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This unit contains the following topics:

Chapter Topic
1 Course Introduction
2 Overview of Purchasing
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UNIT 1: OVERVIEW

Unit Overview

Introduction

This unit provides an overview of the course content and purchasing.

Unit Focus

This unit introduces you to the Purchasing with MXES course and to the role
of the Purchasing module in Maximo. It also includes a brief exploration of
how to record and use vendor information.

Learning
Objectives

When you have completed this unit, you should be able to:
e describe the scope, purpose, and basic structure of the course;
e discuss the relationship of the Purchasing module to Maximo; and

e describe the extent to which the Purchasing module supports maintenance
functionality.

Rel. 6.0
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In This Chapter
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This chapter contains the following topics:

Topic See Page
Course Introduction 1-1
Course Goals and Objectives 1-3
Course Organization 1-5
Typographical Conventions 1-7
Created Records: Quick Reference 1-9
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Course Introduction

Welcome Welcome to the Purchasing with MXES course. When you have completed
this course, you should be able to use the Purchasing module to perform a

variety of purchasing functions provided in the Maximo Enterprise Suite
(MXES).

Audience The intended audience for this course includes:
e Purchasing agents and/or buyers
e Accounts payable personnel

e Receiving personnel

Chapter Purpose  The purpose of this chapter is to acquaint you with the features of this course
and the student guide, and to establish the goals and objectives for the course.

Key Information While working through some exercises in this course, you will need to make
administrative changes to Maximo and then view those changes in Maximo.

To access Maximo, you will need the information indicated below.

Maximo URL:

Maximo User Name:

Maximo Password:

Assigned Student Number:

Database Instance (if applicable):

Your instructor will now provide this information; please write the
information in the spaces above.

continued on next page
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Course Introduction continued

Special Note: e Throughout this course there could be up to 20 participants accessing the
Shared vs. same database. If you are sharing a single database, your instructor will
Independent

assign you a two-digit student number (for example, 01-20) to avoid
confusion and/or conflicting records in the database.

Some exercises throughout this course will have an xx appended to data
entry items. Whenever an xx is appended, substitute your assigned student
number for the xx.

Databases

e Ifyou are taking this course in an independent-database environment—
that is, your database is independent from other students’ databases and
the instructor’s database—student numbers are unnecessary. You can
simply do the exercises using the records indicated, without adding a
student number.

If you are not sure whether you are sharing a database, check with your
instructor.
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Course Goals and Objectives

Course This course introduces users to the Maximo Purchasing module—what it
Overview does, how it is designed, why it is designed that way, and how to use it.
Course The following are prerequisites for this course:

Prerequisites o MXES Navigation & Querying or demonstrable working experience with

MAXIMO 5.x or greater
e Working knowledge of the Microsoft Windows operating system

Course Goal The overall goal of this course is to develop competency in using the
Purchasing module.

Course Learning When you have completed this course, you should be able to:
Objectives e Jocate and enter information about vendors, manufacturers, and couriers;
e define how contracts are used in Maximo;

e create and use terms and conditions;

e create and process purchase requisitions;

e create and process purchase orders;

e determine reorder points;

e create and submit a request for quotation;

e receive materials and services; and

e create and process invoices.

continued on next page
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Course Goals and Objectives continued

Your Learning Now that you understand the basic objectives for the course, it is most

Objectives important that you define the learning objectives you bring to the course. We
— want to make sure that these are clearly stated, mutually understood, and
= achieved.

List your objectives in the space below. We will conclude the course by
asking you whether you have met your objectives. If you have not, we will
then address your questions and unmet objectives.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



COURSE INTRODUCTION 1-5

Course Organization

Organization This course has been organized into teaching modules. In an open school,
these modules will usually be presented in the order listed in the table on the
next page.

In an on-site school, the order of presentation might be different.

Chapters Each chapter in this course book is an individual teaching module designed to
provide an overview of its topic(s) and then provide in-depth instruction and
practice.

Each chapter contains these components:
e A subject-matter overview and objectives

This component provides orientation and perspective for the chapter,
along with learning objectives.

e Instruction in concepts and procedures

In this part of the chapter, instructor and text review relevant concepts,
components, and procedures.

e Hands-on practice

You will practice most of the important procedures and concepts that the
instructor introduces. You will have opportunities for brief hands-on
practice in the chapter and, in some cases, longer hands-on practice in a
workshop at the end of the chapter.

Notes Pages Notes pages are provided at the end of each chapter. You can use these pages
to capture information specific to your situation, or important points covered
in class discussions.

continued on next page
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PURCHASING WITH MXES

Course Organization continued

Chapter
Organization

This table contains a list of chapters in this student guide.

Chapter Name Description
Unit 1 Overview
1 Course Introduction Course goals, objectives, organization, conventions,
and agenda
2 Overview of Purchasing Overview of the role of purchasing in Maximo
Unit 2 Setting Up
3 Companies Using Company Master and Companies applications
4 Purchase Contracts Overview of the Purchase Contracts application
5 Terms and Conditions Using the Terms and Conditions application
Unit 3 Transactions
6 Reordering Overview of reordering inventory items
7 Purchase Requisitions Overview of a wizard-driven application for
requesting the purchase of materials and services
8 Request for Quotations Creating RFQs, recording and analyzing vendor
quotations, and awarding quotation lines to vendors
9 Purchase Orders Creating POs directly from POs application, PRs,
and RFQs
10 Receiving Receiving materials and approving receipts
11 Invoices Using the Invoices application; entering an invoice

08/2005
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Typographical Conventions

Introduction We use a number of typographical conventions and icons in our course
books.

Conventions Here are some of the conventions you will see most frequently in the course

Used in the materials:

Course Materials

Convention Usage Example

Italics Introduces or emphasizes | A system is a single instance of a Maximo
a term database.

Boldface Indicates that the word or | From the Go To drop-down menu, select
phrase names a menu Administration.
item, field, button, or
keyboard key

Arial font Indicates that this is text | Type ASSET_NDX8 in this field.
you type into a field

Courier font Indicates programming Maximo displays the following message:
code, a system message,

. Work order 1000 status changed to APPR.

or part of a screen display

continued on next page
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Typographical Conventions continued

Icons You will see several icons throughout this student guide. This table explains
what they mean.

This icon... Indicates...

A procedure that you will practice on your own or with
guidance from an instructor

P

A paper-and-pencil exercise

A special note or reminder

A warning or cautionary note

wgll

¢ A question-and-answer session with the instructor, or a
group discussion

Your role in the next exercise is changing, e.g., from
manager to user

The data you are being asked to enter will be used in
another exercise

A challenge question or exercise

An industry best practice, tip, or suggestion

A recording that provides additional course content is
available

%00 5@E
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Created Records: Quick Reference

Created Records

Rel. 6.0

You will create numerous records throughout this course. Although we

provide spaces for you to write down the numbers for these records in the
exercises, this table is for your convenience and quick reference.

Page Number Type of Record Record Name/Number
4-5 Purchase Contract
4-31 Request for Quotation
4-35 Release PO
6-15 Item Numbers
6-16 Purchase Request
6-19 Purchase Request
6-23 Purchase Request
7-8 Purchase Request
7-21 Duplicate PR
7-23 Purchase Order
7-26 Contract
7-30 Purchase Request
8-5 Request for Quotation
8-19 Contract
8-20 Request for Quotation
8-22 Purchase Order
9-7 Purchase Order
9-20 Change Purchase Order
11-11 Invoice
11-25 Invoice

©2005, MRO Software, Inc.
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In This Chapter
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This chapter contains the following topics:

Topic See Page
Chapter Overview 2-1
Purchasing as Part of Asset Management 2-3
Purchasing for Storerooms 2-4
Request for Quotations 2-7
Planned Direct-Issue Purchases 2-9
Invoice Matching 2-10
Other Database Information 2-11
Chapter Summary 2-13

©2005, MRO Software, Inc.

Rel. 6.0



OVERVIEW OF PURCHASING 21

Chapter Overview

Introduction You are using an asset management tool that provides extensive purchasing
functionality to support your asset management work.

Chapter Focus In this chapter we will look at the overall functionality of the system, paying
particular attention to how the purchasing functionality fits into the complete
system.

We will look at all of the purchasing functionality in more detail in later
chapters in this book.

Purchasing The Purchasing module consists of the following applications:
Applications
Use this application... To...
Purchase Requisitions Create purchase requisitions for materials and
services
Purchase Orders Create purchase orders to purchase materials or
services from vendors
Receiving Receive materials and services from purchase
orders (POs)
Invoices Record invoices, as well as debit and credit notes,

from vendors; match invoices details against
purchase orders and receipts

Request for Quotations Create requests for quotations and store the
quotations so you can assess which vendor best
meets your needs

Companies Maintain detailed information about vendors,
manufacturers, and other companies

Company Master Create company master records that belong to a
particular company set

Terms and Conditions Enter and maintain a library of terms and
conditions that can be added to a purchasing
document or contract

continued on next page
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Chapter Overview continued

Learning When you have completed this chapter, you should be able to:
Objectives e describe how purchasing fits into the asset management process,
¢ identify the elements of the Purchasing module, and
e describe how purchasing elements interact with each other.
08/2005
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Purchasing as Part of Asset Management

Introduction

Work Orders

Materials and
Services on
Work Orders

Rel. 6.0

Obtaining the materials and services required to do work is an important part
of the asset management process.

The core of the asset management process is the Work Orders module. You
create work orders to plan and carry out work on your assets.

When you create a work order in Maximo, you initiate the asset management
process and create a historical record of work being performed.

You also create work orders for many other reasons, including preventive
maintenance, emergency maintenance, and corrective maintenance.

The planning and use of materials and services is an important part of a work
order.

Although the Work Orders module is the key to maintaining your assets, you
cannot complete work orders without the necessary materials and services.

The applications in the Purchasing module are used to purchase, receive, and
pay for these materials and services.
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Purchasing for Storerooms

Introduction

Storeroom
Depletion

08/2005

The Inventory module also plays a role in the process, as it tracks materials
needed for asset management.

The Inventory module stores an electronic model of your storeroom
configuration and tracks all transactions that affect the state of your
storerooms.

Storeroom depletion occurs:
e when materials are issued to work orders, or
e when materials are issued and transferred internally between storerooms.

When a user plans materials for a work order, the Inventory application
automatically reserves those materials upon approval of the work order.
When materials are issued to a work order, the storeroom balances are then
updated.

Sometimes, internal transfer of material is a common practice between
storerooms of different sites. This also causes depletion of stocks, especially
for rotating assets.

continued on next page
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Purchasing for Storerooms continued

Maintaining As inventory balances decrease in the storerooms, we need to replenish these
Storeroom balances. The Purchasing module provides a way to track requests for and
Balances

purchases of materials.

e Inventory personnel perform a reorder function in the Inventory
application to evaluate stock and create purchase requisitions (PRs) for
material items that need reordering.

e Purchasing personnel process PRs to ensure that all parts are ordered from
the appropriate vendor.

e When vendors ship the materials, inventory personnel receive them into
the storerooms. This increases the balances and satisfies the requirements
of the PO.

continued on next page
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Purchasing for Storerooms continued

PURCHASING WITH MXES

The Inventory—

The diagram below illustrates the cyclical process that occurs to maintain

Purchasing storeroom balances by purchasing materials from vendors.
Cycle
| INVENTORY P
MATERIALS ”| (STOREROOM) N ISSUES AND
OR SERVICES TRANSFERS
RECEIVED Reorder Reorder
VEF,\‘RSOMRS Function for Function for
External A Internal
Vendor i Vendor
A
PURCHASE PURCHASE o INTERNAL
REQUISITION ORDER VENDOR
EXTERNAL
VENDORS
A
P .| REQUEST FOR
< > QUOTATION Dl —— 1
!
POs, RFQs and ) . N AU !
PCs senf to the Associated POs | PURCHASE |
Vendors and PCs : CONTRACT |
L 1
A
A |
1
PURCHASE |
ORDER D — -
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Request for Quotations

Introduction There might be circumstances at your company for which you need to obtain
quotations from several vendors before deciding from whom to purchase
materials or services.

