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Welcome to the Vendor Portal

A Portal Just For You

VPRA's system for financial fransactions is Dynamics 365. We create and frack budgets,
requisitions, purchase orders, invoices, and payments in Dynamics. Now, our vendors can also
access Dynamics to view and print purchase orders, to submit invoices, and to track approval
and payment of invoices.

This Manual will provide you with instructions for setting up your vendor portal account,
onboarding users, how to submit invoices, how to view and print purchase orders, how to track
VPRA's review and payment of invoices, and how to set up alerts. You will also learn how to create
contacts and addresses, and to upload insurance certifications and banking information. We will
also provide helpful hints on how to customize your screen and views.

Portal Users

Before you jump into registering for the Vendor Portal, let’s talk about who might want to use the
Portal. There are three security roles for vendor portal users. These roles control what your users can
see and do:

e Role 1: Maintain vendor contact persons and vendor user requests
¢ Role 2: View and print purchase orders and purchase agreements in the vendor portal
o Role 3: Maintain invoices in the vendor portal

You need to have one, and only one, Primary User. The Primary User should be the individual who
submits invoices on behalf of your company. This person should have all three of these security
roles. For the most part, your other users will be provided only Role 2, the View and print POs role.
Depending on your internal process, you may also choose to provide more than one person with
the ability to maintain (i.e., submit) invoices. You likely want to limit only one or two users to Role 1.
More on Portal Users later.

User Role Purpose
1. Maintains vendor contact persons and Allows a vendor user to provide access to their
vendor user requests portal to other vendor staff members
2. View and print purchase orders and View-only access

purchase agreements in the vendor portal

3. Maintain invoices in the vendor portal Allows a vendor user to submit invoices and to
monitor status of payment

How Do | Sign Up@

Some of you are brand new to VPRA, and some of you have been doing business with VPRA. If
you are new, you will follow the Instructions just below. If you are already doing business with
VPRA, your Vendor portal account already exists. Your instructions will be a little different. Jump
to Section Il Existing Vendor Registration.

.....
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@ Important: The person who submits the New Vendor Registration request must be the

individual who will submit invoices. This person will also be the one and only Primary User for your
Vendor Portal account.

. NEW VENDOR REGISTRATION

To get started, click this link, or copy and paste it into your web browser:

Vendor Portal - VPRA (vapassengerrailauthority.orq)

You have been directed to the VPRA website. Find and click the link that says, “Vendor Form.” A
Registration Form will open. Follow the steps below to initiate the registration process.
Rememober, the person identified should be your Primary User.

Step 1: Within VPRA's vendor portal registration request, enter the following details:
e Company Name: Your legal name, not doing business as name
e First Name
e Last Name
o Title
e Email Address
e Phone Number

e Business justification — Enter “New Vendor” or “Existing Vendor.”

Test Vendor Portal

To capture the Vendor information and it to the Vendor Portal in Dynamics.

* Required

1. Company Mame *

I WSP USA Inc. I

2. First Name *

| Michael |

3. Last Name *

Hoplins

4. Title *

| Accounting Directer |

5. Email Address *

Michael Hopkins@wspusa.com
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6. Phone Number *

8043134972

7. Business Justification *

New Vendaor

B” Microsoft 365

This content is created by the owner of the form. The dats you submit will be sent to the form owner. Microscft is not responsible for the
privacy or security practices of its customers, including those of this form owner. Never give out your password.

Microsoft Forms | &l-Powered surveys, quizzes and polls Creats my own form

The owner of this form has not provided a privacy statement s to how they will use your response data. Do not provide personal or sensitive
information. | Tems of use

Step 2: Click Submit o send the request to the VPRA Purchasing feam for review.

@ Important: The details entered on the VPRA registration form will be passed to Dynamics.

VPRA's Procurement team will receive a notification, telling us to review the request. Please allow
five (5) business days for VPRA to process your request.

Step 3: You will receive an email to the email address you provided on the Registration request
form after VPRA has reviewed and approved your request.

When you receive the email, click Accept Invitation.

Virginia Passenger Rail Authority invited you to access applications within their organization

Microsoft Invitations on behalf of Virginia Passenger Rail Authority <invites@microsoft.com>

To: You

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may
receive fraudulent invitations from bad actors pesing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: Virginia Passenger Rail Authority
Domain: [vpra.virginia.gov]vpra.virginia.gov

If you accept this invitation, you'll be sent to https://vpra-test.sandbox.operations.gov.microsoftdynamics.us/.

Accept invitation

Block future invitations from this organization.

This invitation email is from Virginia Passenger Rail Authority ([vpra.virginia.gov]vpra.virginia.gov) and may
include advertising content. Virginia Passenger Rail Authority has not provided a link to their privacy
statement for you to review. Microsoft Corporation facilitated sending this email but did not validate the sender
or the message.

Microsoft respects your privacy. To learn more, please read the Microsoft Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmond, WA 980!

u Microsoft

i,
o,
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Step 4: Accept the request for permissions to proceed with the registration process.

BY Microsoft

vpraportaltestb@outlook.com

Permissions requested by:

_ Virginia Passenger Rail Authority
vprava.onmicrosoft.com

By accepting, you allow this organization to:
~ Receive your profile data
v Collect and log your activity

v Use your profile data and activity data

You should only accept if you trust Virginia Passenger Rail
Authority. Virginia Passenger Rail Authority has not provided
links to their terms for you to review. You can update these
permissions at https://myaccount.microsoft.com/organizations.
Learn more

This resource is not shared by Microsoft.

Step 5: Dynamics 365 will be launched to begin the registration process. Select Next.

Finance and Operations O Search for a page

= Standard view v
Vendor registration
I
* [ ] _— . .
Complete the registration process. Click Next to continue.
© Country/region
Terms and conditions
Company information
Contact information
Business information
Procurement categories
Questionnaires
Submit registration
m [ cancel |
eooe,
Q.. ."
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Step 4: Select USA within the Country/region list, and then click Next. Note that the search bar
can be used to filter results.

Finance and Operations

L Search for a page

Standard view

Vendor registration

@
¥* (] ) . .
| Select the country or region from where you conduct business, and then click Next
© @ Country/region [
T ]
p
,, Terms and conditions 7 Country/region Long name
| USA United States of America

Company information

Contact information

Business information

Procurement categories

Questionnaires

Submit registration

| Back ‘ m | cancel |

Step 7: Review the general text and acknowledge that it has been read and understood by
toggling from No to Yes. Click Next.

Finance and Operations

O Search fora page

= Standard view
Vendor registration
o
o 1
o @ Country/region
~ @ Terms and conditions
= POLICY, AND | WILL COMPLY WITH VPRA'S PRIVACY POLICY AT ALL TIMES.
Company information
Contact information
e0oe,
:. s
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Step 8: Enter general company and contact information as applicable. To add an address, use
the Add button. To modify an existing address, use the Edit button. Once finished, click Next. This
is where the main office address and remit to address should be entered.

Note: This screen is for general company contact information. The next step provides instructions
for contact information for the individual who is registering for the vendor portal and other key
vendor contacts.

e % & |

B

Standard view

Vendor registration

(]
|
@ Country/region
|
@ Terms and conditions
|
[ ] Company information
Contact information
Business information
Procurement categories

Questionnaires

Submit registration

GENERAL INFORMATION

Name Doing business as Organization type
‘Jacobs Engineering ‘ | JELLC [Organizaiion 1
Telephone Fax Email Website
‘ 804-628-1791 ‘ ‘ ‘ | CThomas@wspportaltesting.com ‘ ‘JacobsEngmeer\mgPortaITest.(om
ADDRESS INFORMATION
+Add & Edit
Name or description Address Purpose Primary 1
Jacobs Engineering | 500 W. Cary St Business Yes

USA

‘: Back ‘ ‘ Cancel ‘

Richmond, VA 23219

Step 9: Enter your personal contact information and address details. Click Next.

