= .
4 a l n a
4
r ‘ I
A
;&>

PR348
Entering Procurement Contracts (VDOT)

Instructor Led Training

Rev 12/14/2022



@ 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:
A Instructor led and web based training course materials

A Job aids on topics across all functional areas

A 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:
Understand Procurement Contract concepts, processes, integrations, and interfaces
Enter, update, and maintain contracts
Enter contracts thresholds, notifications, and items

Understand contract versioning

Close or cancel contracts
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Understanding Procurement Contracts

Create or Update Procurement Contracts

Maintain Contracts

Entering Contracts Hands-On Practice




}j Lesson 1: Introduction
Y4

‘ Understanding Procurement Contracts

This lesson covers the following topics:

Procurement Overview
Key Concepts

Enter Contracts
Maintain Contracts

Integration with eProcurement and Purchasing

o o o Do Do D>

Interface with SiteManager



};\/ Procurement Overview
/

The Procurement functional area of Cardinal includes four
modules:

Purchasing

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

eProcurement

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

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

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

Key procurement contract concepts include:

A Cardinal provides easy access to contracts, in order to maintain contract information. The purchasing contract is a part of
the overall procurement system that includes integrations with strategic sourcing, requisitions, and POs for contract
creation.

A Cardinal provides the ability to track renewal details as well as supplemental information.

A Changes to a contract are tracked using contract versioning as opposed to effective dating. Contract Versioning allows
for major changes to a contract to result in the contract being saved as a new version.

A Cardinal provides the ability to create a notification to a user, or list of users, when a contract is about to expire or a
specific threshold amount is approaching. Additional functionality is available to Contract Administrators that allows them

to manage contracts and thresholds.



/,) Enter Procurement Contracts
P4

Steps to enter a contract include obtaining supplier and pricing information. This information is received from one of the

following sources:

A Outside/Ad-Hoc Contract - Solicitation is done outside of Cardinal or created by another entity. Information is then
entered manually from a contract that does not originate from the Strategic Sourcing process.

A SiteManager interface contract - Construction and Maintenance contract data is uploaded into Cardinal.

A Strategic Sourcing Event - Information from contract award information in the Strategic Sourcing module is shared
with the Procurement Contracts module.
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/,) Enter Procurement Contracts (continued)
/

Add/Update Contract - Enter or copy contract details into new contract.

A Enter required contract reference details.

Enter comments (e.g., terms and conditions), thresholds, and additional contract options as deemed necessary.
Enter contract items and lines.

Save contract.

o Do o Do

Notify user of finalized contract.

R
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4/ Maintain Procurement Contracts

The following actions are available for
maintaining procurement contracts:

Add Item

Updates Changes

Seatch for Cr\rlee?;e Add Item? Yes llt?e:Rat?;r?Et:iier N Supplier
A Search for the contract Contract Voo ~ alorsiip Reaion
ship
A Create new version
A 4
Notify
A Update/modify cancel or close contract g | ) -
rior 0 es .
. efpirattign Detals
A Add an item
A Create item relationship to a supplier . '
»
. . Other Updates Yes CE::?;C ¢ Usg :Is'yof
A Enter contract information Needed? Contract
A

Notify user(s) of contract modification(s) No

Cancel /
Close
Contract

Cancel/ Close
Contract?

No




74 Maintain Procurement Contracts (continued)
/

Notify
Buyer
90 days
prior to
expiration

Search for

Contract

Create
New
Version

Add Iltem?

No

Other Updates
Needed?

No

Cancel/ Close
Contract?

Item Supplier Supplier
Yes Relationship N PP
) Relation-
Exist? .
ship

Add Item

Enter Item
Details

A 4

Enter Notify
Users of
Yes Contract
Updates Contract
P Changes

Cancel/
Close
Contract

Yes
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/;/ Integration with eProcurement and Purchasing
/

The Procurement Contracts module integrates with the eProcurement and Purchasing modules:
A eProcurement: An eProcurement requisition, can be tied to a procurement contract.

A Purchasing: When creating a requisition or PO, can be tied to an existing procurement contract.

Procurement Strategic .
: < eProcurement > Purchasing
Contracts Sourcing

Procurement

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,



},) Interface with SiteManager
/

Procurement contracts processing interfaces daily with
SiteManager:

A SiteManager construction and maintenance
contracts are received via an inbound interface
daily.

A SiteManager contracts are managed in
SiteManager.

A If errors occur when loading the file, the errors are
written to a log file for review and reporting to
SiteManager staff for correction.

eVa
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/;/ Interface with SiteManager (continued)
/

When the SiteManager contract is interfaced into Cardinal:
A The interface creates a Cardinal contract and a PO.
A Contracts are loaded without contract lines, and as a PO with one PO line for the full contract amount.
A If a SiteManager contract has retainage, the associated PO has three PO lines:
T One line for the contract amount.
T Two lines for the retainage, i.e., a positive and a negative so that the net effect is zero.

A Contract modifications from SiteManager are loaded as new versions of the Cardinal contract and as change orders to
the PO.

13



;) Lesson 1: Checkpoint
/s

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

4 )
1. The Procurement Contracts module integrates with what other two modules?

N _/

4 )
2. The Procurement functional area is composed of what four modules?

\§ _/
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}) Lesson 1: Summary
/

‘ Understanding Procurement Contracts

In this lesson, you learned:

A Integration with the eProcurement and Purchasing modules allows you to tie requisitions and purchase orders directly to
procurement contracts.

A Contracts are uploaded from SiteManager into the Procurement module daily.

15



}) Lesson 2: Introduction
Y4

‘ Create or Update Procurement Contracts

This lesson covers the following topics:

A

Create or Update Procurement Contracts

T Add Comments

1 Create Thresholds and Notifications
1 Enter Contract Reference

T Order Contract Options

1  Enter Contract Items - Lines

Create Supplier/ltem Relationship
Save and Finalize Contracts

Print and Dispatch Contracts

16



@ Create or Update Procurement Contracts
/

A procurement contract captures an agreement between an agency and the seller of the goods or services. It specifies
details about the goods or services, pricing, and any other terms and conditions.

Purchasing contracts facilitate the purchasing process by establishing relationships between items and one or more suppliers.

This allows identificationofs uppl i er sé prices for various items in advance

Requisitions and POs can be created against contracts to order goods or services without having to request price quotes from
suppliers each time.

[0

Outside / Ad-Hoc

Contract Strateglc SiteManager interfaced
Sourcing Contracts
Enter
Update Contract Contract t ‘ P End
& Contract Items & Contract
Contract Reference ) . .
Options as Lines Final

needed
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}) Create or Update Procurement Contracts (continued)
/

Outside or Ad-Hoc contracts must be entered
manually.

To enter a contract navigate to: Favorites = Main Menu - *  Procurement Confracizs = *  AddfUpdate Contracts

Main Menu > Procurement Contracts >
Add/Update Contracts

Contract Entry

A SetID defaults to STATE. I Find an Existing Value || Add a New Value |

A Contract ID defaults to NEXT. Do not
update, the contract number will
automatically generate upon save.

SellDSTATE |0y
Contract IDNEXT

Style ID[PO Q
A Contract Process Option defaults to Contract Process Option| Purchase Order hd
Purchase Order type. Do not update.
A Click Add. s 20 |

Find an Existing Value | Add a New Value




s/ Create or Update Procurement Contracts (continued)

From the Contract Entry - Contract page

information about the contract can be entered in the

Header section, or use the Copy From Contract
hyperlink to copy the following field values:

Administrator/Buyer name
Supplier and Supplier ID
Begin Date

Expire Date

Renewal Date

Supplier Contact Ref

Description

o Po Do o o o Do Do

Maximum Amount (if applicable)

Once the Status is set to Approved and the

Favorites » Main Menu + »  Procurement Confractz = > AddUpdate Contracts

Contract Entry
Contract

SetiD STATE (€
ContractID NEXT

Contract Version

Version

Status Current

I *Status| Approved

I Approval Due Date

[ I MNew Version

Administrator/Buyer

Header (7

=Contract Style Furchase Crder
Process Option Purchase Crder

Q

*Supplier R supplier Search

*Supplier D Q
Primary Contact Q
Supplier Contract Ref

Description
Master Contract ID

*Begin Date [11/0612019 ]

=

Expire Date

=

Renewal Date
Control Type

I Tax Exempt

¥/ Auto Default

Lock Chartfields

Q

T

Tax Exempt ID

Dispatch

*Dizpatch Meth od

Add Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Activity Log

Document Status
Thresholds & Motifications
Price Adjusfment Template
Purchase Crder BU Defaulis
Contract Reference

contract is saved, the Approval Due Date will
automatically populate and become the Approved
Date.
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/2

/
L,

Contract Entry i Contract Header page:

Do not change the following:

A Auto Default: defaults to selected

A Dispatch Method: defaults to Print

A Allow Multicurrency PO

Create or Update Procurement Contracts (continued)

Favoritas = MMain Menu~ * Procurement Contracts = > AddiUpdate Contracts.
Cuntrac’[ Enltr}' 1
Contract

SetlD STATE  Copy From Contract Contract Version

Contract ID MEXT

*Status [ Aoproved v
AdministratorBuyer
Header (7
*Confract Style Furchase Crder
Process Option Purchass Order
*Supplier 2 supplier Saarch
*Supplier ID Q
Primary Contact Q
Supplier Contract Ref
Description
Master Contract ID
*Begin Date [11/082012 [+
Expire Date ll,
Renewal Date B
Control Type ¥,
Tax Exernpt Tax Exempt 1D
_
Lock Chartfields

Approval Due Date

Status Cumrent

=g,

o Mey

Version 1

*Dispateh Method

Add Comments
Contract Activitizs
Primary Contact Info

Contract Header Agreemant

Contract Releases

Lotivity Log

Diecument Status
Thresholds & Notfications
Frice Adjustment Template
Purchase Order BU Defaults
Contract Reference

¥| Corporate Confract
Currency JED Q
Rate Date 11032018 ERRNT =
Must Use Contract Rate Date

I ¥ Allow Multicurrency PO I




o,

V4

Contract Open Item Reference section:

Do not change the following:

A Adjust Supplier Pricing First:
defaults to unselected

A Allow Open Item Reference - Select
this option if the contract will not be
restricted to specific items. This
option allows the contract to be

referenced on a requisition or PO line.

This checkbox may be used when
creating a Parts/Catalog type
contract.

A Price Can Be Changed on Order -
Gives Buyers the capability to change
the contract price on a PO when
ordering against a contract. If this
check box is not selected, the price
fields on the purchase order are
unavailable for entry.

A Add Open item Price Adjustments

T Not used at contract level

¢/ Create or Update Procurement Contracts (continued)

Favortas = Main Menu~ * Procurement Confracis = *  AddiUpdate Contracts.
Contract Entry
Cantract
SetlD STATE  Copy From Contract Contract Version
Contract ID MEXT Version 1 Status Current
*Status [ Approved r Approval Due Date o ETTE
Administrator/Buyer a3
Header (7
*Contract Style Purchaze Order Q
Process Option Purchass Order — =
s a *Digpatch Msthod
upplizr ier Sa
[-f'F' . Supplier Search Add Comments
*Supplier 1D Q Contract Acthvities
Primary Contact Q Primary Contact Info

Supplier Contract Ref

Description
Master Contract ID Q
*Begin Date (117082012 H
Expire Date i
Renewal Date i)

Control Type ¥

Tax Exempt Tax Exempt 1D

| Auto Default
Lock Chartfields

Contract Header Agreemeant

Contract Releases

Activity Log

Diecument Status
Thrasholds & Maotfications
Frice Adjustment Template
Purchase Order BU Defaults
Contract Reference

¥| Corporate Confract
Currency MSD Q

CEENT (]

Contract Open ltem Reference

Allow Open ltem Reference

| Adjust Supplier Pricing First

Price Can Be Changed on Crder

£dd Coen fem Price Adjusiments

21




% Create or Update Procurement Contracts (continued)

Hyperlinks to additional details are also located on the Po Defaults section:

A Price Adjustments Template i Not used at contract level

A PO Defaults - Set the accounting distribution and payment terms on the contract which then default to the PO.

A Professional Service contracts are typically set to a Payment Terms ID of 00 i Due Now.