A request for quotations (RFQ) is a request that you send out to one or more
potential suppliers.

Request for You can create an RFQ for any of the following circumstances:
Quotations

Application e The stock count of a stocked item drops below a certain level and you

must place another bulk order.

e A requisition is received for an item or service that requires a quotation
each time due to item price or other requirements.

e Someone at your site requests/requested a quote for an item or service. It
can be for a normally stocked item or for an item not normally ordered,
such as a special order or non-stocked item.

e Usually, you need to do commodity bulk buying for a certain period of
time. This is typically for many items with common commodity codes.
The quotation might not be copied to a PO or contract immediately, but
the pricing is set.

continued on next page

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



2-8

Request for Quotations continued

Diagram

Awarding
Quotations

08/2005

PURCHASING WITH MXES

You might create an RFQ with line items from a PR, or you might create a
new RFQ. In either case, use the information obtained from your quotations

on your POs.

Purchase
Requisitions

A

Request for
Quotation

Purchase
Orders

You can award quotations to make the conversion from an RFQ to a PO

easier. You can award quotations on a line-by-line basis.

©2005, MRO Software, Inc.
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Planned Direct-lIssue Purchases

Introduction

The Process

Rel. 6.0

In some instances, if you weren’t aware of what you needed when the work
order was approved, you might need to order non-stocked materials or
services for a particular work order directly from the vendor.

The diagram below illustrates the purchasing process for materials, services,
or tools that you issue directly to a work order.

The Inventory module is not involved in the process.

WORK
ORDER [¢
RECEIVING
\ 4
PR 4
A
RFQ
VENDOR
A
A l
PO CONTRACT

Note: The initial material requisition for a direct issue for unplanned
materials could be entered via the Desktop Requisitions application, which

creates a PR. It could also be entered via the Purchase Requisitions
application.

Some organizations enter purchases directly into the Purchase Orders
application.
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Invoice Matching

Introduction

Invoice
Capabilities

Diagram

08/2005

Vendors send invoices to bill for materials shipped to you. The Invoices
application allows you to enter and approve invoices from vendors.

With the Invoices application you can:

e match invoices to PO line items,

e add standard service costs,

e distribute costs,

e approve an invoice for payment, and

e accept credits from vendors.

The diagram below illustrates the relationship of the Invoices application to
the Purchase Orders application.

Enter
Vendor's
Invoice

A 4

Invoices

Invoice
Matching

Purchase Orders
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Other Database Information

Introduction The applications in the Purchasing module also use information from other
applications. The Companies, Currency Codes, and Exchange Rates
applications, in particular, store information used in all aspects of purchasing.

Companies You use the Companies application to store data on vendors.
Application

Some of the information collected by the Companies application that is
relevant to the Purchasing module includes:

e Vendor name

e Vendor address

e Vendor phone number

e Customer number (the number by which the vendor identifies your
company)

e Company type

e Contact information
e Vendor’s currency

e Tax code information
e Payment terms

e Shipping information

e E-commerce details

Currency Codes The Currency Codes and the Exchange Rates applications allow you to enter
and Exchange and track the exchange rates of all foreign currencies used in Maximo.
Rates

You use the Currency Codes and the Exchange Rates applications if any of
your vendors require transactions in a currency other than your own base
currency.

Applications

continued on next page
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Other Database Information continued

Application

Relationships

The diagram below illustrates the relationship between Companies, Currency
Codes, Exchange Rates, and other purchasing applications.

Currency Code Terms

and - and
Exchange Rate —>| Companies |<"" Conditions

A A A A h 4

PR || Contracts | | RFQ || Receiving || Invoices |

Company Master

Application

Companies Data

Receiving
Application

Terms and
Conditions
Application

08/2005

Company master records contain information pertaining to companies such as
default contact person, purchasing, e-commerce, and payment details of the
company.

All company master records in Maximo belong to a company set. Company
sets enable you to share information about companies between multiple
organizations. Each organization is associated with a company set.

The Companies application provides data for applications in addition to the
purchasing applications. For example, a company can be an equipment
manufacturer, a courier for parts, or an employer for contract labor.

In a large company you might have a centralized purchasing department for
several sites, but materials and services would need to be received at each
individual site. The Receiving application allows both materials and services
to be received and recorded in the database when they are delivered to a site.

You use the Terms and Conditions application to enter and maintain a library
of terms and conditions that can be added to a purchasing document or
contract.

These terms can contain information such as liability concerns, shipping and
handling details, or delivery time expectations.

©2005, MRO Software, Inc. Rel. 6.0
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Chapter Summary

Asset
Management

Purchasing for
Storerooms

Requests for
Quotation

Direct Issue
Purchases

Rel. 6.0

Purchasing is part of an asset management process because we need to obtain
the materials and services required to manage our assets.

The Inventory module can track items kept in asset management storerooms
and the quantities on hand. Maximo provides purchasing functionality to:

e automatically create requests for items stocked in storerooms,
e track requests for and purchases of items, and

e receive items into storerooms.

Maximo provides functionality to obtain quotations from several vendors
before you decide from whom to purchase materials or services. With the
Request for Quotations application, you can:

e create RFQs,
e analyze quotations to make more informed purchasing decisions, and

¢ use the information you collect to create POs, including contracts.

You can use the Purchasing module to order materials for a particular work
order. The material, when received, goes directly to the work order and not
through any storerooms.

continued on next page
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Chapter Summary continued

Invoice Matching

Other Database
Information

08/2005

Vendors send invoices to bill for materials shipped to you and services
provided to you.

The Invoices application allows you to enter invoices, match them to
purchase orders, and approve them.

The Purchasing module applications also use information from other
applications.

The Companies, Currency Codes, and Exchange Rates applications, in
particular, store information used in all aspects of purchasing.

The Receiving application allows both materials and services to be received
and recorded in the database when they are delivered to a site.

The Company Master records contain information pertaining to companies,
such as the default contact person, purchasing, e-commerce, and payment
details of a company.

The Terms and Conditions application allows you to enter and maintain a
library of terms and conditions that can be added to a purchasing document or
contract. The terms can contain information such as liability concerns,
shipping and handling details, or delivery time expectations.
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In This Unit
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This unit contains the following chapters:

Chapter Topic
3 Companies
4 Purchase Contracts
5 Terms and Conditions
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Unit Overview

Introduction

In this unit we begin to look at the roles of companies and contracts on
purchasing.

Unit Focus

This unit focuses on detailed information about vendors, manufacturers, and
other companies. It also provides information on contracts.

Learning
Objectives

When you have completed this unit, you should be able to:

e locate and enter information about vendors, manufacturers, and couriers in
the Companies application;

e locate and enter currency code and exchange rate and tax information in
the Companies and Company Master applications;

¢ identify information that originates in the Companies application when it
appears in other modules; and

e associate Company Master records to an organization.

Rel. 6.0
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This chapter contains the following topics:

Topic See Page
Chapter Overview 3-1
The Company Master Application 3-2
Creating a Company Master Record 3-4
The Role of the Companies Application 3-6
The Companies Application 3-8
Using the Companies Application 3-24
Entering Company Records 3-26
Duplicating Company Records 3-31
Deleting Company Records 3-32
Chapter Summary 3-33
Workshop 3-34
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Chapter Overview

Introduction

Chapter Focus

Learning
Objectives

Rel. 6.0

The Companies application maintains detailed information about vendors,
manufacturers, and other companies.

Vendors can have parent companies or multiple vendor locations for a single
company. Using reports, you can determine total year-to-date expenditures
within a single organization, regardless of its location.

Company information must be entered in the Companies application before
other modules, such as Inventory and Purchasing, can access it.

This chapter focuses on the Companies application and its relationship with
the Purchasing module.

When you have completed this chapter, you should be able to:
e Jocate and enter information about vendors, manufacturers, and couriers;
¢ locate and enter currency codes, exchange rates, and taxes;

¢ identify information that originates in the Companies application when it
appears in other modules; and

e associate company master records to an organization.
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The Company Master Application

Introduction

A company master record in Maximo represents a vendor from whom you
purchase goods or services, asset manufacturers, and other companies that
you do business with.

All company master records in Maximo belong to a company set. Company
sets enable you to share information about companies between multiple
organizations. Each organization is associated with a company set.

The Inventory, Purchasing, and Assets modules pick up and use data entered
and stored in the Companies application.

Company Master
Application Tabs

The Company Master application has the following tabs:

Use this tab...

To...

List

Search the database for a specific record or group of
records that meet your criteria. You use the filter fields
located above the List table window to enter basic
search criteria.

Company Master

Create, view, modify, and delete company master
records that belong to a company set.

Each company master record contains details about a
particular company.

Contacts

Enter, view, or modify additional information about the
default contact person for a company.

You can also use this tab to delete the default contact
information for the company.

Addresses

View and modify a company’s general and Remit To
contact information.

08/2005

continued on next page
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The Company Master Application continued

Create a
Company Master
Record

Delete a
Company Master
Record

Add a Company
Master Record
to an
Organization

Rel. 6.0

Company master records maintain detailed information about companies that
belong to a particular company set. Company master records contain
information such as the company’s contact information as well as the
purchasing details, e-commerce details, and payment details of the company.

You can delete a company master record. However if a company master
record is already associated with an organization, Maximo does not let you
delete that record.

You can add a company master record to an organization. Adding a company
master record to one or more organizations enables you to use that company
master record in those organizations.
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Creating a Company Master Record

Creating a The Companies application lets you create a new company record if your
Company Master  gystem administrator has selected the Automatically Add Companies to

Record Company Master? check box in the Sets application. If this is not the case,
\/@ then use t}le Company Master .application to create a record. Selecting the
Automatically Add Companies to Company Master check box
automatically creates a company master record each time you create a new
company record.

We will assume that your system administrator has not selected the
Automatically Add Companies to Company Master check box. In this
exercise, we will create a company master record. If you try to add a new
company from the Companies application, and your administrator has not
allowed this, you will get the following error message:

B waxmo

Companies for this organization must be added through the Company
MWlaster application.

Step Action

1 Go to the Company Master application in the Purchasing
module.

2 Click on the New Company Master _J icon on the toolbar.

3 Enter Vantarxx in the Company field. (The xx is for your initials
if you are using a shared database.)

Enter Tire wholesalers in the description field.

Click on the Select Value + icon next to the Company Type
field and select V - Vendor.

6 Save the record.

continued on next page

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



COMPANIES

Creating a Company Master Record continued

Add Company

Master to

Organization

D

Rel. 6.0
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3-5

After you have created a company master record, you need to add the record
to one or more organizations. In this short exercise, we will add the company
master we just created to an organization.