Finance and Operations

£ Search for a page

_ Standard view
Vendor registration
[
* ©
| GENERAL INFORMATION
o @ Country/region First name Middle name Last name Email Telephone
| | Charles I | [sacobs | [vPRAPortaTest6@outiookcom | [804-628-1554
~ @ Terms and conditions
= | ADDRESS INFORMATION
@ Company information +Add 2 Edit
| Name or description Address Purpose Primary
@ Contact information
Charles Jacobs 500 W. Cary St Business Yes
Suite 210
Business information Richmond, VA 23219
USA
Procurement categories
Questionnaires
Submit registration
‘ Back ‘ ‘ Cancel ‘
- LT
K .
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Step 10: Make appropriate selections within the Ownership Profile, Business Profile and Terms of
Payment sections. Click Next. Continue with the selections in Procurement categories.

Finance and Operations £ Search for a page
_ Standard view
Vendor registration
o
® © OWNERSHIP PROFILE BUSINESS PROFILE  Tax exempt number TERMS OF PAYMENT
® | Minority owned Number of employees ‘ ‘ Currency
@ Country/region @® ) No ) ) usD v
— Federal tax ID type
Py Woman owner Employer Identification Num... /|| Terms of payment
Terms and conditions @
= @) v
= | @ ) Ne Federal tax ID Net 30
Small business 72-8417877
@ Company information @
| Yes Name to use on the 1099
@ Contact information ocay onne 9
| @ e 1099 box
@ Business information ‘ \/"
State tax ID
Procurement categories L J
Tax state
Questionnaires \ |
Submit registration
Back | [[cancel |

Step 11: Select Complete questionnaire. Enter a response for each question, and then use the
Forward button to advance to the next question. After responding to the final question, click End.

Finance and Operations L Search for a page
— Standard view ™
Vendor registration
]
* © . .
| Questionnaire 1 of 1
® ‘
T Country/region Description
Vendor Portal Registration
o @ Terms and conditions Questionnaire
i= |
(] Company information
@ Contact information Status
| Not started
@ Business information
| Complete questionnaire
@ Procurement categories
[ ] Questionnaires
Submit registration
‘ Back | | Cancel |
oo,
s'.. ‘e,
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Step 12: Use the Restart questionnaire or View answers options, as needed. Once complete, the
questionnaire Status will show as Finished. Click Next.

© % =2 |

El

Finance and Operations

Standard view

Vendor registration

(]
|
(] Country/region

|

@ Terms and conditions

|

(] Company information

|

© Contact information

|

@ Business information

|

@ Procurement categories
|

@ questionnaires

Submit registration

O Search for a page

Questionnaire 1 of 1

Description

Vendor Portal Registration
Questionnaire

Status

[ Restart questionnaire | | View answers

| Back ‘ | Cancel ‘

Step 13: When ready, click Finish to submit the registration request to VPRA for processing.

A & * ®

Finance and Operations

Standard view

Vendor registration

Country/region
Terms and conditions

Company information

Business information
Procurement categories
Questionnaires

°
|
(]
|
(]
|
°
|
@ Contact information
|
(]
|
°
|
o
|
o

Submit registration

0 Search for a page

When you have submitted your registration, you cannot modify the information. Click Finish to submit.

Back \ [ cancel |

3 VIRGINIA
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Step 14: A confirmation message will appear. VPRA's Procurement department will review the
request within five business days and contact you with next steps.

Finance and Operations O Search for a page

Standard view v
Vendor registration

[ ]
Thank you for completing the Registration process! Please allow 5 business days for VPRA to receive and review your registration

information. If we have any questions, a member of our Procurement team will email you. After your information has been reviewed,
you will receive a notification confirming your access to the vendor portal. You will be able to complete your vendor portal file by
uploading required documents. VPRA looks forward to working with you!

© % o

@ Important: Please allow 5 business days for VPRA to receive and review your registration

information. If we have questions, we will email you. Once your information is reviewed and
approved, your vendor portal account will be created. You will receive an email from VPRA
Procurement. You will then be able to upload relevant documents, such as small business
certification, certificates of insurance, banking details, and the like.

@ Important: Your login credentials are your work email address and your work email address

password. This is true for each user; i.e., each user will log in using their own work email address
and the associated password to the email address.

Step 15. You will receive an email from VPRA confirming creation of your vendor portal account.
We will provide an Electronic Funds Transfer form for you to complete so we can confirm your
banking account information. You will also need to upload other relevant documents, such as a
copy of your W9, evidence of small business certifications, if applicable, and certificates of
insurance. Go to Using the Vendor Portal > Uploading Documents below.

VPRA will put your account on hold unfil the remaining information is uploaded. Once received,
your account will become active.

Il. EXISTING VENDOR REGISTRATION

If you are an existing vendor, VPRA has already created a vendor portal file for you. Now, we just
need to provide you with access. As an existing vendor, you can initiate your access to the vendor
portal in one of two ways. You can use the link provided in Section 1, Step 1. When you complete
the registration initiation form, select Existing Vendor. The other way to obtain access to your
vendor portal is by invitation from VPRA. VPRA will send you an email inviting you to register to
access your existing vendor portal account.

Using the Vendor Portal

Congratulations! Now, you have access to your Vendor Portal account. In this section, we will
teach you how to do the following:

¢ View and print purchase orders and purchase agreements
¢ Submit invoices and track review and payment

e Add users

e Upload documents

e Maintain information stored in your Vendor Portall

o Setf alerts

.o,
°® .
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|. PURCHASE ORDERS AND PURCHASE AGREEMENTS

Before we get started, let’s make sure we understand the function of a VPRA purchase order (PO)
and the function of a VPRA Purchase Agreement (PA).

Purchase Orders: VPRA issues POs to confirm what we are purchasing, the quantity, and the cost.
POs are also used to frack project budgets and current project spend. For each open PO you
have with VPRA, you should submit one corresponding invoice. For fastest review, approval, and
payment, your invoice should reflect the VPRA PO number. VPRA often adds attachments fo POs
at the PO line level; for example, change orders, task orders, emails authorizing an expense, etfc.

Purchase Agreements: PAs are a tool in Dynamics to frack certain types of contracts. Not every
contract is a PA. For clarity, a “Purchase Agreement” is a Dynamics 365-specific term. Do not
panic if you have a written contract or agreement with VPRA, but don't have a PA in Dynamics.

VPRA uses Dynamics 365 PAs to track budgets for certain types of contracts: bench contracts and
multi-year contracts that include Annual Work Plans (AWPs). For example, every firm on a bench
contract has a fully executed contract. Each firm on a bench contract will be issued separate
task orders for each task they perform for VPRA. To frack and connect task order spend, VPRA
creates a PA for the fully executed contract. Then, each time a task order is issued, VPRA issues
one PO for the task order. Similarly, if your firm has an AWP with VPRA, VPRA creates a PA in
Dynamics for the fully executed contract, and then issues an annual PO (or multiple POs) for the
AWP, reflecting the total allowed spend for that fiscal year.

Vendor Portal Homepage

Your homepage will look similar to the image below:

Finance and Operations L Search for a page
= .® LI
o .'.:I. VlRG;lNlA _;_lj Invoicing ﬁ'\‘/ :;;::’::J::er 2= Vendor information
= PASSENGER RAIL

. %, AUTHORITY
W Q* &

Uy
®

< January 2024 >

Su Mo Tu We Th Fr Sa

7 8 n w n 23

415 % 17 18 19 20

21 22 23 24 25 26 27

28 29 30 3

You will see tiles in your main workspace that provide shortcuts fo your main portal views. For
more on navigation within your portal, please see the section below.

= VIRGINIA
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View and Print POs

Access Menu Path: Dynamics home page > Purchase order confirmation workspace

Step 1: Select the Purchase order confirmation workspace file.

