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Professional Services Purchase Orders Overview

According to the Agency Procurement and Surplus Property Manual, published by the Department of
General Services, “Professional Services as defined in § 2.2-4301 of the Virginia Public Procurement
Act (VPPA) means work performed by an independent contractor within the scope of the practice of
accounting, actuarial services, architecture, land surveying, landscape architecture, law, dentistry,
medicine, optometry, pharmacy, professional engineering, and the services of an economist procured by
the State Corporation Commission.”

Cardinal tracks professional services expenditures against contracts using a purchase order (PO), and
subsequent task orders (i.e., change order), as a means to manage contract activities. This process
allows for easy reference and reporting.

POs, as well as subsequent task orders, are sent electronically through Virginia’s online electronic
procurement system (eVA) to the supplier to confirm orders. The following is a typical scenario used to
create a Professional Services PO and add a task order related to a contract.

For more detailed instructions on creating and managing POs, refer to the job aid titled PR344 Creating
Purchase Orders (VDOT Only) located on the Cardinal website in Job Aids under Learning.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.

Table of Contents

Y] o] T 11 (o] Y EPTRR 2
Creating a Professional Services Purchase Order from a Contract...........ccccccoiiiiiiiiiiiiiiiiiiccieeeee e 3
Updating a Professional Services Purchase Order — Task Orders ........ccoooeeviiiiiiiiiieie e, 15
Find the Related PUrchase Order............ccuuiiiiiiiiiiii e 15
Create the TasK OFGEr ........ . ettt e e e e e e et b e e e e e e e e e e s e nnnbseneeeeeeaeeaannns 19

Rev 9/1/2026 Page 1 of 35




/’)Cardinal Procurement Job Aid
V4 PR344 Professional Services Purchase Orders (VDOT Only)

Revision History

Revision Date Summary of Changes

9/1/2026 Updated to reflect the Cardinal system upgrades.

9/20/2023 Baseline.
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Creating a Professional Services Purchase Order from a Contract

The PO is the principal tracking document and represents all activity related to the contract. In order to
limit eVA fees, for each Professional Services contract, only one PO is created. Line 1 of the PO
should be equal to the value of the contract. Each subsequent line added to the PO is deemed a task
order (i.e., change order) executed against the contract. As each task order is added to the PO, Line 1
of the PO is decremented for the same amount as the task order. As a result, the sum of the
Professional Services PO lines is always equal to the contract. In the example below, a Professional
Services PO and subsequent task order are created against an existing contract.

Step | Action

1. Navigate to the Add/Update POs page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

)
=t

oo

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

2. Use the following navigation in the WorkCenter: Links > Purchase Order > Add/Update POs
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Purchase Crder

o
> My Work Purchase Order
> My Approvals
L Links Add a New Value QFind an Existing Value
Contract Alerts -

Contract Thresholds.

*Business Unit:

Requisitions -
Sourcing

Procurement Contracts

Purchase Order

Add/Update POs I D

Review Purchase Orders

Document Status Purchase Order

Users can also access the Purchase Order page using the following navigation path:
NavBar > Menu > Purchasing > Purchase Orders > Add/Update POs
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The Purchase Order Add a New Value page displays.

Purchase Order

Add a New Value Q,Find an Existing Value

*Business Unit: ‘50100 Q|

*POID: ‘NEXT

o The Business Unit field should default based on the user’s Agency.

The PO ID field is automatically set to “NEXT” and should not be changed. Cardinal assigns a
PO ID Number when the user saves the Purchase Order.

*Business Unit: |50100 Q|

“PO ID: |NEXT |

Add

3. Click the Add button.

Add
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The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status  Initial
POID NEXT
Copy From O Hold From Further Processing
v Header ®

*pO Date |08/11/2026 Supplier Search
spter [ Q) supplerDetas

’—|Q Receipt Status  Not Recvd
*8 lier ID

“Buyer |V-PRTESTUSER 1 Q |y PR TESTUSER 1 v
*Dispatch Method Dispatch
PO Reference |

Web IMS?: eVAPOType RO Q| ping Binvendor

Header Details ﬁ;i‘j"gﬁ Summary VA Order Method  PRNT
PO Defaulls dd ShigTo Comment eVAInterfaced  NsEY
PO Activities B 1o Lomments
~Actions eVA Dttm
eVA Procure Type | "‘

eVA Confirming Order: O
Amount Summary &

Merchandise 0.00

Freight/Tax/Misc.
Total Amount 0.00 Y50

4, Enter the supplier using the Supplier or Supplier ID fields for the Contract.

*Supplier |":"‘ECUM'E"RK 1-001 Q | Supplier Details
eeyoo 0| 0000030847 Q||  ACCUMARK Inc
Supplier ID il iiiieteadet

5. Click the Copy From dropdown button and select “Contract”.

Copy From | Contract l vl‘
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The Maintain Purchase Order Copy Purchase Order from Contract page displays.

Copy Purchase Order from Contract X

Help
Contract Selection Criteria

ier |ACCUMARK 1001

Contract SetlD  STATE Supplier
Contract D | Q Supplier ID (0000030847 Q
D Allow Open Item Contract Only Master Contract \:\

Select Contract

@ 1-1of1 v | ViewAll

Contracts More Details I3

‘ Select SetlD Contract Description Supplier ID Begin Date Expire Date

N | | | |

6. Enter the applicable Contract ID in the Contract ID field.

Contract ID |0000000000000000000053313 Q,

7. Click the Search button.

Search

8. In the Select Contract section, Contracts tab, click the Select checkbox option.

Select Contract

@ 1-1of1 v | View Al

Contracts More Details '3
‘ Select SetlD Contract Description Supplier ID Begin Date Expire Date
‘ | I ‘ STATE ‘ 0000000000000000000053313 ‘ ‘ 0000030847 ‘ 08/11/2026 ‘

9. Click the OK button.

“‘ Cancel H Refresh ‘
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The Maintain Purchase Order Purchase Order page displays with the contract details and contract line
data populated.

