?,-«-CARD'NA"'l Commonwealth Vendor Group Job Aid

Online Submission of Vendor Maintenance Request Form (AP-SW-502)

Overview

Vendor additions and updates are made in Cardinal by submitting a properly completed Vendor
Maintenance Request form (Cardinal AP-SW-502) to the Commonwealth Vendor Group. Select
individuals at each agency may request/approve vendors to be added or updated in the
Cardinal Vendor Table through the Department of Accounts Secure Forms Website. The
system will require two roles for each agency, a requestor and an approver. The requestor will
enter the vendor maintenance information into the form in the system, and route it to an agency
approver who will submit to CVG electronically. The Secure Forms Site provides agencies with
a secure method of transmitting and reviewing vendor maintenance requests with CVG.

For instructions regarding completing the vendor request form, please see Instructions for
Completing the Vendor Maintenance Request Form, located in the Statewide Toolbox on the
Cardinal Project Site and on the DOA website on the Commonwealth Vendor Group link.

The Commonwealth Vendor Group will provide login credentials to all current preparers and
approvers as a system rollout. For future requests, CVG will provide each agency with
additional login credentials when a completed Agency Signature Authorization for Vendor
Maintenance form has been submitted by the agency.
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Form Preparation:

Navigate to the Virginia Department of Accounts Secure Forms Website

(https://forms.doa.virginia.gov/Main Menu.cfm).

Forqot Password

LogOn

WO A DOA Secure Forms _
Virginia Department of Accounts .

D0A Forms > Main Menu > Login C s | LRy © entirc site ®carp Only ® capr - Cardinal

]
| Only

Welcome to DOA Secure Forms!!!

Pleass enter your User ID and Password:

I Userll: | I

| Password

Successfully Logged OFf

The security of your personal information is important to us!

Diigent efforts are made to engure the security of Commonw ealth of Virgnia systems. Before you wse this Web site to conduct business w th the Commonw eath, please ensura your personal computer is not infectad with malcious code hat collects your personal information. This code is
retormed toas a keyieager. The way to profect agamst fs & to mantan current Anb Vius and securdy palches

For more information om protecting your personal informedon onine, refer to the Cfizens Guids b Online Frotection. Online Protectlon Gloss ary

Enter your User ID (provided by CVG).
Enter your Password.

Select the Log On button.
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\’ril'gillki d4.80V  Agendies | Governor

ﬁ) O A DOA Secure Forms
Virginia Department of Accounts

DOA Forms > Main Menu

:
oo opiors | Main Menu

Personal

CVG@DOA VIRGINIA Goy FO™S

My Foms

Commonwealth of Virginia Substitute W8 _[PD
Cardinal Vendor Maintenance Request ||

4 The Main Menu page displays. Select the Start new form button.

Cardinal Vendor Maintenance Request - Add New Form

Submit Form | | Cancel New Form

|?_,_CARDINAL' | Vendor Maintenance Request

* Denates a required field

* Requested By:  TEST USER * Approval Signature:
* Business Unit: 15100 * Phone:
* Email: Ashlyn.Jinnette@doa.virginia.gov * Approval Date:

Email 2: addifional email address to receive rotifications about this form

]*Ac‘lion Requested |
® AddNew Vendor (O Update Existing Vendor () Reactivate Existing Vendor [ Expedite

lidentifying Information |
Vendor 1D: *Required when updating an existing vendor. Comorate Vendor: O Yes O No

*Vendor Name 1:

Vendor Name 2.
Vendor Short Name: | Corporate Vendor ID:

or Parent Company if applicable
Vendor Status - INACTIVE:  [[] *Required when updsting an existing vendor to inactve.

* Persistance (O One Time O Regular * \W-9 Required O Yes O No

* 1D Type: ™| * 1D Number. I:I * W9 Attached O Yes O No
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Online Submission of Vendor Maintenance Request Form (AP-SW-502)
5 The Vendor Maintenance Request Form page displays. The following fields automatically populate
based on your login information:
a. Requested By
b. Business Unit
c. Email

6 Complete the form based upon desired action: Add New Vendor, Update Existing Vendor, or
Reactivate Existing Vendor (See Instructions for the Vendor Maintenance Request Form).

Note: All required fields are denoted with an asterisk (¥). Reactivating an existing vendor does not
require address information to be completed.