Step 2: Select the Open confirmed purchase orders tile.

Finance and Operations JO Search for a page

- < Options o

Purchase order confirmation

® VMN0000227 v

“~ Summary

Open confirmed purchase orders

-~ Orders

I Open confirmed purchase orders [/.3 | Show

( :‘ Purchase order Confirmation date and time 1

I O PO000000358 12/18/2023 3:20:41 PM

Step 3: You will see a page of all open, confirmed purchase orders. This section focuses on open
purchase orders, meaning the PO has not yet been delivered to VPRA, invoices are sfill expected,
or both. From this list, you can do the following:

1. Select a specific PO in the left pane.

2. Click Preview/Print in the top ribbon to generate a copy of the PO, view header level
Charges, and review Notes and Attachments that the VPRA Procurement team has
added.

a. Note: If reviewing header level Notes and attachments, select the applicable
note or attachment in the left pane of the subsequent screen, and then click
Open fo download a copy.

Review header level information for the selected PO.
Review line level information for the selected PO.
Review line level Charges, as well as Notes and attachments.

Note: If reviewing line level Notes and attachments, select the applicable note or
attachment in the left pane of the subsequent screen, then click Open to download
a copy.

6. Review Line details based on the line selected in section 4 above.

= VIRGINIA
1 £ PASSENGER RAIL
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Finance - Operations 0 vPRA
= < Pl Preview/Print Charges  History  Notes and attachments | Options  .© ® a
@
\Vendor Portal - Open Confirmed POs * v
Open confirmed purchase orders 0
® | | P0000000358 VENDOR Invoice sccount PURCHASE ORDER DELVERY DiSCOUNTS Payment DELVERY
o
Notreceived Vendor account 0000227 Purchase order Mode of defvery Total discount % Net 30 Address
el VN0O00227 VN0000227 — PO000000358 0.00 e 919 E. Main Street, Ste 2400
- e— o Richmond, VA 23219
ciery terms e
Not received PAYMENT
Method of payment
ACH
Lines
Display dimensions | Charges  Notes and attachments
O Line number  Item number Procurement category Productname  Requestedreceiptdste  Confirmed receiptdate  Unit Quantity Unitprice  Net amount Discount Discount perce.
1 Admin: Professional Services 10/30/2023 EA 100 180,000.00 180,000.00 0.00 0.00
2 ‘Admin: Supplies & Materials 10/24/2023 EA 20.0C 499.99 9,999.80 0.00 0.00
DBE participants
Line details
DELIVERY PRODUCT NAME orgin
ciress external Purchase
919 Main Street, Ste 2400
Richmond, VA 23219
Text
Admin: Professional Services

View and Print PAs

Access Menu Path:

Purchase Agreements

Modules > Vendor Collaboration > Purchase Agreements > All Confirmed

Step 1: A page of all PAs will generate. Within this page, you can do the following:

1. Select the specific PA in the left pane.
2. Review header level information.
3. Review line level information.

4

P search fora page

inance and Operations

Standard view v

All confirmed purchase agreements

. Review addifional details based on the specific line selected.

2

displayed here

O temnumper | ttem/Category name Procurement category Agreement line description Configuration ~ Size

Admin: Business Meals  Admin: Business Meals  Advanced Procurement Demo

7 IEE participants

Color Style  Version

Site Warehouse

= PA000000020 Purchase sqreement Bipiation date DOCUMENT ction Delivery name
UN000D227 PAO00000020 Purchase agreement Blank Relezse Order Virginia Passenger Rail Authority
Biank Reease Orcer
= Vendor account 00000002088 Oetautt commitment Parent purchase sgreement
= VN0000227 AT Document itle: Product category value commit
- Workflow status -
Cureny Intercommpany origin
Not submitted PROJECT.
UsD Preparer address
Project 1D
All confirmed Effective date: status —— ssenger Rail Authority
Effecti
purchase 1072472023 e Other
agreements will be
Lines

Unit

ea 10000000 12.00000

Quantity Unitprice  Amount

1.20000

L}

Discount percent Mfg. part number

0.00

Line details
VALIDITY PERIOD RELEASE LIMIT FULFILIMENT Actiity number
Vaicity period for Minimum reease amount Remaining
Requested delivery date 0.00 000
Effective date Maimum relase amount Released PRODUCT DIMENSIONS
10/24/2023 0.00 000 Configuration
Expiation date Discount percent Received
1213172024 0.00 000 size

WAREHOUSE

site

Warehouse

ATTENTION

DELIVERY ADDRESS

Delivery name

Delivery address

12
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Il. SUBMIT AN INVOICE THROUGH THE VENDOR PORTAL

Access Menu Path: Home > Invoicing workspace

Step 1: From the Dynamics 365 home page, select the Invoicing workspace.

Finance and Operations O Search fora page

& VIRGINIA

Z PASSENGER RAIL

% AUTHORITY
uzmn!’”

= = Purchase ord N —
Ejj Invoicing D {:;;i:::(‘;ne' Vendor bidding Q= vendor information

© % B

< November 2023 >

Su Mo Tu We Th Fr Sa

12 3 a4
5 6 7 8 9 1 m
7 B ou LT A )
v 20 21 2 23 24 35

26 27 28 29 30

Work items assigned tome A~

Work tems wil be displayed here after they are
assigned to you.

Step 2: Within the Invoicing workspace, select New. A pop-up window appears.

Finance and Operations £ Search for a page

< Options

Invoicing

[vnoooo227 V]

- Summary

0 P

Submitted, not Approved., not

approved paid

-~ Vendor invoices

I Draft o

+

Submitted. not approved ~
() Number T Purchase order Invoice printed date Invoice status

Find invoice
a1ty
L)

We didn't find anything to show here.

Step 3: Enter the following information, then click Create invoice:
e Purchase order
e Invoice number
¢ Invoice printed date

e Invoice description

2 VIRGINIA
 PASSENGER RAIL
% AUTHORITY
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Standard view ?

Create new invoice

Purchase order

I PO000000358 W I

Invoice number

Invoice printed date

11/15/2023

Invoice description

October Consulting Services

Create invoice | Cancel |

Step 4: Within the Vendor invoice, enter a Quantity and Unit price. Note that the remaining
balance of the line will be automatically displayed.

i Finance and Operations £ Search for a page wra @

= <& = Zedit b nNew 10 Delete {Jworkflow™ Salestax Charges DBEparticipants Notesand attachments  Options  .© ]
@
Peronatize Page opions share

* Always open for editing Security diagnostics Recordinfo | Create 3 custom alert

Personlize hs page Advanced fterorsort  Goto Manage my slerts
®
©
= Vendor invoice | 9987987 :WSP, Inc. | Vendor Portal Invoicing View * v

Lines  Header

Vendor invoice header ssares? | s | 224720

INVOICE IDENTIFICATION Purchase order DATES APPROVAL Invoice account Remittance location
Number PODO0000358 Invaice printed date Workfiow status VNO000227 WSP, Inc
9967987 Curency 17252024 Draft Address
Invoice description usp Due date 600 Main st.
T VENDOR West Pzim Beach FL 33412
Portel Invoice Test Has notes and attachments 2/24/2024
Description Usa
No
WP, Inc
Lines
-+ Addline [l Remove Financials Notes and attachments
O Hem number Item name Procurement category Line netamount Sales tax group Item sales tax group Has notes and attachments
(@] Admin: Professional Services 149,100.00

= VIRGINIA
 PASSENGER RAIL
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Step 5: Attach a copy of the invoice and any other supporting documentation by selecting the
header or line level Notes and attachments.