Step

Action

In the company master we just created, choose Add Company
Master to Organization from the Select Action menu.

Select the EAGLENA and EAGLESA check boxes.

Note: The Add Company to Master Organization action displays a
table window with all the organizations that use the company set
and that are accessible by the current user. You can select all or a
few organizations and Maximo will add the company master record
to the selected organization(s). If one or more of the selected list of
organizations already have the company master record, Maximo
ignores those organizations and proceeds with the other
organizations.

Click OK.

Result: Maximo displays a box indicating that the company was
created.

Click OK.
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The Role of the Companies Application

Companies
Application Data

08/2005

The Inventory, Purchasing, and Assets modules pick up and use data entered
and stored in the Companies application. Here are some examples:

Inventory

. Vendor Data
. Company Type

Purchase Requisitions

. Vendor Data
. Currency Data

Request for Quotation

. Vendor Data
. Currency Data

Purchase Orders

Companies Application

e o o o

Vendor Data
Company Type
Tax Data
Currency Data

. Vendor Data
. Currency Data

Invoices

. Tax Data
. Price
Information

Currency Management

Currency Data

Assets

Vendor
(Manufacturer)
Data

Desktop Requisitions

Vendor
(Manufacturer)
Data

©2005, MRO Software, Inc.

continued on next page

Rel. 6.0



COMPANIES

The Role of the Companies Application continued

Companies
and Other
Applications

Rel. 6.0

Generally, when a Company or Vendor field appears on a Maximo record,
the value in the field represents a company record created in the Companies
application.

The following applications use vendor information from the Companies
application:

Assets

Locations

Item Master

Labor

Crafts

Purchase Orders
Purchase Requisitions
Request for Quotations
Invoices

Contracts module

Service Level Agreements

©2005, MRO Software, Inc.
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The Companies Application

Introduction

08/2005

The Companies application maintains detailed information about vendors,
manufacturers, and other companies.

Vendors can have parent companies or multiple vendor locations for a single
company. Using reports, you can determine total year-to-date expenditures
within a single organization, regardless of its location.

Company information must be entered in the Companies application before
other modules, such as Inventory and Purchasing, can access it.

Companies PGoTo  bi=Reports= # StatCerter— L Profle  » Snout 7 Hel
=

v Find: | Select Action v g |6 | Repons

List Company Contacts Addresses Branches

i Aetvanced Search « 1l Save Guery & Boomerks

[ Rt 44 e © ) Downloag |
Company Descrigtion Parert Company Type Currency Organization
[— [ [ s | eame s

To find records, use the Filter fields above and then press Enter
For mate search options, use the Advaneed Search bitton above
To anier & new record, selectthe Ingerticon in the toolbar.

[ select Recors

continued on next page
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Companies

The following table describes the tabs in the Companies application.

Application Tabs

Rel. 6.0

Use this tab...

To...

List

Search the database for a specific record or group of records that
meet your criteria. You use the filter fields located above the List
table window to enter basic search criteria.

Company

Add, view, and modify information on vendors, manufacturers,
and other companies.

Vendors can have parent companies or multiple vendor locations
for a single company. Using reports, you can determine total
year-to-date expenditures with a single organization regardless of
its location.

The information you enter includes the company identification,
purchasing details (currency, tax, and shipping), payment details
(bank and internal accounts and payment on receipt agreements),
and e-commerce details. For reporting purposes, you can group
companies by type, such as vendor or manufacturer.

Contacts

Enter, view, and modify information about the people you need to
contact at the company. The Contacts table includes the main and
Remit To contacts entered on the Addresses tab.

Addresses

View and modify a company’s general and Remit To contact
information. Because the same company might have multiple
locations, Maximo lets you designate a separate Remit To address
and contact for billing purposes.

The Addresses tab provides separate fields for City,
State/Province, and ZIP/Postal Code. You can use the information
in these fields to query for companies. This could prove useful
when you are deciding which company to order items from.

Branches

Add, view, modify, or delete the association of branches of a
company for a company record.

continued on next page
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The Companies Application continued

Companies The following actions are available from the Companies Select Action menu:
Actions

Action Description

Associate Commodities | Allows you to associate commodity groups and
codes with a company record. After you have
defined commodities, you can associate them with
company, contract, and item records. You can also
associate commodities with individual PR or PO
lines for items, service items, or tools that do not
have commodity codes assigned to them, including
special order materials or services.

Add/Modify You can add, modify, or delete commodity groups
Commodity Codes and commodity codes to be used by one or more
entities in Maximo (such as for a company, item
master, tool, purchase order, or service item).

View Contracts You can view a read-only list of contracts that are
associated with a company record.
Attachment The Manage Library dialog box lets you add
Library/Folders: documents to an electronic library. After a
Manage Library document has been added, the document is
available to be attached to Maximo records.
Attachment Use the Manage Folders action to define document
Library/Folders: folders globally. After you define them here,
Manage Folders document folders are then available to associate

with Maximo applications. Examples of document
folders are attachments, diagrams, and images.
Maximo automatically associates a new document
folder with the application in which it is created.

You must have appropriate signature security to
access this feature. Typically, a system
administrator adds document folders.

continued on next page
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Companies continued
Actions
Action Description
Attachment The Associate Folders action lets you select the
Library/Folders: folders of documents to be included in an

Rel. 6.0

Associate Folders

application’s document collection. You must
associate document folders with an application
before you can attach documents in those folders
from within that application. You can only modify
folders in the current application's document
collection.

You must have appropriate signature security to
access this feature. Typically, a system
administrator adds document folders.

Duplicate Company

You can duplicate an existing company record.
Upon duplication, a copy of the existing record is
created with the same values except for the
Company field, which is left blank. You can
modify the values in this duplicate record and save
it as a new record.

Delete Company

Allows you to delete a company record as long as it
has not been referenced in other applications (such
as Purchase Orders, Invoices, or Contracts). Also,
company records that have associated branch
records cannot be deleted. To delete a company
record with associated branch records, you must
first sever all the branch associations with that
company record.

continued on next page
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The Companies Application continued

Company Tab The Company tab includes basic company information, plus purchasing, tax,
Fields and currency data. This information is important to the purchasing and
inventory process. The table below describes some of these fields.

Field Name TABLE.COLUMN
Company COMPANIES.COMPANY
Identifier of the company.
Parent COMPANIES.PARENTCOMPANY
Identifier of the parent company.
Customer # COMPANIES.CUSTOMERNUM

The number used by an outside company to identify your
own company.

Company Type COMPANIES. TYPE

The type of company. Click Select Value + to select a
value. The list provides three default types: C (courier), M
(manufacturer), and V (vendor).

Use Parent Remit COMPANIES.USEPARENTREMITTO

To? Yes/No field indicating whether the parent’s Remit To

information should be used. The default value is N. If you
change this field value to Y, the payment information from
the parent record displays on invoices created against the
child company.

Currency COMPANIES.CURRENCYCODE
The currency that the company uses. This value is used for

currency conversion, when necessary. Click Select Value ¢
to open the Select Currency list and choose a value.

continued on next page
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The Companies Application continued

Company Tab continued
Fields

Field Name TABLE.COLUMN

Tax Exempt Code COMPANIES. TAXEXEMPTCODE

Indicates whether the company is exempt from paying taxes
(e.g., 1=exempt, 2=not exempt, 3=exempt resale). Click

Select Value + to choose a code.

Disqualified COMPANIES.DISABLED

Vendor? Yes/No field indicating whether the company is disqualified

from being used on new PRs, POs, RFQs, invoices, or any
other application that references vendors. The default is No
(the check box is cleared).

Freight Terms COMPANIES.FREIGHTTERMS

A description of what is being shipped. Any riders to the
shipping agreement should be included here. For example,
you might specify “Fresh fruit. Perishable. Keep refrigerated.

Must meet delivery dates.” Click Long Description = to
enter or view a description of the terms.

FOB Point COMPANIES.FOB

Free on board point is the point at which responsibility and
liability are transferred. The FOB point is usually the
destination or the shipping point.

DUNS # COMPANIES.DUNSNUM

Data Universal Numbering System number, used to uniquely
identify a company and its location.

AP Control COMPANIES.APCONTROLACC

Account The credit account used when the invoice is paid. Click

Select Value + to open the GL Account Navigator and
select a value.

continued on next page
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The Companies Application continued

Company Tab continued
Fields
Field Name TABLE.COLUMN
RBNI Account COMPANIES.RBNIACC

The account for receipts that have not been invoiced. Click
Select Value to open the Select GL Account page and choose
a value.

Suspense Account COMPANIES.APSUSPENSEACC

The credit account used when the invoice is approved. Click
Select Value to open the Select GL Account page and choose

a value.
Tool Control The tool control account is used as the default to populate
Account ITEMORGINFO.GLACCOUNT. If a tool record is marked

“outside” (meaning it is owned by an external vendor),
Maximo will default the GL account based on the owning
vendor’s GL account listed in the Companies application.

continued on next page
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Currency Field
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The Currency field in the Purchasing Details frame of the Company tab
holds a code that identifies the currency that this company uses, if that
currency is different from the currency you normally use and set as a default.

Companies

® Bulleting: (2)

A-profile

~| Find: #h  [Select Action ~ @ @ ol | Feports
Lst | cCompany |__Contacts Adoressss| = =
Company |UPS-GR uPs s &
Parent # I CFilter @ - o0 0 & . | “1-110f11+ ) Download | | — ny Type ’
Customer # Currency Description. bnization |[EAGLENA
Home Page | | ] bmit To? [
AUD Australian Dollar
BOLIVAR Wenezuelan Bolivar =
s £AD Canadian Dollar
Currency ” |USD N DINAR Kuwsiti Dinar Bank
ode ER Euro Bank Reference #
Tax Exempt Code 5 GBR British Pound Stering DUNS #
BESO Chilean Pezas
TaxExempthumber [ | RAND South African Rand PayTo [ |
Pay Tax o Vendor? W SO Singapore Dollar PaymentTerms | |
Disqualified Vendor? [ = tinled Slales of Ametica Doler AP Control Account |5300-910-620 |
YEN Japanese Yen
Enpirati RBHI Account  [5600-930-620 | ~
Cancel | Account |6800-920-520 |
Tool Control Account ||

E-commerce Enabled? [

Punchout Enabled? [

Vendor Sends Order Status?

Send Vendor Transaction on PO Cancel?

E-commerce Supplier

Catalog

E-commerce Supplier Location
Automatically Approve Receipt on ASH?

L]
]

Automatically Approve Invoice ?

Vendor Sends ASH?

Vendor Sends Invoice?

HDDDDD

Default Warehouse

The Currency field is a required field. Maximo inserts your base currency by
default; however, you can change it if necessary.

©2005, MRO Software, Inc.

continued on next page

08/2005




3-16 PURCHASING WITH MXES

The Companies Application continued

Fields Affecting The Company tab has four fields that hold the tax information associated
Tax Processing with the company:

Field Description

Tax Code This optional field holds the tax code associated
with a company. Maximo uses the tax code to
determine whether there is tax on a transaction and
to calculate the tax if one applies.

Tax Exempt Code This optional field indicates the tax-exempt status of
the company. Values are 1, 2, or 3:

e 1: The company is tax exempt.
e 2: The company is not tax exempt.

e 3: The company is exempt from taxes on resale.