Favorites

-
Contract Entry

Aain Menu - * Procurement Confracts ~  *  AddfUpdate Contracts.

Contract
SetlD STATE Copy From Contract
Contract 1D MEXT
*Status
Administrator/Buyer Q
Header (7
*Confract Style Purchase Order Q

Process Option Purchase Ordar

=Supplier Q Supplier Search
*Supplier |0 Q
Primary Contact Q

Supplier Contract Ref

Description
Master Contract 1D Q
*Begin Date [11/08/2012 =
Expire Date =
Renewal Date ]
Control Type b
Tax Exempt Tax Exempt ID

#| Auto Default
Lock Chartfields

Contract Version

Version

Apgroval Due Date

1

Status Current

W Mew \ersio

| Cizpatch |
*Dispatch Method

Add Comments

Contract Acthities

Primary Contact Info
Contract Header Agraemant
Contract Releases

Activity Log
Diocumant Status

Thrasholds & Natfications

I Price Adjustment Tamplst= I
Purchass Order BU Dafaufis

Contract Referance

#| Corporate Contract
Currency JED Q
Rate Date 11/06:2019 [ERENT
Must Use Confract Rate Date
| Allow Multicurrency PO

Q|

Contract Defaults by BU

Confract Entry
PO Defaults

SetlD STATE
Header

*Business Unit|

Supp Loc

Buyer

Origin ONL Q)
Currency (&}

Payment Terms ID

Shipping Information

Ship To
Location

IN Unit
Freight Terms
Ship Via

Contract ID MEXT

Q
Q,

Q) Ship To Address

L 000

Charge By Guanily v

Distributions

Distributions
*GL Unit Account Fund

=8 Q

Add Comments

OK || Cancel || Refresh

Program Department

Q =8

Version 1 Supplier ID
Find | View All First (4) 10f1 (r) Last
Copy from BU Defaults =)
Billing Location Cy
) Tax Exempt
Tax Exempt ID:
AM Business Unit (e}
| Capitalize
Profile ID Cy
Cost Type Q.
Ultimate Use Code QL

Where Performed |:|

Personalize | Find | View All | (2| E

Cost Center Task FIPS Asset

Q Q =8 Q

22



,;j Create or Update Procurement Contracts

The Line Groupings tab and the Contract Categories section are not used.

(continued)

- Contract [tems

Catalog Search Itemn Search

Lines

Favorites = Main Menu » Procurement Confracis + » Add/Update Contracts

Contract Entry

Contract

SetlD STATE  Copy From Contract Contract Version
ContractID MNEXT Version 1 Status Current
*Status| Approved Approval Due Date 5] New Version
Administrator/Buyer Q
b Header (7

Search for Contract Lines

—Personalize | Find | View Al | (7 | Q First (4 1of1 (b Last
| Crder By Amount || ltem Information || Default Schedule || Releass Amounts || Belzase Quaniities || Line Groupings |I Spend Threshold | H/]
o - Include for
Line Item Description uom Category Release Status
N Q| B BLR[LC R QOOEBY @ e 8

View Categaory Hierarchy Category Search

- Contract Categories
Lines
Details || Pricing Options || Release Amounts | =n

Line Category

Personalize | Find | View Al | (2] | m

Description Status

1 [

(Y B ™ % Acdve

||I;E!3ave |[E Nolify _|[2 Refresh |

First

1

1of1 (b Last

&=

[y add || 7] Update/Display

| | [ Correct History

| Mew Window | Personalize Page

23



V4

Create or Update Procurement Contracts (continued)

Use the Contract Items - Lines section on the Contract Entry page to define basic information for contract line items.

A

A

Iltem and Category numbers are the same as the National Institute of Governmental Purchasing (NIGP) numbers. NIGP
numbers are used on all contract lines.

Identify the specific items included in the contract. Those items can be used on a requisition or a PO. Items can be identified
by Item (10 digit) or Category (5-7 digit) in the same fashion as a requisition or PO.

When entering a contract for inventory items, always use a WebIMS inventory item number. On the item table, the Item
Type will be equal to Inventory Item.

Favorites v ‘ Main Menu + > Procurement Contracts + > Add/Update Confracts
Contract Entry
Contract
SetlD STATE  Copy From Contract Contract Version
ContractID NEXT Version 1 Status Current
*Status | Approved v | Approval Due Date H New Version
Administrator/Buyer Q
Header (2
i Contract Itams
Catalog Search Item Search Search for Contract Lines
Personalize | Find | View All | (3| E First (4) 10f1 () Last
|| Qrder By Amount || Item Information || Default Schedule || Release Amounts || Release Quantities || Line Groupings || Spend Threshold
Line Item Description uom Category In;lal]f:sf:r Status
1 B a |l m B a Al © B®W @ Adie * [=]
View Category Hierarchy Category Search
Contract Categories
[§]Save ||[=] Motify | |&# Refresh [E: Add || 5| UpdateiDisplay ||( Correct History

24



/;) Create or Update Procurement Contracts (continued)
/

A NOTE: If entering a contract for inventory items, always use a WebIMS inventory item number. On the item table, the ltem
Type will be equal to Inventory Item.

Favorites = | Main Menu = > Items = > Define ltems and Attributes = > Define Item
: General | Inventory || Substitutes || Configuration || Custom || Audit |
Commaon Classifications Classification 2 Dimensions Usage
SetlD STATE Item ID 3257351000
*Description LIME, QUICK, CALCINATED LIMESTONE, SHELL OR THE EQUIVALENT, Iltem Type
Item Status
ventory Item
Current Status Date 11/26/2011 *Current Status | Active v [ Non-Owned [tem
Future Status Date [ Future Slatus| ¥ | Copy ltem Status Consigned Purchase
*Standard UOMEA  |Q gacn Default Category 8857851 2, Categories
*Physical Nature | Goods v
Item Group
Family

Demand Priority

Lo p LR

Cost Profile Group

Promise Option |

Iltem Image IManufacturers Furchasing Iltem Attributes Units Of Measure

|5 save ||G Returnto Search ||4E] Previous in List

[45] Mextinlist ||=] Motify | | Add | Update/Display

pdate ':@ Include History f:) Correct History
General | Inventony | Substitutes | Configuration | Custom | Audit

25



»/ Create or Update Procurement Contracts (continued)
7/

Contract Entry i Contract page: Contract Items i Lines section, Details tab i use one of three methods:

1. Catalog and Item Search hyperlinks - These links may be used to search for an item by Category or description, and
result in a list of items narrowed down by the supplier selected.

2. Item lookup -This is the most common method used 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 previously selected. The UOM
(unit of measure) and Description field values default from the item table.

3. Category lookup - On each line, click on the magnifying glass next to the Category field. This method will not be limited
to items related to the chosen supplier. Complete the UOM and Description fields. These fields become available for
entry after the Category is selected.

Contract ltems

|Cafal-:|g Search [tem Search | Search for Contract Lines

Lines Personalize | Find | View All | ] |=_—;| First ‘4’ 1-2¢0f2 '*/ Last
Details Qrder By Amount Item Information Default Schedule Eelease Amounts Eelease Quantities Line Groupings

Include for

Line Item Description oM Category Release Status

1 [ | 0051404000 Q, |[ABRASIVES, gl B EA 0051404 T R M Acive X R

2 i Q, ||Category Description 54 Q. [0051408 ale © B Active X E[=
View Category Hierarchy Category Search

26




;j Create or Update Procurement Contracts (continued)
/

A After updating the Details tab with Items, click on the Line Details icon (between the Line and Item columns) to enter
additional information such as Max or Min Quantities and the Unit price.

A Repeat this step for each Line.

I Details for Line 1
Iransacuon Iem Uescripton:
AF

I Contract ltems

Catalog Search Item Search

254 characters remaining

Lines
Details Order By Amount

ltem Information Defzg Expand Al Collapse All

b ltem Information

Line Ttem Description
:Release Amounts | Quantities
1 = Q + Pricing Information
2 Q [") use Contract Base Price Use Supp Price UOM Adjustments
[ price Can Be Changed on Order Use Supplier Price Shipto Adj
Adjust BEefore Contract Adjustments v

View Category Hierarchy Category

Price Date | Due Date
Price Qty |Line Quantity

Order By Amount
[ Amount Only

aty Type [ Current Order Quantity
Merchandise Amount

Schedule Defaults

Select the eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the confract.
Personalize | Find | View Al | (2] E First (4) 1 0f1

Base Price Curr

0.00000 [USD Q B

UOM/Pricing b Last

Price Loc uom

g Q Q

Enter the lead times and schedule guantities to be used for contract generated purchase order releases.
Quantity is in standard UOM, and will be converted to the UOM that is selected as the Release Default

fjat the time of release.
Shipping Template Personalize | Find | View All | 0| 53 First (4) 10of1 () Last

Lead Time Time Due *Qty Sched UWOM

=l =

0

OK || Cancel || Refresh




/) Create or Update Procurement Contracts (continued)

Contract Entry - Details for Line X page, Release Amounts/Quantities section:

If there is a required minimum and maximum amount and quantity for a line, enter those details here.

A Minimum Line Amount - The minimum amount that can be ordered for a line at one time; generally set to .01.

Maximum Line Amount - The maximum amount that is allowed for all orders; generally left blank to allow for any amount.

A
A Minimum Line Quantity - The minimum quantity that can be ordered for a line at one time; generally set to .01.
A

Maximum Line Quantity - The maximum quantity that is allowed for all orders; generally left blank to allow for any

quantity. Details for Line 2
Version 1 Supplier
Line 2 Item 1D Deszcription
Line Details
Categary
Description Status Active
Category ID Physical Nature! bl
Transaction ltem Description:
.
J
254 characters remaining
Expand All Collapse All
Item Information
Release Amounts / Quantities
Minimum Line Amount| | Minimum Line QuantTty' |
|_Maxirnum Line Amount Maximum Line Quantity
Total Line Released Amount 0.000 Total Line Released Quantity 0.00
Remaining Amount usD Remaining Quantity 0.0000
Remaining Amount % Remaining Quantity % 0.00
Pricing Information
COK Cancel Refrash
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;j Create or Update Procurement Contracts (continued)
/

A Total Line Released Amount and Total Line Released Quantity reflect the amount and quantities that have been
released on purchase orders. These values reflect increases and decreases on purchase orders from change orders and
are updated by the system. No user intervention is needed.

Cletails for Line 2
Version 1 Supplier
Line 2 Item 1D Descripfion
Line Details
Category
Description Status Aclive
Category |D Physical Nature! vi
Transaction ltem Description:
A
J
254 characters remaining
Expand All Caollapse All
[tem Information
Release Amounts / Quantities
Minimum Line Amount Minimum Line Cuantity
Maximum Line Amount Maximum Line Guantity
Total Line Released Amount R Total Line Released Quantity 0.00
Remaining Amount UsD Remaining Quantity 0.0000
Remaining Amount % Remaining Quantity % 0.00
Pricing Information
oK || cancel || Refresh




}) Create or Update Procurement Contracts (continued)
/

A The Physical Nature field defaults to a blank value. For Professional Service contracts, select Services.

Favorites ~ | Main Menu ~ > Procurement Contracts » > Add/Update Coniracts
Caontract Entry
Contract
SetlD STATE  Copy From Contract Contract Version
Contract ID NEXT .
oo Metails for Line 2
b Header (7
| 1= Contract ltems Version 1 Suppﬁer
Catalog Search Item Search ettt eeennenerneny
Line 2 Item 1D Description:
Lines
Qmeray.\mnum | tem I = e
| Line Details |
Line Item Descriptiof
I ] — — Category
View Category Higrarchy . n T
Description Status Active
p Contract Categories
- w
([savs [ vy | [ weresn | Categony D Physical I'{aturel |
Transaction ltem Description:
Faﬁ._
o
254 characiers remaining

Expand All Collapzs All
I[tem Information
Release Amounts [ Quantities

Fricing Information

|  ©OK || cancel || Refresh |




s/ Create or Update Procurement Contracts (continued)

Contract Entry - Details for Line X page, Pricing Information section:

A Use Contract Base Price - Select if the price from the contract, not the item supplier relationship price, should be used
on the PO.