Finance and Operations

- < = Lrdit +new [ Delete ) Workflow~  Sslestax Charges  DBE participants | Notes and attachments | Options bl
@
Personalize Page options Share
g Always open for editing Security diagnostics Record info Create a custom alert
Personalize this page Advanced filter or sort Goto ™ Manage my alerts

O]

o

=

Vendor invoice | 9987987 : WSP, Inc. | Vendor Portal Invoicing View *
9987987

Lines  Header

Vendor invoice header

INVOICE IDENTIFICATION Purchase order DATES APPROVAL
Number PC000000358 Invoice printed date Workflow status
+ga7 a 5
90987987 Currency 1/25/2024 Draft
Invoice description usp Due date
o - - VENDOR
Portal Invaice Test Has notes and attachments 2/24/2024
Description
@) no
WSP, Inc.
Lines
[i] Remove Financials * | Notes and attachments
'Z:::Z' ltem number Item name Procurement category Quantity Unit price  Line net amount Sales
| O Admin: Professional Services 1.00 149,100.00 149,100.00

Step 6: Select the New dropdown, and then select an attachment type. Enter a Description and
Notes to describe the content of the document. Click Save, and then click the back arrow to

return to the invoice.

finance and Opergigans 0 Search for a page

= Save T Delete ' Open %53 Settings O References 7 Created by v Deleted attachments ~ Document history ~ Options
Standard view
o]
. | Attachments for Number: 31977123, WSP, Inc.
Monthly Services - WSP, Inc. Description Type Attached
File Monthly Services - WSP, Inc. ] [ Fite | @D ves
General
DETAILS CREATE
Notes Created by
Monthly Consulting Services - ‘_VPRAPoFta\TestS@OuH |
October 2023 B
Created date and time
[ 11/15/2023 06:03:25 PM |
Attachment
oo,
Q‘. ..'
s VIRGINIA
15 £ PASSENGER RAIL
%, AUTHORITY

-



VENDOR MANUAL | APRIL 2024

Step 7: When ready to submit the invoice to VPRA's Accounts Payable department, select the
Workflow dropdown, and then Submit.

Finance and Operations £ Search for a page

&~ = Save + New @ Delete | L. Workflow ™ | Salestax Charges Notes and attachments  Options pel
Page aptions cait sare  Vendor invoice workflow
Goto v Read mode Create a custom  Please submit when ready
Revert Manage my aler
Vendor invoice | 31977123 : WSP. Inc. | Standard view v
Lines  Header
Vendor invoice header
INVOICE IDENTIFICATION Purchase order DATES APPROVAL
Number [ Pooooooosss | Invoice printed date Workflow status
[31077123 | . [11/15/2023 =) | Drat
urrency )
Invoice description | usp ‘ Due date

Step 8: You may enter a Comment, and then click Submit for VPRA processing.

Standard view ?

Vendor invoice workflow - Submit

Comment

October 2023 consulting services invoice

| Cancel |

Step 9: The invoice will be visible within the Submitted, not approved tile on your workspace. To
review the detailed invoice, select the invoice Number hyperlink.

Finance and Operations O Search for a page

= & 4 New Options 2
@
»  Invoicing
e} ‘ VN0000227 ™ ‘
- Summary
Submitted, not Approved, not
Draft approved paid
~ Vendor invoices
Bt (2 2 Workflow
| I Submitted, not appmvgdl -’:jw Number T Purchase order Invoice printed date Invoice status
Find invoice I QO 31977123 PO000000358 11/15/2023 Unposted
e®%e,
Q.. ."
£ VIRGINIA
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Check the Status of a Pending Invoice

Access Menu Path: Home > Invoicing workspace

Step 1: Select the Invoicing tile in the Dynamics workspace.

Finance and Operations £ Search for a page
= ..nnn_
s .
s VIRGINIA Fj Invoci ) Purchase order Vendor biddi = Vendor informati
s 3| Inveicing i L () Vendor bidding — Vendor information
= . v firmat
@ = PASSENGER RAIL contmation
. % AUTHORITY
llm:r;\!”,
®
November 2023
< >

Su Mo Tu We Th Fr Sa

1 2 3 4

5 6 7 8 9 10 10

v 20 A 2 B M B

26 21 28 29 30

Work items assigned to me A~

Work items will be displayed here after they are
assigned to you.

Step 2: Use the files and tabs to review the status of invoices submitted to VPRA. The invoice
Number hyperlink in the middle of the screen can be clicked to open the detailed view of the
invoice. Notice that the Summary files tell you where the invoice is in the VPRA process.

Finance and Operations JO Search for a page
- &+ New Options o
i}
4 Invoicing
VN0000227 v|
o | |
<~ summary
Submitted, not Approved, not
approved paid
-~ Vendor invoices
Draft o 7 Workflow ~
I Submitted, not approved — ) . )
) Number T Purchase order Invoice printed date Invoice status
Find invoice I O 31977123 PO000000358 11/15/2023 Unposted
RELALN
S VIRGINIA
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Draft Invoices that have been created, but not yet submitted to VPRA
for processing.

Submitted, not approved | Invoices that have been submitted to VPRA for processing but are
pending review by the Accounts Payable department.

Approved, not paid Invoices that have been submitted to and approved by VPRA. A
payment has not yet been issued for these invoices.

Paid Invoices that have been submitted to, approved, and paid by
VPRA.

Notice Vendor Invoices allows you to sort your invoices based on their status.

Draft Invoices that have been created, but not yet submitted to VPRA
for processing.

Submitted, not Invoices that have been submitted to VPRA but are pending

approved review by VPRA.

Find Invoice Search for invoices in any status.

@ Important: If you have any questions or issues when submitting invoices, please contact VPRA

Accounts Payable department at accountspayable@vpra.virginia.gov or 804-546-1012.

l1l. MAINTAIN VENDOR INFORMATION IN PORTAL

Your vendor workspace provides a dashboard to view and maintain basic company and contact
information. Depending on the level of access you have as a vendor user, you will either be able
to view information, maintain/revise information, make requests to provision new users, modify
existing users, or inactivate users from your portal.

Access Menu Path: Modules > Vendor collaboration > Workspaces > Vendor information -OR- click
the Vendor information tile

Finance and Operations O Search for a page

— LTI APPS

AUTHORITY analytics (preview)

< VIRGINIA —
E;_ PASSENGER RA"_ a Business performance
%inun?”

© =%

'WORKSPACES

< March 2024 >

= - —| Purchase order a= . .
Su Me Tu We Th Fr  Sa | Invoicing oy confirmation — Vendor information

Work items assigned to me ~

Work items will be displayed here after they are
assigned to you.
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Step 1: Within the Vendor information workspace, you can find your Vendor account number on
the top left-hand side of the form. Click the More details dropdown and select an option to view
and/or edit your company's basic information. We selected General.

< options O

Vendor information

‘VNO0D0224 ~

Address

234 west st
chicago, IL 11111
USA

Email address
alttylertesting@outiook.com
Telephone

1224567891

| S\ More details Vl
\

> | addresses tails
Contact information
Categaries Name Personal title Primary email Email {user alias) User account a...
State tax 1D | Sean Smith TDODD777@GMAILCOM v
Certifeations Tyler M Dodd AltTylerTesting@outlook.com AltTylerTesting@outlook.com v
Bank information

Step 2: The My company information page will open. Review the information in each tab for
accuracy and completeness. Select Edit from the ribbon at the top to make changes. Note, some
of the fields across each tab may be non-editable. If changes to non-editable fields are needed,

you will need to request that your Portal primary user make the change, or contact VPRA to make
the change. See Step 15 below.

