door Service, LLC
County 825559529 2 Invoicing (blank) VA10045290 Piedmont Door Service, LLC
) 3 Bemitting __(biani VAL
State VA Virginia |4 Ordering (hlank) VA10045280 (blank) I
J | QK | | Cancel | | Refresh |
A

P

e

E‘ il
R 7 & 1.0000/ HUR |@, 91055 =

Ioml el =l

12.
13.

Click the Address Sequence Number related to the address you wish to select.s

On the Supplier Details — XXX pop-up window be sure to click the OK button once you have made

your changes. The window will close and you will be back on the Purchase Order page.

14.

@ http://fn92trnweb.cov.virginia.gov/psp/fn92trn_1/EMPLOYEE/EI p v 0

However, if you need additional supplier details, click the Supplier Information hyperlink.

(2 Add/Update POs

15, ==

16.

A new internet browser window, entitied Supplier, opens. The Identifying Information tab displays.

You may navigate back and forth between windows. For more details, refer to the Helpful Hints

section of this job aid.

17.
X.

18.

After reviewing the additional supplier details, close the Supplier internet browser tab by clicking the

Select the internet browser tab Add/Update POs window which displays the Supplier Details —

XXXXX page. If you previously made changes on the Supplier Details — XXXXX page and have not
yet clicked the OK button to save the changes, be sure to click the OK button now. You will return to

A
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Maintain Purchase Order
Purchase Order
Business Unit 50100
PO ID NEXT
ComyFrom[ ]
Header (%

*PQ Date |07/05/2023
»Supplier FIEDMONT D-001

Supplier Search

Supplier Details

*Supplier In| 0000001048
*Buyer [PAM.SPROUSE

Piedmont Door Service LLC

SPROUSE,PAMELA M

L L LE

PO Reference | Overhead Door Repairs, replace

Web IMS§?:
Header Details Activity Summary
PO Derauns Add Comments
PO Activities Add ShipTo Comments
~ Aclions

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

PO Status  Open 4

[OHold From Further Processing

Receipt Status  Not Recvd
“Dispatch Mathod Cigatcy
eVA PO Type ROT [ Routine Bill Vandor
VA Order Method PRNT

eVAnterfaced NSEV
eVA Dttm

eVA Procure Type‘ Non-Prof Services - Non-Tech ~

eVA Confirming Order:

Amount Summary (7

Merchandise 0.00 _—
FreightTax/Misc. 0.00 ﬂ
Total Amount 0.00 USD

| Mew window | Help | Personalize Page +

19. Click the eVA Procure Type dropdown button and select the applicable value.

20. Select the eVA Confirming Order checkbox option as applicable.

21. Click the Header Details hyperlink.

PO Header Details

Currency Code USD
Rate Date 11/13/201%
Rate Type CRRNT

Process Control Option

¥/ Dispatch

PO Details
Supplier PIEDMONT D-001
*PO Type (GEN Q
*Billing Location CNTRL OF Q_ Biling Address |
Origin |ONL @ Online
") Use One Ship To
Currency

Ql  Exchange Rate Detail

“Method | Print

| —— |
| ok || cancel || Refresh |
I —————

PO Date 11/13/2018

1#| Tax Exempt
ID
Letter of Credit ID

Ship To CULPFR DIS

Base Currency USD
Exchange Rate 1.00000000

546001730

Q

Acknowledgements required for | Not required

22. The PO Header Details pop-up window displays. Click the Look up Billing Location magnifying
glass icon and select the Location Code for your Billing Location.

23. Click the OK button. The Maintain Purchase Order — Purchase Order page displays.
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Favorites ~ | Main Menu +

Maintain Purchase Order
Purchase Order

Business Unit 50100
PO ID NEXT

Header (%

*PO Date | 07/05/2023
*supplier PIEDMONT D-001

*Supplier In| 0000001048
*Buyer [PAM.SPROUSE

Web IMS?:

Header Details

~ Aclions

PO Defaults
= .

> Purchasing~ > Purchase Orders~ > Add/Update POs

Supplier Search
Supplier Details
Piedmont Door Service LLC

SPROUSE,PAMELA M

L L LE

PO Reference | Overhead Door Repairs, replace

Activity Summary
Add Comments
Add ShipTo Comments

PO Status  Open 4

[OHold From Further Processing

Receipt Status  Not Recvd
*Dispatch Method [Pint____ ] Cigatcy
eVA PO Type ROT [ Routine Bill Vandor
VA Order Method PRNT

eVAnterfaced NSEV
eVA Dttm

eVA Procure Type \ Non-Prof Services - Non-Tech ~

eVA Confirming Order:

Amount Summary (7

Merchandise 0.00 _—
FreightTax/Misc. 0.00 %
Total Amount 0.00 USD

| Mew window | Help | Personalize Page +

24. Click the PO Defaults hyperlink to make global changes to the header and accounting distribution
field values for all lines. The Maintain Purchase Order — Purchase Order Defaults pop-up window

displays.
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25.

Purchase Order Defaults

Business Unit 50100 POID MEXT Supplier PIEDMONT D-001

Default Options (2

I you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no ofher

O Default
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
’ Override i . . i ) ) . ) .
I you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category Q Unit of Measure Q
Schedule
T TR T T T — |
I Ship To[CULPPR DIS & culpeper District Ultimate Use Code Q
Due Date| Original Promise Date [5)
Ship Via|COMMON Q Freight Terms Code FOB DEST Q
Arbitration Q Freight Charge Method [ -]

*Distribute By | Quantity M

One Time Address

Distribution

SpeedChart Q

Distributions Personalize | Find | View All | (1] [ First (4) 10f1 (p) Last

Chartfields | Asset Information | [F==9)

Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center
1 50100 |3y &} &} Q114 QL
] R
T
| OK ||| Cancel | | Refresh |

In the Default Options section, select Override to ensure that all distribution lines are updated with

the information you enter next.

26. Using the Look up Ship To magnifying glass icon, select the required Ship To location.

27. In the Distributions section — Chartfields tab, enter the accounting distribution you wish to be
applied to all distribution lines. If each distribution line will be different, you will use a different
process which is documented later.

28. Click the OK button. The Retrofit field changes to “all” existing PO lines/schedules/distributions.....
pop-up window displays.
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PO Default Retrofit

Iaintain Purchase Order

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

Business Unit 50100 POID MNEXT Supplier PIEDMCMT D-001

For Line and Schedule defaults, Select "Apply’ to apply changes to all lines and schedules.
For Distribution defaults, Select "Apply' to apply changes to the Distrib Line.
Example: If you select "Apply’ for Distrib Line 3, the change is applied to each Distrib Line 3 on the PO.
Select "Apply to All Distribs’ to apply changes o all distribution lings on the PO.
Retrofit Field Selection Personalize | Find | View Al | (2| & First (4) 1-60f6 (k) Last

Header field val
Apply  Distrib Line  Field Name Field Value caderlicldvalues o ply to All Distribs

[+ Ship To CULPPR DIS

Header field values

3 Ship Via COMMON ,
Accounting
v Freight Terms Code FOB DEST '-—.I Chartfield Values

O 1 GL Unit 50100 ¥
O 1 Department 10141 vl
] 1 Location CULFPR DI il

Selectall [ ClearAll

QK | Cancel || Refrash |

29. To the left of the header field values you are updating, select/click the Apply check-box.

30. To the right of the accounting ChartField values, select/click the check-boxes Apply to All Distribs,
to ensure all the accounting distribution lines are updated with the new values from the prior page.
Do not select the check-box to the left of the Field Name Pct.

31. Click the OK button. The Purchase Order page displays.
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Purchasing Kit

Lines (7

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Item Description PO Gty *UOM Category
1 9105501000 Cy |OVERHEAD DOOR P EL @a 1.0000 HUR QG 9105501

Favorites ~ Main Menu + > Purchasing v > Purchase Orders~ > Add/Update POs
Vi ines EIE VR Non-Prof Services - Non-Tech -
- Actions eVA Procure Type| ‘
eVA Confirming Order:
Amount Summary (2
Merchandise 0.00 —
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 USD
Add Items From (2
Catalog Item Search

\ Close Short All Lines \ *Goto|... More ...