7 Once all pertinent information has been entered, select the Submit Form button.

8 The form updates its status to “Ready to submit for approval.”

Cardinal Vendor Maintenance Request

Edit Form ” Submit for Approval Attachments View FOF

Status: Ready to submit for approval

e NS —

4 CARDINAL Vendor Maintenance Request

* Denotes a required field

* Requested By: TEST USER * Approval Signature:
* Business Unit: 15100 * Phone:
* Email: Ashlyn.Jinnette@doa.virginia.gov * Approval Date:
Email 2: additional email address to receive notifications about this form

Action Requested |
® Add New Vendor Update Existing Vendor Reactivate Existing V endor Expedite

Identifying Inform ation |

Vendor ID: *Required when updating an existing vendor. Corporate Vendor: Yes No
* Vendor Name 1: Commonwealth VVendor Group

Vendor Name 2:

Vendor Short Name: Corporate Vendor ID:

or Parent Company if apolicable

Vendor Status - INACTIVE: ‘Required when updating an existing vendor to inactive.

9 You can now review all the information on the page.

10 If an attachment is required, navigate to the attachments page and upload any relevant
documentation. Such as a properly completed Commonwealth of Virginia Substitute W-9.

Select Return to Form when complete.

11 Once the form is complete, select Submit for Approval.
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DOA Secure Forms

Contact Us | [

Cardinal Vendor Maintenance Request - Submit for Approval

Accept | Cancal Serveris DOA-CF2. Emails will be sentto cvg@doa.virginia.gov
This r & will not appearin production

Vendor Maint Req - James Monroe

The following users are authorized to approve this form. Please check all users who should receive an email request for approval.
** At least one user must be selected.

(7| VDOT APFROVER
[ VOOT APPROVER 2

12 Each agency has the opportunity to submit vendor requests to any number of authorized approvers.
Select the approver(s) that the vendor form should be submitted to, by clicking in the box.

Note: Each request must be submitted to a single user email address. CVG is unable to create
group emails as user ids per security standards.

13 Select Accept to submit the vendor request form to an authorized agency approver.
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Agency Approval Process:

DOA Vendor Maintenance Request Form - Approval Needed

cvg@doa.virginia.gov
Mon 7/13/2015 11:54 AM
CVG (DOA)

A new Cardinal Vendor Maintenance Request Form has been submitted by VDOT USER and is
awaiting agency approval.

Agency: 510
foon . Vendor Maint Req - James Monroe

II-'orm ID: 3019

DOA Secure Forms: https:/forms.doa.virginia.gov/Main Menu.cfm

This email was sent to the following email address(es):
carilton.mckinnon@doa.virginia.gov

Ifyou have received this email in error, please disregard.

1 Once a VMREF is submitted for approval, the agency’s designated approver(s) receive an email

stating that a request form is awaiting approval.

2 Make a note of the Form ID listed in the message.

3 Navigate to the Virginia Department of Accounts Secure Forms website to approve the request

(https://forms.doa.virginia.gov/Main Menu.cfm).
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%OA DOA Secure Forms
Virginia Department of Accounts

— i
D0A Forms > Main Menu > Login Contact Us | [ELELvelY Oentire site ®capp Only ® capp - Cardinal Only m

Welcome to DOA Secure Forms!!!

Pleass enter your User ID and Password:

UseriD:

Password
casc-sensive):

Successfully Logged OFf

The security of your personal information is important to us!

Diigent efforts are made to engure the security of Commonw ealth of Virgnia systems. Before you wse this Web site to conduct business w th the Commonw eath, please ensura your personal computer is not infectad with makcious code hat collects your personal information. This code is
reterred bo-as a keyloager. The way o protect aganst fis & to mantan current Anb Vius and secunty patches

For more information om protecting your personal informedon onine, refer to the Cfizens Guids b Online Frotection. Online Protectlon Gloss ary