< | & edit | options  ° a O

Ly

VNO0D0224 : Sean & Tyler Test 1 | My Company Information - VPRA Portal ~

My company information

General Addresses  Contact information  Business  Certifications  Bank information

Vendor account ORGANIZATION DETAILS Woman owner
VNOD0D224 Number of employees @ No
12 -
Name I Minerity owned
Sean & Tyler Test 1 Qrganization number ‘) Yes
Phonetic name Ethnic origin
DUNS number
Known as Service-Disable Veteran Owned
@) no
VENDOR PROFILE
Language . Owner is disabled
Virginia Based
en-US . )
ens @ - @ no
Currency 5 HUBZone
Small business
UsD )
® = @ e
Green business
@) no

= VIRGINIA
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Step 3: Click the Addresses tab. View the information or click Add to create new addresses.
Select Edit to edit existing address information.

:::  Finance and Operations O Search for a page

0
VYMNO000233 : Endless Engineering | My Company Information - VPRA Portal
* My company information
© General Contact information  Business  Certifications  Bank information
|- Add ¢ Edit | /A Map More options v
o Mame or deseription Address Purpose Primary 1
Endless Engineering 700 SE 15th Street Business Yes
New York, NY 10001
UsSA

&  FEdit Options 2

If creating a new address, populate the Name or description, Purpose, Street, and ZIP/postal
code fields. Dynamics will automatically populate the related Country/region, City, State and
County. If this will be your company’s new primary address, tfoggle Primary to “Yes”. Once
finished, click OK and then click Save.

Standard view

New address

Location 1D

[00@0{]3?86 ]

Name or description

[ Business Office l

Purpose

[ Rusiness v]

Country/region
Usa hd

ZIP/postal code

12121 hd

Street

1234 main st

City

Melrose vl

State

NY hd

County
[ RENSSELAER Vl

Primary
Yes

Primary for country/region

@ no
e

i,
o,
.
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Step 4: Click the Contact information tab. Use the Add, Remove and Edit contact information
buttons to add, remove, or edit company contact information. Please note that access to these
buttons and their related functionality will be driven by user security roles.

Finance and Operations

¢ [ESave Options 2

e VMNO000233 : Endless Engineering | My Company Information - VPRA Portal
% My company information
© General  Addresses Business  Certifications  Bank information
| | Add Ti] Remove ¢ Edit contact information
= C Description Type Contact number/address Extension Primary !
| Endless Engineering - Email Email address Endless.Engineering@VPRAPortalTest.com o =
Endless Engineering - Phone Phone 804-234-7951 v %
Endless Engineering - Website URL www.EndlessEngineering.com | ]

Step 5: Click the Business tab to view tax 1099 reporting information. Here, you can view or
update the Report 1099, W-9 received, Federal tax ID, Tax ID type, Foreign entity indicator,
Name to use on the 1099, and DBA fields.

WNO000233 : Endless Engineering | My Company Information - VPRA Portal

My company information

General  Addresses  Contact information Certifications ~ Bank information

SALES TAX TAX 1099 OPTIONS W-9 received Tax 1D type Foreign entity indicator Name to use on the 1099
Fiscal code Report 1099 @ No [Emp\uyer Identification Num... Vl @ No IDDmg business as V]
@ m

IEmﬂess Engineering LLC ]

Step 6: Click the Certifications tab to view vendor certification information. Vendors can Add new
certifications, Edit existing certifications, or attach Documentation related to certifications.

If adding a new certification, select Add and complete the Certification number and Certification
type. If applicable, enter a Certification date, Liability amount/bond limit, Effective date, and
Expiration date. Use the Comments field to further describe the Certification type. If providing
documentation, Save the certification, and then click Documents.

IR LT _

e| Options °
w
VNO000233 : Endless Engineering | My Company Information - VPRA Portal
* | My company information
©] General  Addresses  Contact information  Business Bank information
| t Add IEI Remove |rm Documents |
- () 2 |centfication number  Certification type Certification date T Liability smount/Bond limit Effective date  Expiration date Documents Comments Source Reviewed
|Q 19137987334 SWAM v 1152023 @ 000 1/15/2023 [ 1/14/2025 B No SWAM Certification - Endless Enginesring | Vendor No
A3183777199 DBE 4/12/2022 000 4/12/2022 4/11/2027 No DBE Certification - Endless Engineering | Vender Ne
RO
K .
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Click New and select the document type. The system will prompt you to attach a file if selecting
File or Image. Repeat these steps to add additional documentation, then save and close the form
once complete. Add a Description and Notes to describe the document, and use the Preview

function to see the document.

< = Bl save | + New ~ | [ Delete 5 settings  © References 7 Created by o 0 O o
P——
| Standard view v
e [ [ Attachments for Certification type: DBE, 123
Not
o Description Attached
A | | @ o
E Type
We didn't find anything to show here. [ l
General s
DETAILS CREATE
Notes Created by

| l

Created date and time

| l

Attachment

Preview

More details

Step 7: Click the Bank Information tab. The screen will allow you to Add or Edit bank account
information, as well as attach related Documents. Note, your user role may not allow you to

change this information.

& Predt options 2
VN0000224 : Sean & Tyler Test 1 | My Company Informatian - VPRA Portal v

My company information

General  Addresses  Contactinformation  Business  Certifications | Bank information
+Add Edit @ Documents

C' Bankaccount  Bank name Bank account number

|O Iylertrusl 0O0XGTEY 000001010 x0000x...  SVBKUSES 10/1/2023 12/31/2023 Active Yes

If adding a new bank account, click Add and complete the highlighted fields shown on the
screenshot below. All remaining fields are optional. Add supporting documentation to the bank
account, following the steps outlined in Step 6 above. Click OK.

Routing number  IBAN SWIFT code Effective date Expiration date Status Reviewed Documents Comments. Submitted by

No test1 Vendor

= VIRGINIA
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Standard view

Bank information

i Documents

Bank account

[

Bank name
Bank account number

Routing number

IBAN

| l

SWIFT code

| )

Effective date

| - 5

Expiraticn date

| 7

Comments

Step 8: Click Save and exit the form to return to the Vendor information workspace.

Step 9: Within the Vendor information workspace, click the All contacts tile under Summary level.
The screen that opens allows you to view and maintain all contacts, as well as add new contacts.

< options °

Vendor information

[VNDDI}EI224 Vl

<~ Summary

1

2 All contacts User requests

2

Category requests

i,
o,
.
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Step 10: Use the + New button to add new contacts and assign their Dynamics user role if you
want this contact to have access to the vendor porta. Step 13 explains how to create the user

role.

Page options

Manage my alers

Contacts | Standard view

Gow v Creste 3 custom slert ™

MName

Persanal title

I Sean Smith

Tyler M Dodd

&« fid't mlDeete Provision vendor user

nactivate vendor user “Maintain vendor user rales Options jol

Primary email Email {user alias)
TDODD7T7T@GMAILCOM
AltTylerTesting @outlook.com AltTylerTesting@outlook.com

0 o0 o

Usar account a...
w

W

Within the Create contact persons screen, enter a First name, Middle Name (if desired), and Last
Name. In the Setup contact for section at the bottom of the screen, select the legal entity for
that contact. Once all of the required information has been entered, click Create.

Standard view

Create contact persons

Contact person details

First name

Middle name

[

Last name

[

Perscnal title

Setup contact for

O Vendor account

Legal entity in my company

o

Legal entity in customer: ;

I () WVNDDDD224

Sean & Tyler Test 1

Virginia Passenger Rail AI

coe

24
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Step 11: You wiill be returned to the Contacts screen to see the list of contacts associated with your
company. Use can use the Delete button to delete existing contacts. Note, (1) your primary user
account cannot be deleted, and (2) only the primary user can delete contacts.

Step 12: To edit existing contact details, click the Name hyperlink.

= fid't T New ITJDeete Provision vendor user nactivate vendor user laintain vendor user roles | Options e il p
Fage options Share
Goto Creste 3 custom slert
Manage my alsrs
Contacts Standard view
[,: |: ter
MName Personal title Primary email Email {user alias) User account a...
John Smith
Sean Smith TDODDTIT@GMAILCOM vy
Tyler M Dodd AltTylerTesting @outlook.com AltTylerTesting @outlook.com v

The detailed version of the Contacts form will open. Within the Contact person details and Contact
information tabs, you can edit existing information. To add new or remove existing contact
information, use the + Add or Remove buttons in the Contact information fast tab.