Personalize | Find | View Al | 11 [ First (4 1of1 (») Last
Merchandise
Price handise status
187.84 0.000 Open [} = =
v

View Approvals

‘-[—Eﬂ Save |[=] Notity || Refresh |

|Es Acd |[F] UpdaterDisplay

32. Enter the PO quantity (PO Qty) for each line.

33. To enter a different accounting distribution for a line, from the Details tab, click the Schedule icon on

the desired line. The Schedules page for that line displays.

Favortes + | MainMenuv > Purchasing v > Purchase Orders + > AddiUpdate POs

Unit 50100
POID NEXT

Supplier PIEDMONT D-001
PO Date 11/1312019

PO Status Open

Refuim fo fiain Page

Lines
Line 1 item 9105501000 OVERHEAD DOOR INSTALLATION, MA POty 1.0000 HUR Merchandise Amt 187.84U8D
1 B [0t |5 [CULFPRDISIQ = 1.0000 18784000 18784 Active ® =} [}

‘Add ShipTo Cemments
[ notty | Refresn |

Personalize | Find | View All | &1 [

| New Window | Persof

Find | ViewAll  First (0 10f2 (b Last

First (0 10f1 () Last

Distributions/ChartFields

El =

[Ex Add_|[ 5] UpdaterDisplay |

34. From the Details tab, click the Distribution/ChartFields icon.
pop-up window displays.

The Distributions for Schedule X

|Distributions for Schedule 1

Unit 50100
POID NEXT

Supplier PIEDMONT B-001
Item 9105501000

OVERHEAD DOOR INSTALLATION, MA

Line 1
Schedule 1

Status Active

Schedule Qty
Merchandise Amount
Doc. Base Amount

Personalize | Find | View Al | 2] 5

1.0000

180.00 USD

180.00 USD
First

4 10f1 (b Last

Entry Event

*Account Fund Program

Q5012570 Q01000 |y 506004

Department

Q40200

SpeedChart QU nulti-Speedcharts

Distribution

Chartfields Details/Tax Asset Information Req Detail Statuzes
= Merchandise A

ist Status Percent PO Qty ‘Amount  CUITENCy GL Unit
1 Open 100.0000 1.0000 180.00 USD 40900 |

a F

| ok ||| cancel || Refresh |

35. Verify or update the accounting distribution.
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36. Click the OK button. The Maintain Purchase Orders — Schedules page displays.

Favorites — | Main Menu~

Maintain Purchase Order
Schedules

Unit 50100
POID NEXT

Add ShipTo Comments

> Purchasing~ > Purchase Orders~ > AddiUpdate POs

Supplier LL CARTER -003
PO Date 11/13/2019

Tines

Line 1 ltem 7503551210 STONE RIP RAP CLASS Al PoQYy
Schedules

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

Sched Sohedule  Due Date “ship To R PO Qty Price
1 B 143001 | CNTRLOF1|Q = 100.0000) 31.48000)

[l save | [ Notity |[22 Refresh |

PO Status Open

Find | View Al

100.0000 LTN Merchandise Amt 3,148.00USD

Personalize | Find | View All | (1| [

Merchandise Price Miscellaneous Sched ’
Amount  St21US Adjustment Charges. SalesiUse Tax DECIR DR ChanT RS

3,148.00 Active (Y & [3)

| New Window | Pers

First (4 10f3 () Last

First (0) 1of1 () Last

B Ad

37. Click the Return to Main Page hyperlink. The Purchase Order page displays.

Favorites ‘ Main Menu ~ >
IR ETES

Purchasing ~ > Purchase Orders~ >
ALU S I GO

~ Actions

Add Items From (2

Catalog
Purchasing Kit

Lines (7
Details Ship To/Due Date Statuses
Line Item

9105501000

View Approvals

Notify | ™ Refresh 1

Item Search

Item Information Aftributes RFQ

Description

, [OVERHEAD DOOR  J2!

Add/Update POs

eVA Procure Type | Mon-Prof Services - Non-Tech v \

eVA Confirming Order:

Amount Summary (2

[ Close Short All Lines

Merchandise 0.00
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 USD
Personalize | Find | View Al | (21| &
Contract Receiving
PO Gty *UOM Category Price Memg?gliet Status

@a 1.0000f HUR | 8105501 187.84 0.000 Open O
J *Go ta[__ More _ v

10of1 (») Last

| Update/Display

38. Click the Save button. Cardinal assigns the PO ID number when you successfully save the PO.

39. Click the green Submit for Approval check mark at the top of the page.
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Favorites ~ | Main Menu + >

Maintain Purchase Order
Purchase Order

Business Unit 50100
PO ID 0001270593

comyFrom[ ]
w Header (7

*pQ Date |07/03/2023 ]

»Supplier [EOUND FIGH-001__|Q

~Supplier In 2000772713 Q

“Buyer[KEVINDEEMER |

PO Reference
Web IMS§?:

Header Details
PO Defaults
PO Activities
Requisitions

~ Actions

Purchasing =

> Purchase Orders = > Add/Update POs

Supplier Search

Supplier Details

Activity Summary

Edit Comments

Add ShipTo Comments
Document Status

| New window | Help | Personalize Page  «

x]

I PO Status  Pend Appr

[ Hold From Further Processing

Receipt Status Not Recvd

“Dispatch Method [Pt v| DEpatch
eVAPOType RM_ |Q  Routine Bill Vandor
eVA Order Method PRNT
VA Interfaced NSEV
VA Dttm
eVA Procure Type ‘ v
eVA Confirming Order: O
Amount Summary (7
Merchandise 629,375.23 e
Freight/Tax/Misc. 0.00 Calculate

Total Amount 629,375.23 USD

40. The green checkmark will disappear and PO Status changes to Pend Appr. Your supervisor will be
notified of the pending approval via email and their worklist.
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Create a PO (1 Item/Line) from a Contract

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

Purchase Order

Find an Existing Value ' Add a New Value ||

Business Unit|s0100 |
PO IDNEXT [

Add

Find an Existing Value | Add a New Value

1. Repeat steps 1-3 from the Create a New Purchase Order (PO): Beginning Steps for All POs section
of this job aid.

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

| New Window | Help | Personalize Page «
IMaintain Purchase Order

Purchase Order

Business Unit 50100 PO Status  Open 4
POID NEXT
Copy From (JHold From Further Processing
Header (7

Supplier Details

B
[}
+Supplier ID DOGDO-E)JOQB Q LL Carter & Son Inc Receipt Status Not Recvd
*Buyer [PAM.SPROUSE Q

Dispalc!
SPROUSE PAMELAM *Dispatch Method [Pint— +] spatch

eVA PO Type R0T|Q Routine Bill Vandor
eVA Order Method PRNT

PO Reference

Web IMS?: VA Interfaced NSEV
Header Details Activity Summary eVA Dttm
PO Defaults Add Comments
PO Activities Add ShipTo Comments

eVA Procure Type‘ Non-Prof Services - Non-Tech hd
eVA Confirming Order:

~ Actions

Amount Summary (7

Merchandise 0.00
FreightTax/Misc. 0.00

Total Amount 0.00 USD

Calculate

2. Enter the Supplier or Supplier ID. You can use the magnifying glass icons to search.
3. Click the eVA Procure Type dropdown button and select the applicable value.