4 Login using your credentials (User Name and Password).

5 Select the Log On button.

Agencies | Governor

e

ﬁ)o A DOA Secure Forms
Virginia Department of Accounts

DOA Forms > Main Menu

: Main Menu

CVG@DCA.VIRGINIA.GOV

Forms

My Forms

Gommonwealth of Virginia Substitute W-3 [PDI
Cardinal Vendor Maintenance Request

6 Select My Forms.
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Department of Accounts Secure Forms
Last Update Range: Agency: Form ID: Descripgon: Requested By: Fom: Status: )
A v Foom Subrmied by Agency v View
(— —
w0
Records 1- 20 of 49 e Last
Last Update Agency  Form D Description Requested By Stahs Atachments
View /Tt 10262016 prrd 201 Vindur Manl Reg - Form Submied by Agency
— - - : -

View/ Tt 10262016 m (s Vendor Maint Req - Foem Submized by Agency

View /Tt 10262016 m 2996 Vindur Manl Reg - Form Submied by Agency

View /Tt 10262016 m 13562 Vindur Manl Reg - Form Submied by Agency

| View /Rl 12062016 m 24436 Vendor Maint Req - Form Submized by Agency

[ View Tt M7 m 25366 Vindur Manl Reg - Form Submied by Agency

View Lt AT W Vewdor Mk Ry - Form Subarited by Agency

I View /Tt I M7 m 25392 Vindur Manl Reg - Form Subsmited by Agency

7 Search by entering the form ID in the Form ID field at the top of the page.

8 Select the View/Edit button on the once the form has been located.

Cardinal Vendor Maintenance Request

EdltForm” Approve Form H DenyForm| | Attachments || View FOF || Status Change Log ‘

Status: Awaiting Agency Approval

?_,_CARDINAI." Vendor Maintenance Request

Denotes a required field

Requested By: Test User * Approval Signature:

Business Unit: 15100 * Phone:

Email: cvg@doa.virginia.gov * Approval Date:

Email 2: additional email address to receive notifications about this form

Action Requested [
® Add New Vendor Update Existing Vendor Reactivate Existing Vendor Expedite

dentifying Information [

Vendor ID: ‘Required when updating an existing vendor. Comorate Vendor Yes No
Vendor Name 1: Test Vendor

Vendor Name 2:

Vendor Short Name: Corporate Vendor ID:

or Parent Company if applicable

9 Review the vendor form.
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10 Select the Deny Form button if the form contains missing information or if corrections are required.
This will send the form back to the Preparer with comments via email. The Preparer can then update
and resubmit the form.

11 Select the Edit Form button if the requestor is not able to make the necessary updates to the
request. In this scenario, the current approver becomes the new requestor, and will not be able to
approve the request.

| Approve Form ]l Deny Form Attachments || View PDF “ Status Change Log

Status: Awaiting Agency Approval

ZCARDINAL‘

* Denotes a required field

Vendor Maintenance Request

VDOT USER
51000

* Approval Signature:
* Phone:

* Requested By:

* Business Unit:

* Vendor Name 1:

Andrew Bordwin

* Email: Ashlyn_Jinnette@doa.virginia.gov * Approval Date:
Email 2: additional email address to receive notifications about this form

[* Action Requested |
® Add New Vendor Update Existing Vendor Expedite

identifying Information |
Vendor ID: 104788 *Required when updating an existing vendor. Corporate Vendor: Yes Mo

Vendor Name 2:
| Vendor Short Name: ANDREW BOR-001

12 Select the Approve Form button if the form has been completed accurately.

Corporate Vendor 1D

13 The VMREF is then populated with an e-signature for the authorized approver. The form will then
route to CVG.
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CVG Review:

1 Once the form is submitted, CVG will receive an email regarding the new request and process it
accordingly.

2 After the request has been received and reviewed, the CVG will continuously update the status on the
vendor form. This will give each agency real time updates on the current status of a particular
request. See specific status options on page 11.

3 Once the vendor has been added in Cardinal and approved by the CVG staff, the agency’s Preparer
and Approver will receive an email update regarding the vendor request. See example below.

DOA Vendor Maintenance Request Form - Status Update

cvg@doa.virginia.gov
Mon 7/13/2015 12:47 PM
CVG (DOA)

The status of the following form has been updated to "Approved” by the Department of Accounts.

Vendor Maint Req - James Monroe
Vendor has been approved and is available for use. #0000012345

You do not need to take any action at this time.

DOA Secure Forms: https://forms.doa.virginia.gov/Main Menu.cfm

This email was sent to the following email addressfes):
Carlton. McKinnonidoa.virginia.gov .