Contacts Standard view

John Smith
Contact person details -
First name Last name Email {user alias)
[ John l [ Smith l
Middle name Personal title User account activated
[ | Y] @
o~

Contact information

+ Add i Remove

S Drescription Type Contact number/address Extension Primary
cel Phane 1234565454 %,
Emai Email address test@gmail.com [l =

2 VIRGINIA
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Contacts Standard view

John Smith

Contact person details

First mamse Last name Email [user alias)

o EE |

Middle name Personal title User account activated

[ l [ W |._| Mo
| Contact information I -
S Deescription Type Contact number/address Extension Primary
I cel Phone 1234565454 [«] &
Emai Email address test@gmail.com _| =

Step 13: You can use the Remove, Inactivate, Activate, Allow access to vendor collaboration and
Remove access to vendor collaboration buttons to perform various actions for that vendor
contact from the Legal entities the person is a contact for fast tab. A description for each function

follows:

Remove Removes the link between that contact and your portal account.
This deletes the individual contact altogether, i.e., the individual
will not have access to the portal and will not be listed as a
contact for your company.

Inactivate Deletes the link between the contact and you. Only available
when Inactivate is set to “No" on the record.

Activate Creates a link between a contact and your company. Only

available when Inactivate is set to “Yes"” on the record.

Allow access to vendor | Provides user access to the vendor portal. Only available when
collaboration Vendor collaboration access allowed is “No.” If the contact has
not yet been provisioned as a portal user, a user request will need
fo be initiated and processed. See Step 13.

Remove access to vendor | Removes contact’'s access to the vendor portal but keeps the
portal person as a contact. Only available when Vendor collaboration
access allowed is “Yes.”

See screenshot below.

2 VIRGINIA
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Contacts Standard view ~
John Smith

Contact person details o

First name Last name Email (user alias)

[Jc"r l [Sm':h ] [

Middle name Personal title User account activated

[ l [ A l._' Mo

Contact information -
I Legal entities the person is a contact for I o

I Add legal entities ~ [ Qer‘a'\-&l Inactivate Allow access to vendor collaboration I
I:::l Legal entity in my company Legal entity in customer company Inactive Vendor collaboration acce...
I O Sean & Tyler Test 1 Virginia Passenger Rail Authority Mo Mo

Step 14 (Optional step for when “Allow access to vendor collaboration” button is selected in
previous step): The prompt in the screenshot below will pop up. Click Yes to provide access to the
portal for the newly created contact.

Do you want to create a vendor
collaboration user request for the contact?

Step 15: Select Provision vendor user.

Finance and Operations SO Search for a page
= = save T New ]ﬁ[ Delete | Provision vendor user Options £
@ Page options Edit
Go to ™ Read mode
W Revert
I:BI o
=
< VIRGINIA
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Step 16: In the Contact person details tab, enter the contact’s Email (user alias) and a Business
justification. Within the Legal entities the person is a contact for tab, fick the Vendor collaboration
access allowed box. In the Assign user roles tab, fick the box in the Assign column to assign the
appropriate security role(s) for the contact. See below for a reminder of the permissions each role
provides to a contact. Once all information has been specified, click Submit.

|

Standard view

Provision vendor user

~

Contact person details

IDENTIFICATION USER SETUP Business justification

First name Email (user alias) Onboarding colleague for vendor
[Jason ] lJasonMurdoch@EndIessEngine.‘. I portal access.

Middle name Language

[ ] [en—US Vl

Last name

[ Murdoch ]

Personal title

[ )

Legal entities the person is a contact for

o~

S Legal entity in my company Legal entity in customer company Inactive ¥ |Vendor collaboration access allowed

Endless Engineering Virginia Passenger Rail Authority  No [~

o~

Assign user roles

S Role description Assign
Maintains vendor contact persons and vendor user requests ]
Wiew and print purchase orders and purchase agreements in the vendor portal (external security role) | ]
Maintains invoices in the vendor portal (external security role) [
(ot
User Role Purpose
1. Maintains vendor contact persons and Allows a vendor user to provide access to their
vendor user requests portal to other vendor staff members
2. View and print purchase orders and View-only access
purchase agreements in the vendor portal
3. Maintain invoices in the vendor portal Allows a vendor user to submit invoices and to
monitor status of payment
5 VIRGINIA
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Dynamics will display the following confirmation message after you click Submit. Close the form.

3 The vendor collaboration sccess setting has been successfully applied and the request to create a new user has been submitted. Once your request has been processed, the status of the user request will be set to Completad.

- = H save  — New @ Delete Options e

Fage options Edit Share

Once the user account request has been processed, you will see that the User account
activated boxes are ticked in the Contacts form.

Contacts Standard view

C Mame Personal title Primary email Email (user alias) User account activated
| John: Smith | N
ean Smith TDODDYT7@GMAILCOM v
Tyler M Dodd AltTylerTestin... | AliTylerTesting@outlook.com ¢

Step 17: In the Contacts form, you can use the Inactivate vendor user and Maintain vendor user
roles buttons to inactivate vendor users or to update security role assignments for each contact
listed in the organization. Note, certain fields on these forms will be non-editable because they
are not relevant to the specific process.

- - - - . ) M -
A =1 Save T New (==t nacivate venaor usar Mainiain venaor User roles Ions e o -
Hs N [ Defet t d M d I Opt o @0 c
Page options Edit Share
Goto Read mode Create 3 custom alert
Revert Manzge my slertz

Contacts Standard view

E l

S Mame Personal title Primary email Email [user alias) User account activated
John Smith
I Sean Smith | | TDODD777@GMAILCOM
Tyler M Dodd AltTylerTestin.., | AliTylerTesting@outlook.com w

Step 18: Navigate back to the Vendor information workspace. Existing user information can be
previewed in the Users file. See screenshot below.

@ Important: VPRA approves all of your requests to Add a User, but VPRA does not approve changes
to an existing User.

2 VIRGINIA
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Vendor information

VN000O224 ™

“ Summary

“ Vendor details

Sean & Tyler Test 1
Address

1234 main st
Melrose, NY 12121
usa

Email address

Telephone
1234567891

& More details v

< Vendor contact details

All contacts

alttylertesting@outiookcom

||

Il Users

| O Name

User requests

Category reguests

I (O Tyler M Dodd

Sean Smith

John Smith

Email Vendor account Mame

AltTylerTesting@outiook.com VNO0QO0224 Sean & Tyler Test 1

TDODDTTT@GMAILCOM

Test@gmail.com

Sean & Tyler Test |

Sean & Tyler Test 1

Step 19: In the Vendor information workspace, the User requests file can be used to view and
monitor your requests, such as the addition of a new user account or the modification of an

existing user account (for example, user account inactivation, a change in security role
assignment, etc.).

Vendor information

“ Summary

< Vendor details

Sean & Tyler Test 1
Address

1234 main st
Melrase, NY 12121
UsA

Email address

Telephone
1234567891

& More details v
“ Vendor contact details

All contacts

Users

alttylertesting@outiok.com

| | User requests

Category reguests

(0 RequestiD T Requestaction Email Name
| o) T Add user TDODDTT7@GMAILCOM Sean Smith
000025 Add user Test@gmail.com John Smith

30
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IV. GENERAL NAVIGATION AND USER PREFERENCES

The following sections provide information on how to customize your views, how to navigate
around Dynamics, and how to set alerts. These are optional functions that may enhance your
user experience.