4. Select the eVA Confirming Order checkbox option as applicable.
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Favorites ~ Main Menu - » Purchasing» > Purchase Orders + > Add/Update POs
FU KeTerence
VA Order Method PRNT
Web IMS?: VA Interfaced NSEV
Header Details Activity Summary eVA Dttm
PO Defaults Add Comments
POA;T;II\EB Add ShipTo Comments VA Procure Typel Non-Prof Services - Non-Tach -
- lons
eVA Confirming Order:
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 USD
Add Items From (2
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View All | (1] [ First (4} 10f1 (b Last
Details | Ship To/Due Date || Statuses || Item Information || Aftributes ” RFQ ‘ Receiving
Line Item Description PO Qty *UOM Category Price Memgz::s;e‘ Status
! Q & a Q 0 2.000 Opsn ) =
| Close Short All Lines | *Go to[__More v
View Approvals
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7
Details | Ship To/Due Date || Statuses || Item Information || Attributes || RFQ || Contract || Receiving |
Line Item Description Setin Contract ID Contract Version  Contract Line Category Line Release Milestone Line  GPO ID
" BC Al STATE Ta a o
[ Close Short All Lines | *Goto[.. More .. v
View Approvals
[[F)Save ||[=INotify || Refresh |

6. Click the Contract Search icon. The Contract Search pop-up window displays.
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Maintain Purchase Order

Purchase Order

Contract Search

Search Criteria

SetlD STATE

Contract 10§ 0000000000000000000044966 :g

Contract Style |

Contract Process Option |

v

Description|

Master Contract ID I

Contract Reference 'Iype|

v

PO Date 12/22/2016

I Search I Clear \

)+ Contract Details

| OK || Cancel || Refresh |

[

i .

Help

Supplier SetlD STATE
Supplier ID 0000033093

Item SetlD STATE
Item ID | la,

LL Carter & Son Inc

Item Description |

Category | o

Corporate Contract

7. Enter a specific Contract ID number, or use magnifying glass icon if necessary.

8. Click the Search button to initiate the search for lines related to the selected contract.

Contract Search

Search Criteria

Supplier SetiD STATE

Supplier ID 0000033083 LL Carter & Son Inc

Item SetiD STATE

Sel[D. STATE .
Centract ID [D000000000000000000047653 | &
Contract Style | 1
Contract Process Option | v |
Administrator/Buyer | a
Description| |
MasterContractin| q
Contract Reference TyDeE
Corporate Cunlmcﬂj

PO Date 11/13/2019

Search I Clear ]

v Contract Details

Item Detail || Coniract Reference |I Contract Detail || Item Information | [F=H)

Item ID| s}

Item Dy

Category |
Manufacturer 1D |
Manufacturer's ltem 1D |
Supplier Item 1D |
UPNID|

Personalize | Find | View Al | (& | @

P 5

First (4) 1-10 0f18 (}) Last

Contract Cantract — =
Select | ContractID o Reference  Category ttem 1D tem Description Contract Base Price [Contract
Type Base Price
(] 0000000000000000000047653 |1 Line ltem 7503551 75035513 10JSTONE RIP RAP CLASS Al 31.48000 7 @
(] 0000000000000000000047653 |1 Line ltem 7503532 7503532225STONE NO. 68, STONE 29.24000 Y @

for each line of the selected contract.

10. Click the Contract Reference tab.

Rev 9/20/2023
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Contract Search

Search Criteria

SeflD STATE
Contract ID 0000000000000000000047653

Contract Style

Q
Conmactprocessoption| 7]

<Y

Supplier SetiD STATE

Supplier ID 0000033093 LL Carter & Son Inc
Item SetlD STATE

Item ID Q

Contract Details

Administrator/Buyer Q ltem Description
Description Category a
Master Contract ID Q Manufacturer 1D Q
Contract Reference Type v tem 1D Q
Corporate Contract_______ 7| Supplier ltem ID
PO Date 111372019 UPN D a
I [ Clear |
Personalize | Find | View All | 2] [
Contract Reference || Contract Defail | Item Information

Contract 1D ot EE\“;‘(::"
0000000000000000000047653 1
0000000000000000000047653 1
0000000000000000000047553 1

-ategory Line -
b Remaining Quantity

s, G
N/A LTN Line Item
NIA LTN Line ltem
N/A LTN Line Item

First (4 1

Remaining Line Amount  Currency

N/A USD

N/A USD

N/A USD

100f18 (1 Last

| ok | cancel || Refesn |

11. Each unique contract Item Line Number displays for the selected contract.

12. Click the Select check-box for the line you wish to copy. You may repeat the copy steps to copy
more lines.

13. Click the OK button. The Maintain Purchase Order — Purchase Order page displays.

Favorites ~ | Main Menu

Add Items From (2

Catalog
Purchasing Kit

Lines (2
Ship To/Due Date Statuses
Line Item

1 By [7503532225

View Approvals

> Purchasing v > Purcha!

AU oy

Item Search
Item Information Aftributes RFQ
Description
Q, [STONE NO. 68, P

~ > AddiUpdate POs

eVA Procure Type| Non-Prof Services - Mon-Tech

|

eVA Confirming Order:
Amount Summary (7

Merchandise
FreightTaxiMisc.

Total Amount

| Contract || Receiving | [0

SetlD

E5 STATE

0.00
0.00

0.00 USD

Contract ID

[ Close Short All Lines

| *Go to|.. More ...

v

Calculate

a

Contract Version

Contract Line Category Line Release

a Q

14. On the Contract tab you see that the Line you selected from the contract has populated your PO.

15. Click the Details tab.

Rev 9/20/2023

Page 17 of 39




Procurement Job Aid

/;) Cardinal

PR344_Purchase Orders (VDOT)

Favorites ~ Main Menu ~ » Purchasing~ » Purchase Orders~ > Add/Update POs
Vv inss AU i e Non-Prof Services - Non-Tech -
- Actions eVA Procure Type‘ ‘
eVA Confirming Order:
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 Calulale
Total Amount 000 USD
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | ViewAll | &1 52 First (4 10f1 (b Last
Details H Ship To/Due Date H Statuses H Item Information || Aftributes ” RFQ H Contract H Receiving
army K . Merchandise
Line Item Description PO Otyfg*uom Category Price Amount Status
1 7503532225 Q. [STONE NO. 68, A2 E& 150.0000§/LTN |y 7503532 29.24000 0.000 Open o
| Close Short All Lines | *Go to[__More v
View Approvals
|[F]save ||=] Notity ||£3 Refresn | |Ek Add || ] Update/Display

16. On the Details tab, enter the PO Qty (quantity) desired for this PO.

17. Click the Schedule icon. The Maintain Purchase Order — Schedules page displays.

Favorites + ‘ MainMenuv > Puichasingw > Purchase Orders ~ > Add/Update POs.

Maintain Purchase Order
Schedules

| New Window | Pers

Unit 50100
POID NEXT

Supplier LL CARTER -003
PODate 11132019

Return to Main Page

Lines

Line 1 Item 7503532225 STONE NO. 68, STONE PO aty
%sgaluses || shipment || Matching || Receiving || Freight || RTV

Sched Schedule  +pue Date *ShipTo shipJ1of oGty Price
1 B 11432019 |5 TEMPRN AHIQ E [ 500000 [ 2024000

PO Status Open

150.0000 LTN Merchandise Amt

Merchandise
‘Amount  Status

4,386.00] Active

Add ShipTo Comments

[FSave |[=] Notify | [ Refresh

Price
Adjustment

Find | ViewAl  First (4 10f1 (1) Last

4,386.00USD

Personalize | Find | ViewAlll (0| B First () 1or1 (1) Last

Misgellaneous Sched
= e . Distributions/ChartFields

® )

& ] E =

[k Add_| [ UpdateDisplay

18. From the Details tab on the Maintain Purchase Order — Schedules page, click the Distribution icon.
The Maintain Purchase Order — Distributions for Schedule X pop-up window displays.

Distributions for Schedule 1

Unit 50100

Supplier LL CARTER -003
POID NEXT Item 7503532225 STOME NO. 68, STONE
Line 1
Schedule 1 Status Active
*Distribute By Schedule Qty 150.0000
Merchandise Amount 4386.00 USD
SpeedChart Q Muli-SpeedCharts Doc. Base Amount 4,388.00 UsD
Distribution Personalize | Find | View All | (21| G2 First (4) 10f1 () Last
| Chartfields || DetailsiTax H Asset Information H Req Detall H Statuses
Dist Status Percent PO Qty Memz?:g‘ijﬁ Currency *GL Unit Entry Event *Account Fund Program Department
1 Qpen 100.0000) |150.000( 4,386.00 USD 50100 |Cy Q5013580 Q, 04100 |Q 604003 Q18012 Q
"ok ][ cancel || Refrash

Rev 9/20/2023
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19. On the Chartfields tab enter the valid chart of accounts values. A Schedule may have one or more
ChartField distributions. ChartField values identify the accounting distribution. The insertion of valid
Account, Department, Cost Center, or Project values is required. You can manually enter a
ChartField value, or you may use the Multi-SpeedCharts hyperlink to select a SpeedChart value to
automatically populate some of the ChartField values for you.