Maintain Purchase Order
Purchase Order

Business Unit 60100 FO Status  Open &
POID  NEXT
Copy From 0 Hold From Further Processing
v Header @

*Supplier |ACCUMARK 1001 Supprer Detsls

Receipt Status Mot Recwd
. 0000030247 ACCUMARK Ing
*Supplier ID fmm e
V_PR_TESTUSER_1 Q \_PR_TESTUSER_1 v

*Dispatch Method Dispatch
Ro1
VA PO Type Routine Bl Vendar

*PO Date |0DB/1/2028 Supplier Saarch
Q
Q

*Buyer

PO Reference

Web IMS?:
Hesder Detals Actvy Summary VA Order Method  URL
£ Dtauits Add Comments
Fo i Add ShigTo Comments eVAlnterfaced  ysEy
s Actions VA Ditm
&VA Confirming Order: [
Amount Summary
el
Freight TaxiMisc. N
Total Amount ago YR
Add Items From &
Catalog Hem Search
Purchasing Kit
Lines @
[a] EIRS View Al
Details Ship To/Due Date Statuses Item Information Altributes BFQ Contrast Reoziving >
" . - Merchandise
Line ttem Description POGly | *UOM Category Price e | status

1 =] |\9@291mm0 C\l |UTILITYLDCATOFI /,Fi'j [ 0.0001 || |HUR Q| |eaze1m1 0.01000 0.00 | Cpen (= sl B

\iewr Approvals Ciose Short All Lines *Go to | . More .. V|

10. Click the Attributes tab in the Lines section.

nes ©_
=[q]

Details Ship To/Due Date Statuses Item Information RFQ Contract Receiving >

The Attributes tab displays.

Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving >
Line tem Description Physical Nature *Price Qty “Price Date A'S:]';rm
1 B |[9629101000 al| |[ururyiocaror P Goods  v| |[Lrecwx| |[PO - ] +||[=

11. | Check the Amount Only checkbox.

Amount

Price Date Only

PO v ‘+‘ ‘—‘
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A notification displays in a pop-up window.

The PO Qty will be 1 for an amount only line, the system will recalculate the merchandise amount (10200,273)

The PO Quantity will be 1 for an amount only line, the system will recalculate the merchandise amount, Continue?

‘ Yes ‘ ‘ No ‘ ‘ Cancel ‘
12. | Click the Yes button.
Yes ‘ No ‘ ‘ Cancel ‘
The Lines section displays again.
Lines ®
|E E| 110f1 v | ViewAll
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving 1>
Line Item Description Physical Nature *Price Qty “Price Date A'gﬁ;;rm
‘1 ‘ B “9529101000 Q| ‘|UT\LITYLOCATOR Ve ‘\ Goods  v| [ Line Qua “ PO ~| ‘ ‘ ‘T‘ ‘ ‘T|

13. Click the Details tab.

Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving >

The Details tab displays.

Details  ShipToDueDale  Sfatuses  lleminformation  Afribules  RFQ  Coniracd  Receiving I

. . . . Merchandise

Line Item Description POQty |*UOM Category Price o ouny | Status

1 | B ||9515101oon 0.‘ ||u'[||_|T\'|_oc,A'[0R B | Y ‘ 1| HUR Q ‘9529101 ‘ 65.00000 ‘ Open ‘ Q ‘ ] | ‘ E

o The PO Qty value is “1” and cannot be changed.

PO Gty
(i)

14. | Update the Price field to match the total Contract value.

(i)
o
[
4]
—
=
—
sommmmoad
[y
[
=]
=
=
]
[a=]
S—
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15. Click the Schedule icon.

The Maintain Purchase Order Schedules page displays.

Maintain Purchase Order
Schedules

Unit 50100
FOID  NEXT

Supplier  ACCUMARK 1-001

PODate 081172028

PO Status  Open

Retun to Main Page

Tmvoe lafi 1of1 v 1 Viewan
Line 1 em 820101000 UTILITY LOCATOR SERVICE (UNDER PO Gty 1 HUR  Merchandise Amt 5,000,000.00 USD
Schedules
EI 1-1of1 v View All
Details Statuses Shipment Matching Recehing FEreight BV b
Sched Sehedule | *Due Date *5hip To S ‘ PO Gty ‘ Price ‘ Merchandise | siatus ‘ ol L) | el Distributions/ChartFields ‘
1 | B “nsthnzs | |‘HHETADM a] ‘ = | || | |miue ‘ ‘ ] | & ‘ ) ‘E‘
Add ShipTo Comments
=
0 Values default in as shown. Change as necessary.
Details Statuses Shipment Matching Receiving Freight RTV >
Schedule . e Ship To . : Merchandise
Sched Details Due Date Ship To Address PO Qty Price Amount
‘1 ‘ B |08111/2026 =] |HRET ADM Q| ‘ = ‘ 1 ‘ | 5,000,000,00” | 5.000,000.00

16. Click the Distributions/ChartFields icon.

Distributions/ChartFields
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The Distributions for Schedule 1 page displays in a pop-up window.

Distributions for Schedule 1

X
Help
Unit 50100 Supplier ACCUMARK 1-001
POID NEXT ltem  ©629101000 UTILITY LOCATOR SERVICE (UNDER
Line 1
Schedule 1 Status  Active
“Distribute By Schedule Qty 4
Merchandise Amount 5,000,000.00 USD
SpeedChart [j Multi-SpeedCharts Doc. Base Amount 500000000 USD
Distribution
@ 1-10f1 v | view Al
Chartfields Details/Tax Asset Information Req Detail Statuses >
Dist Status Percent Mem:?";':‘i.s"i Currency *GL Unit Entry Event *Account Fund Program Department
1 Open [ 100]| [ 5000000.00/| usD 50100 al |l Q| |[s0t2550 a | |[o4100 Q| |[sesont Q| |[10002
L »

)

17.