Tax Exempt Number | This optional field holds the tax-exempt number of
the company.

Pay Tax to Vendor? | Select this check box to indicate whether the
company has authorization to collect taxes.

e Checked indicates that the company’s invoice
will include the tax.

e C(leared indicates that your company might have
to pay taxes separately, which Maximo calculates
and keeps in a separate general ledger account.

Note: The default status is checked.

continued on next page
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The Companies Application continued

Example of a
Tax Code

Tax Codes and
Your System
Administrator
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In this example, Almar Petroleum, a New Jersey company, has authorization
to collect and pay taxes. It uses a New Jersey tax code.

The Tax Code field tells Maximo to use New Jersey tax rates. The Pay Tax
to Vendor? field authorizes this company to collect and pay taxes. When you
buy items from this company, Maximo will automatically calculate the taxes
based on the New Jersey tax code.

Companies

GoTa Wi Reports — # Start Cente

V| Find: #h [Select Action >l @@ e | Raports

List [ company |

Contacts Addresses Branches

Company [ALMER

Parent

Customer# (3390214

Home Page [wwew almar com

Attachments &
Company Type M|
Organization [EAGLENA

Use Parent Remit To? []

| sslcmuluoier

Pay Tax to Vendor?

Freight Terms:

Coxcode [W FOB Paint
Tax Exemnpt Code - Ship Via

3

PRINCETON,
Ups-oR

Inspection Required?
Payment on Receipt?

Expiration Date of Insurance

E-commerce Enabled? [
Punchout Enabled? [

O
O
| —

E-commerce Supplier
Catalog

E-commerce Supplier Location

Automatically Approve Receipt on ASHT [

Bank

Bank Reference #
DUHS #

Pay To
Payment Terms [NET 30
AP Control Account [BB00-910-610 | -
RBMI Account [6800-930-610 | S
Suspense Account [8800-320.610 |

Tool Control Account

Vendor Sends Order Status?

]

Send Vendar T i n|

]

Vendor Sends Invoice? [

Automnatically Approve 2 0
DefautWarehouse | |

A single tax code can contain up to five separate taxes. When your system
administrator installs Maximo, he or she will use the Administration module

to enter the tax codes and calculation formulas for each of the taxes your
vendors use.

©2005, MRO Software, Inc.
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The Companies Application continued

Payment on The Payment on Receipt? field is a check box that you can use to designate
Receipt? Field all purchases from the selected company as payment on receipt purchases.

If this box is checked, Maximo automatically creates an approved invoice as
soon as you receive items ordered from this company.

The default status is unchecked.

General Ledger The RBNI, Suspense, and AP Control fields hold general ledger (GL)

Fields on the account numbers associated with this company.

Cc Tab . i
ompany fa e RBNI Account contains the general ledger number for costs from this

company that are received but not invoiced.

e Suspense Account contains the general ledger number for suspense costs
for this company.

e AP Control Account contains the general ledger number for accounts
payable control costs for this company.

continued on next page
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The Companies Application continued

The Disqualified The Disqualified Vendor? field on the Company tab is a check box.

Vendor? Field Checking this box disqualifies this company as a vendor, which means that

you are not able to create new RFQs, PRs, POs, or invoices using this
company as the vendor.

The default status is unchecked.

Companies

v| Fna:[ | [Selectécton v] (D il @ @ @ L6 | Rsens ]
Lt | Company | Conscls Addresses Branches
Gompany [ALMAR Attachments &
Parent Pl Company Type [M__ | &
Customer # (3330214 Organization
Home Page [y almar.com Use Parent Remit To? []
Currency “[UsD | & FreightTerms [ ]d Bank
Tax Code [N E FOB Point [PRINCETON, MJ Bank Reference #
Tax Exempt Code || / Ship Via [UPS-OR P DUKS #
Tax Exempt humber Registration PayTo
Pay Tax to Vendor 7 Inspection Required? [ ] Payment Terms | NET 30
Disqualified Vendor? [ Payment on Receipt? [ AP Contral Account (6800310610 | +
Expiration Date of Insurance | | & RBMI Account [B300-930-610 | £
Suspense Account [B300-820-610 | £
Tool Contral Account
E-commerce Enabled? [ Vendor Sends Order Status? [ ]
Punchout Enabled? [] Send Vendor Transaction on PO Cancel? []
E-commerce Supplier Vendor Sends ASH? []
Catalog [ ] Vendor Sends Invaice? [
E-commerce Supplier Location Automatically Approve Invoice? []
Automatically Approve Receipt on ASN? [ DefaultWarshouss | |

continued on next page
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The Companies Application continued

E-commerce The E-commerce Details frame contains a number of fields that pertain if
Details Frame your company is doing business with the vendor company using some type of
electronic commerce.

The following table provides a description of these fields:

Field Description
E-commerce Enabled? Check box indicating whether the company is
e-commerce enabled. The default is cleared
(unchecked).
Punchout Enabled? Check box indicating whether you have the

capability in the Companies application to
search marketplace Web sites for purchases.
The default is cleared.

E-commerce Supplier The number or string value that identifies the
e-commerce supplier from whose catalog you
will be ordering. This number is not
necessarily a unique identifier.

Catalog The outside vendor’s catalog that you can
access on the Web.

E-commerce Supplier The name of the B2B package containing the

Location interface mapping that enables e-commerce

transactions to be routed between Maximo and
an e-commerce supplier. For example,

mroOAGAdapter.
Automatically Approve Check box indicating whether the receipt of
Receipt on ASN? items can be automatically processed when an

ASN (advance ship notice) for those items has
been received. The default is cleared.

continued on next page

08/2005 ©2005, MRO Software, Inc. Rel. 6.0


http://127.0.0.1/jsp/help/company/fldcompany/asn_definition.htm

COMPANIES

3-21

The Companies Application continued

E-commerce
Details Frame
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continued
Field Description
Vendor Sends Order Check box indicating whether the vendor sends an
Status? electronic transaction detailing the status of
orders. The default is cleared.
Send Vendor Check box indicating whether the vendor is sent a

Transaction on PO
Cancel?

PO cancellation transaction when a PO or PO line
is canceled before the item(s) is received or an
ASN is sent by the vendor. The default is cleared.

Vendor Sends ASN?

Check box indicating whether the vendor sends
electronic ASN transactions. The default is
cleared.

Vendor Sends Invoice?

Check box indicating whether the vendor sends
invoice transactions. The default is cleared.

Automatically Approve | Check box indicating whether an invoice can be

Invoice? automatically approved upon its electronic
receipt. The default is cleared.

Default Warehouse The default warehouse used by the vendor.

©2005, MRO Software, Inc.
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The Companies Application continued

Company Types

Company
Branch
Hierarchies

08/2005

You can categorize companies by type for reporting purposes. Maximo uses
three default company types:

e Courier—transit company
e Manufacturer—manufacturer of items or asset
e Vendor—vendor of items or asset

Your system administrator might have created customized company types
specific to your business.

Note: The Customer # field in the Companies application is used to store the
number used by the vendor/company to identify your company in their
database.

The branch hierarchy can be only one level deep, with a parent company
record and child branch records. Child records cannot be parents of other
records, and parent records cannot be children of other records.

You use the Branches tab to create and remove associations between child
and parent records. You can enter a company record manually, or use the
Detail Menu button to look up companies. The Select Company page
includes only companies that are not already parent or child records.

continued on next page
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The Companies Application continued

Disqualifying a
Vendor

Disqualified
Vendors on
Existing
Records

Companies
Reports

P
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If your company decides to stop doing business with a vendor, you can mark
the record to indicate that the vendor is disqualified from doing business with
your company. After you disqualify a vendor, you can no longer create new
PRs, POs, RFQs, or invoices for the vendor.

Note: A disqualified vendor affects only those records created after you
disqualified the vendor.

Disqualifying a vendor has no effect on existing approved transactions (i.e.,
POs and receipts) that already reference the vendor. A disqualified vendor
affects only those records approved after you disqualify the vendor.

Therefore, Maximo will no longer allow new POs to be created from PRs for
the vendor, but POs approved before the vendor was disqualified are still
valid.

However, if you create a PR and then disqualify the vendor, Maximo will not
allow the PR-to-PO process to continue with that vendor.

Use the List tab in most applications to search the database for particular
records.

Note: A few Maximo applications consist of only one page; therefore, they
do not have a List tab. With the exception of Bookmarks, one-page
applications have a Search Toolbar with the same search options found on the
List tab. In those applications, Maximo displays the search results on the
application page.
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Using the Companies Application

Enabling the Company records maintain detailed information about vendors,

Use of the manufacturers, and other companies. As mentioned previously, the
Companies Companies application lets you create a new company record if your system
Application to administrator has selected the Automatically Add Companies to Company

Create Company Master check box in the Sets application. If this is not the case, then you
must use the Company Master application to create a record, as in the

Records

\% previous exercise.

In the following exercise we will complete the steps necessary to use the
Companies application to create company records.

Step

Action

1

From the Start Center, open the Sets application in the
Administration module.

Result: Your screen should display the All Sets list.

@Eulstnsi(2) A GoTo i Repots B StatCertsr & Profle X SgnO

2o
ol
Select Action ¥ 2

= =]
Em

TEM

[mlf ool ol e

o Fitter o g Tl 0 1-4otd Download =
set Tuge
[Cowpsent CowPany_ |

=g =]

EAGLENA
EAGLESE,
EAGLELK

Click the View Details button of COMPSET1.

Result: The window expands to show the details information for
COMPSETI.

08/2005

continued on next page

©2005, MRO Software, Inc.

Rel. 6.0



COMPANIES 3-25

Using the Companies Application continued

Enabling the continued
Use of the

Companies

Application to

Create Company

Records

Step Action

3 Check the Automatically Add Companies to Company Master?
check box.

Result: Your screen should look similar to the graphic below.

Select Action vlia

| Eitter #4010 4 1 wd-dofd s . Downlead | {
et Deserition Iwpe.
S
8 o
T Therms a =] a
boosEn tem set 1 Em I}
a

Set [COMPSETI

Automatically Add Companies to Company Master 7

Type [COMPANY | &

Hew Row

_ Download | G
Orcanization
EAGLENA
EACLESA
EAGLELK

4 Click the Save Sets icon.

Result: You can now create a new company record using the
Companies application in the Purchasing module.
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Entering Company Records

Adding a Use the following steps to create a company record.
Company
Record
Note: Your instructor will provide you with the appropriate user name and
\/@ password to sign in to Maximo.

Step Action

1 From the Start Center, select the Companies application in the
Purchasing module. On the Maximo toolbar, click the New

Company i icon.

Result: Maximo displays the Company tab with fields ready for data
input, similar to the graphic below.

Companies
V| Find: @) [Select Adtion “iludedlauel || Repots
List Company  |_Cortacts Adresses Branches

E-commerce Enabled? [] Vendor Sends Order Status?

Punchout Enabled? [] Send Vendor Tra
e —

Ecommercs suppliorLocstion | ] Automatcaly.

Automtically Approve Receipt on ASHZ []

D Note: The Organization field is automatically populated.

continued on next page
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Entering Company Records continued

Adding a continued
Company
Record
Step Action
2 Enter the following data:

Field Value

Company [Your Last Name]

Description [Your Last Name] Manufacturing Co.