20. You may insert, or delete, additional accounting distributions, by scrolling right and clicking on the
(+)/(-) icons at the end of the accounting distribution line.

21. Click the OK button. You will return to the Maintain Purchase Order — Schedules page.

Distributions for Schedule 1

Unit 50100

POID NEXT
Line 1
Schedule 1

Supplier LL CARTER -003
Item 7503532225

Status Active

“Disribute By (Guarity v

SpeedChart

QU Wult-SpeedCharts

Distribution

| Chartfields || DetailsiTax

Asset Information

Reg Detail || Statuses

STONE NO. 68, STONE

Schedule Qty
Merchandise Amount
Dac. Base Amount

Personalize | Find | View Al | &0 | &

150.0000

4,386.00 USD
4,386.00 UsD

First (4) 10f1 () Last

Dist Status Percent PO Qty Mem:?:f‘ifrﬁ Currency *GL Unit Entry Event *Account Fund Program Department
1 Open 100.0000) |150.0000 4,386.00 USD 50100 |Qy Q, [5013560 Q, [04100 |y (604003 Q (16012 Q
"ok [ cancel |[ Refresh |

22. Click the Return to Main Page hyperlink. The Maintain Purchase Order — Purchase Order page

displays.
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Main Menu - b3

~ Actions

Favorites ~ Purchasing -

» Purchase Orders = >

AU D e

Add/Update POs

eVA Procure Type‘ Mon-Prof Services - Mon-Tech v

eVA Confirming Order:

Amount Summary (7

Merchandise 0.00 —_—
FreightTax/Misc. 0.00 BCalcy ato )
Total Amount 000 USD
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | ViewAll | &1 52 First (4 10f1 (b Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
army e . Merchandise
Line Item Description PO Qty *UOM Category Price Amount Status
1 7503532225 Q. [STONE NO. 68, A2 E& 150.0000| |[LTN | 7503532 29.24000 0.000 Open = ] [=]
| Close Short All Lines | *Go to[__More v
View Approvals
| [=] Notify || Refresn | E} Add || A Update/Display |
Favorites « | Main Menu v > Purchasingw > Purchase Orders~ 3> Add/Update POs
| New Window | Help | Personalize Page «
IMaintain Purchase Order
Purchase Order
Business Unit 50100 PO Status Pend Appr X

POID 0001270598

¥ Header (7
*PO Date | 07/03/2023 [H]
*Supplier SOUND FIGH-001 | Q
*Supplier ID 0000772713 (e}
*Buyer KEVIN.DEEMER (e}

PO Reference
Web IM§7:

Header Details
PO Defaults
PO Activities
Reguisitions

~ Aclions

Supplier Search
Supplier Details
Sound Fighter Systems LLC

DEEMER, KEVIN WILLIAM

Activity Summary

Edit Comments

Add ShipTe Comments
Document Status

(CJHold From Further Processing

Receipt Status Mot Recvd

“Dispatch Method

eVA PO Type ROT |
eVA Order Method PRNT

eVAlnterfaced NSEV
eVA Dttm

Dispatch

Routine Bill Vendor

&VA Procure Type \ MNon-Proi Services - Non-Tech v

eVA Confirming Qrder:
Amount Summary (7

Merchandise
FreightTax/Misc.

Total Amount

629,375.23

0.00 Calculate

629,375.23 USD

24. Cardinal assigns a PO ID number upon save.

25. Click the PO Submit for Approval check-box (the green checkmark) which is next to the PO Status
field, to send it forward for approval by your supervisor.

Rev 9/20/2023
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Favorites ~ Main Menu + > Purchasing v > Purchase Orders + > Add/Update POs
~ Actions eVvA Connirming Urder: &4
Amount Summary (7
Merchandise 629,375.23
FreightTax/Misc. 0.00 Calculate
Total Amount 629,375.23 USD
Add Items From (7 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q. To a | Retrieve ‘
Purchasing Kit
Lines (7 Personalize | Find | View All | &2 First (1) 1-2072 (}) Last
Details Ship To/Due Date Statuses Item Information Altributes RFQ Confract Receiving |
Line ltem Description PO Gty *UOM Category Price Merchandise siatus
1 B [5507823150 O [BARRIER_SOUND____Jl €, [ zoem2.0000/[EA  |q 5507823 26.23400 542,755.23 Pending & ES] &l =]
2 B [5507823150 C, [BARRIER, SOUND e & 1.0000] [EA  |o 5507823 86,520.00000 86,520.00 Pending = &l =
| Close Short All Lines | *Go to|_._More ~
[§)save |[Gh Retunto Search | |15] Previcus in List |[JE] Mextin List ||[] Noliiy |[z5 Refresh | [EL Add Updale/D

26. The PO Status changes to Pend Appr (i.e., pending approval) and your supervisor is notified via
email and worklist.

27. Click the View Approvals hyperlink to view the pending and completed approval actions.

28. Example of email:

From; FINSIT@covtestvirginia.oov Sents Fri 5/23/2014 11:48 AM
To @ Hall, Mike (vDOT)

ce

Subject: PO ID 0001096952 Business Unit "VA Dept of Transportation” Has Been “Approved”

i

The following purchase order has been "Approved”.

Business Unit: VA Dept of Transportation
PO ID: 0961606002

PO Reference:

PO Date: 2014-05-23

Buyer: HIKE.HALL

You can navigate directly to the approval page by clicking the link below.

https://finsitueb.covtest.virginia.gov/psp/finsit/EMPLOVEE/ERP/c/HANAGE PURCHASE ORDERS.PO APPROVAL.GBL?
Page-PO APPROVALEACtion-UEBUSINESS UNIT=50100%P0 ID-0801696092

29. Example of worklist:

Fayorites ~ ‘ Main Menu ~ > Workist~ > Workiist

Worklist

Worklist for SHEILA GODWIN: Godwin, Sheila (VDOT)

— N — T
Worklist Items Personalize | Find [ ViewAl | (0 B First (0 16016 () Last
From Date From Work ltem Worked By Activity Priorty Link

Control-1 Batch

Cono et ogioriantg Gontract Thresholds Expiing Contracts ( Max § [ Mark Worked ]
Control M Batch  ga07201 Contract Thresholds Expiring Contracts / Max v [ Mark Worked ]
User PR Team S (S 2 Wk O
Controb M Bateh o721 Contract Thresholds Expiring Contracts / Max § v [ Mark Worked ]
User PR Team piring $00075 %
Controb M Baich  gergriag1g Contract Thresholds Expiring Contracts | Max v [ Mark Worked ]
User PR Team s A WO |
ConranBath  ogoriaote Contract Thresholds Expiring Contracts | Max § v 0228, [ Mark Worked ]
jser PR Team SHEILA.GODWIN —
— USG50

Mason, Lisa Worlon - -

| oy 111142010 Approval Routing Approval Workfiow 2heaum_v] 2

Refresh |

30. Upon approval, the Buyer receives an email and can navigate to the PO from the hyperlink. Once
approved, the PO is ready to be dispatched. POs are dispatched automatically in batch periodically
throughout the day, or the Buyer may choose to dispatch it manually.
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Favorites « | Main Menu - > Purchasing= > Purchase Crders~ > Add/Update POs

Maintain Purchase Order

Purchase Order

Business Unit 50100
POID 0001270593

Change Order 1 Current Change Reason

Com From ]
Header (7
"PO Date |08/20/2023 Supplier Search

* inr SES AMERIC-001 N ~
Supplier Supplier Details

SES America Inc

THARRINGTON,RHONDAJ

~Supplier Ip 0000002139
“Buyer [RHONDA THARRING]
PO Reference PO04356526

Web IMS?:

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTe Comments
Requisitions Document Status

~ Actions

| New Window | Help | Personalize Page “

PO Status  Approved A x

(JHold From Further Processing

Backorder Status Mot Backordered

Create BackOrder

Receipt Status Mot Recvd

Dispatch |

~] |

eVA Purchase Order

*Dispatch Method [Print

eVA PO Type EVP
eVA Order Method EXCP
eVA Interfaced RSEV
eVADttm  07/01/23 07:10:09
eVAPOID PO04356526
VA Procure Type [Non-Prof Services - Non-Tech v

eVA Confirming Order:
Amount Summary (7

Merchandise
FreightTax/Misc.