Enter a valid accounting distribution (i.e., chart of accounts values). In this case, the user might
enter administrative chart of accounts values since this is not project specific at this time. When
the task orders are subsequently created, the user will enter the specific project chart of

accounts values.
Distribution
@ 1101 v | ViewAl
Chartfields  DetallsfTax ~ Assetlnformation  ReqDetail  Statuses [
Dist Status Percent Merchandise | currency “GL Unit Entry Event *Account Fund Program Department
1 Open usb 50100 al | Q| [so12s50 a| |[o4100 Q] |[sagoor Q| |[10003
L] »
18. | Click the OK button.
- -
The Maintain Purchase Order Schedules page displays.
Maintain Purchase Order
Schedules
Unit 50100 Supplier  ACCUMARK 1001 PO Status Open
POID NEXT PODate  0B/11/2025
Return to Main Page
Lines lafi Tof1 v 1 Viewal
line 1 Hem 0020101000 UTILITY LOCATOR SERVICE (UNDER PO Qty 1 HUR  Merchandise Amt 5,000,000.00 USD
Schedules
[B][2] 1ot v Viewal
Details Statuses ‘Shipment Maztching Receiving [Freight BTV 3
Sched Sghedsle | Due Dat $hip To oo To) PO Qly Price Merchandise | status o e || iR Distributions/ChartFields
. b e B [eer & | = : - . - “ = B

S
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19. | Click the Return to Main Page link.

Return to Main Page

The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status  Open 1
POID NEXT
Copy From OJ Hold From Further Processing
v Header (@
“PO Date |08H1/2026 Supplier Search
*Supplier |ACCUMARK 1-001 Q. Supplier Details
Receipt Status  Not Recvd
. . 0000030847 Q ACCUMARK Inc
Supplier ID Seeemmnonsnoed

V_PR_TESTUSER 1 Q V_PR_TESTUSER 1 v
*Dispatch Method Dispatch

eVAPOType (ROT  QJ poine Bill vendor

*Buyer

PO Reference

Web IM57:
. Activity Summary eVA Order Method URL
gga[d)gai;gaﬂs Add Comments VA Interfaced
H e nterface
PO Activities Add ShipTe Comments NSEV
“Actions eVA Dttm

eVA Procure Type | "|

eVA Confirming Order: O
Amount Summary @

FreightTax/Misc.
Total Amount 5000000 00 Y50

20. | Click the Supplier Details link.

*Supplier |ﬁCCUMP~RK 001 Q | Supplier Details

. , | 0000030847 Q | ACCUMARK Inc
Supplier 1D
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The Maintain Purchase Order Supplier Details page displays in a pop-up window.

PO Supplier Information *
Help
Maintain Purchase Order
Supplier Details -- ACCUMARK Inc
Business Unit 50100 POID NEXT Supplier ACCUMARK I-001

*Location |MAIN Q Supplier Information
30 Q,
= Torms 0 Qf o
Address l Show Address Details l

Basis Date Type | Prompt Payment v
l Show Contact Details l
Salosperson | %]
l Show Salesperson Details l
Supplier Details Message
Country USA  United States Prefix
Address 1 9500 King Air Court Fax 555/555-56555
Address 2 Prefix
eVAVLIN vA10059483 Phone 555/555-5555
eVA Address ID EVAADAABAR
City  ashland
County (39885111 Postal 23005
State ya Virginia

“ l Cancel ” Refrash

21. | The Address field defaults. Using the Address Look up icon, change the Address, if
applicable.

*Address | 4 Q,

22. | Click the Terms Look up icon and select “00 Due Immediately”.
Terms |m:I l&l

23. | Click the Basis Date Type dropdown button and select “Inv Date”.

Due Immediately

Basis Date Type | Inv Date w
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24. Click the OK button.

“‘ Cancel H Refresh

The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status  Open =3
POID NEXT
Copy From O Hold Frem Further Processing
~ Header (®
+pO Date |08/11/2026 Supplier Search

*Supplier |ACCUMARKI001 Q| gypofier Details

Receipt Status  Not Recvd
0000030847 Q ACCUMARK Inc
V_PR_TESTUSER_1 Q V_PR_TESTUSER_1 kl

“Dispatch Method Dispatch
PO Reference
Web IMS?: eVaPOType (R0 @ poiing il Vendor

*Supplier ID

“Buyer

Header Details Activity Summary eVA Order Method  URL
PO Defaults Add Comments VA Intorfaced
i e nterface!
PO Activities Add ShipTe Comments NSEV
v Actions eVA Dttm

eVA Procure Type ‘ V|

eVA Confirming Order: O
Amount Summary @

Freight/Tax/Misc.
Total Amount 5,000,000.00 Y50

25. | Click the eVA Procure Type dropdown button and select “Professional Services”.

eVA Procure Type | Professional Services Y

26. | Select the eVA Confirming Order checkbox option as applicable.

eVA Confirming Order:

27. | Click the Receiving tab in the Lines section.

Lines &

B
Details Ship To/Due Data Statuses Item Information Attributes RFQ Contract >
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The Receiving tab displays.

Details Ship Jo/Due Date Statuses Item Information Attributes RFQ Contract Receiving I3

Inspection
Required

1 W a] oo PP o o =

Line Item Description *Receiving Required Inspect 1D Close Short

28. | Click the Receiving Required dropdown button and select “Do Not”.

*Receiving Required

|[ Do Mot V]

29. Click the Add Comments link to add comments and attachments to the Purchase Order as
applicable.

Header Details IMMLI
PO Defaults Add Comments

PO Activities Add ShipTo Comments

30. Click the Save button.

‘ Motify H Refresh ‘

0 Cardinal assigns a PO ID number upon save and the PO Status is set to Open.

Business Unit 50100 PO Status | Open & X

POID IUOO‘]314621 I

31. | Click the Submit for Approval icon (the green checkmark), to send the Purchase Order forward
for approval by the user’s supervisor.