Company Type V (denoting vendor type)
Tax Code MA
Accept all the default values given.

3 Click the Save Company icon.

%) Best Practice: To avoid data loss, it is important that you save data
periodically. Always save your record after every action.

continued on next page
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Adding a
Company
Record
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continued
Step Action
4 Click on the Contacts tab and, on a new row, enter the contact

information:
Field
Contact
Position
E-mail
Phone
Fax

Home Phone

Value

[Your name]
Account Manager
[Your E-mail]
781-777-9450
781-777-9451
781-777-9678

Note: Customer contact information should be saved first into
Maximo before you can specify a contact person on the Contact

field of the Addresses tab.

Save your record and click on the Addresses tab. Enter the
company address information:

Field

Customer Contact
Address

City
State/Province
Zip/Postal Code
Phone

Company Fax

Value

[Your name]

46 Krantz Road
Concord

MA

03067
781-777-9450
781-777-9451

continued on next page
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continued
Step Action
6 Save your record.

Result: Your screen should look similar to the graphic below.

Companies @ Bulletins: (2)
E =
[ ~|  Fing:| | @ [Select Action N R = | Reporis
List Campany Contacts | Addresses | Eranches
Company |LASTMAME | [Last Mame co. IE} Organization [EAGLENA
Customer Contact [Name F Contact
Address |46 Krartz Road Address
City [Concord City

State/Province  |MA State/Province
ZIP/Postal Code 03067 ZIP/Postal Code
Phone | 731-777-9450
GompanyFan 7817770481 |

7 Open the Branches tab and click New Row.
On the Company field of the Branches pane, click on the Detail
Menu button and use the Select Value option to select
GARDNER.

9 Save your record.

Result: The GARDNER company is now assigned as a branch of
the [Your Last Name] company.

continued on next page
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Entering Company Records continued

Adding a continued
Company
Record

Step Action

10 Click the Detail menu icon to the right of the Company field and
select the Move to GARDNER option.

Result: The Branches tab displays the GARDNER company.
11 Open the Company tab and view the Parent field.

Result: The Parent field is now populated with [Your Last Name]

company.
Companies @ Bulletins: (2)
"
[ ~| Find:[ |#h  [Seect Action v 21a @ | Reparis
List Company | _Contacts Addresses Branches

Inc. Attachments &

Last Name Manufacturing Co. B CompanyType M |/

fpany  |CARDHER Gar
Parent |LAST HAME .
o S S Organization |EAGLENA

[m

HomePage | ] Use Parent Remit To? [ ]
Currency * [USD ’ Freight Terms E} Bank
TaxCode | |/ FOB Point Bank Reference #
TaxExemptCode | |/ Ship Wia P DUHS #
TexExemptHumber | | Registration # PayTo
Pay Tax to Vendor? Inspection Required? [ Payment Terms
Disqualified Yendor? [ ] Payment on Receipt? [ ] AP Control Account [5800-810-610 |
Expiration Date of Insurance | | i RBHI Account |5500-930-610 |
Suspense Account |BE00-820-610 | /
Tool Control Account

E-commerce Enabled? [ | Vendor Sends Order Status?

Punchout Enabled? [ Send Vendor Transaction on PO Cancel?

E-commerce Supplier | ] Vendor Sends ASH?

Catalog | ] Vendor Sends Invoice?

E-commerce Supplier Location Automatically Approve Invoice ?
Automatically Approve Receipt on ASH? ] Default Warehouse

HDDDDD

D Note: Do not close the window. Our next exercise will start from
here.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



COMPANIES

Duplicating Company Records

Duplicating a
Company
Record

D

Rel. 6.0

3-31

Use the following steps to duplicate a company record.

Step

Action

With GARDNER Company open, choose Duplicate Company

from the Select Action menu.

Result: A duplicate company record is created with the Company

field left blank.

Companies
=

@ Buletins: (21 A GoTo  lu Ry

[ v | Find:| | @ [setect Action 3@ la @l | Reports
List Comy Cortacts Addresses Branches
Qze::;\ |Gardner Denver, Inc IE! atachments  #
IS |Last Hame Manutacturing Co. IE Company Type M |
Customer # Organization
Home Page Use Parent Remit To? [

Curreney * [UsD Freight Terms

B Bank

Tax Code 4 FOB Point

Bank Reference #

Tax Exempt Code P Ship Via

DUNS #

Tax Exempt Humber i ion #

Pay To

Pay Tax to Vendor? Inspection Required? [ |
Disqualified Vendor? [ Payment on Receipt? [ |

Expiration Date of Insurance | | &

E-commerce Enabled? [ ]

Punchout Enabled? [

Payment Terms
AP Contral Account [B300-510.610 | 4
RBHI Account P
Suspense Account 5
[

Tool Control Account

Vendor Sends Order Status?

Send Vendor Transaction on PO Cancel?

E-commerce Supplier

] Vendor Sends ASN?

Catalog

Vendor Sends Invoice?

E-commerce Supplier Location

Automatically Approve Receipt on ASH? [

Automatically Approve Invoice?
Default Warehouse

HDDDDD

Enter [ Your Initials] in the Company field and save your record.

Result: A new company is created in Maximo.
Note: Do not close the Companies application; you will delete this

record in the next exercise.

©2005, MRO Software, Inc. 0

8/2005



3-32 PURCHASING WITH MXES

Deleting Company Records

Introduction You can delete a company record in the Companies application.

Company records that have been referenced in other applications and

modules (such as Purchase Orders, Invoices, and Contracts) cannot be
deleted.

Also company records that have associated branch records cannot be deleted.
To delete a company record with associated branch records, you must first
sever all the branch associations with that company record.

Deleting a Follow these steps to delete the record you created in the previous exercise.
Company
Record

B

Step Action

1 From the Select Action menu, click the Delete Company option.

Result: A dialog box opens.

B maxmMo

Are you sure you want to delete this record?

2 Click Yes.

Result: The [Your Initials] company record is deleted and your
screen returns to the List tab.

D Note: The company record is deleted only in the Company list. The
record still exists in the Company Master list.
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Chapter Summary
Overview The Companies application maintains detailed information about vendors,

Company Master
Records vs.
Company
Records

Using the
Companies
Application

Rel. 6.0

manufacturers, and other companies.

All company master records in Maximo belong to a company set. Company
sets enable you to share information about companies between multiple
organizations.

Company master records define the records that belong to a company set.
Company sets exist below the system level, but above the organization level
so that organizations can share data. Each organization is associated with a
company set.

If your company has implemented a Multisite configuration that includes
multiple organizations, using company sets allows your organizations to
share master company data on the records created in the Company Master
application, and record organization-specific data—for example, contacts and
branches—on the records in the Companies application.

The information held by the Companies application includes:
e Tax and currency information

e Tax codes

¢ Information about associated general ledger accounts

e Addresses

e Contacts

e E-commerce information
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Workshop

Introduction
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You will now put your knowledge to work and enter a new company record

into Maximo.

Use the following data to create a new record:

Field
Company CHOICE (or CHOICEXxx, where xx is your student number)
Description Choice (xx) Components, Inc.
Company Type \%
Currency usD
Tax Code MA
Tax Exempt Code 2
Pay Tax to Vendor? | [Checked]
Contact [Your Name]
Address 5783 Concord Road
City Weymouth
State/Province MA
Zip/Postal Code 00117
Phone (978) 555-4300
Fax (978) 555-4274

©2005, MRO Software, Inc.
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Chapter Overview

Introduction The Purchase Contracts application is new in Maximo. This chapter discusses

some of the functionality provided by the application, and provides exercises
to demonstrate how it works.

Chapter Focus This chapter focuses on how to create a purchase contract.
Learning When you have completed this chapter, you should be able to:
Objectives

e create a purchase contract,
e authorize sites,
e associate SLAs, and

e revise a purchase contract.
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The Purchase Contracts Application

Introduction

08/2005

The Purchase Contracts application is accessed from the Contracts
module. This application allows users to create, modify, and view contracts
with outside vendors, as well as provide detailed information about a
contract’s contact information or shipping and financial terms.

The following table describes the out-of-the-box contract types in the
Purchase Contracts application:

Type Definition
Standard A standard contract with a vendor that contains information
Purchase concerning the terms of the contract and the specific items or
Contract services that will be provided, and at what cost.

Price Contract | A contract specifying that items or services purchased from
this vendor over a period of time will be provided at a pre-
agreed-upon price. Maximo references the contract when a
catalog service or item is entered on a purchase requisition or
purchase order line.

Blanket An agreement to spend a predetermined amount with the
(Volume) specified vendor over a period of time. This type of contract
Contract also lists specific items or services that will be provided.

Releases are created from blanket type contracts and
committed costs are tracked for all purchases that are made.
These releases can be created directly from the contract, or
when items or catalog services that are requisitioned reference
the contract. The purchase orders that are created will also be
released as release type POs. When approving a release PO,
Maximo validates whether sufficient funds remain to cover the
total cost of the PO. If the contract was defined with the
property “Can exceed volume” as True, the user is warned
when approving the PO whose costs will cause the committed
costs to exceed the maximum value of the contract.

continued on next page
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The Purchase Contracts Application continued

Software If a purchase is created with reference to this contract, any receipts of
License serialized items like software licenses will be associated with the contract.
Contract

The business rules for each of the software license types are suggestions as to
how you can set up your line-level information for each license type. There are
no business rules enforced that prevent you from changing these values.
However, the values you supply become read-only once you approve the
software license contract.

A software license contract covers seven types of licenses:

License Type

Description

Select

A software license that uses points as an order unit. You establish a
volume (of points) agreement to use within your organization. Suites
use a “points measure” of distribution to the end users. As users log on
to the software, points are calculated. When the maximum amount of
points is reached, the software will no longer allow any user logins.

Retail

Licenses that are monitored on an instance basis. This type of software
license is monitored as a single user or a limited multiuser license.

Concurrent

Another instance-based monitoring system. With this software license,
Maximo monitors your organization on a concurrent basis. Maximo
keeps track of the number of users simultaneously using the license.
This license contract allows open distribution, but it is limited to a set
number of concurrent license instances.

Enterprise

A license agreement that allows open distribution with unlimited use
across an organization.

Named User

A license agreement that references a list of users to allow or deny
access to the software. This license is limited for use by a named set of
users. The license cannot be transferred to users not on the agreed-upon
list.

Subscription

A license agreement that monitors online use of a licensed program
based on authorized user sign-ins. The order unit on a subscription-
based license is time intervals.

OEM

A license that comes bundled with computers. The use of this license is
limited to the computer on which it was supplied and is not intended to
be used elsewhere.

Rel. 6.0
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Creating Purchase Contracts

Tabs and The Purchase Contracts application has the following tabs:
Functions

Use this tab... To...

List Search the database for a specific record or group of records that
meet your criteria. Use the filter fields located above the List table
window to enter basic search criteria.

Contract Insert, review, or modify information specific to a contract.

Properties Enable or disable fields that pertain to an individual contract.

Contract Review and modify the contents of a contract on a line-by-line basis.

Lines

Terms and Enter and maintain a library of terms and conditions that can be

Conditions added to a contract. These terms can contain information such as
liability concerns, shipping and handling details, or delivery time
expectations.

continued on next page
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Creating Purchase Contracts continued

Creating a When you create a new contract, Maximo automatically numbers the
Purchasing Contract number field. You must enter a unique identifier for the contract if
Contract your system does not have the Autonumber feature applied.
‘/@ Follow the steps below to create a contract.
Step Action
1 Using the Go To navigation menu, select the Purchase Contracts

application in the Contracts module.