24,110.00 _
0.00 Calculate

Total Amount 24,110.00 USD

31. The Maintain Purchase Order — Purchase Order page displays the PO Status of Approved.
32. The Dispatch Method defaults to Print. Click the Dispatch button. The Dispatch Options

pop-up window displays.

Rev 9/20/2023
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Maintain Purchase Order
Purchase Order
: . P
Dispatch Options
Help
Use One Ship To Ship To CNTRL OFF3
Dispatch Options
Fax Cover Page [ [ Jsst Dispatch
M Print BU Comments -
Server Nama 2 Print Duplicate on PO ptc]
*Qutput Destination Type Print Changes Only VA
[ Print PO Item Description kdel
*Qutput Destination Format|PDF v [ Print Copy il
[ l OK I Cancel || Refresh | el
. Yy
Ceninbed

33. Check the Print BU Comments check-box to display line and header comments, to include eVA
terms and conditions.

34. Click the OK button.

35. A pop-up message regarding waiting for confirmation displays.

Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please
check the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

I vYes | | No |

36. Click the Yes button.

37. Once the PO Dispatch process has completed, the Maintain Purchase Order — Purchase Order
page displays.
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IMaintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001270580

copyFrom[ ]
w Header (7
PO Date |06/30/2023 Bl
*Supplier WSP USA IN-001

~Supplier |p 0000002102
*Buyer |SHELEY.THORNTON|C
PO Reference | 10#23-018 Bristol Bridge

Web IMS?:

Header Details
PO Defaults
PO Activities
Requisitions

- Actions

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

Supplier Search

Supplier Details
WSP USAInc

THORNTON, SHELBY JEAN

Activity Summary

Edit Comments

Add ShipTo Comments
Document Status

PO Status  Dispatched A X

(CJHold From Further Processing

Backorder Status  Not Backordered Create BackOrder

Receipt Status Not Recvd
*Dispatch Mathod Dispaich
eVAPO Type RO1|Q  Routine Bill Vandor
VA Order Method PRNT

eVAInterfaced SEVA
eVADttm  07/01/23 09:00:15

~

eVA Procure Type‘
eVA Confirming Order: O
Amount Summary (7

Merchandise 249,074.98 S
FreightTax/Misc. 0.00 | Calculate |
Total Amount 249974.98 USD

| Mew Window | Help | Persenalize Page

38. The PO Status is updated to Dispatched.

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

it to the supplier.
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Purchase Order (Ad-Hoc)

1. There are multiple ways to build a PO (ad-hoc). The following example provides a step by step
means to generate a simple PO.

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

Favorites = Main Menu - » Purchasing- » Purchase Orders ~ » AddUpdate POs

Purchase Order

Find an Existing Value | Add a New Value '

Business Unit5010
POIDNEXT |

Add

Find an Existing Value | Add a Mew Value

2. Select Add a New Value tab. Business Unit = 50100, PO ID = NEXT (Do Not Change)
3. Cardinal assigns a PO ID number when you successfully save the PO.
4. Click Add button.
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Favorites Main Menu ~ > Purchasing~ > Purchase Orders v > Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit 50100

POID NEXT
CopyFrom[ ]
Header (7
- 07/05/2023 Supplier Search

=Supplier | Q Supplier Detail

*Supplier ID Q
Q FROUSE,FAN

*Buyer 2
PO Reference
Web IMS?:

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Commenis
~ Actions

PO Status  |nitial

(JHold From Further Processing

Receipt Status Mot Recvd
“Dispatch Method \:I
eVA PO Type |RO1
eVA Order Method FPRNT

@ Routine Bill Vendor

eVA Interfaced NSEV
eVA Ditm

eVA Procure Typel bl
@eVA Confirming Order: (]
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 Calcuote
Total Amount 0.00 USD

| New Window | Help | Personalize Page

5. PO default information is displayed as shown.

6. Enter Supplier ID. Use lookup icon if necessary.

Favorites « ‘ Main Menu = > Purchasing~ > Purchase Orders~ >
Iaintain Purchase Order
Purchase Order

Business Unit 50100

POID NEXT
CopyFrom[ ]
Header (2
*pO Date [07/05/2023 ] Supplier Search
*Supplier |LL CARTER-003  [& gyppjiar Details
“Supplier 1p|0900033093 QL Carter & SonIng
“Buyer |PAM.SPROUSE Q@ SPROUSE PAMELAM

PO Reference
Web IMS?:

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
- Aclions

Add/Update POs

PO Status  Open &

[ Held From Further Processing

Receipt Status Mot Recvd
“Dispatch Method
8VA PO Type |RO1
eVA Order Method PRNT
eVAlInterfaced NSEV

@ Routine Bill Vendor

Dispaich

eVA Dttm
eVA Procure Typel Nen-Prof Services - Non-Tech v
eVA Confirming Order:
Amount Summary (7
Merchandise 0.00
FreightTax/Misc. 0.00 | Calculats

Total Amount 0.00 USD

| New Window | Help | Personalize Page =

7. Click the eVA Procure Type dropdown button and select the applicable value.

8. Select the eVA Confirming Order checkbox option as applicable.
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Favorites « Main Menu - » Purchasing= > Purchase Orders~ > Add/Update POs
s ALuvines AU U e Non-Prof Sanvicss - Non-Tach -
+ Aclions eVA Procure Type| ‘
eVA Confirming Order:
Amount Summary (2
Merchandise 0.00
FreightTaxiMisc. 0.00 (B Calcu ol
Total Amount 000 USD
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Fin | View Al | (2| [ First (40 1of1 (») Last
Receiving | [F0
o . Merchandise
Line Item Description PO Gty *UOM Category Price Amount Status
1 FE‘I 7503551310 Q_ [STONE RIP RAP A E& 1000.0000| |LTN |y 7503551 35.00000 0.000 Open [ = =
| Close Shert All Lines ‘ *Goto| . More A
View Approvals
|[Flsave ||=] Notify ||£2 Reiresh

9. Enter Item ID.

|E: Add |[F Update/Display

10. Enter PO QTY and Price. Cardinal calculates and displays the total Merchandise Amount.
11. Click on Schedule icon.

Favoriles - | ManMenu~ > Purchesig - > Purchase Orders = > AddiUpdele FOS
| New window | Pers|
Maintain Purchase Order
Schedules
Unit 50100 Supplier LL CARTER-003 PO Status Open
POID NEXT PO Date 11142019

Return to Main Page

[CULPPR DIS|

Lines Find | ViewAll  First (4 102 (b Last
Line 1 liem 7503551310 STONE RIP RAP CLASS Al PO Qly 1000.0000 LTN Merchandise Amt  35,000.00 USD
Schedules Personalize | Find [ View Al [ @[ [i§  Fist () 10f1 () Last
Detaits || statuses || snipment || Matcning | Recewing |[ Ereignt || rTv | =D
Schedule « Ship To o i Merchandise Price Miscellaneous -
sched chedule  -pue pate Ship To e T} P0 aty price handise  status = ocd Distributions/ChartFields:
1 R [114201 | |CULPPRDISQ = [ 10000000 [ 2500000 [ 2500000 Active % & 3] =3 * =]
Add ShipTo Comments
[FSave | =] Notify |[42 Refresh [ Add_| [ Update/Display

13. Click on Distribution/ChartFields icon.
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Distributions for Schedule 1