A Price Can Be Changed on Order - Select to allow the Buyer to change the contract line price on the PO. This would be
used if the contract line price is a price range rather than a fixed price.

A Price Date - Defaults to PO Date i Do not change.
A Price Qty - Defaults to Line Quantity i Do not change.
A Qty Type - Defaults to Current Order Quantity i Do not change.
A Use Supp Price UOM Adjustments - Defaults to unselected i Do not change.
A Use Supplier Price Shipto Adjust - Defaults to unselected i Do not change
“Pricing Information
) use Contract Base Price Use Supp Price UOM Adjustments
Price Can Be Changed on Order Use Supplier Price Shipto Adj
Price DatelD'”E Date ™| Adjust Before Confract Adjustments ¥
Price Qty [Line Cuanity ¥ | Order By Amount
ity Type [ Current Crder Quantity v | Ameunt Only
Merchandise Amount




/;) Create or Update Procurement Contracts (continued)
/

Contract Entry - Details for Line X page, Pricing Information 1 Order by Amount section:

A Amount Only - Check this box when the contract line needs to be ordered as amount only.
T Use Amount Only where the quantity is equal to 1 to allow receiving to be done by amount (dollars) instead of quantity.
T Generally, used with Professional Services contracts or services that are invoiced along the way.

A Merchandise Amount - This field will be automatically populated from the Base Price field upon save.

i Pricing Information
) use Contract Base Price Use Supp Price UOM Adjustments
I Price Can Be Changed on Order Use Supplier Price Shipto Adj
Price Date  Due Date | Adiyst Before Coniract Adjusiments v
Price Qty | Line Quantity | Order By Amount
Qty Type LCurrent Order Quantity | L Amount Only
Merchandise Amount
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V4

Contract Entry - Details for Line X page,
Pricing Information i UOM Pricing section:

A UOM/Pricing - The checkbox defaults to
selected.

A Price Loc - Defaults to the item location
based on the supplier.

A UOM - Defaults based on the line item from
the previous page.

A Base Price - Displays the price of the
contract line item. A price defaults from the
supplier item relationship or awarded sourcing
event. The Base Price may be modified if
needed.

¢/ Create or Update Procurement Contracts (continued)

Details for Line 2

Version 1 Supplier
Line 2 Item 1D Description
Line Details
Category
Deszcription Status Aclive
Category 1D Physical Nature [ Senvices ]
Transaction Item Description:
F&‘é
A

254 characters remaining
Expand All Collapse All
Item Information
Release Amounts / Quantities
Pricing Information

) Use Contract Base Price Use Supp Price UOM Adjustments

! Price Can Be Changed on Order Use Supplier Price Shipto Adj

Price Date | Due Date v] Adjust| Befere Conract Adjustments
Price Gy |Line Quaniity v Order By Amount
Qty Type [Current Order Quantity v | - Amount Only

Merchandise Amount

Schedule Defaults

Select the eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next st of releases from the contract.

UOM/Pricing Personalize | Find [ View All | G| [ First (4 10f1 [ Last

Price Loc uom Base Price  Curr

vl Q Q 0.00000 USD Q ® =

Enter the lead times and schedule quantifies fo be used for coniract generated purchase order
releases. Quantity is in standard UOM, and will be converiad to the UOM that is selecled as the
Release Default at the fime of release.

Shipping Template First (4 1 of1 (» Last

Personalize | Find | View &l | ]

Lead Time Time Dus *Qty Sched WUOM

b
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/;) Create or Update Procurement Contracts (continued)
/

Contract Entry - Details for Line X page, Pricing
Information i Shipping Template section is used to
pre-set the values which will default on the PO:

A Oty Sched:

T Setthe Qty Sched to 0.0001 to allow any
variation of the quantity to be ordered on a
PO.

I Setto 1if PO cannot be issued for a quantity
less than 1.

When a contract is set to Amount Only, the
Qty Sched field must be set to 1.

A Click OK and Save when all data has been
entered.

Details for Line 2
Line Details
Category
Description
Category |D

Transacticn ltem Description:

Status Active

Physical Nature [Services

254 characters remaining
Expand All Caollapse All
Item Information

Release Amounts ! Quantities
Ericing Information

! Use Contract Base Price

! Price Can Be Changed on Order

Price Date | Due Date v Adjust| Before Contract Adjustments
Price Gty | Line Quantity v Order By Amount
[Gurrent Crder Quantity ™| ) Amount Only

Qty Type

Usze Supp Price UOM Adjustments
Use Supplier Price Shipto Adj

Merchandise Amount

Schedule Defaults

Select the eligible UOR { Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract.

UOM/Pricing Personalize | Find | View &1l | (1| & First
Price Loc UonM Base Price Curr
7 Q Q 0.00000 [USD

Enter the lead times and schedule quantifies fo be used for coniraci generated purchase order
releases. Qu_antity isin _standard UCM, and will be converied to the UOM thatis selecied as the

4 1of1 (») Last

a =l =]

Shipping Template Personalize | Find [ 'View AI'T 2] 5 First

Lead Time Time Dus *Qty Sched UOM

0

471 of 1 T Last

Bl =

OK ||| Cancel || Refresh

v
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p/ Create or Update Procurement Contracts (continued)
/

In the Header section of the Contract Entry i Contract page, contract entry hyperlinks include:

A Add Comments - Used to add comments and/or attachments which can be sent to the supplier, or copied to the PO or
Voucher as terms, conditions, and/or notifications that affect the entire contract. For a detailed listing of the file extensions
that are allowed as attachments in Cardinal, see the appendix section of this course.

A Contract Activities - Allows the tracking of activities on the contract, assigning Due Dates and marking them Done. This
is especially useful when multiple VDOT Contract Administrators are assigned.

A Activity Log - Shows who entered, last updated, and approved the contract and when they did so.

Favorites = Main Menu = »  Procurement Confracts » » Add/Update Contracts
Contract Entry
Contract
SetlD STATE ¢ Contract Version
Contract 1D NEXT Version 1 Status Current
*Status| Approved v] Approval Due Date = Mew Version
Administrator/Buyer Q
Header (7
*Contract Style Purchase Ordar Q Dispatch
Process Option Purchase Crder -
s ] a “Disp Method Print v
*Supplier -4 ier S
PR R Supplier Search Add Comments
*Supplier ID ~ Contract Activifies
Primary Contact =% Primary Contact Info
Supplier Contract Ref Contract Header Agreement
Contract Releases
Description
Master Contract ID =%
“Begin Date [11/06/2019 5 Activity Lag
Document Status
Expire Date By Threshelds & Mefifications
Renewal Date = Price Adjustment Template
Purchase Crder BU Defauliz
Control Type & Contract Reference
Tax Exempt Tax Exempt ID
#| Auto Default
Lock Chartfields
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p/ Create or Update Procurement Contracts (continued)
/

In the Header section of the Contract Entry i Contract page, contract entry hyperlinks and fields include:

A Thresholds & Notifications: Used to notify specific individuals, identified by the Contract Administrator, when certain

events happen. Events can be date driven (approaching contract expiration or renewal), or amount driven (amount is
within a specified amount or percentage of the maximum contract amount).

A Contract Reference: Captures additional information related to a contract such as Contract Category, Responsible
Org (department), Supplemental Agreements, and Contract Renewal Options.

Favorites = Main Menu = »  Procurement Confracts » » Add/Update Contracts

Contract Entry

Contract
SetlD STATE ¢ Contract Version
Contract 1D NEXT Version 1 Status Current
*Status| Approved v] Approval Due Date = Mew Version
Administrator/Buyer Q
Header (7
*Contract Style Purchase Ordar Q Dispatch
Process Optl.on Purchase Crder . “Disp Methnglprim—"
*Supplier . Supplier Search RN o
" a
*Supplier ID * Contract Activities
Primary Contact Q

Primary Contact Info

Supplier Contract Ref Contract Header Agreement

Contract Releases
Description
Master Contract ID =%
“Begin Date [11/06/2019 5 Activity Lag
Document Status
Expire Date el

Thresholds & Motifications
Renewal Date = Price Adjustment Template
Purchase Crder BU Defauliz

Control Type & Contract Reference

Tax Exempt Tax Exempt ID

#| Auto Default

Lock Chartfields
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/p/ Create or Update Procurement Contracts (continued)
V4
In the Amount Summary section of the Contract Entry i Contract page, contract entry hyperlinks and fields include:

A Maximum Amount: Allows placement of a cap on the amount that can be released through POs.

Amount Summary (7

Maximum Amount 0.00 uso
Line Item Releazed Amount 0.00
Category Releazed Amount 0.00
Open Item Releazed Amount 0.0

Total Releazed Amount 0.00




/;/ Add Comments
/

Add Comments hyperlink:

When entering a contract, comments and attachments can be added using the Add Comments hyperlink on the Contract
Entry i Contract page. This comments section is similar to the comments section available in other modules. Here you can
use Standard Comments may be used or type in the unique comments.

Comments section:

A The Use Standard Comments hyperlink is available allowing the user to choose from prepopulated comments.
A Select Send to Supplier to have the comment print on the contract.

A Select Copy to Purchase Order to have the comment to print on the PO.

Associated Document section:

A Click Attach to add a document. For a detailed listing of the file extensions that are allowed as attachments in Cardinal,
see the appendix section of this course.

Once added all comments and attachments have been added, be sure to click OK to return to the Contract Entry i Contract
page.

From the Contract Entry i Contract page click Save to update the contract with the new comment.
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,} Add Comments (continued)
/

Contract Comments

Contract Entry

eader Comments

SetlD STATE ContractID NEXT Version 1

*Sort Sequence | Ascending

omments Find | View Al First (4) 10of1 (b Last |

Use Standard Comments Comment Status Active Inactivate |

&

[ Send to Supplier L] Show at Receipt O Copy to Purchase Order

"] Show at Voucher

Associated Document

Attachment | View Delete Email

From -»= CHNT STATE-NEXT

(8] || Cancel || Refresh




/;) Create Thresholds & Notifications
/

Thresholds & Notifications allows notification of other Cardinal users when certain events occur.

This feature allows set up of threshold dates or amounts. When those dates or amounts are met, email notifications are
triggered to the Cardinal user specified on the page.

Send Date/Amount Notification checkbox must be selected in order for the notification functionality to work. This
functionality sends an email and puts an item on the userods
date, or contract maximum) triggering the event is updated, or the contract is set to a Closed status.

Thresholds & Motifications <%E>

I [ send Date/Amount Notification I

Expand All Collapse All

Mofify user when confract is within specified days of Expire Date.
Expire Date [ Motify Days Before Expires
Expiration Motification Date
Mofify user when confract is within specified days of Renawal Date.
Renewal Date E] Notify Days Before Renewal

Renewal Notification Date
Mofify user when Mew Confract or Drafi is within specified days of Approval Dus Dale.

Approval Due Date ] MNetify Days Before Approval
Approval Notification Date

"% Maximum Amount Notification

Notification Assignments Personalize | Find | ViewAll | (1] [ First (40 10f1 (b Last
Motification Type User 1D User Description Email Address
1 7] Q * =
Amount Summary
Maximum Amount 0.00 usoD
Total Line Released Amount 0.00
Total Category Released Amount 0.00
Open ltem Released Amount 0.o0
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;j Create Thresholds & Notifications (continued)
/

Threshold Notification Types:
A Expiration
A Maximum Amount

A Renewal

By entering amounts or date ranges, rules are set up, otherwise known as thresholds, which trigger notification emails and worklist
items for Cardinal users assigned on the Thresholds & Notifications page.

Thresholds & Motifications

! Send DatefAmount Nefification

Expand All Collapse All

* Date Motification

Molify user when confract is within specified days of Expire Date.

Expire Date B Motify Days Before Expires
Expiration Notification Date
Moiify user when confract is within specified days of Renswal Date.
Renewal Date = HNotify Days Before Renewal
Renewal Notification Date
Molify user when Mew Confract or Draft is within specified days of Approval Due Date.

Approval Due Date E) Notify Days Before Approval
Approval Notification Date

Maximum Amount Notification
Notification Assignments

{FiAmount Summary

OK | | Cancel
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p/ Create Thresholds & Notifications (continued)
/

Click Expand All to view all content in the two sections.
Date Notification section:

Expire Date: Enter an Expire Date notification by
entering the number of days prior to expiration in the
Notify Days Before Expires box. There must be a
date in the Expire Date field on the contract header
for this notification to work.