PO Status  Open v X

The PO will continue on through normal PO processing. Once the Purchase Order is
o dispatched, the PO is complete and ready to accept vouchers. For more detailed instructions on
creating and managing POs, please refer the job aid titled PR344 Creating Purchase Orders
(VDOT Only) located on the Cardinal website in Job Aids under Learning.
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Updating a Professional Services Purchase Order — Task Orders

The PO is the principal tracking document and represents all activity related to the contract. In order to
limit eVA fees, for each Professional Services contract, only one PO is created. Line 1 of the PO
should be equal to the value of the contract. Each subsequent line added to the PO is deemed a task
order (i.e., change order) executed against the contract. As each task order is added to the PO, Line 1
of the PO is decremented for the same amount as the task order. As a result, the sum of the
Professional Services PO lines is always equal to the contract. In the example below, a Professional
Services PO and subsequent task order are created against an existing contract.

Find the Related Purchase Order

Step

Action

1.

Navigate to the Add/Update Contracts page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

= \ifp

oo

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation in the WorkCenter: Links > Procurement Contracts >
Add/Update Contracts

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Contract Entry

> My Work
> My Approvals
v Links
Contract Alerts
Contract Thresholds
Requisitions
Sourcing

Procurement Contracts

G &

AddiUpdate Contracts

Contract Document Status

Dispatch Confracts

PO Contract Change History

Contract Entry

Add a New Value

QFind an Existing Value

SetlD [STATE Q “Contract 1D
Style ID *Contract Process Option | Purchase Order -

Add

Users can also access the Contract Entry page using the following navigation path:

NavBar > Menu > Procurement Contracts > Add/Update Contracts

Rev 9/1/2026
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Step

Action

The Contract Entry Add a New Value page displays.

| < Cardinal Financials |

Add a New Value

Q Find an Existing Value

Contract Entry

Style ID | Q,

Add

*Contract Process Option |

The Contract Entry Find an Existing Value Search page may open by default when clicking
Add/Update Contracts, depending on the user’s security permissions.

H ) Find an Existing Value

Click the Find an Existing Value button.

The Contract Entry Find an Existing Value Search page displays.

Contract Entry

| < Cardinal Financials |

Find an Existing Value

Search Criteria

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

(®HAdd a New Value

) Recent Searches | Choose from recent searches v‘ / [] saved Searches | Choose from saved searches v| /
*SetlD | Q| Contract 1D | begins with v | | |
Contract Version | = v‘ | | Version Status |= v| | v|
Contract Style | begins with v‘ | Q| Contract Process Option |= v| | v|
Short Supplier Name | begins with v‘ | Q| Supplier Name |hegins with v| | Q‘
Master Contract ID | begins with v‘ | Q| Description |hegins with v| | |

~ Show fewer options

[J Case Sensitive

[ Correct History

Rev 9/1/2026
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Step | Action

4. Enter the Contract ID that will be used in the Contract ID field.

Contract ID | begins with v| |ﬂuuunnnnnuuuunmnnuu5| ‘

5. Click the Search button.

[

The Contract Entry Contract page displays.

Gontract Entry
Contract

SetlD  STATE Contract Version

ContractID  0000000000000000000053313 Version ! Status  Cumrent

Status  Approved Approved Date  08/11/2026

Administrator/Buyer

v Header &
Contract Style Purchase Order Dispatch
Process Option  Purchase Order Dispatch Method Print
Supplier ACCUMARK 1-001 Add Comments
Supplier ID 0000030847 ACCUMARK Inc Contract Activities
. Primary Contact Info
Primary Contact Contract Header Agreement
Supplier Contract Ref Contract Releases
Description
Master Contract ID Activity Log

Document Status
Thresholds & Motifications
Expire Date Price Adjustment Template
Purchase Order BU Defaults
Contract Reference

Begin Date 08&/11/2026

Renewal Date

Control Type

Tax Exempt
Tax Exempt ID

Auto Default

Lock Chartfields Corporate Contract

Currency USD

Rate Date  08/11/2026 CRRNT
Must Use Contract Rate Date

Allow Multicurrency PO

Rev 9/1/2026 Page 17 of 35



ICardinal Procurement Job Aid
PR344 Professional Services Purchase Orders (VDOT Only)

Step | Action

6. Click the Contract Document Status link in the WorkCenter navigation bar.
Procurement Contracts -
Add/Update Contracts

| Contract Document Status I

PO Contract Change History
PO Contract Event Inquiry

Review Contracts by PO

The Contract DOC Status Inquiry page displays. Related documents, such as requisitions, sourcing
events, POs, and payments, display at the bottom of the page.

SetlD  STATE Contract [0000000000000000000053313)
Document Date  08/11/2026 Status  Approved
Currency  USD Document Type Contract
Buyer Released Amount  5,000,000.00

Short Supplier Name  ACCUMARK 1-001

- =%
] = i oo
Requisitions Sourcing Procurement Purchase Receipts Returns Vouchers Payments
Events Contracts Orders(1)

| 110 10f1

Show All

Associated Document

B||lQ 1-10f1 v | View Al
Documents I
Actions Bulsmess Document Type DoOC 1D Status Document Date | Supplier ID Location Gollo Ducun?ent Status
Unit Inquiry
‘ “vActions ‘ 50100 Cp)‘r';:':m ‘ 0001314621 ‘Approued ‘ 06/11/2026 0000030847 MAIN B

Return to Search
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Step

Action

7.

Document Type DOC ID Status
Purchase
Order 0001314621 || Approved

Note the DOC ID for the Purchase Order associated with the Contract. For a PO document, the
DOC ID is the same as the PO ID number. Use this number to find and update the PO.