Unit 50100 Supplier LL CARTER -003
PO ID NEXT Item 7503551310
Line 1
Schedule 1

Status Active

“Distribute By

speedChart  |Q yyi-SpesdGharts

Distribution

Schedule Qty

Merchandise Amount

1000.0000
3500000 USD

Doc. Base Amount 35,000.00 USD

Personalize | Find | View All | 22| [

First (4 10f1 (b Last
| chartfields || Detaisiax || Assetinformation || ReqDetail || Statuses
Merchandi 1
Dist Status Percent PO Qty em;::g"ﬁ_ﬁ Curmency *GL Unit Entry Event *Account Fund Program Department
1 Open 100.0000 [1000.00¢ 35,000.00 USD 50100 | | |@ po2sso o p1oon]a | o 14 e
4 LA
ok || cancel || Refresn |
Favorites v | Main Menu ~ > Purchasing~ > Purchase Orders~ > Add/Update POs
New Window | Pers|
Maintain Purchase Order
Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Open
POID NEXT PO Date 11/14/2019
Lines’ Find | View All First (4) 10f2 () Last
Line 1 Item 7503551310 STONE RIP RAF CLASS Al PO Qty 1000.0000 LTN Merchandise Amt 35,000.00 USD
Schedules Personalize | Find | View All | 21| [5§  First (4 10f1 () Last
Details || Statuses | Snipment || Matening || Receiving | Freignt || TV |
sched Schedtle g pate “stipTo SmipTo poay price  Merchandise g a2 | CEER (oS Distibutions/Chartields
1 B [1n42019 |5 [cutPRDIS/Q = 1000.0000 35.00000 35,000.00] Active ® & [ =
/Add ShipTo Comments

16. Click Return to Main Page hyperlink.

Favorites Main Menu = b3

Purchasing ~ > Purchase Orders = >

AU O e

Add/Update POs

- Actions

&VA Procure Type | Non-Prof Services

- Non-Tech ~|

eVA Confirming Order:

Amount Summary (7}

Merchandise
FreightTax/Misc.

Total Amount

Add Items From (2

Catalog
Purchasing Kit

Item Search

Lines (2

Details ” Ship To/Due Date ” Statuses || Item Information H Altributes H RFQ ” Contract || Receiving |
Line Item Description PO Qty *UOM Category
1 B [7503551310 /@ [STONE RIP RAP

A2 & |

1000.0000

|[LTN | 7503551

| Close Short All Lines ‘ "Go to| ... More ...
View Approvals

0.00
0.00 Calculate
0.00 UsSD
Personalize | Find | View Al | (] [ First (4) 10f1 (») Last
. Merchandise
Price ount Status
[ 35.00000] 0.000 Open (@} =]
v]

[=] Notify || £ Reiresh |

|Eh Add |[#] Undate/Display
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17. Click Save.

Favorites ‘ Main Menu ~ > Purchasing v > Purchase Orders ~ > Add/Update POs

Maintain Purchase Order

Purchase Order

Business Unit 50100 PO Status  Open 4 b 4
POID 0001201107

Copy From v ) Hold From Further Processing

18. Click on PO Status checkbox.

Favorites ~ | Main Menu = > Puchasing~ > Purchase Orders -~ > Add/Update POs
~ Actions VA Confirming Urder: L
Amount Summary (7

Merchandise 629,375.23 —
FreightTax/Misc. 0.00 b=
Total Amount 620,37523 USD

Add Items From (7 Select Lines To Display (7

Catalog Item Search Search for Lines tne & To|  J@ [ Remeve |

Purchasing Kit

Lines (7 Personalize | Find | ViewAll| @] [E  First (0 120f2 () Last

Details. || Ship To/Dug Date H Statuses H Item Information H Aftributes H RFQ H Contract H Receiving

Line Item Deseription PO QY *UOM Category Price Merehandise status
1 [ (5507823150 | [BARRIER, SOUND P €, [ 20689.0000) EA _ |Q 5507823 2623400/ 542 755.23 Pending @ E) =]
2 Ry [5507823150 Q1 [BARRIER, SQUND | J3 & 1.0000] [EA  |@ 5507823 | 86,620.00000 6,620.00 Pending ® = =

| Close Short Al Lines

*Go to[__ More .. v]|

o) Save Return to Search Previous in List Nextin List Notity ||<> Refresh
L GEDEIED | = 2

|Es Add | Update/Display

19. The PO is in a Pending Approval status and routes to the Approver’s Worklist for approval.

20. Click on View Approvals hyperlink to view Supervisor's name.

From: FINSIT @covtest. virginia.gov Sent:  Fri 5/23/2014 11:48 AM
To: ® Hall, Mike (vDOT)

Ce

Subject: PO ID "0001096992" Business Unit "VA Dept of Transportation™ Has Been “Approved”

The following purchase order has been "Approved”.

Business Unit: VA Dept of Transportation
PO ID: 0801096992

PO Reference:

PO Date: 2814-05-23

Buyer: MIKE.HALL

You can navigate directly to the approval page by clicking the link below.

https://finsitweb.covtest.virginia.gov/psp/finsit/EMPLOYEE/ERP/c/MANAGE PURCHASE ORDERS.PO APPROVAL.GBL?
Page=P0 APPROVAL&Action=URBUSINESS UNIT=58188&P0 ID=8801836992

1 » i

Example of Email
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Favorites ~ ‘ Main Menu ~ > Workiist~ > Worklist
Worklist
Worklist for DONNA BACKE: Backe, Donna (VDQOT)
Detail View: WorklistFilters[ v| [] Feed
Worklist Items Personalize | Find | View All | & | @ First (4) 140f4 (») Last
From Date From Work Item Worked By Activity Priority Link
REL]U\S“IUH 1529539 50100,_1901-
[CVDSIS%GEQDW 08/07/2019 Appraval Rauting Approval Workflow R 55 UNIT50100 Mark Worked Reassign
PurchaseOrder, 1008626 50100,
‘(I\"I,IE]DS%E”M S 11/13/2019 Approval Routing Approval Workflow [2-Medium v | gglfitw N 100 Mark Worked Reassign
PO 1D 0001201104
\Weber Ellen S b er, 1008627 650100,
eber, Ellen S. ! e —
oo 11/13/2019 Approval Routing Approval Workflow [2-Medium v | 50100 Mark Worked Reassign
PO
IW N b 1008632 50100 r
eber, Ellen S. : Nak Wo =
wbanh 11/1412019 Approval Routing Approval Workflow w 50100 Mark Worked Reassign

Example of Worklist

21. Upon approval, the Buyer receives an email and can navigate to

the PO from the hyperlink.

Favorites v | Main Menu + > Worklist> > Workist

Worklist
Worklist for ELLEN.WEBER: Weber, Ellen S. (VDOT)

Detail View Worklist Filters | Tranzaction Approved v | [ Feed
Worklist ltems Personalize | Find | View All | (0| [G§  First (4) 1200720 (b Last
From Date From ‘Work Item Worked By Activity Priority Link
PurchaseOrder, 1008632, 50100,
(B\fg’é)"th“”"a 11412018 Transaction Approved Approval Worilow L~ Mark Worked Reassign
PO 1D.0001Z0T107,
Backe, Donna TO0-0101, N O, =
ooty 0773172019 Transaction Approved Approval Workilow BUSINESS UNIT50100 Mark Worked Reassign

PO _1D:0001200608,

22. Or, from the Worklist, click on Purchase Order hyperlink.

Favorites ~ ‘ Main Menu + » Purchasing~ » Purchase Orders~ > Add/Updaie POs

Maintain Purchase Order

| New Window | Help | Personalize Page =

Purchase Order
Business Unit 50100
POID 0001270592
comrrom[ )
" Header (7

=pQ Date. 06/30/2023

*Supplier| SHI INTERN-001 Q

Supplier Search
Supplier Details

PO Reference | P004355418

Web IMS?:

Header Details Activity Summary

PO Defaults Edit Comments
PO Activities Add ShipTo Comments
Requisitions Document Status

- Actions

eVA PO Type EVP
eVA Order Method EXCP

Merchandise
FreightTax/Misc.