Renewal Date: Enter a Renewal Date notification
by entering the number of days prior to renewal in
the Notify Days Before Renewal box. There must
be a date in the Renewal Date field on the contract
header for this notification to work.

Maximum Amount Notification section:

Enter a monetary amount to trigger notification
when the contract is about to meet or exceed its
maximum amount. For this notification to work,
there must be an amount in the Maximum Amount
field on the contract header located on the
Contract Entry T Contract page.

Thresholds & MNotifications
" Send Date/Amount Notification

Expand All Collapse All

Date Notification
Mofify user when confract is within specified days of Expire Dale.
Expire Datz £
Expiration Notification Date

Motify Days Before Expires

Mofify user when confract is within specified days of Renawal Date.
Renewal Date £

Renewal Notification Date
Mofify user when Mew Confract or Draft is within specified days of Approval Due Date.

Notify Days Before Renewal

Approval Due Date [
Approval Notification Date

Notify Days Before Approval

Maximum Amount Notification

~ Notification Assignments Personalize | Find | View All'| (2] E

Notification Type User 1D User Description Email Address

1L ] Q

First 747 1T of 1 0¢1 Last

H | =]

Amount Summary

| Ok || cancel |
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}) Create Thresholds & Notifications (continued)
/

Thresholds & Motifications

Expand All Callapze All

+ Date Motification

HMofify user when confract is within specified days of Expire Daie.

Expire Date |:|E| Motify Days Before Expires |:|

Expiration Motification Date

Muofify user when confract is within specified days of Renswal Date.

Renewal Date :l@ Notify Days Before Renewal I:l

Renewal Notification Date
Maofify user when New Confract or Oraft is within specified days of Approval Dus Date.

Approval Due Date :l@ Motify Days Before Approval I:l

Approval Motification Date

P Maximum Amount Motification

= Notification Assignments Personalize | Find | Wiew All | dﬂf || E First™ 4™ 1 of 177 " 3st
Notification Type User IO User Description Email Address
1| v] | Q [+] | [=]

b Amount Summary

| 8] || Cancel |
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p/ Create Thresholds & Notifications (continued)
/

Notification Assignments Section:

Notification types include Draft Approval, Expiration, Maximum Amount, and Renewal. A new notification line must be

created for each new notification type and for each user receiving the notification. Use the +/- icons to add or remove users.
Multiple users may be setup to receive notifications.

NOTE: Only Active Users will appear in the User ID lookup icon. This list must manually updated to reflect when a VDOT
user leaves.

Thresholds & Notifications

¢! Send Date/Amount Notification %
Expand All Callapse All
Date Motification
Mofify user when confract is within specified days of Expire Daie.
Expire Date [#] MNotify Days Before Expires
Expiration Notification Date
Modify user when confract is within specified days of Renewal Date.

Renewal Date [ Notify Days Before Renewal
Renswal Notification Date
Mofify user when New Contract or Drait is within specified days of Approval Due Date.
Approval Due Date £

Notify Days Before Approval
Approval Notification Date

Maximum Amount Notification

Notification Assignments Personalize | Find [View Al 21 | [f]  First (4 1-30f3 (v Last

Notification Type User ID User Description Email Address

1 Exéiration ¥ Q.
2 Q
3 | Q

[+ =
H =
[+ =

Amount Summary

| OK || cancel |




/;) Enter Contract Reference
/

Contract Entry - Contract Reference page:

On the Contract Entry i Contract page, click the
Contract Reference hyperlink.

Contract Information section:

A *Contract Category drop-down provides a list
of categories. Contract Category helps to
categorize contracts to ease in the search and
reporting process.

A *GL Business Unit field defaults to the agency.

A Estimated Contract Value should be entered
for all contracts, including requirements
contracts.

A *Responsible Org lookup icon provides a list of
departments.

*Required fields

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

|Contract Entry
Contract Reference

Custom Contract Reference Page

SetiD: STATE
Contract ID: MEXT Contract Version: 1
[ Contract Information
Contract Category: | T|  GLBusiness Unit Q,

Estimated Contract Value:

Supplement Agreement

Supplement Number:

Supplement Amount:

Contract Renewal Options

Renewal Date From:

Original Number of Renewal Options:

oK || Cancel

| Refresh

Responszible Org:

Supplement Date: [=]

Renewal Date To: [

Current Renewal Period:
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,} Enter Contract Reference (continued)
/

Supplemental Agreement section:

Supplemental agreements are usually related to
professional service contracts where there is an
addendum (add on) to the contract.

A Supplement Number: The number or reference
field on the addendum. This could also be the
Agency number. Please consult your agency for
supplemental agreements procedures.

A Supplement Date: The date of the addendum.

A Supplement Amount: The addendum amount.

Custom Contract Reference Fage

[Contract Entry

Contract Reference

SetlD: STATE

Contract ID: MEXT Contract Version: 1

Contract Information

Contract Category: | ] GL Business Unit:

Estimated Contract Value:

Responszible Org:

[ Supplement Agreement

Supplement Number: Supplement Date: [
Supplement Amount:

Contract Renewal Options

Renewal Date From: Renewal Date To: EX

Original Number of Renewal Options:

ok || Cancel || Refresh

Current Renewal Period:
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,} Enter Contract Reference (continued)
/

Contract Renewal Options section: Custom Contract Reference Page

A Renewal Date From and Renewal Date To are | |coniract Entry
populated with the next renewal period dates. Contract Reference

A Original Number of Renewal Options is the SefiD: STATE

number of times the contract may be renewed. | Cenracti:  NExT Contract Version: !

) ) Contract Information
A Current Renewal Period displays the

contractos cur r élhigvaluee n| Contract Categony: | | GLBusiness Unit Q
depends on the Original Number of Renewal Estimated Contract Value: Responsible Org:
Options field. When a contract is new, this
field displays 0 as it has never been renewed.

Supplement Agreement

Supplement Number: Supplement Date: EX]

supplement Amount:

Contract Renewal Options

Renewal Date From: [#] Renewal Date To: [

Original Number of Renewal Options: Current Renewal Period:

[ ok || cancel || Refresh |




/’) Enter Contract Reference (continued)
/

Custom Contract Reference Page

[Contract Entry

Contract Reference

SetiD: STATE
Contract 1D: MEXT Contract Version: 1
| Contract Information
Contract Category: | Y|  GL Business Unit: :lq

Estimated Contract Value: | |

Responsible Orng: I:lq

Supplement Agreement

Supplement Number: |:| Supplement Date: |:| )

Supplement Amoumnt: | |

| Contract Renewal Options

Renewal Date From: :l@ Renewal Date To: :l@

Original Number of Renewal Options: |:|

Current Renewal Period: |:|

ok || cancel || Refresh |




,} Create Supplier/ltem Relationship
/

Supplier/ltem Relationship:

On an ad-hoc contract, i.e., a contract which is not
from SiteManager or a Strategic Sourcing Event, a
supplier/item relationship may not already exist. If the
relationship does not exist when the item ID is entered
into the contract, an error message will be displayed.

Create a supplier/item relationship for an item by
inserting a new row on the Item Supplier page by
using the following navigation path:

Main Menu > Items > Define Items and Attributes >
Purchasing Attributes

Search for and select the hyperlink for the item that
needs a supplier/item relationship.

Favorites - Main Menu » ltems ~ » Define ltems and Attributes ~ > Purchasing Aftributes

Purchasing Attributes

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

Find am Existing Value

Search Criteria

Selibl=_ ¥ STATE QL

ltem ID| begins with ¥ Q
Description| begins with ¥
ltemn Group| begins with ¥
Family| begins with ¥
Category| begins with ¥

Include History Cormrect History Casze Sensitive

Limit the number of resulis to (up to 300} 300

Search Clear Basic Search % Save Search Criteria

Search Results
300 of 191681 results are displayed

View All First (4
Setild  Hem ID

1-100 of 300 Last

Description Item Group Family Category

Is;T.ﬁ.TE 0051404000 ABRASIVES, PLASTONME (blank) —{blank) 0051404 |
: = T. olank)  (olank)

STATE 0051404055 1 IN. X 50 YDS. ROLL, 320 GRIT iblank]  (blank) 0051404

STATE 0051404115 1-1/2 IN. W 30 FT. ROLL . 120 iblank)  (blank) 0051404
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L,

/2

Supplier/ltem Relationship continued:

A Select the Item Supplier tab.

Click the + icon to insert a new row.

Enter the Supplier ID and accept default values.

Click Save.

o Do Do Do

Click on the Item Supplier UOM hyperlinkandtheSuppl i er 6 s

Create Supplier/ltem Relationship (continued)

UOM and

Favoriles = | Main Menu ~

Purchasing Affributes Purchasing Confrols ] Item Supplier

SetlD STATE Item ID 0051404000
Description ABRASIVES, PLASTONE
Supplier Priorities
Item Supplier

*Supplier SetlD ETATE |Qy Supplier Lookup

Allocation % 1)
Supplier's Catalog
Supplier [tem [D

Item Extension

» ltems = » Define ltems and Atfributes = * Purchasing Atfribufes

| *Supplier ID[0000034153 | IE&I'-.‘IAutuPainiandSuppIyCorp

Standard Unit of Measure EA

Find | Vigw All First (4 10of7 (» Last
“status
“Priority 1

¥/ Include in Planning

Description

F@
P

254 characters remaining
Associated Picture

Supplier Attributes

*Price Loc MAIN Q
*Price Date[F0_ 7]
*Price Qty[Line Quantity i
Qrigin Country Q
Region of Origin Q,
Item Supplier UCM Supplier ltem MFG

RTV (Supplier) Fees

Previous in List 4

Item Supplier Contracts

IL‘?Save |I|—l" Retumn to Search 1 MNextin List

| [ =1 Matity

10of1 (b Last

#[=

Find | View All First (4

¥l Accept Any UOM

¥ Accept Any Ship To Order Multiples

| Check Order Multiples
[#| Price Can Be Changed on Order Rounding Rule
¥/ Use Item Standard Lead Time Natural Round
Lead Time Days Round Up

Subsfitute llems

# Update/Display || 1 Include History ||l Correct History

Purchasing Attributes | Purchasing Controls | ltem Supplier

Popiugwindogv will lme fdisptayed. t
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/;) Create Supplier/ltem Relationship (continued)
/

FromtheSuppl i er 0s

A

In the Unit of Measure header section, change the default Minimum Quantity to reflect the minimum quantity that can be

ordered for that item.

UOM and

To allow for an unlimited order quantity, set the Maximum Quantity to 0.000.

Popiugwindogv: | nf or mati on

If applicable, in the Conversion to Item Base UOM section, change the Qty Precision value to Decimal.

Click OK to return to the Item Supplier tab. Be sure to click Save.

[Supplier's UOM and Pricing Information |

SetlD STATE
Supplier 0000034153
Unit Of Measure

E & M Auto Paint and Supply Corp

UOMEA i, Each

Minimum fC.?[uarLtit}rI

Maximum Quantity

0.0001
0.0000

Conversion to [tem Base UOM

*Rate T'_t,rpe| Sfandard

]

5td UOM Rate

UOM Price Attributes

*Effective Date 01/01/1801

=

*Status | Active

¥]

Minimum Quantity

Gty Revd Tolerance %

Matching Controls

[ ok |l cancel |

0.0001
0.00

Item ID 0051404000
Location MAIM

¥ Default

Order Quantity Multiple

ABRASIVES, PLASTONE

Find | Wiew All First (1) 1 of1 (» Last
Packing Details [+ [=]
Effective Dated UOM
Updaie PO

I Ity Precision | Decimal

v I Rounding Rule

Matural Round
| GetStd Rate | Round Up
Find | View All First (4) 10of1 (») Last

*Currency Code USD |C

Supplier Price

H[=

0.01000

Standard Price Update Status| Mo Update

]

BU Price Update Status| Mo Update

]
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;j Save and Finalize Contracts
J

To finalize the contract and make it available for use on requisitions and POs:
A Review the data entered.
A The Status will default to Approved.

A Click Save to commit the entry of all contract specific data. Once approved and saved, the Approval Due Date field is
populated with the date approved/saved and becomes the Approved Date.