@

The user can click the DOC ID link to view that document’s details.

Create the Task Order
Step | Action
1.

Procurement WorkCenter

)
= \tfh

o0

Navigate to the Add/Update POs page by clicking the Procurement WorkCenter tile.

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.
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Step | Action

2.

Use the following navigation in the WorkCenter: Links > Purchase Order > Add/Update POs

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Purchase Order

o
> My Work
> My Approvals
- Links
Contract Alerts
Contract Thresholds.
Requisitions
Sourcing
Procurement Contracts
Purchase Order

Add/Update POs I D

Review Purchase Orders.

Document Status Purchase Order

Purchase Order

Add a New Value

"Business Unit: |sp100 Q

*PO ID:

Q Find an Existing Value

Users can also access the Purchase Order page using the following navigation path:

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

The Purchase Order Add a New Value page displays.

Purchase Order

Add a New Value

“Business Unit: |5010[) Q|

“PO ID: |NEXT |

Q,Find an Existing Value

|l () Find an Existing Value

Click the Find an Existing Value button.
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The Purchase Order Find an Existing Value Search page displays.

Purchase Order

Find an Existing Value

v Search Criteria

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

EAdd a New Value

) Recent Searches | Choose from recent searches

iV

[] Saved Searches

Choose from saved searches v| /

*Business Unit | =

v|[s0100

POID | begins with V|

Purchase Order Date | =

|

PO Status | -

|

Short Supplier Name | begins with

SupplierID | begins with V|

Supplier Name | begins with

vl

Buyer | begins with v|

Buyer Name | begins with |

PO Type | =

|

Purchase Order Reference | begins with

vl

~ Show more options

4. Enter the PO ID (i.e., Purchase Order DOC ID) in the PO ID field.

POID | begins with v||[I"I]U1314621

5. Click the Search button.

]

Clear
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The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Ordar
Purchase Order

Eurinecc Unit  5oion PO dfmbuc  Dispatched A X

FOID 0001314621

Coay Fram Held From Furtnsr Praosssing

~ Header (3
*PO Dets |c2r11z025

Sopplar

arch

Eackorder 3stuc  Mal Backoodared

Creala BackOrdar
*Euppilar | ACCUMARK 100 Sopplar Dalails

"enalpt Bbafue Mot Rocd
£O0003084T ACCUMARK Inc
sgupgiier g |0ooolesT ) SERIRTTAIT

eguyar = - w_PR_TESTUZER 1
PO Refrrenos
Wk IM 37 Routing Bil Vendar

BVA Ordar Methad  URL

sUA Intartaned =gy

2va DHm

VA Procurs Type | Profossond Servces b

VA Confirming Grder:
amount summary (2

Merchandics 5.000,000.00
.00
FrelghtTaxMico.
Totel Amaunt soononnco M50
Add [teme Fram 2! Salect Lings To Dlzplay 2
Catalog sem Snarch Saarch for Lings - | Q| ™ | Q| | p—
Lines (3
= v :
Details Srip TaDue Data Statses am Informatian Altibutes EFO Cantract Recaning b
Ling Hom Doseripticn Poaly [4UoM | Cobsaory Prion Marshanales | atatue
UTILITY LOCATOR SERVICE

. |UMDERGROUKD) UTILITY . - - - - o

1 B |=szmt01000 LCCATOR SERWICE [} 1| HUR 521101 ;u:o.n:l.l:l:ccc| | 5,000,000.00 || Appraves O ] E E
|UMDERGROUND)
| Claza Sram Al Line ‘8ata | .. Mo vl
Lines &
2]
Details Ship To/Due Date Statuses ltem Information Afiributes BFQ Contract Receiving lie=
Line ltem Description POQly |*UOM | Category Price Merchandise | stats
UTILITY LOGATCR SERVICE
= (UWMDERGROUMND) UTILITY 5
1 = 9628101000 LOCATOR SERVICE L 1| HUR 9628101 5,0DD.OO0.0DDDO‘ | 5,000,000.00 [§ Approved
(UNDERGROUMND)

7. Click the Change Order blue triangle icon to initiate the task order (i.e., change order).

PO Status  Dispatched A X
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8. Click the Add multiple new rows (+...) button to the right of Line 1 to add a new line.

] =)

The Explorer User Prompt pop-up window displays.

fintrnx.cardinal.virginia.gov says

Enter number of rows to add:

( )

OK Cancel

9. Enter the number of rows to add.

.

10. Click the OK button.

oK Cancel

The new line displays and is available for insertion of values.

Lines
@ 1-20f2 w | Wiz A
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving b

" ooy - Merchandise

Line ‘ Item Description | FO Gty |'UOM |Cafegury | Price ‘ oo | Status ‘ | | |
UTILITY LOGATOR SERVICE

1 Fy |sazet01000 (UNDERGRCUND) UTILITY LOCATOR iz} 1| HUR 2820101 5,000,000.00000 5,000,000.00 || Approved =] = EI
SERVICE (UNDERGROUND)

" ¥ | | ¥ | " " " ¥ | ¥
RN 3 | e o [ a|C_—5  wew o | m =

11. Click the Contract tab.

Details Ship To/Due Date Statuses Item Information Attributes RFQ Receiving >

Rev 9/1/2026 Page 23 of 35



'‘Cardinal Procurement Job Aid

V4 PR344 Professional Services Purchase Orders (VDOT Only)

The Contract tab displays.

Details  ShipToDueDate  Slaluses  llemInformation ~ Afiibutes ~ RFQ Contract  Receiving I
Line item Description SefiD ContractID Contract Version | Contract Line Category Line
UTILITY LOCATOR SERVICE
1 =1 ‘9629101000 (UNDERGROUND) UTILITY LOCATOR B STATE 0000000000000000000053313 1 1 EI
SERVICE (UNDERGROUND)
N 3 | F 5 e | ] — —

12. | Click the Contract Search icon on the newly-created line.

| F

B

2 B Q|

The Contract Search page displays in a pop-up window.