Total Amount

Hold From Further Processing

[nnnnnanias | N
=Supplier |p| 0000010186 QU SHI International Corp Receipt Status Mot Recvd
“Buyer|EVABUYER C  EVABUYER “Dispatch Method | Phene

~] I bispaten |

eVA Purchase Order

eVA Interfaced Y
eVADttm  07/01/23 07:10:08
eVAPOID PpO04356418
&VA Procure Type|Non—F'rofService5 - Non-Tech ~

eVA Confirming Order:
Amount Summary (7

3,398.80
0.00

3,396.80 USD

Calculata

23. PO is displayed and shows Approved status.
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24. Click on Dispatch button.

PR344_Purchase Orders (VDOT)

Dispatch Options

Use One Ship To
Dispatch Options
Fax Cover Page

Server Name QL

*Output Destination Type
*Output Destination Format

| Cancel || Refresh |

| oK

Ship To CULPPR DIS

[l Test Dispatch

[¥| Print BU Comments

"Print Duplicate on PO
Print Changes Only

rint PO Item Description

[ print Copy

25. Check Print BU Comments to display Line and Header comments, to include eVA T&C.

26. Click OK.

Message

Yes Mo

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. i you choose to walt, once the process has completed, you will be returmed to the updated PO If you choose
not to wait, please check the Process Monitor to verify that the scheduled process has completed before accessing the PO heing dispatched.

27. Click Yes

Favorites » ‘ Main Menu v » Purchasing~ > Purchase Orders~ > Add/Update POS

IMaintain Purchase Order

| Mew Window | Help | Personalize Page

Purchase Order

Business Unit 50100
POID 0001270580

e —
v Header (7
*PO Date |08/30/2023 |E)  supplier Searcn
W
*Supplior /3P USA IN-001 Supplier Details
*Supplier p 2000002102 WSE USAln

“Buyer SHELEY.THORNTON|Q  THORNTON,SHELBY JEAN
PO Reference 10%23-018 Bristol Bridge
Web IMS7:

Header Details Activity Summary

PO Defaults Edit Comments
PO Activities Add ShipTe Comments
Requisitions Document Status

~ Actions

PO Status  Dispatched A b4

CIHold From Further Processing

Backorder Status  Not Backerdered Create BackOrder

Recelpt Status Not Recvd

*Dispatch Method el
eva PO Type RO Q& Routine il vendor

VA Order Method PRNT

eVA Interfaced SEVA
eVADttm  07/01/23 09:00:15

VA Procure Type [No-Frof Services - Non-Tech
eVA Confirming Order:
Amount Summary (7

Merchandise 24997498
FreightTax/Misc. 0.00
Total Amount 24997498 USD

Calculate

28. Purchase Order is Dispatched.
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29. Electronic file copy will be sent to eVA.
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PO Helpful Hints

For more detailed information on how to create, maintain, modify (change orders), reconcile/close, and
review POs please refer to the course entitled PR344: Processing Purchase Orders, located on the
Cardinal website in Course Materials under Learning.

PO Defaults
eVA Order Method: The PO is delivered to the supplier based on preferences set up in eVA.
You will not have access to make any changes. Field values include:

o Supplier is Exception: Most government type suppliers are set up with an eVA preferred order
method of exception, which keeps the Cardinal PO from being interfaced to eVA.

o Supplier is URL: Suppliers register in eVA to receive electronic POs. URL is a Uniform Resource
Locator, used as an address on the World Wide Web.

e Supplier is Print: The buyer needs to send the PO to the supplier manually (fax, email, etc.).

Look Up eVA PO Type

Select one of the following valuss:

E01 Emrgey Bill Yendor

EFQ Existing PO

EVF eVA Purchase Order

GOP Grant Opportunity

INY  PCard Payment of Invoice

ISF Inteqgrated Supply Serv Prog

OTC Owver The Counter eVa Exempt

F01 Proprietary Bill Vendor

R01 Routine Bill Vendor

301 Sole Sre Bill Vendor

VE1 Emrgoy VITA Bill Viendor

VP11 Proprietary VITA Bill Vendor

VRE1 Routine VITA Bill Vendor

V351 Sole Src VITA Bill Vendor

X02 Excluded Per APSPM
Cancel
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Suppliers

N

Wessage &

This is not an eVA registered vendor andior eWA location. Document your file
accordingly. (25004,10)

If this message displays, the selected supplier must be changed.

Supplier information is electronically transmitted from eVA into Cardinal. It is important to ensure that
the eVA supplier and ordering address are correct on the PO.

Before creating a PO you may wish to verify a supplier, address or other information for your new
PO. To review, navigate to the Supplier Information page using the following path:

Main Menu > Supplier > Supplier Information > Add/Update > Supplier

Favorites v ‘ Main Menu + > Suppliers~ > Supplierinformation~ > AddiUpdate~ > Supplier

Supplier Information

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

Find an Existing Value Add a New Value

Search Criteria

= v] TATE
| Supplier ID| begins with v |[0000009329
Persistence| = [
Short Supplier Name | begins with v
Our Gustomer Number | begins with v |
Supplier Name | begins with v |

Financial Sanctions Status| = A v

P L L=

UJinclude History |/ Correct History || Case Sensitive
Limit the number of results to (up to 300): 300

e T .
Search Clear | Basic Search [ Save Search Criteria

Favorites ~ Main Menu ~ > Suppliers~ > SupplierInformation~ >  Add/Update > >  Supplier

Summary Identifying Information Address Contacls Location Custom

SetlD STATE
Supplier ID 0000009329

Supplier Short Name VULCAN CON VULCAN CON-001
Supplier Name vulcan Construction Materials

Order  VULCAN CON-001
4401 N. PATTERSON AVE
WINSTON-SALEM, NC 27105

RemitTo VULCAN CON-001
PO BOX 75219
CHARLOTTE, NC 28275-0219

Status Approved Last Modified By AA_CARDINAL_BATCH_AP
Persistence Regular Last modified date 04/29/2019 2:36PM
Classification Supplier Created By V_CONV_LOAD
HCM Class Created Dateltime 11/10/2011 7:33PM
Open for Ordering Yes Last Activity Date 08/07/2019

Withholding Mo

[§]save ||[&h Retumto Search ||=] Notify El} Add Update/Display | [ & Include History | [[Z7 Correct History

Summary | Identifying Information | Address | Contacts | Location | Custom

4. Search for the supplier you wish to review.

5. Click the Supplier ID hyperlink.
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6. The default ordering address displays on the Summary tab.
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SetiD
Supplier ID

Supplier Short Name
Supplier Name

STATE
0000009329

VULCAN CON VULCAN CON-001
Vulcan Construction Materials

Order

VULCAN CON-001
4401 N. PATTERSON AVE
WINSTON-SALEM, NC 27105

Remit To

Status
Persistence
Classification
HCM Class

Open for Ordering
Withholding

[Flsave || Return to Search |[[=] Motify

VULCAN CON-001
PO BOX 75219
CHARLOTTE, NC 28275-0219

Approved
Regular

Supplier

Yes

No

| Summary || Identiiying Information || Address || Contacts || Location

Bk Add

Summary | Identifying Information | Address | Contacts | Location | Custom

Favorites + ‘ Main Menu v > Suppliers~ > Supplier Information~ > Add/Update ~

Custom

Last Modified By
Last modified date
Created By

Created Date/time
Last Activity Date

> Supplier

AA_CARDINAL_BATCH_AP
0472912019 2:36PM
V_CONV_LOAD

117102011 7:33PM
0810712018

= Inglude History || Correct History

7. Select the Identifying Information tab.
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Favorites + | Main Menu + > Supplies~ > Supplier Information~ >

Summary |‘ Identifying Information H Address H Contacts H Location H Custom

SetlD STATE
Supplier ID 0000009329

*Supplier Short Name VULCAN CON VULCAN CON-D01

Add/Update ~

> Supplier

*Supplier Name Nu\can Construction Materials
Additional Name
Withholding
¥l Open For Ordering

7 |

*Class[ﬁcatfon\ Supplier

Check for Duplicate

v]

HCM Class |

*Persistence | Regular v

*Supplier Slalus\ Approved

v]

*Supplier Audit | Default
Supplier Audit

Expand All

Collapse All

Supplier Relationships
[ corporate Supplier
Corporate SetiD STATE
Corporate Supplier ID 0000009329
Vulcan Censtruction Materials
Create Bill-To Customer
[ create Bill To Customer
Supplier Rating
Supplier Logo
| Additional ID Numbers

Duplicate Invoice Settings

I | Government Classifications I

Standard Industry Codes
p Additicnal Reporting Elements
Financial Sanctions Status

p Comments

| Espand Al

5 Save ||h Return toSearch ||[=] Notify |

Collapse All

Attachments (0)

[ interUnit Supplier
InterUnit Supplier ID

Is%

Supplier Hierarchy Supplier 360

[ExAdd || UpdateiDisplay | [ 8 Include History |[EZ# Comrect History |

8. To view the supplier’'s Virginia Department of Small Business and Supplier Diversity (SBSD)
classification, click the arrow next to the Government Classifications section to expand the section.