Favorites v [ Main Menu v > Procurement Confracts v > Add/Update Contracts

Contract Entry

Contract
SetlD STATE Contract Version
foateerll w2 Mosai Status Current
*Status Approved v] | I Approved Date 04/03/2015 [ mewVersion |
Administrator/Buyer REBECCA SMITH Smith, Susie (VDOT)
Header

ontract ltems

Catalog Search Item Search Search for Contract Lines

MAINTENANCE AND REPAIR, HIGHWAY
Lines Personalize | Find | View All | {21 | D First (4¢) 1-60f6 (» Last

Details || Order By Amount ‘ [ Iltem Information ‘ Vgefaull Schedule | ‘ VBeIease Amounts 1 Release Quantities Line Groupings 1 [Ependr Threshold | &)

Include for

Line Item Description UOM  Category ol Status
1 B 9360901000 ALARM EQUIPMENT MAINT/REPAIR 3 HUR 9360901 T R¥ ] Active
2 [ 9360901000 ALARM EQUIPMENT MAINT./REPAIR & HUR 9380901 T Rw v Active
3 [ 9360901000 ALARM EQUIPMENT MAINT./REPAIR 3 HUR 9360901 T R 7 Active
4 2 9996465000 Mobilization 7 s 9996465 @ T Rw ] Active
5 B 9108250000 Actual cost of materials Q—a HUR 9108250 (SRS E‘; = 4 Active

= MAINTENANCE AND REPAIR, HIGHWAY |, o |l : o
6 B2 9137199500 MOBILIZATION & Ea 9137199 @0 R ] Active

View Category Hierarchy Category Search

Contract Categories

} [ Retum to Search || 7=] Previousin List ||+=] NextinList ||(=] Notify ||« Refresh | £} Add || 22 uUpdateDisplay ||l2? Correct History |




/;/ Print Contracts
V4

Users with the role of Contact Administrator have the ability to print procurement contracts. The Print contract function
provides users with a hard copy contract for the file. The Dispatch contract function provides users with a hard copy contract
for signature.

To print a contract, navigate using the following path:

Main Menu > Procurement Contracts > Reports > Order Contracts

A
A

A
A

Search for an existing Run Control ID or choose Add a New Value if one does not exist.

On the Order Contracts run control page, enter:

T SetlDT STATE
T Business Unit1 The agency number

T Contract ID From - Enter the Contract ID number. The To will populate with the same ID.

Click Run.
On the Process Scheduler Request page, select the PDF Format.

Click OK.

For more detailed information about reports, queries, and online inquires, see the Web-Based Training (WBT) course titled
Cardinal NAV220: Introduction to Cardinal Financial Reporting located on the Cardinal website in Web-Based Training
(FIN) under Learning.
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/’) Print Contracts (continued)
/

Order Contracts Run Control Parameters:

Favorites - | Main Menw - »  Procurement Confracis = > Reporz » > Order Contracts

Order Contracts

Run Control 1D test Report Manager Process I".ﬂnnitn:l

Languagei English Ll

Report Request Parameters

SetlD|STATE (&} Business Unit50100 (&}
Contract ID Frnm:I}I}I}DDDDDDDDDDDDDDDDD-#EDE-E |q Tu:I}I}I}DDDDDDDDDDDDDDDDD-#EDEI-E |q
Supplier ID| [¢}
Miscellaneous Options Statuses to Include
L) Print Duplicate ' Approved * QOpen * Held
Humhﬂur Df Cnpies i Cﬂl‘lﬂ-&lEd i Cﬂl‘t’ll]-l-E'fEd

Sort By | Sort by Line Numnber | || Dispatch Methods to Include
* Print * FAX
* E-Mail * Phone

(G Save ||[@" Returnto Search |[f5] Previousin List ||45] Mextin List ||[=] Mofify E} add || & Update/Display
r




}) Print Contracts (continued)
/

Process Scheduler Request:

Process Scheduler Request

User ID PPS1_KAREMN GHOLSOM Run Control ID test
Server Name bl Run Date [11/07/2019 I
Recurrence ¥ Run Time|’|221 0:33PM | | Reset to Cumrent Date/Time
Time Eune| |'21
Process List
Select Description Process HName Frocess Type *Type *Format Distribution
¥  Vendor Confract Dispatch/Print POCHNTI00 SOR Report |'eh v | |POF v | Disfribution

I ) I| Cancel |




’) Dispatch Contract for Signature
/

The Dispatch contract function provides users with a hard copy contract for signature. The steps are very similar to that of

the print function.
Navigate using the following path:

Main Menu > Procurement Contracts > Dispatch Contracts

Favorites = | Main Menu - »

Dispatch Contracts
Run Control ID {est

LanguagelEnglish v |

Process Request Parameters

Procurement Confracis =

>

Dizpatch Contracts

Repaort Manager

SetiD[STATE |
Business Unit[20100 |

Contract 10/000000000000000000004503:5

Supplier 1D

Fax Cover Page

[§] save ||[EF Returnto Search ||[=] Motify |

| [s}

¥ Print
+ E-Mail

) Miscellaneous Options

¥ Test Dispatch
&} ¥ Print Copy

Mumber Of Copies

Process Monitor

Run

) Recipient's Language

Dispatch Methods to Include

¥ FAX

¥ Phone

LI Print Duplicate

1

|E¥ Add || Update/Display
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}) Dispatch Contract for Signature (continued)
/

Dispatch Contract for Signature Process Scheduler Request:

Process Scheduler Request
User ID PPS1_KAREMN.GHOLSOM Run Control 1D test
Server Name v Run Date [11/07/201% I
Recurrence d Run Time 12:16:14PM | | Rezet to Current DateiTime
Time Iune| |C{
Process List
Select Description Process Hame Process Type *Type *Format Distribution
l Coniract Digpatch & Email COMNDISP PSJob (Mone) ¥ ||(Mone) ¥ | Disfribution
I i/;  \endor Contract Dispatch/Print POCNT100 SOR Report |'\Wehb ¥ | |POF ¥ | Disfribution
0| Email PO_CON_EMAIL Application Engine |Weh ¥ | |T.!-=?I' L | Disfribution
| ok || cancal
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) Print/Dispatch Contracts
/

CONTRACT
A Degt of Transportatlon
A DOT Central Office .
mm;_ﬂlg;\m VA 23218 Contract Dates -

Dispatch via Print

08/11/2016 to 08102017 USD

Description: Contract Maximum
S ier 0000032750 Stooe 000
arpe Trucking Co Inc Contract Officer Name Phone

Donna Crews Hudgirs, Carciine S. (VDOT) BOATE5.2777

201 ALGERENE RD.

VA10049482

EVAADS1218

DRAKES BRANCH VA 23937

usa

Minimum Order Maximum / Open
uowm aty Amt aty Amt
1 750548480 STONE, CRUSHED GRADE 25 g.0t 0.00
Pricing Agreement:  Pricing Date: PO Cate
Quantey: PO Date
Cuantity Type: Cuanaty To Date

Contract Base Pricing 14 65000 LN MAIN

Stwchpde at Chemmical Bulding (Rt 742) Stockpie - 2.0 miles West of Buckingham
Courthouse, 10 Rt 742 to the Left, 20 mies to tulidng on the keft. (Buckingham
Co.) or Stockplie at Andersonvile AH.O's, - £.0miles Westof Rt 15 cn Rt

640, AH.0.'s cn the left {Buckingham County) of Tadgale Specad witin Zone 2
{per map attached %o FB).

Shipping Instructions wil be Arnished by Bil Bailey, (Area Superitendent)
(438) 863-1072.

ALLITEMS:
*NOTE™ Minimum delvery for stockplie matenal & 400 tors per

dy
and minimum delivery for taligate spread is B0O fons per day (when requested).
Delvery may be required in one of moce Zones i the same day.

2 7502548480 STONE, CRUSHED GRADE 25 T 0.0t 0.¢
Pricing Agreement:  Pricing Dase: PO Date
Pricing Quantey: PO Date
Cuantity Type: Cuanity To Date
Contract Base Pricing 14 20000 LN MAIN

Stockpde at Hampden Sydney AH Q' stockpile - 6.0 mies South of Famdle
on Rt 15% R 133 on the Right, 1.0 mile SouyWest 1o AH.Q's on the ke,
Frince Edward Co. or Talgale Speead within Zone 6 (per map aached o IFB)

Shipping Insructions Wil be furmishad by Kevin Smith, Area Supernintendent.
Fhone: (434) 223-1025

Fnal = The pnce IS Anal ater adjustments
Hard = Apply adjustments regardiess of other adjustments
Skip = Skip adjustments If any ofver adustments have been applied

CONTRACT
A eapt of Transportatlon Dispatch via Print
DOT & Contract I0 Vorsion P
201 E Broa St D000DCOOOO000000045035 1 2ol 3
Ichrmond UA23219 Contract Dates Currency  FRalo Typa  Rate Dafo
LIsA DB ZTAE b 08N 0E01T LISD CRRNT PO Cata
Descrigtion: Coniract Maximum
ier  00O003ZTED St 000
J arpe Trucking Ca Inc Contract Cificer Name: Fhona
Donra Crews Hudgirs, Garcline S. (VDOT) BO&TE5.27TT
201 ALGEREME RD.
WAIL040482
EWAADS1218
CRAKES BRAMCH VA 23317
s
EZ300
Contract Lines:
Item IO Mlinimum Owder Maximum | pen
Ing & Cac Ham Dess LICs acy Aumt ary Amit
3 TEO354B480 STONE, CRUSHED GRADE 25 LR 0.0t 0.00 o.00 o.00
Pricing Agreemant:  Pricing Date: PO Dabe
Pricing Quantey: PO Date
Cuantity Type: DCoanidty To Dale
Contraci Base Fricing 1657000 LTH MAIN
Etockpde af Dillwyn A HLO s stockpike - 3.0 miles Morth of Dikvgn,
o L. 559 o e Right, .10 miles w0 A H.OCs on the le o SSockpdle
af Elock Location 1422, 20090 M. James Anderson Highway, Od LLe
or lalgale spread stone within Zore map 1 (per map atieched o IFB).
‘Ehipping instructions will be fumished by Garmett Taylor, Anea Supermiendent.
Frione: (434) 9531046
4 TEDACJBAES STOHE, CRUSHED GRADE 25 (2] a.ot a.0o o.00 [l
Pricing Agroemant:  Pricing Date: PO Cabe
Pricing Quantey: PO Date
Cuantity Type: Cruardty To Dale
Caontract Base Frizing 1641000 LT MAIN
Cranos Gate A H.Ous sickpile - 40 mies Morth of RL 47, on R1. 15360,
BH0's on the right or laligaie spreed shone witin Zone map & (per map aZached fo (IF2).
‘Ehipping instructions wil be fumished By Michael Temy, Anea Superiniendent.
Phronie: (434] TI5-B51T7
5 TEDACJBAES STOHE, CRUSHED GRADE 25 (2] a.ot a.0o o.00 [l
Pricing Agroement:  Pricing Date: PO Cabe
Pricing Quantizy: PO Date
Cuantity Type: Cruardty To Dale
Caontract Base Frizing 14 290000 LT MAIN

Ssockpde at Cumberiand A H.O. - 10 miles East of Rt 45 Norh, on R 60,
BHO s on the keft, Cumberand County or talgale spread within Zone £-84
{per map attached to IFB).

‘Ehipping Instructions will be furnished by Johnny Siout, Area Superintendent.
Fhione: (504 £32-5861

Final = The price is inal a%er adjstments
Hard = Apply adjusaments regandess of other adjustments
Ekip = Ekp adjustments if any ofher adusiments have Been applied
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},) Lesson 2: Summary
/

‘ Create or Update Procurement Contracts.

In this lesson, you learned:

A
A

TS SR S SH

A contract is used to capture an agreement between the agency and the seller of the goods or services.

The primary contract type used is a Purchase Order Contract.

You use the Contract Entry page to enter contract specific information.

You use the Contract Items - Lines section to define basic information for contract line items.

Setting the contract to an Approved status allows the contract to be used on requisitions and POs.

To print a contract, use the Order Contracts report or the Dispatch Contracts report and select a PDF format.