Contract Search X

Search Criteria

Help

SetlD STATE
Contract ID | Q ‘
Contract Style | Q ‘
jon | 4
Contract Process Option
Administrator/Buyer | Q|

Description | ‘
Master Contract ID | Q ‘
Contract Reference Type |
Corporate Contract |

PO Date  08/11/2026

Supplier SetlD STATE
Supplier ID 0000030847 ACCUMARK Inc

Item SetiD STATE

fempo 2]
Item Deseription |
Category ‘ Q ‘
Manufacturer ID | Y
Manufacturer's ltem ID. | Q|

Supplier Item ID ‘ |

UPNID | Q|

Search l I Clear l

> Contract Details

L T

The Supplier information has prepopulated.

Supplier SetlD STATE

Supplier ID 0000030847

ACCUMARK Inc

13. Click the Search button.

Clear

Search "
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The Contract Details section displays.

“ Contract Details
5| Q]
Item Detail Contract Reference Contract Detail Item Information >
Contract
Select Contract ID Som_ract Reference Category
fersion
Type
O (0000000000000000000053313 1 Line ltem 9629101
[} 0000000000000000000052599 1 Line ltem 9184201

Item ID Item Description

UTILITY LOCATOR
SERVICE
(UNDERGROUNDY)
UTILITY LOCATOR
SERVICE
(UNDERGROUNDY)

9629101000

Statewide Subsurface
Utility Location &
Designation

1-20f2 v | View Al
Use
Contract Base Price | Contract
Base Price
N ®
7500000.00000 | Y B

Contract
Select Contract ID \C{:;ti'::t Reference
Type
0000000000000000000053313 i1 Line ltem

14. | Select the contract/line to use to populate the PO line using the corresponding checkbox.

15. Click the OK button.

‘“l Cancel ‘ ‘ Refresh

The Lines section redisplays. The Description, Contract ID, and Contract Line number from the
selected contract populate the newly added line.

Lines &
[a]
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving 13
Line Item Description SetlD Contract ID Contract Version Contract Line
UTILITY LOGATOR SERVICE
1 B | 9620101000 (UNDERGROUND) UTILITY LOCATOR 5] STATE 0000000000000000000053313 1 1
SERVICE (UNDERGROUND)
2 B |95291D1ann Q | [ty Locator =] STATE 0000000000000000000053313 Q 1
16. | Click the Details tab.
| Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving >
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The Details tab displays.

Details  ShipToDueDale  Staluses  ltemInformation  Aftibutes  RFQ  Coniact  Receiving [
Line item Description PO QY | *UOM Category Price Werchandise | status
UTILITY LOCATOR SERVICE
1 B 9629101000 (UNDERGROUND) UTILITY LOCATOR 58 1| HUR 3629101 5,000,000.00000 5,000,000.00| | Approved o] m E
SERVICE (UNDERGROUND)
2 & |[ss2e101000 a| |[urimyiocaror ® 0.0001|||HUR @ | | 629101 0.01000 0.00 | Pending o = E

17. | On the new Line (e.g., Line 2), update the Description field to identify the line as a task order.

Line Item Description

UTILITY LOCATOR SERVICE
1 ) 9629101000 (UNDERGROUND) UTILITY LOCATOR
SERVICE (UNDERGROUND)

Fy
¥

2 B 9629101000 Q| ||tasKk ORDER #1 yo

18. | On the new Line (e.g., Line 2), insert the value of the task order in the Price field.

Price Mercgﬁ:li‘s;: Status
| 5,000,000.00000| | 5,000,000.00|  Approved
| 100,000| 0.00 Pending

19. | On Line 1, decrement the Price field by the amount of the new line/task order (in this example

Line 2).
. Merchandise
Price Amount
| 4,900,000(| | 4900000
\ 100,000 | 0.00

20. | Confirm that the sum of all the PO lines equal the original PO amount, which is equal to the total
contract value. (Sum PO Lines = Original PO Total = Contract Total)

21. | Click the Attributes tab.
Details Ship To/Due Date Statuses Item Information RFQ Contract Receiving [+
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The Attributes tab displays.

Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving >
Line Item Description Physical Nature *Price Qty “Price Date Amount Cnly
UTILITY LOCATOR SERVICE
1 B, 9629101000 (UNDERGROUND) UTILITY LOGATOR | semvices  v| | Linequar| § PO v| | + - |
SERVICE (UNDERGROUND)
2 B {[os2et0t000 Q| i[taskoRoER# e [ services  ~| [ Linecuar| i PO v| o [+]i[—]

22.

Amount Only
Bl
H|[=

On the new line (e.g., Line 2), select the Amount Only checkbox.

A notification message pops up.

The PO Qty will be 1 for an amount only line, the system will recalculate the merchandise amount (10200273}

The PO Quantity will be 1 for an amaount only line, the system will recalculate the merchandise amount, Continue?

‘ Yes H Mo H Cancel ‘

23.

Click the Yes button.

- o g
‘ Yes ‘ No ‘ ‘ Cancel ‘
24. | Click the Details tab.
Ship To/Due Date Statuses Itemn Information Adtributes RFQ Contract Receiving k>
The Details tab displays.
Details Ship ToiDue Date Staluses Item Information Attributes RFQ Contract Receiving b
Line Item Description PO Gty | *UOM Category Price Merchand'se | status
UTILITY LOCATOR SERVICE
1 =5 9629101000 (UNDERGROUND) UTILITY LOCATOR =Y 1 HUR 9629101 Approved [s] = E
SERVICE (UNDERGROUND)
2 [} 9629101000 Q‘ \TASKORDERM '/f—"_v-‘ [ 1 9529101 Pending o = E’
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25. | On the new line (e.g., Line 2), click the Schedule icon.