Rev 9/20/2023

Page 36 of 39



Procurement Job Aid

//j Cardinal

PR344_Purchase Orders (VDOT)

Favorites = | Main Menu - > Suppliers ~ >

Supplier Information » >

Add/Update v > Supplier

—
Summary || Identifying Information] || Address ||

SetlD STATE
Supplier ID 0000002229
*Supplier Short Name ;VULCAN CON

ontacts || Location || Custom

*Supplier Name Vulcan Construction Materials |
Additional Name | |

| vuLcan con-001 Withholding

*Classification | Supplier

[ Open For Ordering

HCM Class |

“Persistence| Regular

*Supplier Stﬁtus| Approved

Supplier Relationships

O Corporate Supplier
Corporate SetlD STATE

Corporate Supplier ID 0000009329

Create Bill-To Customer

}» Supplier Rating
Supplier Logo
Additional ID Numbers
Duplicate Invoice Settings

w Government Classifications

EEO Certification Date |

Government Sources

v | Check for Duplicate ‘
] *Supplier Audit | Default v
v Supplier Audit
"]
[ Expendal || CollapseAl |

Altachments (0)

[ InterUnit Supplier

l *Certification Source/SBSD_ |
Govern

Effective Date 111142018 |5
I

| Govt, Classh Small |

InterUnit Supplier ID | s}
Supplier Hierarchy — Supplier 360
Vulcan Construction Materials
[J Create Bill To Customer
[E [ HuB Zone
Find | View All First (4) 10f1 (») Last
T . T HE
!Q Small Business and Supplier Diversity
Find | View Al First (4] 10of1 (r) Last
Certification Number | | =l

*Class Status |:

Class StartDate | [

Class Expiration Dalel S— @

Last Upd Dttm |

Class Termination Date |

9. In this example, the Certification Source of SBSD with the Government Classification of Small

Business (S) is noted.

10. Select the Address tab.
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Favorites » Main Menu ~

SetlD STATE
Supplier ID 0000009329

Supplier Address

Address ID 1

Description

Details

Effective Date 11/14/2016 |[5]

country %A |QU United States

Address 1 3001 Alcoa Hwy

Address 2

eVA VLIN

eVA Address ID
City Knoxville

County
State TN QA Tennesses

Email ID

» Suppliers + > Supplier Information~ > AddUpdate~ > Supplier

Summary || |dentifying Infermation || Address || Contacts | Lecation || Custom

Suppiier Address Search
Short Supplier Name VULCAN CON-001

Supplier Vulcan Construction Materials

Find I View All

First (4} 10f32 (b Last

Address Type | Withholding

v EHE

Find | View All First (4 1of1 (r Last
Effactive Status =

Preferred Order Method E

Postal B7920

eVA Registration Type |

T | eVA Supplier Code

Payment/Withholding Alt Names

Save |§3ﬁ Return to Search [=] Motify

) Accepts Procurement Card as payment method

cardtype 7

Sk Add

Summary | Identifying Information | Address | Contacts | Locatien | Custom

Update/Display

J# Include History | [ Correct History

11. There are 4 available addresses. Using the left and right arrows you can scroll through the
addresses to find the proper ordering address for your PO or, by selecting View All, you can see all
the addresses stacked on the page and use the page scroll bar to view them.

12. Take note of the Address ID number for the address you wish to use on your PO.

Virginia Distribution Center (VDC) Purchase Orders

Supplier ID #0000031103 Department of General Services — Surplus

Select address # 9 from the Supplier Details hyperlink.

Enter the VDC item number in the line Manufacturer's Item ID field.

To add the VDC item to a dispatched PO, a change order must be created.
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PO Comments

5.

From the Maintain Purchase Order screen, click the Add Comments hyperlink. The PO Header

Comments pop-up window displays.

Check the Send to Supplier check-box for comments to print on the PO.

Favorites v ‘ Main Menu + > Purchasing ~ > Purchase Orders~ > Add/Update POs

Maintain Purchase Order PO Header Comments

Purchase Order Business Unit 50100 POID 0001201100 supplier ASPECT SOF-001
Business Unit 50100
POID 0001201100 ¥l Retrieve Active Comments Only Retrieve |
CopyFrom[ v] “Sort Method | Comment Time Stamp ] *Sort Sequence | Ascending ] [ son |
¥ Header (z) Comments Find | View Al First (4 1of1 (») Last
. j0e/30/2019
PO Date[08202019 |} Supplier Search Use Standard Comments | Comment Status  Active | ‘wl
*Supplier ASPECT SOF-001_|&y Supplier Details — 1

*Supplier D 2000000003 @ Aspect Software

DRIENNE PERKINS. : :
*Buyer ADRIENNE PERKINS G Perkins, Adrienne (VD!
[

PO R
- B ¥ send to Supplier | [ Show at Receipt
HEpLEER T Show at Voucher [ Approval Justification

Header Details LU L Associated Document

PO Defaulis Add Commenis \T\ e Telete )

PO Activities A4 ShipTo Comments Attachment L Afach | el i Email

Requisitions. Document Status

<A From -= PO 50100-0001201100
| ok || cancel || Refresh

Add Items From (2]

catsog fomSearch  e—re e —

Purchasing Kit
Lines (7) Personalize | Find | View All | & | @ First (4) 10f1 (») Last
Details ” Ship To/Due Date ” Statuses ” Iltem Information H Aftributes ‘ RFQ ‘ Contract ” Receiving
. b o Merchandise
Line Item Description PO Gty *UOM Category Price Amoung | Status
1 B Ja |[test B B 1.0000[EA|@ [005 @ | 1.00000] 1.00 Pending (9] [ =l

Close Short All Lines *Go to| ... More .. hd

View Approvals
5] save ‘@\ Return to Search HEI Notify HQ Refresh ‘ B Add Update/Display

Uncheck any Inactive Comments or other comments that you do not want to print to PO.

Related Documents

Header (7
*PO Date [06/30/2023 [ Supplier Search
Backorder Status  Not Backorderad
= ior WSP USAIN-001 Create BackQOrder
Supplier Supplier Details
*Supplier Ip 2000002102 WSP USAInG Receipt Status  Not Recvd

............... . __ Dispatct
*Buyer|SHELBYTHORNTON|Q,  THORNTON,SHELBY JEAN Dispatch Wethod AL = =

eVA PO Type|R0T |Q  Routine Bill Vendor
eVA Order Method PRNT

PO Reference TO#23-018 Eristol Bridge

Wb IMS: VA Interfaced SEVA
Header Details Activity Summary eVA Dttm  07/01/23 09.00:15
PO Defaults Edit Comments
PO Activities -
Reaquisitions &VA Procure Typel Non-Prof Services - Non-Tech v

eVA Confirming Order:
Amount Summary (7

~ Aclions

Click the Document Status hyperlink to view all related documents (i.e., requisitions, strategic

sourcing events, contracts, receipts, vouchers, and payments).
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