Result: The Purchase Contracts application opens to the List tab.

=] searchwien [ -] B - | Dreail ~ @ty vahoo! [ Games - F7p

| | e[ [ [soeciaon ¥ @ 2l |16 L serors [ (3

List Cortract Properties Cortract Lines. Terms and Conditions

[ select Records

2 Click New Purchase Contract # .

Result: A new contract record opens on the Contract tab with a
status of DRAFT and the Start Date field set to the current date.

3 Enter the following data:

Field Value

Description Purchase Contract with ATI
Type PURCHASE

Company ATI

Write your purchase contract number here

continued on next page
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Creating Purchase Contracts continued

Creating a continued

Purchasing
Contract

Step

Action

Click the Save Purchase Contract ‘&l icon to save your record.

Result: Your screen should look similar to the screen below.

[ Purchase Contracts @ Buletins: (2) @ GoTo i Reparts — # StatCenter — & Prafle > SonOut 2 Help
=
[ v| Fina:| |#h [seect action v] B[ |2 1@ @ 16t len e @ 3
List [ Contract | Properties Contract Lines Terms and Condlitions
Contract [1043 | [Purcnase Contract with AT IE] Type * [PURCHASE | Status [DRAFT
Revision | 1| [ IE] LicenseType | |7 Attachments
Master Contract . StartDate  [7/605 | Curreney * [USD
Wendor Reference # End Date | Maximum Amount
Buyer E Renewal Date | Maximum Release Amount
Company . Atlartic Trading, Inc El Freight Terms | a

| FOB Point
| ShipWia |PS-GR |/
| Payment Terms
ZIPPostal Code (02144 | Pay Takto Vendor?
Contact [BRIAN ARENA P:

Address |33 MAPLE AVE
City [SOMERVILLE

StaterProvince M2

Inspection Required? [

Note: The next exercise will start from this point, so leave the
application open.
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The Properties Tab

The Properties

On the Properties tab, you can set a variety of properties for the contract.

Tab Below are some of the options with their descriptions.
Option Description
Requires PO? When checked, indicates that a purchase order is required for

the contract.

Create Release?

Checking this box indicates that you can create a release from
the contract.

Can Exceed Amount?

Checking this box indicates that you can exceed the specified
maximum amount on this contract.

Payment Schedule?

Checking this box indicates that there is a defined payment
schedule.

Add Lines on Use?

Checking this box indicates that you can add lines to the
purchase document with contract reference.

Maintain Hierarchy?

Checking this box indicates that any hierarchy of which this
contract is a part will be maintained.

Extendable?

Checking this box indicates that the contract is extendable.

Condition for Extension

Details any conditions that might exist for an extension.

Extension Period

If the contract is extendable, this field indicates the auto-extend
period in days.

Acceptance Period

Amount of time in days that can pass before the buyer must
either accept the received items or return them.

Acceptance Loss?

Checking this box indicates that you are liable for acceptance
loss.

Shipping Loss?

Checking this box indicates that you are liable for shipping loss.

Vendor Termination
Allowed?

Checking this box indicates that early termination by the vendor
is allowed.

Vendor Notification
Period

If early termination is allowed by vendor, this indicates the
number of days’ notice required

Customer Termination
Allowed?

Checking this box indicates that early termination by the
customer is allowed.

Customer Notification
Period

If the customer allows early termination, this indicates the
number of days’ notice required.

Rel. 6.0
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Copying PR Lines to a Contract

Copy PR Lines Use the Copy PR Lines to Contract option to copy existing PR lines to your
to a Contract new contract.

\/@ Follow these steps to copy PR lines to a contract:

Step

Action

1

Using the new contract you have created, go to the Contract Lines
tab.

Result: The Contract Lines pane opens with no rows.

5 Purchase Contracts

~| Fina: #h  [sekect Action v B o 21@ @ 6len | R B G

Ut Codrecl Propertes | Gontract Lines |_Terms and Conciions
Contract |1026 |Purchase Contract with ATI a Type © [PURCHASE -~ Status | DRAFT
Revision [ 0] — Licensetype [ |/ Total Cost
D ooFiterc bt v e ~ Download | i
Line Line Type tem Descrigtion Quantity Dreder Unit Unit Cost Line Cost

o 10ws 0 display.

(_Paymert Schedule ) (_Vendor tems ) (_Hew Raw

On the Select Action menu, select Copy PR Lines to Contract.
Result: The Copy PR Line Items to Contract dialog box opens.

8 C ERREL:
| oFiter - @ 1 0 ¢ . | «1-150f13 - ' Download | 1
] PR cComeny fen Descriion uanity L Cost Feouested B Reoured Date Siaus Copy fo Coniract?
[ 1004 BEX 07205 Valve, Heedle- 14 In 200 250 LIBERI 21599 APPR N
[ 1006 BEX 217213 Phte, Stailess Steet 20 75 BRI 268 AR N
[ 1006 BEX 231177 Gude- Carlon Machine 200 250 BRI 26589 AR N
O 100¢ 66X 33029 Hub-2inGia 200 250  UeeR 2159 AR N
) 1006 BEX 57072 Valve, Neslle- 2M-vaN 20 230 ek 2588 sFPR N
) 1006 BEX 61203 Tee, Steel, Mle Thread- 120 200 379 LBRRI 26589 AR N
O 1004 88X 900810 Lubriator Assenby 100 379 LR 2059 AR N
[ 1004 BEX 523117 Carton Guite- Chin Wash Machine 20 230 ek 2588 sFPR N
[ 1005 OST  XWP-3000 Gaskel- B30 200 110 UeeRl 278 AR N
[ 1005 GST  X00H-1500 Guard, For Gast Pump- AG-663 100 800 LEER 29 AR N
) 1005 ATI 217213 Piate, Stailess Stest 200 75 LeeRi sFER N
) 1005 AT 58410 Lockwasher-12in 100 E2600 BRI AR N
0 1007 45005 PDA (Saks) 000 000 WASON  12BN4  APR Y
[ 1003 DATACHP D65 Series Il Laptop 300 185000 WLsON WIAPPR
[ 1010 DATACHP DESD  Series I Laptop 400 185000 WLSOM WAPPR 1
(0K ) (Carecal

08/2005
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Copying PR Lines to a Contract continued

Copy PR Lines continued

to a Contract

Step

Action

3

1

Select the items for PR 1006 and click OK.

Note: If you are in a single-database environment, your instructor
will assign you a different PR.

Result: Two new item lines are added to the contract line and the
PR’s status is changed to CLOSE.

Save your record.

Rel. 6.0
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Copying PO Line Items to a Contract

Copy PO Line Use the Copy PO Lines to Contract option to copy item lines of existing

Items to a POs as templates for new contracts.
Contract

D

Follow these steps to copy PO lines to a contract:

Step Action

1 Access the new purchase contract you created and open the
Contract Lines tab.

2 On the Select Action menu, click the Copy PO Lines to Contract
option.
Result: The Copy PO Lines to Contract dialog box opens.

- Filter > @ - 1 1 % . | #1-150f112 . Download |

[] PO Company  ftem Descrigtion Guertity  Stareraom Wiork Order  Reguested B Required Date
[ A3334 GST XMP-T000  Rotor And Shaft- AWS08, 3 In Dia 5.00 CENTRAL SANTANA 9126199
IR 1002 51t X 6 . window pane 1.00 1045 SMITH

[ 1027 oFFRUS 00514 Tubing, Copper- 15/16 In D % 030 In Wall 500 CENTRAL LIBERI

[ B1817 BALSTON  FLT90S Fitter 10.00 CENTRAL MLLER 972300

[] 1028 HELWIG PUMPIOO0  Certrifugal Pump 100 GRM, 60 FT-HD 1.00 CENTRAL SMITH

IR Irestallation of window pane 6.00 1045 SMITH

[ 20000 DELL DEOD Standard hotebook Computer 2500 HARDVYARE SMITH

[ 2000 0700 Dell Desktop {Configured) 20.00 HARDVYARE SMITH B304

[] 20003 COMPLUSA  WiNXF wWindorws ¥P Operating System 100000 SOFTWARE SMITH

[ 20003 cOMPUSA  MSOFFICE  Microsoft Office XP Pro 60000 SOFTWARE SMITH

[ 10000 DELL DEOD Standard hotebook Computer 25.00 HARDVYARE WINSTON E2904

[ 1030 ocE 29331 Building Thermastat 2.00 PHG SMITH

[ 1030 ocE 11241 Contactor, Rengwal kit 300 CENTRAL SMITH

[ 103 HELwaG PUMPIOD  Certrifugal Pump 100 GPM, B0 FT-HD 1.00 CENTRAL SMITH

[ azmz esT ¥MP-7000  Rotor And Shaft- SYV508, 3 In Dia 500 CENTRAL SANTANE, S13M

_OK ) | Cancel )

continued on next page
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Copying PO Line Items to a Contract continued

Copy PO Line continued
Items to a
Contract

Step Action
3 Filter for PO 1000.

D Note: If you are in a single-database environment, your instructor
will assign you a different PR.

Result: The Copy PO Lines to Contract dialog box displays the line
items of the selected PO.

& cony PO Lines To Contract

o Filter - @b - 0 | % . 1 w1-40f4w - Download |
[ ko Comparty ttem Description Guartity Storeroom wiork Order  Recuested By Reauir
I J[ I J[ I I I |
[ 10000 DELL D600 Standard Hotebook Computer 25.00 HARDVSARE WINSTON 61290
[ 1000 ATl 560-00 Tubing, Copper-1 10 1D X 030 In‘Wal 3.00 CENTRAL
[ 1000 ATl 4-2100 wiasher, 172 In 1.00 CENTRAL =
<] »

OK | Cancel |

4 Select the items for PO 1000, then click OK.
Result: The line items are added to the Contract Lines.

5 Click the Save Purchase Contract icon.

Result: Your screen should look similar to the screen below.

[ Purchase Contracts @ Eulefins: (2) A~ GoTo Wi Reports Stat Certer — & Prafile
=

| Reports [g] [E]

List

Contract [1043 ] [Purchase Cortract with ATI |E] Type © E Status
Revision | 0] [ |E] License Type | |/ Total Cost
i oFiter> gy i 0§ # 5 | ®1-50i5% . Download |
Lne  Line Type tem Descrigtion Quartty Order Unit Unit Cost Line Cost

> [iEM | |ss0-00 | # | Tubing, Copper-1 1n 1D % 030 In vyl (E| 3.00| [roLL | £ [ 2m00| | sat00| 0@

» 4 ITEM 4-2100 g Viasher, 112 In [E] 100 BOX E 1200 1200 0@

» 3 mEM 0-0043 . Tubing, Copper- 1116 11D X 030 Inwel 5] 100 ROLL ¥, 238.00 20500 il

» 1 ITEM 27213 Flats, Stairless Stesl [E] 200 EACH 5 758 1518 O

» 2 ITEM 5584-L0 n Lockwasher-112In [E] 100 EACH E 625.00 62500 [
Payment Schedule | | endor tems | | Mew Row )

D Note: Do not exit the application.
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Terms and Conditions

Introduction

Terms and
Conditions

Exercise
Scenario

08/2005

When a contract, purchase requisition, or purchase order is created, the
applicable agreed-upon legal terms and conditions need to be associated with
the document. These terms can be selected from the library of available
clauses or can be added as free-form text to any purchasing document.