Status
Approved [ ES
Pending o ES

The Maintain Purchase Order Schedules page displays.

Maintain Purchase Order
Schedules

unit 50100

POID 0001314621

Return to Main Page

Add ShipTa Comments

Supplier  ACGUMARK 1-001

PODate  Q8/112020

Lines
Line 2 ltem  £320101000 TAZK ORDER #1
Schedules
[e]

Details  Ststuses  Shpment  Maching  Recsiving  Freight  RTV b

Schedule |, s ShipTo

Sched chedu Dus Dt Ship To ShipTo.
1 By [osr1112025 B| |[rmeraom Q =

Bl ]

o o Merchandise.

PO Status  Dispatohed

PO Qty 1 HUR  Merchandise Amt 100,000.00 USD

Amount | SEtUS

1 10000000 10000000 | Active

o =

P——
¢ -
e

26. | Edit the Due Date and Ship To fields specific to this task order as applicable.

*Due

Date *Ship To

08/11/2026 |

| HRBT ADM Q

27. Click the Distribution/ChartFields icon.

Distributions/ChartFields
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The Distributions for Schedule 1 page displays in a pop-up window.

POID 0001314621

Return to Main Page

PO Date 08/11/2026

Distributions for Schedule 1 x
Help
Unit 50100 Supplier  ACCUMARK I-001
POID 0001314621 ltem 9629101000 TASK ORDER #1
Line 2
Schedule 1 Status  Active
*Distribute By Schedule Qty 1
Merchandise Amount 100,000.00 USD
SpeedChart E} Multi-SpeedCharts Doc. Base Amount 100,000.00 USD
Distribution
@ 1-10f1 v | View Al
Chartfields Details/Tax Asset Information Req Detail Statuses >
Dist Status Percent Merc:::':ﬂi.s"et Currency *GL Unit Entry Event “Account Fund Program Department
1 Open [ 100]| | 100,000.00| | USD 50100 al | Q| [sot2550 Q] [[o4100 Q| | (699001 a] [10003
4 »
[
28. | Enter the accounting distribution specific to the task order.
Chartfields Details/Tax Asset Information Req Detail Statuses > ‘l
Dist Status Percent Mem:?:gjf; Currency *GL Unit Entry Event “Account Fund Program Department |
1 [}
1 Open UsD 50100 al | 5012550 Q] |[o100 Q] | [699001 Q] |[1o003 Il
4 |
29. | Click the OK button.
OK ‘ Cancel || Refresh
The Maintain Purchase Order Schedules page displays.
r - T
Maintain Purchase Order
Schedules
Unit 50100 Supplier ACCUMARK 1-001 PO Status  Dispatched

Lines

Line 2 Item 9629101000 TASK ORDER #1 PO Qty 1 HUR Merchandise Amt 100,000.00 USD

Schedules

o]

Details Statuses Shipment Matching Receiving Ereight RTV >
Schedule - Qi Ship To . - Merchandise Price Miscellaneouy]

Sched Details Due Date Ship To Address ‘ PO Gty Price Amount Status ‘ Adjustment Charges
i1 2 {|oan1iz026 Bl  {[nreTa0m a] = 1 10000000} | 10000000} ) &

Add ShipTo Comments

I Return to Search H Notify H Refresh l
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30. | Click the Return to Main Page link.

| Return to Main F"agel

The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Order
Purchase Order

Eucinscc Unit G000

FOID  poo13idEzt

~ Haadar ()
PO Daie |0B/1/2026

*Supglier |ACCU

*Buppiler ID L o

W_PR_TESTUSER_1 @
*Buyer — -

V_FR_TESTUSER_1

PO Hatus  Dipaiches =

Hadd Fram Furihar Brosstcing

Ennkorder Btafus  NotBackardered e BackOrer

Receipt 3mbuc  Bat Roovd

Pricridy | Medium w

FO Rafarsnce |

*Diepateh Methea | Print bl Dispatch

Wab IMET:

EVA PO Ty Rauting Bl Vendor

@A Order Method  URL
aVA Inierfaced  ysEy
oA Dftm

#VA Pragurs Typs | Eratessianal Sarvices L4

‘#VA Confirming Order:
amount summary 5

Marchandics

5,000,000.00
0.0
FraighiTaxiMiss.

Tatal ameunt sacoconm Y50
Add thsma From 3 select Lines To Display i3
Cataing ltam Search Saareh for Lines
Lina | = | To | o | | Relrove
Linas (3
Datslic Ship ToDue Dake Eiluses Fem Infarmation Airibules EFO Eoniract Rocowing B
Marohandi

Ling Itsm Decorition FOaby |“cK Gatogary Frios ot
UTILITY LOCATOR SERVICE

1 .} 9629101000 (UNDERGROUND| UTILITY LOCATOR ‘:\. 1|HUR SEZI101
SERVICE (UNDERGROUND)

2 -] |ai:n|n|ccc Q|

[7a5K omoER 21 4[3 L=

1||HuR @ | | ss2mo1 100, 0000000 100.000.00

Wiaw Approvals
Bl [ ][]

Clasa SmartAl Linss “acte | .. Mae_. vl

Efatus

Approved

(4|
[

Fending Q

UpcataDplay

Price Mercmodli‘s; Status
| 4,900,000.00000| | | 4,00,000.00|| Approved O £ ‘ +. ‘ ‘ — ‘
| 100,000.00000/| | 100,000.00| Pending O = ‘ +. ‘ ‘ — ‘

31. | Click the Comments icon to add comments and attachments as applicable to the newly added
task order line on the PO.
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32. Click the Save button.

||‘ Return to Search || Maotify H Refresh |

The Reason Code Page displays in a pop-up window.