Navigation Components

Finance and Operations O Search fora page

Navigation Pane

Expandall B Collapse all Search Bar

Area Page
> Periodic tasks beriod close ;:f’é‘ Personnel management

> Workspaces

> Fixed assets > Setup Notifications

Asset management ~ Journal entries

O Pricing and discount

Audit workbench Fived assets journal Ll Ey

Budgeting Create acquisition proposal Workspaces Settings

Create depreciation proposal
Cash and bank management

i Product readiness for
Inventory to fixed assets journal =l Eanersl journslprocesl T(-?

Common /. discrete manufacturing 1
> Budget Help & Support
Consolidations
~ Inquiries and reports

Sostecesuning Fixed asset transacti F_"] Invoicin 2—[ PEECERE ] store financials

ed asset transactions Ll 9 £ process manufacturing )
Cost management " "

Fixed asset listing report
Credit and collections Fixed asset listing (GER)

Product variant model
Demo data > Transaction reports I][I% G 8% S E‘g St FABHOHEHE
Expense management Fixed asset lending report
g Fixed asset lending history report
| Fired assets S
Fixed asset physical inventory was  Production floor
Leave and absence D System administration

Y — v e m & EB omsgomant LQ &
General ledger Fixed asset additions report
e Fixed asset due for replacement report

. = Ledger budgets and o

Fied aset insuance report Sl B et [B] Tosk management
Inventory management forecasts

Grant equity inquiry
Leave and absence &

Grant equity report
Mester plerting Papnte i aste iUy L_’é Maintenancerequest @ Purchase order confirmation Vendor bidding

v ®

Component Purpose

Navigation Pane Menu used to navigate to desired area of Dynamics 365.

Search bar Search for an item within Dynamics 365.

Area Page Menu that opens once desired item is selected in Navigation
Pane. Reveals areas available within that selection.

Workspaces Tile listing of Workspaces available to the user.

Legal Entity Displays your company name.

Notifications Icon Displays any notifications of which the user should be aware
and work items assigned to you.

Settings Allows you to adjust preferences and settings within Dynamics
365.

Help & Support Provides general help guides related to the page you are on.

2 VIRGINIA
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Navigation Pane Features

Finance and Operations Search for a page
M Home \ S
ER RA"- @E Bank management /\j Cost analysis 7= Fin
: TY
¥¢ Favorites v
@ Recent A
Workspaces v @ Benefits /}z Cost control E‘E Fix
B=  Modules ?
F Sa
= Cust dit and =
3 4 ?f Budget planning f:_g C.:ﬁ;;?;;:m il E:. Gel
10 n
17 18
Busi d = e
o = Fﬁ n:;s;:egs:m;:tument @ Customer invoicing _Ia Inv
»yme il B ¢
Y LUSINess processes Tor (J n
re after they are ™ human resources Customer payments [[[ié Lea
Component Purpose

Home Brings you back to the general landing page.

Favorites Allows you to save shortcuts to specific modules, forms, or
workspaces for easy access. Favorites can be added by
selecting the star next to any menu item in the Area Page.

Recent Displays most recently accessed forms, pages, or workspaces.

Workspaces Shows a comprehensive list of all workspaces.

Modules Shows the comprehensive list of all modules, and displays their
corresponding menu items.

Switching Modules
The Navigation pane (left side of screen) lets the user navigate between modules. Once a
module is selected, you are able to navigate within the module using the Area page.
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Finance and Operations ch for a page

B Expandall B Collapse all

Home — R -

> Workspaces > Periodic tasks Financial period close
b Favorites

> Fixed assets > Setup
[© Recent

Journal entries.

[l Workspaces e Fixed assets journal §  AreaPage il
= Modules ~ Create acquisition proposal

Accounts payable

', General journal processing
Accounts receivable >

Asset management

Audit workbench

E]j Invoicing

Sdioence Fixed asset listing report

Cash and bank management Fixed asset listing (GER)

Common > Transaction reports I % Learning
Consolidations Fixed asset lending report

Cosraccelingiy Fixed asset lending history report

Cost management i s A teave and absence
Credit and collections Fixed asset additions report

D Fixed asset due for ment report

: =  Ledger budgets and
Fixed asset ins

Expense management forecasts
Grant equity inquiry

Fixed assets o

Grant eqity re

Fleet management Parent-child a

[ Maintenance request
B management

General ledger

Area Page Menu ltems

The Area page is displayed once a specific module is selected from the navigation pane. It
shows all menu items relevant to that module. They are grouped logically fo make it easier for
users to find what they need. Users can expand or collapse groups by clicking the arrow next

fo the name.

— =
Expandall B Collapse all
! Home
> Workspaces /\5 =
¥ Favorites
> Fixed assets
R it
elifec > Journal entries
Workspaces 1| > Budger 75 e
= Modules ~ || > inquiries and reports
Accounts payable > Periodic tasks
o i
Accounts receivable » Setup H
Asset management
Audit workbench -
B o
Budgeting

Cash and bank management
Common fof %: o
Consolidations

Cost accounting

for

Cost management o
Credit and callections
Dema data
= ol
Expense management
Fixed assets
Flest management = - Di
B -

General ledger
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Form Navigation

All Dynamics 365 forms, regardless of module, operate in a similar fashion. Records can be
added by pressing the New icon in the toolbar. Highlight a record and double click to drill-
down into additional information and/or related tables.

&  ZEdit -+New i Delete  Vendor Procurement Invoice General Options ©
Maintain copy Sstup Transactions Tainformation Relted information Registration
Onhold ™ | Add vendor to another legal entity | Contacts Summary update Product filters Transactions Invoices Update 1009 Vendor requests Registration Ds
Bark accounts Certifications Vendors advanced notes setup | Global transactions  Balance Vendor settlement for 10395 | Vendor search Registration 1D search
Vendor state tax IDs  Purchase orders with retention Tex exempt number search
All vendors
Standard view
2 Fitte
O Vendor acecunt T Mame Vendor hold Phone Extension Primary contact Group Currency
I §] Kimley-Horn and Associates, Inc. ~ Requisition 123-456-7899 Standard UsD
VNODO00017 Assura, Inc. Purchase order Standard UsD
VNODOOD018 Mission Square No Standard usD
VNO00031 Crowe LLP No 555-555-5555 Standard usD
VNODOO51 bonnie No Standard usD
VNODOOB1 Trains R Us, Inc. No Commercial usD

After drilling down into the record, additional tabs allow for further data to be accessed.

& = Jcedit +New [ Delete Vendor Procurement Invoice General Options  © ® a P O
Watntsin copy setup Transactions Tax intormation Retsted nformation Registration Properties
Onhold ¥ | Add vendor ta another legal entity ¥ | Contacts Summary update Product filters Transactions Invoices Update 1099 Vendor requests | Registration IDs Electronic document properties
Bank accounts Certifications Vendors advanced notes setup Global transactions  Balance Vendor settlement for 1089s. Vendor search Registration ID search
Vendor state tax IDs  Purchase orders with retention Tax exempt number search

All vendors | Standard view

VNO0O0000016 : Kimley-Horn and Associates, Inc.

General Standard | NotAdive |V

Addresses v

Contact information

Miscellaneous details ~ | 000 | Requistion |
Vendor profile [~
Purchasing demographics o |« | = = | = [v

Invoice and delivery =

Purchase order defaults ] v [lea [ [ e v
Payment Net30 | ACH | AgHaD | = | = | = [
Tax 1099 v
Retail
= VIRGINIA
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Environment and User Settings

Access Menu Path: Any page within Dynamics

Step 1: Click the Settings icon (picture of a gear) in the top right corner of the form. Select User
options from the dropdown.

Useroptions

Task recorder
product
ice

Maobile app

Personalize

Visual tab: Select Visual under Options. This tab will allow users to change the Color theme and
Size of icons on their user interface.