The Dispatch Contracts report provides for a hard (print) copy of the contract with a signature line.
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}) Lesson 3: Introduction
/s

‘ Maintain Contracts

This lesson covers the following topics:

A Search for Contracts
Contract Versioning
Update Contracts

View Contract Change History

o o o Do

Cancel/Close Contracts
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;j Search for Contracts

Modifications to a contract may be needed throughout the life of the contract. We refer to these updates or changes as maintaining
the contract.

To make modifications to a contract, navigate using the following path:

Main Menu > Procurement Contracts > Add/Update Contracts

Using the Find an Existing Value tab, search for a specific contract by entering the Contract ID.
Alternatively, find all contracts associated to a supplier by entering in the Supplier Name.

Click Search. Select the hyperlink for the contract to be modified.

Favorites ~ Main Menu = *  Procurement Confracis » *  Add/Update Contracts

Contract Entry

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

Find an Existing Value Add a New Value

Search Criteria

SellD| = ¥ STATE
| Coniract ID[begins with ¥ || |
Contract Version[= Ll ]

Wersion Status| = i i
Contract Style| begins with ¥
Contract Process Option| = b

Shaort Supplier Mame[ begins with ¥ || Superio

Supplier Mame| begins waith ¥ |
Master Confract 1D begins with ¥
Description| begins with T
Correct History Case Sensitive
Limit the number of resulis to (up to 300): 300

Search Clear | Basic Search [& Save Search Criteria

Search Results
(Wigw All

SetlD  Contract ID
TATE 000000000000032111

Contract Version Version Status Contract Style  Contract Process Option Supplier ID _ Short Supplier Name Sup I|er Name

Expire Date Contract Status 6 1
D

e U Upert Appr
STATE 000000000000032111 4 History Purchass Ordﬂr Order 0000098340 SUPERIOR - EIUS Supenor Ccncr t= 03'3 172013 Apprwed




4/ Contract Versioning

Create a new version when material changes need to be made to an approved contract. This includes the addition of lines,

price changes, expiration date changes, other modifications, and closing.

Cardinal copies all contract information from the current version to the new draft version and sets the new version status to

Draft. From the Contract Entry i Contract page:

A Click New Version.

A A warning message will be displayed. Click Yes. The Reason Code pop up will be displayed.

Favorites = Main Menu ~ * Procurement Confracis ~ »  Add/Update Contracts

Contract Entry

Status Current

Mew Version I

Contract Entry

Contract
SetlD STATE Contract Version
ContractID 000000000000032111 Version [
*Status{ Approved vi Approved Date 07/13/2013
AdministratoriBuyer BEEECGA SMITH 5 Favorites v ‘ Main Menu v > Procurement Contracts v > Add/Update Confracis
Header (2

Contract Style Purchass Crder
Process Option Purchase Crder

Contract
SetlD STATE

Supplier SUPERIOR C-003 ContractID 000000000000032111

Supplier ID 0000028540 Superi *Status | Approved v

Primary Contact Administrator/Buyer REBECCA SMITH

Supplier Contract Ref v Header (2

Contract Version

Version 7 Status Current

Approved Date 11/07/2019 | NewVersion |

Smith, Susie (VDOT)

Description Ready Mix - Page, R'ham & & Contract Style Purchase Order

Process Option Purchase Order
Supplier SUPERIOR C-003

Supplier ID 0000028540 Superiof
Primary Contact

Supplier Contract Ref

Description Ready Mix - Page, R’ham & S|

Message

Contract must be saved before a Draft can be created. (10400,577)

Contract must be saved before a Draft can be created. Hit Yes to proceed with Saving the contract and creating a Draft version. Hit No to cancel out
and continue working with the Current version.

Yes [ No

Master Contract ID
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}) Contract Versioning (continued)
/

In the Reason Code pop-up window, select a Reason Code using the magnifying glass icon next to the field. Then enter a
comment on what the change will entail and click OK. The new version, in draft status, will open for editing.

IHeasun Code F’agel

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

S5etlD STATE Contract ID 000000000000032111

Reazon Code | _@

I Look Up Reason Code I
.

Commen LA |G
¥ SeflD

Reason Type

STATE
Procurement Contract

Feazzon Cnde'. begins with ¥ |

Look Up

L U=e Same Reason Code

Reason Code

EXTENSION
OTHER
PRICE_INCR
RENEWAL

Description| begins with ¥ |

Search Results
| Ok I| Cancel || Refresh \iew 100 First (4 12064 (b Lasi

Clear Cancel Basic Lookup

Description

Contract Extension
MODIFICATION
Price Increase
Contract Renawal
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/jj Contract Versioning (continued)
/

A cardinal displays the new draft version number and sets the contract Status for the draft version to Open.
A The Version number increments by 1.

A The Delete Version button is enabled.
A

Any field may be changed and adding or cancelling lines is done the same way as when entering the contract.

Favorites - | Main Menu = » Procurement Contracts » > Add/Update Coniracis

Contract Entry

Contract
SetlD STATE Contract Version
Contract ID 000000000000032111 Version a Status Draft
*Status | Open v: Approval Due Date [#] Delete Version

Administrator/Buyer REBECCA.SMITH Q  smith, Susie (VDOT)




f) Contract Versioning (continued)
/

A Once all modifications are complete, change the contract Status to Approved.

A Changingthe Statuspr ompts a message to appear: AThi s action
you SaveOK Click

Favorites v | Main Menu v > Procurement Contracts » > Add/Update Confracts
Contract Entry
Contract
SetiD STATE Contract Version
ContractID 000000000000032111 Version 8 Status Drait
*Status | Approved v| Approval Due Date New Version
Administrator/Buyer REBECCA SMITH Smith, Susie (VDOT)
¥ Header (2)
Message
Contract Style Purchase Order
Process Option Purchase Order
Supplier SUPERIOR C-003 This action will make the Draft version become the Current version when you Save (10400,591)

Supplier ID 0000028540 Superior

e R e I you leave the status as Approved and then hit Save, the Current version will become a History version and this Draft version will hecome the
Primary Contact

Current version.
Supplier Contract Ref

Description Ready Mix - Page, R'nam & Sh Ji.itnd

22 s e PRT-N




/jj Contract Versioning (continued)
/

A The Reason Code pop up displays. After making the reason code selection click on OK.

Reason Code Page

Enter a reason code and comment for making chanoes that are being fracked.

SetlD STATE Contract ID 000000000000032111

Reason Code PRICE_INCR |C

Comment |Price Increase @@

I Use Same Reason Code

oK | Cancel Refresh
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}) Contract Versioning (continued)
/

A Click Save to commit the changes. The Draft version becomes the Current version and the previous Currentv er si on 0 :
status is set to History. The new Current version is available for use.

Favorites = | Main Menu » Procurement Confracts » > AddUpdate Contracts

Contract Entry

Contract
SetlD STATE Contract Version
Contract 1D 000000000000032111 Version 9 Status Current
*Status| Approved v Approved Date 11/07/2019 Mew Version
Administrator/Buyer REEECCASMITH Smith, Susie (VDOT)
Header (7
Contract Style Purchass Order | Dispatch |
Process Option Purchase Crder -
*Dispatch Methog PNt 7|
Supplier SUPERIOR C-003 Edit Comments
Supplier I 0000028540 Superior Concrats Contract Activitiss
Primary Contact Primary Contact Infa
Supplier Contract Ref Contract Header Agreement

Description Ready Mix - Page, R'ham & Zhen GCentract Releases

Master Contract 1D

Begin Date 08/01/2011 Activity Log
Documnent Status

Expire Date 03/3172014 . .
Threshaolds & Motifications

Renewal Date Price Adjustment Template
Control Type View Changes
Tax E Current Change Reason
t
ax Exemp Tax Exempt ID Purchase Crder BU Defaulis
¥ muto Default Contract Reference

Lock Chartfields
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/,/ Update Contracts
/

Updates to Contracts: Contract Entryi Contract page, Header section:

On occasion you may need to update the expiration or renewal date. While the contract Status is Open and you are in Draft

mode of your new version, you can modify the Expire Date or Renewal Date:

A Date ranges can cross fiscal years.

A When you change the Expire Date,

y o u

ei ther

shorten or

| engt hen

t

h e

contr

Remember if a contract expiration or renewal threshold notification has been set, an email and worklist item will appear when

the Expire Date or Renewal Date is within the days set for notification.

Primary Contact
Supplier Confract Ref

Description Stans

Master Contract [D

*Begin Date 08/11/2018 &
Expire Date 08/10/2017 5
Renewal Date [

*Supplier MATTHEWS L001C, gt Search
*Supplier |0 0000100992

Q. patrick Matthews

Favorites = | Main Menu » Procurement Confracis » > Add/WUpdate Contracts
Contract Entry
Contract
SetlD STATE Contract Version
Contract ID 0000000000000000000045036 Version Status Draft
*Status{Open vl Approval Due Date ezl | Delete Version
AdministratoriBuyer CAROLINE.HUDGINS |, yyqins, Caroline 5. (VDOT)
Header (7
*Contract Style Purchase Order Q, | Dispatch
Process Option Purchase Order
*Dispatch Method

Edif Comments

Coniract Activities

Primary Gontact Info
Coniract Header Agreement
Caonfract Releases

Activity Log

Document Status
Thresholds & Motifications
Price Adjustment Template

Ve Chanoes

68



V4

%/ Update Contracts (continued)

While the contract Status is Open and in Draft mode of the new version,ac o n t r MaximuwnsAmount can be increased or

decreased:

A When reducing the contract maximum, the amount cannot be less than the total amount of the POs already released against

the contract.

A Increase the contract maximum to any amount required.

Contract Entry

Favorites ~ | Main Menu -~ > Procurement Contracts + > Add/Update Confracts

Contract
SetlD STATE Contract Version
ract I0_N000000N0NAANDANNANASNAR Version
*Status ; Open M Approval Due Date

Administrator/Buyer CAROLINE.HUDGINGS |Gy

Header (2

*Contract Style Purchase Order

Process Option Purchase Order

supplier Contract Ref
Description Stong

Master Contract ID

*Begin Date [08/11/2018 |
Expire Date 0&/10/2017 et
Renewal Date @

Control Type
| Tax Exempt

¥/ Auto Default

Hudgins, Caroline S. (VDOT)

a,

*Supplier[MATTHEWS L-001Q 5, polier Search
*Supplier ID0000100892 Q. yiatinews Leasing LLG
Primary Contact| QU Patrick Matthe

S

v

Tax Exempt ID

2 Status Draft

Bl | Delete Version

| Dispatch

*Dispatch Method

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Activity Log
Document Status
Thresholds & Motifications
Price Adjustment Template
View Changes

Current Change Reason
Furchase Crder BU Defaults

Contract Beforons,

Lock Chartfield

Amount Summary (2

Maximum Amount

Line Item Released Amount
Category Released Amount
Open Item Released Amount

Total Released Amount

000 ysp

116,345.20
0.00
0.00
116,345.20
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,;j Add or Cancel Contract Lines
J

Updates to Contracts: Contract Entryi Contract page, Contract Items - Lines section:

New lines can be added by clicking the + icon at the end of the line on any tab. Enter in the specific item information, price,
description, etc. See Lesson 2 for details on adding Lines to contracts.

In some cases, the system allows cancellation or inactivation of the line and the Cancel button (a red X) appears on the
Details tab for these actions to be performed.

" Contract Items
Catalog Search Item Z=arch Search for Confract Lines
ERIDGE AND RAILROAD CROSSING GATES
i Personalize | Find | ViewAll | &1 | & First (4 1-Tof10 » Last
Details | Order By Amount || Item Information || Default Schedule || Beleaze Amouniz || Release Cuantifies || Line Groupings || Spend Threshold | [F=K
- _ Include for
Line ltem Description Lo Category Release Status
1 F‘E‘I 500601000 LE_E|R[DGE AMD RAILROAD CROSSING 4| E.;i E& LoO0801 C_} L% E'a = =7 Active x [+
A
2 B 9633450000 |TRAFFIC CONTROL SERVICES TRAFFIC 5| B Ea 8685450 CIRVRNE L ) Active XK
E
f5 Ea 9633480 T B W Active ]
3 E% 9533430000 |TF'.E-.FFIC COMTROL SERVICES TRAFFIC 4| = Q “ x
i | B Er 9633450 O T B w Ade ¥ &
=h o |TF'.AFFIC‘. CONTROL SERVICES TRAFFIC - ;
. E= 9683430000 i) 5 EA 9633480 @ T R ¥ Aclive ¥ ]
5 B2 9633480000 L;lRAFFIG COMTROL SERVICES TRAFFIC §| El EA 500501 @ O Ea = @ Aclive x =]
. B2 5500601000 |ERIDGE AND RAILROAD CROSSING 4 B Ea 5500601 @ O B % "l Active p i
i
View Category Hisrarchy Calegory Search
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;j Cancel a Contract Line
J

Contract Items - Lines section, continued:

Both cancellation and inactivation of a line result in no future orders being allowed for that line item. If no purchase orders
have been placed against a line then the line can be cancelled. If purchase orders have been placed, the line will be
inactivated.