If vou have received this email in error, please disregard.
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Status Updates for the Vendor Form:

1 Throughout the vendor review process, the CVG will continuously provide updates on the status of
the agency vendor maintenance request form. Seen below, is a sample email relating to a status
update, and all of the updates statuses that are available.

DOA Vendor Maintenance Request Form - Status Update

cvg@doa.virginia.gov
Mon 7/13/2015 12:41 PM
CVG (DOA)

The status of the following form has been updated to "Incomplete with errors” by the Department of
Accounts.

Vendor Maint Req - James Monroe
Vendor Form Not Signed John Doe CVG Analyst

Please review the form and make any requested changes.

DOA Secure Forms: https:/forms.doa virginia. gov/Main Menu.cfm

This email was sent to the following email addressies):
cariton.mckinnon(@doa.virginia.gov .

Ifyou have received this email in error, please disregard,

Status Details: |

Description . Agency will have to resubmit | Status on "My Forms"
Incomplete with errors Yes Awaiting Agency Action
In review No Awaiting DOA Action
DOA Awaiting Further Information Yes Awaiting Agency Action
Awaiting Agency Approval Yes Awaiting Agency Action
Form Submitied by Agency No Awaiting DOA Action
Complete/Waiting Approval No Awaiting DOA Action
Ready to submit for approval Yes Awaiting Agency Action
Denied - Awaiting Further Information Yes Awaiting Agency Action
Approved No Complete
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2 Each agency will also have the opportunity to review a log of all status changes that have been made
for a particular form. This can be done by selecting Status Change Log, while reviewing the vendor
form. See examples below.

Cardinal Vendor Maintenance Request

| Attachments H View FDF II Status Change Log |I

Status: Form Submitted by Agency

‘Form status updated

Vendor Maintenance Request

* Denotes a required field

* Requested By: Test User

= Approval Signature:  Austin Oakes

* Business Unit: 15100

* Phone:

* Email: cvg@doa.virginia.gov * Approval Date: 2/8/2017 11:29:29 AM

Email 2:

additional email address o receive ndiifications about this form

’* Action Requested

* Add New Vendor Update Existing Vendor Reactivate Existing Vendor Expedite

Identifying Information

I R I L]
(04/06/2015 10:53:16 AW .Form submitied for agency approval by VDOT USER; Approval Request Emails were sentto ashiyn jinnetie@doa virginia.gov AGYS10
04/06/2015 12.48:16 PN Vendor Maintenance Form approved and submitted by VDOT APPROVER AGYS10A
04/10r2015 11:09:00 AW .Status updated by DOAf In Review” AGYDOA
0411072015 11:40:09 AM .Stah.ls updated by DOA L "Awaiting Futher Information” - Please atach W9 AGYDOA
0411072015 1204:03 PN Form submitted for agency approval by VDOT USER; Approval Request Emails were sent to ashiyn jinnettz@doa virginia gov AGY510
041012015 124816 P .Vendnl Maintenance Form approved and submitted by VDOT APPROVER AGYS10A
0411172015 1257:30 PN Status updated by DOA o “Approved” ACT12345
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My Forms Page

1 The My Forms page allows agency users to access vendor maintenance request forms, review
request forms, and filter/search upon different criteria relating to each request for their agency.

Department of Accounts Secure Forms

Agency: w Description: Form: m

1 [ | | ‘
to
First 100 records:
Last Update Agency  FormID Description Status Attachments

Approve/Deny 10212015 Mmon Vendor Maint Reg - Awaiting Agency Approval -
Apprave/Deny 10212015 500012 Vendor Maint Req- Awaiting Agency Appraval -
ApprovelDeny 10212015 50036 Vendor Maint Req - Awaiting Agency Approval -
Anprove/Deny 102112015 500 42 Vendor Maint Req - Awaiting Agency Approval -
Apprave/Deny 102172015 50 52 Vendor MaintReq- - R Awaiting Agency Appraval -
Approve/Deny 0212015 50 56 Vendor Maint Reg - Awaiting Agency Approval -
Apprave/Deny 1012112015 50 62 Vendor Maint Req- Awaiting Agency Appraval -
Approve/Deny 022015 Mmooz Vendor Maint Reg - Awaiting Agency Approval -
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