[ Save Usagedata OPTIONS O a0 g X

Options

Visual Choose color theme and the size of elements

Color theme

Preferences

Account

Workflow

Preferences: Select Preferences under Options. This tab allows you to set your user default
preferences within Dynamics. Dynamics defaults to GMT. You can adjust this here for your time

zone.
2 VIRGINIA
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Elsave Usagedats Personalization — Options e}

Standard view v

User options

Visusl Set up default preference

Prefarences Startup

T Company Initial page Default view/edit mode
|VPRA L | ‘ Default dashboard V‘ ‘ Auto ~

Workflow

Language and country/region preferences

Language Date, time, and number format Time zone Country/region

Miscellaneous

DOCUMENT HANDLING URL MANIPULATIONS

Enable document handling Automatically update query parame...
@ @ no
Accessibility

Enhanced tab sequence
® o

Show tooltips on focus

@No

Task management

Account: Select Account under Options. This tab details basic account information for the user.

ESave  Usagedata Personalization  Options  ©

Standard view v

User options

Visual Set up account information
Preferences Account
ccount
‘maaz iqbal Maaz Igbal | ‘maaz\qba\@cmws.cum ‘ ‘htlps://sts.wmdowsnsl/cmws.(. {65BBE77F-BB15-4BF5-BFDF-AC...
Workflow

Email provider selection

Email provider ID Sender email

Electronic signature

Signature enabled

Yes

Valid certificate
©ne

Designate approver
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Workflow: Select Workflow under Opftions. Here, you can do the following:

¢ Enable Send notifications in email. If this is enabled, all workflow notifications will be sent
as email notifications, as well as notifications within Dynamics.

e Delegation:
o Users can setup workflow delegation if they are out of the office.
o Users can setup workflow delegation by the following:
=  Workflow: For a specific workflow
=  Module: For workflows within a module
= All: For all workflows

Note: The three options above are going to be unique per user per situation. For example, to
delegate all workflow approvals to 1 user, select All. To delegate different workflow approvals
to multiple users, choose workflow or module and select the applicable user to whom you

want fo delegate.

a0 o X

B save Usagedata OPTIONS O

Options
Visual Set up workflow options

Notifications
Preferences

Account No (o ) Grouped v

Workfiow Delegation

-+ Add fi] Remove  Delegation v

Active ™

Scope Name Delegate Start datestime T W End datejtime 7 Enabled

Module | vancedLedgerEntryWFCateqory v | rowetest122@gmailc » | 4/13/2019 12:00:00 AM (| 4/27/2019 12:00:00 AM el |

Setting and Maintaining Custom Alerts

This section explains how fo set alerts. You might want to set an alert to tell you when a certification
is about to expire, when your company's banking information is changed, or when a new user is

added to your vendor portal.

Vendor Certification Notifications

Modules > Accounts Payable > Inquiries and Reports > Vendor Reports > Vendor
Certification Inquiry

Step 1: Following the Access Menu Path above, navigate to Vendor Certification Inquiry.

Access Menu Path:

.....
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Finance and Operations £ Search for a page

Expand all B Collapse all

Rt Home

» Vendors
¢ Favorites e

< Inquiries and reports 2
(© Recent ~

< Vendor reports 3
Workspaces 4
: Vendor Bank Account Inquiry @ Purchase order

B ~  confirmation
&= Modules ~ Vendor certification inquiry 4

Accounts payable
Common

Vendor collaboration

Finance and Operations O Search for a page

7 € Options 0

Share

W Getalink > | Create a custom alert

Manage my alerts

B @

Standard view ~

Vendor certification inquiry

Vendor account Start date End date Include reviewed changes
7| 5| 5 @
~” Mark as reviewed
C::' Vendor account Certification number Certification type Certifying organization Certification date Liability amou... Effective date
I O VNO000256 5678 SWAM Company accounts data 1/1/2024 0.00 1/1/2024

Step 2: Click Create a custom alert under Options. In the example above, you see that this
vendor has a SWAM certification.

Step 3: To create an alert so you are warned prior to a certification expiring, select Set up
certifications under Table name. The selection within the Table name dropdown will drive the
options available under the Field dropdown. Choose Expiration date. Then, under Event, select Is
Due In. Last, select a time frame when you would like to be notified of the upcoming date. In the
example below, an alert will be provided when a certification is set to expire in 3 months.
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Standard view

Create alert rule

Create alert rule - Set up certifications

Rule ID Table name

000193 l [Set up certifications

#

Alert me when 1 3

Table name Event

[Set up certifications Vl [ is due in Vl

Field 3 manths v

[ Expiration date vl 4

Alert me for

Alert me until

Alert me with

"
m Ca ncel

Step 4: Within the Alert me for tab, you can choose to receive the nofification for All records In
Setup of Certifications (i.e., all certifications) or just for the Currentrecord (i.e., specific cerfification)

selected.
NOTE: The Organization-wide toggle does not need to be changed. It does not have functionality
in VPRA's system.

Alert me for

Alert Organization-wide
@ All records in Set up certifications -] Yes

O Current record in Set up
certifications (Certification type: )

Step 5: Under the Alert me until tab, select an End date or select no date to create an open-ended
alert. For alerts regarding expiration dates, it is recommended to set the End date fo the same
date that the alert will be triggered. For example, if a certification expires on 3/31/24 and the alert
will be triggered 3 months prior to the expiration date, the End date should be 12/31/23.

Alert me until

End date v]‘ 12/31/2023 [
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Step 6: Under the Alert me with fab, add a Subject, Message, and User ID for the alert.
Note: Only users with system administration access can assign alerts to other users. The User ID field

will not be available for most users.

Alert me with

User 1D

Subject
Field Expiration date in table Se...

Message
This certification expiration date

15 approaching.|

Tyler.

Dodd

Send email
® ) no

Send externally

@hc

Email recipients

Tyler.Dodd@crowe.com

all information is entered, click OK.

Step 7 (Optional): Toggle Send Email to Yes to also receive the nofification via email. More than
one Email recipient can be added by using a semicolon to separate the email addresses. Once

Email recipients

Send email

-:) Yes

Send externally

@I\c

Tyler.Dodd@crowe.com

K-
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Step 8: Once the dlert has been created, view the alert by clicking Manage my alerts within the
Options tab in the ribbon.

:::  Finance and Operations

< Options .

Share

Get a link ™ Create a custom alert ™

B & * &

Standard view

Vendor certification inquiry

Vendor account Start date End date

| I = | g

~* Mark as reviewed

O Vendor account Certification number Certification type

| O VNO0000256 5678 SWAM

Step 9: Use the Edit and Delete buttons in the ribbon to edit or remove the alert.

€ = & Edit il Delete |0puons o ® 0 @0 o
I New Record | Standard view
Manage my alerts
000195
Field Expiration date in table Set up certificati... General .
Rule ID Form name
000195 Set up certifications
Organization-wide Enabled
@ v @ v
Alert rule details -
ALERT ME WHEN ALERT ME WITH
Table Subject
Set up certifications Field Expiration date in table Se...
Field Message
Expiration date This certification expiration date
ot is approaching.
is due in
3 months
Send email
ALERT ME FOR @ v
(®) Alltecords in Set up certifications ! FEEPIEES
Tyler.Dodd@crowe.com
Send externally
@ e
ALERT ME UNTIL
End date
12/31/2023

Portal Security and Privacy

As a registered vendor in VPRA's Vendor Portal, you are responsible for the security of your portal
account along with your login credentials. You and your users need to protect your account
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information and your login credentials. You will be responsible for any loss or damage you sustain
as a result of your failure to protect your account information and your use of VPRA's Vendor
Portal. If you believe or know your portal account and/or credentials have been compromised,
please let VPRA know immediately.

Vendor Users are also responsible for complying with VPRA's Privacy Policy. A copy of the policy
is posted on VPRA's website and can also be accessed here:
https://vapassengerrailauthority.org/about/privacy-policies/.

i,
o,
.
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