A Click the Cancel (X) on the line to be cancelled/inactivated. A pop-up window will appear indicating the line is being
cancelled/inactivated. Click Yes to continue.

" Contract Items
Catalog Search ltem Search Search for Confract Lines
ERIDGE AND RAILROAD CROSSING GATES
ine Personalize | Find | Viewall | (21| [ First (¢ 1-Fof10 » Last
Order By Amount || ltem Information || Default Schedule || Release Amounis || Release Quantifies || Line Groupings | Spend Threshold | [E=H
o = Include for
Line ltem Description UomM Category Release Status
1 E% 5500501000 |E!|;1[DGE AND RAILROAD CROSSING ﬁl EEL E&, SEO0601 O L% E@ b 7] Artive x [+]
LA
. B3 96e2480000 [TRAFFIC CONTROL SERVICES TRaFFIc | ] F& Ex 968840 @ T BRw @ Ade b )
B ] - .
3 Ea 95638480 T B e el Active +
3 B2 9533450000 [TRAFFIC CONTROL SERVICES TRAFFIG | “ ? L - X &
BT | R B 988480 20 Rw 7 Active % &
Eh o |TRAFFIC CONTROL SERVICES TRAFFIC ¢ - )
4 [, ss88450000 & OB e 9523420 o T B el Aciive ¥ =
5 [ 9538450000 L;TAFF'G CONTROLSERVICESTRAFFIC /| g% £ ssa0s0d O T B® @ Adwe X &
o 2 5500601000 |ERIDGE AND RAILROAD CROSSING 4 B e 5500801 o D B =] Active ¥ =
el
View Category Higrarchy Category Search
Message Message
This action will cancel ling 2 for this contract. Continue? (10400,462)
" i1 filea b ’ . Hh 1 ; . 27
The action that you are taking will cancel this line for this Centract. If you do neot want fo cancel this line, then you cannot perform the action at this Waould you like to p"lt the contract quantity back o the related sgurcing award? (1 D4GD=53?-'
time.
Yes | No fes 3 Mo




;j Cancel a Contract Line (continued)
/

Contract Items - Lines section, Details tab continued:
A Atfter clicking Cancel (X), the line still appears but the fields are protected and the Reactivate icon is available.
The line Status has been updated to Cancelled.

A Click the Reactivate Line icon and the line returns to its active state as if nothing ever happened.

 Contract tems
Catalog Search Item Search Search for Centract Lines
STONE
Lines Personalize | Find | View Al | (2 | E First (4) 1-7of7 (») Last
Details || QOrder By Amount || Item Information || Default Schedule || Belease Amounts || Release Quantities || Line Groupings || Spend Threshold |
- _—— Include for
Line Item Description uom Category Release Status
1 B 7503548485 STONE, CRUSHED GRADE 26 B LTN 7503548 © R¥ Cancelled (2]
2 B 7503548485 |STONE, CRUSHED GRADE 26 A B LN 7503548 T B w W Active K
3 & 7503532205 |STONE NO. 57, STONE A B on 7503532 o k% W Active b 4
4 B 7503532205 |STONE NO_57, STONE A3 B Tn 7503532 o B 3] Active p 4
5 B 7503532205 |STONE NO. 57, STONE A B T 7503532 B 3] Active *®
6 & 7503532205 |STONE NO. 57, STONE A B on 7503532 o B ¥ W Active b 4
7 B 7503532205 |STONE NO_57, STONE A3 B on 7503532 ISR 3] Active »®
View Categony Higrarchy Categary Search




},) Cancel a Contract Line (continued)
/

Cancel/lnactivate a Line continued:
A After reviewing the modifications, change the contract Status to Approved.

T Apop-up window wi || appear with the message AThis action w
when you S aOKdo.redurnto@le Contract Entry 1 Contract page.

T To commit the contract modifications, scroll down to the bottom of the Contract Entryi Contract page and click Save.

Message

This action will make the Draft version become the Current version when you Save (10400 581)

If you leave the status as Approved and then hit Save, the Current version will become a History version and this Draft version will become the Current version.
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#/ Cancel a Contract Line (continued)
/

Once a

d r a BtatusvsehmasgedamAfp@roved and the contract is saved, the cancelled/inactivated line(s) cannot be
re-activated. The line remains on the contract but cannot be sourced to a PO.

After approving and saving, each line will have an updated Status and the Reactivate option is no longer available.

Contract ltems

Catalog Search

Lines

Details Order By Amount
Line ltem
1 B 0051404000
2 )

View Category Hierarchy

Iltem Search

BELTS, ABRASIVE, ALUMINUM OXIDE

ltem Information Default Schedule

Description

ABRASIVES, PLASTONE
ABRASIVES, PLASTONE

Category Description

Category Search

1-20f2

b/ Last

Search for Contract Lines
Personalize | Find | Visw All | | |=_—;| First 4
Relzase Amounts || Belease Cuantities || Line Groupings
uom Category IHEL?::E?F Status
B EA 0051404 SRR i Active
5, HUR 0051408 D B Cancelled
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4/ Update Contract Line Price Adjustments

The Price Adjustments feature enables users to change the price by amount or percentage. Price Adjustments are always
calculated against the contract Base Price. The first price adjustment may be done by percentage, however subsequent

adjustments must be done by amount.

A

From the Contract Items - Lines section, Details tab, click the Price Adjustments icon next to the line to be updated.

The Price Adjustments for Item Line XX page will display. Note: The option to adjust price only available for
transactions in an open status. If the contract is in an approved status and a price adjustment is necessary, a new version

of the contract will need to be created.

Note: Contract lines set to Amt Only, as seen on the Order By Amount tab, cannot be modified using the Price

Adjustments page.

STONE
Lines Personalize | Find | View All | (2] | E First (4) 1-F of 7 (») Last
| Qrder By Amount Item Information Default Schedule Beleaze Amounts Releasze Quantities Line Groupings Spend Threshold
. N Include for
Line Item Description UM Category Release Status
1 B, 7503542485 |STONE, CRUSHED GRADE 26 A B TN 7502548 B 73 Active o) [+]
2 B 7503548485 |STONE, CRUSHED GRADE 26 A3 B TN 7503548 T B 73 Active oK ]
Contract ltems
Catalog Search ltern Search Search for Contract Lines
STONE
Lines Personalize | Find | View All | (21| E First (40 1-7of 7 (» Last
Details Item Information Default Schedule Beleaze Amounts Release CQuantities Line Groupings Spend Threshold
Line Item Description Amt Only Merchandize Amount ﬁilliiﬁgna:
1 [ 7503548485 [STONE, CRUSHED GRADE 26 e O 33,000.00 O [*]
2 B 7503548485 [STONE, CRUSHED GRADE 26 P, El [« 93,000.00 O [l
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V4

Click on the Price Adjustments icon next to the line to be updated. The Contract Entry - Price Adjustments for Item Line

% Update Contract Line Price Adjustments (continued)

XX pop-up window displays. The Base Price for the selected line is displayed.

Contract Price Adjustments

Contract Entry

Price Adjustments for ltem Line 1

SetlD STATE Contract D 0000000000000000000045036

Price Adjustments

*Effective Date:

Price Rule
Criteria Method
Sequence: 1 | General Adjustment
O i
Supp Loc: _ I Match Shipto
Ship To:
| Match UoMm
UOom: &'}
Adjustment Detail
*Method Percentage
Percentage
OK || Cancel || Refresh |

1111912019 | = status: *Calculation Method:

Version 2 Line: 1 STONE, CRUSHED GRADE 26

Find | ViewAll  First (4) 10f1 (b Last
[Sum All Adjustments ¥ | ][]

Find | View All First (4) 10f1 (») Last
Restrictions [+][=]

I Hard Price
L lgnore If Other Adjustments
|| Stop Price Calculation Here

Personalize | Find | View &ll | (2] @ First (4) 10f1 (») Last

A djusted Price

1650000

Note: The option to adjust price only available for transactions in an open status. If the contract is in an approved status and

a price adjustment is necessary, a hew version of the contract will need to be created.
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From the Contract Entry - Price Adjustments
for Item Line XX pop-up window, for all types of
Price Adjustments:

Price Adjustments section:

A Click on the + icon to add an effective-dated
row.

A

Enter an Effective Date for the price
adjustment to start. Future effective-dated
pricing may be used.

A

Price Rule Section:

The Status defaults to Active.

A The Sequence defaults to 1.

A The Supp Loc must be selected; in most
cases, select MAIN.

» Update Contract Line Price Adjustments (continued)

Contract Price Adjustments

_Contract Entry |
Price Adjustments for [tem Line 1

SetlD STATE Contract ID 0000000000000000000045036 Version 2 Line:

Price Adjustments

Find | View All

1 {STCNE, CRUSHED GRADE 26

First (4 1of1 (» Last

[ Sum All Adjustments

I"Eﬁect[ve Date: 111192019 [+ =statys: |Active ¥ I“Ca[culation Method:

Price Rule Find | View All
Criteria Method Restrictions
Sequence: 1 ) General Adjustment ) Hard Price

O i
Supp Loc: Q | Match Shipto
Ship To:
) Match UOM
Uom: Q

Adjustment Detail Personalize | Find | View &ll | (2 | @

*Method Percentage Adjusted Price

Percentage

| ok || Cancel || Refresh

[

First (4) 10f1 (b Last

[+ [=]

I lgnore If Other Adjustments
| Stop Price Calculation Here

First (4) 10f1 (b Last

18.50000
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If the first modification to the price is based on
Consumer Price Index (CPI) or Producer Price Index
(PPI), as per the terms of the contract, use the
General Adjustment method.

Method section:
A Select General Adjustment.
Adjustment Detail section:

A Enter the CPI or PPI Percentage.
Tab out of this field and the Adjusted Price will
be updated and displayed on the new Effective
Date.

A Click OK to return to the Contract Entry i
Contract page.

To save the modifications, you must Save
the draft version and set its Status

to Approved on the Contract Entry i
Contract page.

#/ Update Contract Line Price Adjustments (continued)
/

Contract Price Adjustments

Contract Entry

Price Adjustments for Item Line 1

SetlD STATE Contract ID 0000000000000000000045036 Version 2 Line: 1 STONE, CRUSHED GRADE 26
Price Adjustments Find | View All First (4) 10f2 () Last
*Effective Date: 11192018 [ +status: *Calculation Method: [ Sum All Adjustments v [+][=]

Price Rule Find | View All First (4, 1o0f1 (p) Last
Criteria Method Restrictions |£IEI
Sequence: 1 ¥ General Adjustment I Hard Price

. O i
Supp Loc: WMAIN a Ma_tch Shipto ! Ignore If Other Adjustments
Ship To: || Stop Price Calculation Here
Match UOM
uom:
Adjustment Detail Personalize | Find | View All [ (| | First (4 10f1 (» Last

*Method Percentage Adjusted Price

FPercentage 1.5000 16.74750

| oKk || cancel || Refresh |
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Price changes using amount or percent can be
done with a new effective dated row and entering
the difference between the base price and the new
price. Use the Match UOM method.

Method section:

A Select the Match UOM checkbox and the

system will display the UOM field. The UOM
value selected must be the same as the UOM
on the contract line.

A

Adjustment Detail section:

A

Match Ship to T DO NOT CHECK

Method - This may be set to either Amount
or Percentage. The adjacent field will change
to either Amount or Percentage based on the
Method you select.