The Terms and Conditions application is used to build the library of terms
you can apply to contracts, PRs, or POs. During setup, you can flag terms to
always be included on a purchase order, and specify whether the values can
be edited by the end user. Some terms can be created in a template format
with specific information that requires the user to enter values.

The goal of this scenario is to show you how to associate terms and
conditions with an existing purchasing document. Building a library of terms
and conditions can help your organization standardize your business
processes and enforce company policies.

Note: A contract must be in the status of DRAFT, WAPPR, or PNDREYV in
order to add terms and conditions to it.

continued on next page
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Terms and Conditions continued

Exercise: To associate an existing term to a contract, complete the following steps.
Associate Terms

and Conditions

to a Contract

B

Step Action

1 With the contract we created in the previous exercise open, select the
Terms and Conditions tab.

2 Click Select Terms.

Note: You can also click New Row if you want to add a term that is
not part of the library.

Result: The Select Terms dialog box opens.

B Select Terms

| Filter - % 0 1 0 ¢ . | “4-150f25 . . Download |
O Description Type
L TIRNER® | ACHMNOWLEDGMENT AND ACCEPTANCE OF O [PURCH
[ cHances CHAMGES/AMENDMENTS PURCH
[ FORCEMAJEUR DELIVERYFORCE MAJEURE PURCH
[ Losskisk TITLE AND RISK OF LOSS PURCH
[l PRICETAXES  PRICETAXES PURCH
[ WARRANTES WARRANTES PURCH
[] MNSPECTION  INSPECTION AND ACCEPTANCE PURCH
[ BUYERSPROPE BUYER'S PROPERTY IN SELLER'S POSSESSIO  PURCH
[ PaTENT PATENT INDEMNIT PURCH
[ INDEMNITY INDERNITY PURCH
[ ASSIGNMNTSU  ASSIGMMENT/SUBCONTRACTING PURCH
[ CAMCELLATION CAMNCELLATIONS PURCH
[ RESCHEDULING RESCHEDULING PURCH
[] PROPRIETINFO  PROPRIETARY INFORMATIONITLE TO SPECF  PURCH
[ SHFFINGPKG  SHIPPING, PACKAGING AND LABELING PURCH

_OK | Cancel |

3 Select the check boxes next to ACKNGMNTAC, LOSSRISK, and
INSPECTION, and then click OK.

4 Save the record.

Result: The terms are associated with the contract.
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Site Authorization

Authorize Sites The Authorize Sites action indicates that the contract can be used by one or
\/@ ﬁ more sites. When you add a site to the Authorized Sites list of a contract, that
contract can be referenced and used by that site. Only sites belonging to the
same company and item set can be authorized to use the contract.

Follow the steps below to authorize sites:

Step

Action

1

Continuing from the previous exercise, make sure that your window
displays the contract you have created.

On the Select Action menu, select the Authorize Sites option.

Result: The Authorize Sites dialog box opens.

99 Toadd & sitethat is authorized to use this contract use Mev Rove and acd an indivicual site or use Select Stes to sslect mutiple stes simutansousiy. If required, modify
the default Company and Bil To information for each authorized site. Click OK to authorize the specified sites and return to the contract.

[ oEtercdh 0l b Y e ©/ Donnload | i 7
Vendor Site raanization Detault? Bil T Atertion
Maorows to display,

|_Select Sites | | Hew Row

|_OK | [ Cancel

Click Select Sites.
Result: The Select Sites dialog box opens.

| cEftercdh: Sl ok | wd.8af5 ©, Download |+ | o
[] ste Description Organization Bill to Address Code
[[] MCLEAH MecLean IT Operations Center EAGLEHMA MCLEAH
[[] BEDFORD  Bedford MA Site of EAGLE Inc. Mo America  EAGLEMA  BEDFORDMAIN
[] HaRTFORD Harttord, CT Site of Eagle Inc. Morth Ametica  EAGLENS  BEDFORDRMAIN
[] masHUA  Mashua Site of Eagle Inc. Morth America EAGLENA  BEDFORDMAIN
[ FLEeT Corporate Fleet Management of Eagle, Inc. EAGLENA,
[] LAREDO  MEXICO SITE OF EAGLE NA& EAGLENS  LAREDD
[ TEXAS SAN ANTONIO TEXAS SITE OF EAGLE NA EAGLEMS  TEXAZ
[ wiokinG Woking Site EAGLEUK  WOKING

(_OK | (_Cancel

Note: The Select Sites dialog box displays a list of existing sites in
the organization. It provides a quick-pick option for users.

08/2005
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Site Authorization continued

Authorize Sites continued

Step Action

4 Choose the MCLEAN, BEDFORD, and HARTFORD sites by
checking the corresponding Select check boxes on the left side.
Clicking OK returns you to the Authorize Sites dialog box.

Result: Three rows are now added to the Sites details pane.

D Note: Use the Select Sites button when authorizing multiple-site
access to your contract. Returning values from the Select Sites
dialog box automatically populates the fields on the Sites detail line.

5 Click OK and then save your record.
Result: The sites you selected are authorized.
D Note: Do not exit the application.
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Associate Service Level Agreements

Associating Use the Associate SLAs (Service Level Agreements) action to link, or

SLAs associate, agreements to a contract. An SLA is a written agreement between a
service provider and its customers that generally describes one or more
commitments and the escalations, actions, and/or notifications associated
with each commitment.

Follow the steps below to associate service level agreements:

Step

Action

1

Continuing from the previous exercise, select the Associate SLAs
option from the Select Action menu.

Result: The Associate SLAs dialog box opens.

?g Toassociate an SLA with this contract use New Row and add an individual SLA or use Select SLAs to select multiple records simuttaneously. Click OK to associate the
specified SLAs and return to the contract

Y B R . Download |
Y Description “Wendor Start Date End Date Type Status
..o rows 1o display..
SelectSLas ) Mew Row |

==ty e

OK | Cancel |

Click the Select SLAs button.
Result: The Select SLAs dialog box opens.

P Filter s b i 2l # P e 1.450f21 . Download
[] SL&  Description Vendor Start Date: End Date: Tybe Status
[ 1027 Production Emergency Cutage 241,05 12:00 AM 2107 12:00 AM CUSTOMER ACTIVE
[] 1025  Production Service - Response 1hr Resolve 2H0512:00 AM 20007 12:00 A CUSTOMER ACTWE
[ 1024  wendor Labor Certification Renewal Agreem DATACHP THI04 1200 AM GA30006 12:00 A WEMDIOR ACTWE
[ 1023 Datachip LaptopDeskiop Delivery SLA DATACHIP THID4 1200 A B/30/05 12:00 A CUSTOMER ACTIVE
[ 1oma Lighting (Might) - Respand in & hours, Resoly THI04 1200 Ak BI30M7 12:00 A CUSTOMER ACTIVE
[ 1ms Lighting - Respond in 2 hours, Resalve in 4 h... 04 12200 AM G307 12:00 &M CUSTOMER ACTNE
[l 1016 1T Generic P4 - Respond 2 days., Resolve 4 . 29004 12200 AM M 206 12:00 A CUSTOMER ACTWE
[] 1015 1T Generic P3 - Respond 24 hrs., Resolve 43 SR04 12:00 A S 205 12:00 A CUSTOMER ACTIVE
[ 1014 Mclean Ste Laptop - Respond 24 hes., Resal DATACHIP 59104 12200 Ak 8606 12:00 A WENDOR ACTIVE
[ 1oz Laptop - Respond in 12 hours, Resalve in 48 8904 12200 AM BMSMOE 12:00 A CUSTOMER ACTNE
[} 4012 Elevator P1 - Respond 15 min., Resobve 30 m... B19/04 12200 AM BM12006 12:00 AM CUSTOMER ACTIWE
[ 1011 Generic VIP, Respond 30 mins., Resolve 1 hr. G204 12:00 A S/20007 12:00 A CUSTOMER ACTIVE
[ 1010 Elevator - Respond 30 mins ., Resoke 1:30 hr RELELEV 59104 12200 Ak 8606 12:00 A WENDOR ACTIVE
[ 1009  Bedford Site Laptap - Respond 6 hrs., Resol DATACHIP 59104 12200 Ak 8606 12:00 A WENDOR ACTIVE
[l 1007  HvACP1 -Respand 1 hr., Resolve 2 hrs B19/04 12200 AM BM12006 12:00 AM CUSTOMER ACTIWE
_OK ) Cancel |

08/2005
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Associate Service Level Agreements continued

Associating
SLAs

Rel. 6.0

continued
Step Action
3 Select SLA 1006 and then click OK.

Hint: Use the Filter options and make sure that you check the Select
Record box.

Result: The selected SLA now appears in the Associate SLASs
dialog box.

=} SLAs
9 Toassoriate an SLA wih this confract use New Rovw and sod an individual SL4 o use Seiect SLAs to select multiple records sinutaneously. Click O to associate the
specified SLAS and return o the cartract.
| -Filter: b =i # % ®1-1011% . Download |
SLA Description Vendor  Start Date En Date Type Status
» » Facilities Gen. - Respond 24 hrs., Resol... 89041200 AM  BM2061200AM  CUSTOMER  ACTIVE [
Selectslas ) | Mew Row )
oK ) [ Cancel )
4 Click OK, then save your record.
D Note: Do not close your window.
08/2005
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Associating
Commodities to
a Contract

B

Use the Associate Commodities action to create or change the association of
commodity groups and codes with a particular contract. You can associate or
remove any commodities on a contract as long as the contract is not in a

REVISED, CLOSED, or CANCELED status.

Follow the steps below to associate commodities to a contract:

Step

Action

1 Make sure you are accessing the window from the previous
exercise. On the Select Action menu, select the Associate
Commodities option.

Result: The Associate Commodities dialog box opens.

'i_lﬂ To szzociate commadties with this contract use New Row and add an individual commadity of use

Select Commodities to select multiple records simutaneously.

PooFiter> @ S 4 ¥

©, Download | |

Commodity Grougp Description Service?

Mo rows to display...

|_Select Commadity Groups | |_Hew Row )

iooFiterc b S k¥ e

[ Download | oo

Commadity Cade Description Service?

Mo rows to display...

|_Select Commodty Codes | (_Hew Row )

|_OK ) ( Cancel )

08/2005

continued on next page
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Associate Commodities continued

Associating continued

Commodities to

a Contract

Step Action
2 Click the Select Commodity Groups button.
Result: The Select Commodities dialog box opens.
Commodities
. -~ Filter - % : . + - . .15 of g7 - Download .
[ Commodiy Grog Description Service?
[ ] 40142000 HOSES H
D 40142100 FIPE M
D 40151500 PUMP= ]
D 40151600 COMPRESSORS |
D 46151500 SAFETY APPAREL M
D 43211500 COMPUTERS ]
D 43211600 COMPUTER ACCESSORIES |
D 43211700 COMPUTER DATA IMPUT DEVICES M
D 43211900 COMPUTER DISPLANS ]
D 43212100 COMPUTER PRINTER= |
D 43230000 SOFTWARE M
D 43222600 METWORK SERVICE EGLIPMENT ]
D BEARIMNGS BEARIMNGS |
[l BELTS BELTS M
D DEFLT DEFALLT ]
| OK | (| Cancel |

continued on next page
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Associate Commodities continued

Associating
Commodities to
a Contract

08/2005

continued

Step

Action

Select the commodity group for Pipe and Pumps by checking the
appropriate select record boxes and then clicking OK.