Reason Code Page X
Help
Enter a reason code and comment for making changes that are being tracked.
Unit 50100 POID 0001314621
Reason Code Q
Comment EE

JUse Same Reason Code

l Cancel H Refresh

33. Enter values in the Reason Code and Comment fields.

Reason Code || OTHER Q

Comment | Added a task to the PO 8/11/2026 e

34. Click the OK button.

OK Cancel ‘ | Refresh
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The Maintain Purchase Order Purchase Order page displays.

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status  Pend Appr x
POID 00013145621
Change Order 1 Current Change Reason
Copy From ‘—v| OJHold From Further Processing
v Header (®
PO Date |uam1f2026 ‘ Supplier Search

*Supplier |ACCUMARK 1-001 Supplier Details

Receipt Stat Not Recvd
. ) 0000030847 ACCUMARK Inc eceipt Status  Not Recv!
Supplier D [0 ) AR
“Buyer |V.PRTESTUSER 1 Q | v pR TESTUSER 1 Priority | Medium "
“Dispatch Method ‘ Print "| Dispatch
PO Reference | .
Web IMS?: VAP0 Type RO Q| oo biivendor
Header Details Activity Summary eVA Order Method URL
PO Defaults Add Comments
- Add ShipTo Comments eVAInterfaced NSEV
PO Adlvilies Document Status
Requisitions eVA Dttm
v Actions
eVA Procure Type ‘ Professional Services A

eVA Confirming Order:
Amount Summary &

The PO Status is updated to Pend Appr (i.e., pending approval).

PO Status | Pend Appr K

35. | Click the Add Comments/Edit Comments link to add/edit required comments at the PO level.

. Activity Summa

Header Details
Add Comments
PO Defaults .
o Add ShipTo Comments
PO Activities
T Document Status

Requisitions
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The PO Header Comments pop-up window displays.

PO Header Comments X
Help
Business Unit 50100 POID 0001314621 Supplier ACCUMARK 1-001 Change Order 1
Retrieve Active Comments Only
*Sort Method | Comment Time Stamp v| *Sort Sequence | Ascending V‘ Sort
Comments | Q | I 1of1 v | View Al
Use Standard Comments Comment Status  Active l Inactivate I ‘—+ |
(E1E0
P
[JSend to Supplier [J Show at Receipt
[ Show at Voucher [ Approval Justification
l Add Attachments l
o

36. | Click the Add a New Row (+) icon to add a new comment if necessary.
37. | Enter comment(s) specific to this task order for approval justification.
Updated this PO with Task Order 1 on 8/11/2026.
38. | Select the Approval Justification checkbox option.
Send to Supplier Show at Receipt
Show at Voucher Approval Justification |
39. | Click the OK button.

OK l Cancel | ‘ Refresh |
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The Maintain Purchase Order Purchase Order page displays.

Maintain Furchase Order
Purchase Order

Eusinzss Unit 5000 PO Batus  Perd Apps ®

FOID  pooi314E21

Curment Gharge Reasan

Changs Crder 1

~ Haadar ()

[CIHotd From Furiner Froceccing

*FO Date |D2/11/2028

*3upglisr [ACCUL
Reoelpt Hatus Mol Recwd

e

“suppisr o |2

sguyer |V-PRTESTUSER 1 =}

v_PA_TESTUSER_1
*Dicpateh Mathod | Print e Dispatch
FO Rrfarancs |
eVA FO Type |RDT =} . N
wian MR FRaouting Bl Vandor

=UA Ordar Mathod  UAL

sVAInfarfaced  yzEy

YA Dttm

@4 Froourns Type | Frofessional Sarvices hd

VA Confirming Ordar:
amount Summary 5

Marchandice

FraighiTaxiMica.

5,000,000.00
o.00

Tatal ameunt sncoconon U5
Add itema From 3 Selact Lines Ta Display (2
Catng llam Search Saarch for Lines
Lins | Ql To | a || Rutrave |
Linsg (D
v .
Datziic Ship ToDue Date Eeatusas Rem Infarmaticn Asrinutes EBFO Cantract Recewing B
Lina Itemn Deconptian FOGty |wwoM Catagary Price Meronandics | ppp g
Ampunt
UTILITY LOCATOR SERWICE a
1 B |oE2mcio00 (UNDERGR OUND) UTILITY LOCATOR 51 1| HUR: SEIE01 80000000000 4,500,000.00 | | Pending Q E B
SERVICE (UNDEREROUND)
B - . 5l a -
2 R 9E2H10 1000 [+ TASK CRDER #1 o a4 1 Sez9101 10000000000 100,000.00 | | Pending
*aata | M .. Vl

Viaw Approwals

Click the Save button.

|| Return to Search H Maotify || Refresh ‘

40.

The PO will route to the supervisor for approval. Task order approval is required by the
supervisor because there was an insertion of a new task order line.

@

41. | Click the View Approvals link to view the Justification comment.

View Approvals

Return to Search H Maotify H Refresh ‘

Save
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The View Approvals page is shown and the Justification comment displays.

View Approvals

Business Unit 50100
POID 0001314621
PO Total 5,000,000.00 USD

Buyer V PR TESTUSER 1

PO Reference

Edit BO ]

> Review Lines
v Review [ Edit Approvers
PQI/CO for Supervisor Action

Buyer Supervisor for ChngOrd
Pending

C] )3

Buyer's Supervisor

Comment History

Return to Purchase Order

SupplierID 0000030847  ACCUMARK Inc

Purchase Order 0001314621:Pending

PO Status Pend Appr
PO Date 08/11/2026

Justification Updated this PO with Task Order 1 on 8/11/2026. &

View Comments and Attachments

@ View/Hide Comments
[#]Start New Path

The PO will continue on through normal PO processing. Once the Purchase Order is dispatched,
the PO is complete and ready to accept vouchers.
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