Enter the change Amount or Percentage.

T To enter a price reduction, enter a
minus (-) sign before the number in the
Amount or Percentage field.

Click OK to accept the changes.

» Update Contract Line Price Adjustments (continued)

Contract Price Adjustments

Contract Entry

Price Adjustments for [tem Line 1

SetlD STATE Contract ID 0000000000000000000045036 Version 2  Line: 1 STOME, CRUSHED GRADE 26
Price Adjustments Find | Wiew All First (4 10f1 (p) Last
*Effective Date: 117202018 |[&] *status: *Calculation Method: |Sum All Adjustments v | =]

Price Rule Find | View All First (4) 10f1 (b Last
Criteria | Method |Restrictions [+ [=]
Sequence: 1 General Adjustment || Hard Price

O i O i
Supp Loc: AN a L Ma_tch Shipto _I lgnore If Other Adjustments
Ship To: Q I $top Price Calculation Here
Currency: UsD |G
¥ Match UOM
uom: LT |@,
Adjustment Detail Personalize | Find [ View AT (20T [ First (40 Tof 1 (¢ Last |
FMin Gty Max Gy *Method Percentage Adjusted Price
1.0000/ (2999999999999 16.50000 [+] [=]
OK Cancel || Refresh
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i/ Update Contract Line Price Adjustments (continued)
/

Adjustment Detail section:

A Min Qty: The minimum quantity default is 1. Contract Price Adjustments
To allow the user to order a Min Qty of less Contract Entry |
than one, set the Min Qty to .01. (For Price Adjustments for Item Line 1
example, stone is priced by the ton. However, _ _
. . SetlD STATE Contract ID 0000000000000000000045036 Version 2 Line: 1 STONE, CRUSHED GRADE 26
a user may order %2 of a ton.) If the Min Qty is
left at 1, and a user orders less than 1, the user | " ~@usmens FRAVor Al FE? W ot1 9 Ces
. T L. - *Effective Date: 1172012019 _|[5] »status: *Calculation Method: |Sum All Adjustments v | [+][=]
WI” receive an error message Indlcatlng they Price Rule Find | View All First (4) 10f1 (b Last
must _e”_:her mOdIfy the quantlty Ordere_d _to meet Criteria Method Restrictions [+ [=]
the minimum or modify the contract minimum Sequence: 1 General Adjustment () Hard Price
quantlty. Supp Loc: AN a [_J match shipto [J 1gnore If Other Adjustments
) Ship To: | Stop Price Calculation Here
. Currency: Usb |G
A The Min Qty must be equal to or greater than ¥/ Match UOM e
Z . . . UOn:
( O) Minimum Quantity set on the item
PurChaSing AttributeS. Adjustment Detail Personalize | Find | View All | (2 | E First (4) 1o0f1 () Last
*Min Qty Max Gty *Method Amount Adjusted Price
A To have the new price applied to all quantities 000 | sssg00503 958 T 1900000 %] =
on an order, the Min Qty must be changed to
the minimum quantity of the item. oK Carcslll| (MEStesh
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/;) Update Contract Line Price Adjustments (continued)
/

Adjustment Detail section continued:
A Max Qty: The maximum quantity defaults, and should remain at, 999999999.9999.

A Click OK to return to the Contract Entry i Contract page.

Contract Price Adjustments

Confract Entry

Price Adjustments for Item Line 1

SetlD STATE Contract ID 0000000000000000000045036 Version 2  Line: 1 STOME, CRUSHED GRADE 26
Price Adjustments Find | View All First (4, 10of1 (») Last
*Effective Date: 1112012019 |[5{ + status: *Calculation Method: |Sum All Adjustments ¥ | [][=]

Price Rule Find | View All First (4) 10of1 (p) Last
Criteria Method Restrictions [+][=]
Sequence: 1 General Adjustment ) Hard Price

1 i m .
Supp Loc: LA I Match Shipto |:| Ignore If Other Adjustments
Ship To: _| Stop Price Calculation Here
currency: UsD |G ~
| Match UOM
Uom: LTH |3
Adjustment Detail Persaonalize | Find | View All | (2] | @ First (4) 10of1 () Last
*KMin Gty Max Qty *Method Amount Adjusted Price

1.0000] || 9999999999999 | Amount v] 2.50000

OK || Cancel || Refresh |




» Update Contract Line Price Adjustments (continued)

(L,

V4
Match UOM example:

The original base price was $16.50 and the price is increasing to $19.00. In the Method section, Match UOM is selected. The UOM
field is automatically populated and matches the UOM on the contract line.

In the Method field select Amount. The Amount field appears and 2.50 is entered as this is the difference between the base price
of $16.50 and the new price of $19.00. The Adjusted Price will automatically update to $19.00 after the Amount is entered and tab
out of the field or Click OK.

Contract Price Adjustments X
Click OK to accept the change. Contract Entry |
Price Adjustments for [tem Line 1
SetlD STATE Contract ID 0000000000000000000045036 Version 2 Line: 1 STONE, CRUSHED GRADE 26
Price Adjustments Find | View All First (4 10of1 (p) Last
*Effective Date: 11/20/2018 |5 +status: *Calculation Method: | Sum All Adjustments v | [#][=]
Price Rule Find | View All First (4 10f1 (») Last
Criteria Method || Restrictions (+][=]
Sequence: 1 General Adjustment I Hard Price
O i O i
Supp Loc: MAIN a _ I"::tt:l:ir Shipto |_| Ignore If Other Adjustments
ip To: | Stop Price Calculation Here
Currency: UsD |y
¥ Match UOM
uom: LTN @
Adjustment Detail Personalize | Find | View All | (2] ] E First (4) 10f1 (p) Last
*Min Qty Max ity *Method Amount Adjusted Price
1.0000 | 999999999.9999 2.50000 19.00000 |£| (=]
oK | cancel || Refresh | 82




%/ Update Contract Line Price Adjustments (continued)
/

A To save the modifications, Save the draft version and set its Status to Approved on the Contract Entry i Contract page.
When saving the user will receive a warning message with a reminder that the action will make the Draft the current version.
Click OK.

Favorites | Main Menu - > Procurement Contracts v > Add/Update Confracis

Contract Entry
Contract

SetlD STATE Contract Version

ContractID 0000000000000000000045036 Version 2 Status Draft
I *Status | Open |l Approval Due Date B | Detete version

Administrator/Buyer CAROLINEHUDGINS |Q Wydgins, caroline S. (VDOT)

Header (7

Contract ltems Favorites - | Main Menu - > Procurement Contracts = >  Add/Update Confracts

Contract Categories
Contract Entry

I'Save ||§f‘ Returnto Search ||+ | Contract

SetlD STATE Contract Version
Contract ID 0000000000000000000045036 T 2 Status Draft
*Status | Approved v Approval Due Date Llowgtersion
Administrator/Buyer CAROLINE.HUDGINS Hudnins Carnlne 5 O/ROTL
v Header ( Message
Contract Style Purchase Order
Process Option Purchase Order This action will make the Draft version become the Current version when you Save (10400,591)

i ! o
SUCDIEGRNE I B If you leave the status as Approved and then hit Save, the Current version will become a History version and this Draft version will become the
Supplier ID 0000100992 Matthew] Current version.
Primary Contact l Patrick Matthews

Supplier Contract Ref I OK I

Description Stone

COnract Releases
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p/ Update Amount Only Contract Line Price Adjustments

Updating the price for a contract line that is marked Amt Only differs from updating the normal contract line pricing. Amount Only
pricing adjustments cannot be entered on the Price Adjustments page and cannot be effective-dated.

To adjust Amount Only Lines from the Contract Entryi Contract page, Contract Items - Lines section, either:

A Uncheck the Amt Only checkbox and follow instructions from the prior page; or

A From the Oder by Amount tab click the Line Details icon to display the Contract Entryi Details for Line XX page.

Favorites = | Main Menu + » Procurement Contracts » >  Add/Update Confracts

Caoniract Entry

Contract
SetlD STATE Contract Version
ContractID 0000000000000000000045035 Vversion 2 Status Drait
*Status | Open | Approval Due Date = | Delete Version

Administrator/Buyer CAROLINE HUDGINS |Q,  pyyqgins, caroline S. (VDOT)

Header (=

Catalog Search Itermn Search Search for Contract Lings

STONE

Lines Personalize | Find | View Al | (2] | @ First (4) 1-FTof 7 (») Last
Details I Order By Amount || Item Information Default Schedule Release Amounts Release Quantities Line Groupings Spend Threshald

Line Item Description Amt Only Merchandize Amount Fﬁ:;i?g::

1 [y 7503548435 |STONE, CRUSHED GRADE 26 P E O 33,000.00 O ]

2 7503543485 [STONE, CRUSHED GRADE 286 P El vl 93,000.00 ] ) 84




< (continued)

To Adjust Amount Only Lines continued:

A From the Contract Entryi Details for Line
XX pop-up window:

T Scroll down and expand the
Pricing Information section.

In the Order By Amount section,
update the Merchandise Amount
field to the new price.

I Scroll down to the bottom of the
page and click OK to return to the
Contract Entry i Contract page.

A To save the modifications, you must Save
the draft version and set its Status to
Approved on the Contract Entry 1
Contract page.

#/ Update Amount Only Contract Line Price Adjustments

Details for Line 2|

Line 2

Line Details
Category 7503543
Description

Category ID 02073

Transaction Item Description:

Version

2

Supplier MATTHEWS L-001

Iltem ID 7503548485 STCNE, CRUSHED GRADE 26

X

Status Active

Physical Nature | G000s M|

STOMNE, CRUSHED GRADE 26

I

231 characters remaining
Preferred Language Item Description:

STOMNE, CRUSHED GRADE 26

Expand Al Collapse All
b Item Information

} Release Amounts / Quantities

¥/ Use Contract Base Price

[ Price Can Be Changed on Order

Price Date PO Date

Price Qty | Line Quantity

Qty Type [ Quantity To Date

L use Supp Price UOM Adjustments
L use Supplier Price Shipto Adj

Adjust| Before Contract Adjustments v

I Order By Amount

# Amount Only

| |
I Merchandise Amount 93000.00 I
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Use the Contract Change History page, to view all
changes to a contract. This page details the
contract version, change type, description, date,
reason code, and individual who made the change.

Navigate to the Contract Change History page
using the following two methods:

A Navigate using the following path:

Main Menu > Procurement Contracts >
Add/Update Contracts

A Click on the View Changes hyperlink on the
Contract Entry 1 Contract page.

Note: Also on the Contract Entry i Contract page
is the Current Change Reason hyperlink which
may be used to view the last change reason code
and any related comments.

ﬂ View Contract Change History

Favorites | Main Menu - > Procurement Contracts » > Add/Update Confiracis

Contract Entry
Contract

SetlD STATE Contract Version

ContractID 0000000000000000000045036 Version

"Status| Cpen v | Approval Due Date

Administrator/Buyer CAROLINE HUDGINS |Q  pydgins, Caroline S. (VDOT)

*Contract Style Purchase Crder (&}
Process Option Purchase Order
*supplier MATTHEWS L-001C, gy pplier Search
*Supplier D 0000100992 Q. watinevs Leasing LLC
Primary Contactl | Patrick Matihews

Supplier Contract Ref

Description Stoene

Master Contract D e}
*Begin Date 08/11/2018 Bl
Expire Date 08/10/2017 1]
Renewal Date E]

Control Type
L Tax Exempt Tax Exempt ID
# Auto Default

Lock Chartfields

2 Status Drait
B | Delete Version

Dispatch

*Dispatch Method

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Activity Log

Document Status
Thresholds & MNotifications
Frice Adjustment Template
View Changes

Current Change Reason
Purchase Crder BU Defaults
Contract Reference
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@ View Contract Change History (continued)
/

From the Contract Change History page, it is
possible to search to locate a specific change
using the fields in the Search and Filter Criteria
section or view all results by leaving all fields
blank and clicking the Search button.

Main Menu > Procurement Contracts >
Add/Update Contracts > Contract Change
History

Change Type:

A Change indicates a changed field and its
value.

A Original indicates the original field and its
value. The Original value applies only to the
original contract with a sequence of zero.

On the Contract Change History page, only the
Contract Header and Contract Line tabs are
used.
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