Result: Maximo displays the selected commodity groups in the

Commodity Groups pane.

i . Eilter - i S P L

73 Tossociate commodities with this contract use Mew Row and add an individusl commodty o use Select
Commodties to select mutiple records simuttaneously

¥ w1202

©, pownload | o |

il

Commecdity Groug Description Service?
P AE1500 -~ PUMPS O o
» mmm o @
(_Select Commodty Groups ) (_Hew Row )

[ cEer @b D[ 4 b v/ pownioad | |

Commadiy Code

Description Service?

Mo rows to display.

(_Select Commacdty Codes | (_Hew Rowe

(_OK J [_Cancel

©2005, MRO Software, Inc.
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Associate Commodities continued

Associating continued
Commodities to
a Contract
Step Action

4 Click the Pumps commodity group row to highlight the row.

Click Select Commodity Codes in the Commodity Codes for
Commodity Group pane.

Result: The Select Commodities dialog box opens.

--5 Select Commodities o B 1
| ~Filter > B ¢ 2 ® ;| % 1-Tof7# [ Download !
[] Commediy Group Description Service?
[ 40151501 AIR PUMPS H
[] 40151503 CEMTRIFUGAL PUMPS M
[] 40151504 CIRCULATING PUMPS M
[] 4ms51510 WATER PUMPS M
[] 40151521 ROTARY PUMPE M
[] am151532 FUEL PUMPS M
[] 40151533 HYDRAULIC PUMPS M
| OK | | Cancel |

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Associate Commodities continued

Associating
Commodities to
a Contract

08/2005

continued

Step

Action

Select all the groups listed and then click OK.
Result: Your screen should look similar to the screen below.

te Commodities

g Toassociate commodities with this contract use Mew Row and add an individual commadity or use Select Commadities to
zelect multiple records simuttaneously.

| o Filter - b 10 ¢ L 1 e q.20i2 % . Download
Commodity Group Description Service?
) (EEm . pumps 0 @
b 40142100 & FIPE O i |
Select Commodity Groups | Hew Row |

| Filter - #% 0 0 0 ¢ . | +1-40f7 - . Download |

Commodity Code Description Service?
» £ HYDRAULIC PUMPS 0 [0}
b 40151532 # FUEL PUMPS O fﬂ'
P 40151521 # ROTARY PUMPS O fﬂ'
b 40151510 # WATER PUMPS O fﬂ'
Select Commodity Codes | Hew Row |
i’; ) Cancel |

Repeat steps 4 and 5 for the Pipe commodity group. Click OK, then
save your record.

Note: Do not close the window.
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Applying a Price Adjustment to a Contract

Introduction It is sometimes necessary to adjust the price of a contract. Use the Apply
Price Adjustment action to specify the increase or decrease percentage in
price for the open contract.

Applying a Price Follow the steps below to apply a price adjustment to a line item on a
Adjustment to a contract;
Contract

D

Step Action

1 Continuing from the previous exercise, select the Apply Price
Adjustment option on the Select Action menu.

Result: The Apply Price Adjustment dialog box opens, displaying
all lines available for change.

g Select the lines whose price you would like to change. Indicate with a positive or negative percentage, the change that wil
be applied to the selected lines. Click OK for changes to take affect.

Adustment®% [ ]

Apply |
| o Filter - @b 0 2 0 k1 w1-5of5% . Download
[] Line fe Description Guartity Order Unit Unit Cost Line Cost Mew Price Mew Unit Cost
1 217213 Plate, Stainless Steel 2.00 EACH T.59 15.18
- ockwasher- n I I I
[ 2 584-L0 Lock: her- 1121 1.00 EACH 2500 62500
- ubing, Copper- 1- n I n Wl I I I
s 0-0045  Tuhing, C 1-1M6 In D030 In el 1.00 ROLL 29500 29500
- zsher, n I I I
[ 4 4-2100 wWaszher, 102 1 1.00 BOX 12.00 12.00
- ubing, Copper-1 In I n Wl I I I
s S60-00  Tuhing, A In 10 030 In Wil 300 ROLL 29500  394.00
OK | Cancel |

continued on next page
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Applying a Price Adjustment to a Contract continued

Applying Price
Adjustment to a
Contract

continued

08/2005

Step

Action

In the Adjustment% field, enter —10 to indicate a 10% price

reduction.

Select item 2 by checking its Select Record box, then click Apply.
Result: Maximo displays the New Price and the New Unit Cost.

e Adjustment

93 Select the lines whose price you would like to change. Indicate with a positive or negalive percertage, the
change that wil be applizd to the selected ines. Click OK for changes to take atfect

Adjustment %
(_Apply

| cFilter @b P . | #1.5005% L/ Bownload | | =
] Linekem  Descrigtion wum CostLine Cost Mew Price Newy Unit Cost
11 217213 Piate, Stairless Stesl 200( EacH Jrse  1sis
2 50410 Lockwasher- 121n 1.00 625.00 62500 §62.50 56250
(13 560-00 Tubing, Copper-1 In1D X 030 In Wal 300 ROLL 23300 83400
(14 4-2100 washer, 121 100 BOX 1200 4200
5 0-0048 Tubing, Copper- 1-1A6INID ¥ 030 nWvall  1.00  ROLL  299.00 296.00

_OK J [ Cancel

Click OK, then save your record.

Click the View detail b icon for item 2.

Result: The Line Cost and Unit Cost fields are adjusted to the new

costs.

5, Purchase Contracts

v| mna[ |gh [seectacion  v| @l @ 2 1@ @ €l | seens 3

List Cartract Properties Contract Lines: Terms and Concltions

Contraet [i026 [Purchse Cortract wih AT El Type * [FURCHASE | +
a :

Status  [DRAFT

Livense Type Tota Cost
PooFitters b DD o L D w1.60t5 . Dol ~
Line Line Type. tem Quartity Order Unit. Init Corst ine: Cos
> 1 mEm 27213 ” E] 200 EACH £ a
= | e A ] o] [eeen I; \%;:-—:KJ EIR)
» 3 ITEM 560-00 » E] 3.00 ROLL > 295,00 89400
» 4 T w00 A Washer, 1721n ] 1 Box # a
» 5 MEM 00045 ~ Tubing, Copper- 1116 InID X 030 Inwell -] 1.00 ROLL - 236.00 29500 ]
Line Ko
Line Gommodtycroup [+ Manutacturer [ ] #
Line Tyme CommodityCods [ ] o
vom [ AT — CondtionGods [ ] L
Quantity and Casts Detaits v
auantity staus Change Quantiy onUse? ]
order Ut *[EACH ] 5 Entered By * LN | Change Price onUse? []
unit cost Entorea ate * 20 1z AN | payment sehedute? [
Line Cost Romarks nspection Reauired? []
DetneryTme [

(_Payment Schedule ) (_Vendorftems ) (_Mew Row

Note: Do not exit the application.

©2005, MRO Software, Inc.

Rel. 6.0

PURCHASING WITH MXES




PURCHASE CONTRACTS 4-25

Conditions for Status Changes

Introduction A contract’s status cannot be changed to Approved or Canceled if it has any
outstanding payment schedules or approved POs against it. If a contract has
any unapproved POs against it and you change its status to Closed or
Canceled, Maximo notifies you of this situation and lets you cancel the status
change. If you continue with the status change, Maximo notifies the
originator of the PO at approval that it is no longer a valid contract and the
PO status change will be stopped.

Changing the You can change the status of the contract as it moves toward completion
Status of a either manually through the Change Status action, or by performing tasks that
Contract trigger Workflow to move the contract forward through the status changes.

When you create a contract, Maximo sets the status of the contract to
DRAFT. A contract cannot be approved until you specify a vendor, at least
one authorized site, and a start date. The company, items, and sites that you
referenced on the contract must all be currently active.

continued on next page
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Conditions for Status Changes continued

Changing the
Status of a
Contract

Status changes are generated by action in Maximo by users or by departments
with the appropriate authorization.

Depending on the current status, the choices are as follows:

Status Function

Draft (DRAFT) In this status you can edit everything according to how you
defined the properties for this type of contract. You can
change this status to WAPPR, APPR, CLOSE, or CAN.

Waiting on In this status everything can be edited (according to properties

Approval rules). This status can be changed to DRAFT, APPR, CLOSE,

(WAPPR) or CANCEL.

Approved (APPR) | You can change only the status, to CAN, CLOSE, SUSPND,
or EXPIRE.

Suspended You cannot modify anything on the contract, but you can

(SUSPND) change the status to APPR, CAN, or CLOSE.

Pending Revision | Similar to DRAFT, but you can edit only specified fields.

(PNDREYV)

Expire (EXPIRE) | The end date for the contract has passed. You cannot modify
anything on a contract in this status. You can change the status
from EXPIRE to PNDREYV by creating a revision against the
expired contract.

Canceled (CAN) | You cannot modify anything on the contract.

Closed (CLOSE) | You cannot modify anything on the contract.

Revised Maximo generates and applies a REVISED status when a

(REVISED) more current revision is approved. You cannot modify

anything on the contract, or change the status to any other
status.

Waiting to Start
(WSTART).

Maximo applies this status when you choose APPR and the
start date is in the future. You can change this status to APPR.

08/2005

continued on next page
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Conditions for Status Changes continued

Changing the Before you can change its status, a contract must meet the following
Status of a conditions:
Contract

¢ You can cancel or close a contract only if all of its children are canceled or

‘/@ closed.

¢ You can only associate child contracts with a parent contract in approved
status.

e The end date must not be earlier than the start date.

¢ You must specify a vendor before approval.
Follow the steps below to change the status of a contract:

Step

Action

1

In the purchase contract we created, click the Change Status icon

G on the Maximo toolbar.
Result: The Change Status dialog box opens.

B Change Status

Contract 1043 |F'uru:hase Cortract withh ATI | B
Revision Ijl
Status |[DRAFT Draft |

New Status *

Status Date * |7/5/05 1:52 PM | &

Memo | |

. 0K | | Cancel |

Rel. 6.0

continued on next page
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Conditions for Status Changes continued

Changing the
Status of a
Contract

continued

Step Action

2 In the New Status field, click the drop-down arrow and select
Approved.

3 Click OK to apply the status change.
Result: The status has changed to APPR.

[5 PurchaseContracts @ Buleins: (2) A GoTo it Reports W Start Center =
=

Contract 1043 status changed to APPR

[ ~| Find: | IF =it ~ctior v iR @@ e @ 8 | Reports [5) [
st [ Contract | _Properties Conract Lines Terms and Conditions:
I AY
Contract [1043 | [Purchese Contract with ATI I Type [PURCHASE |/ Statys | 4PFR

Revision | 0] [ IE] LicenseType | |/ Attachments &

Master Contract a Start Date | T/B/05 il Currency |USD
Vendor Reference # End Date L Maximum Amount
Buyer & Renewal Date L Maximum Release Amount
Company | ATI a Atlartic Trading, Inc a Freight Terms =]
Address |39 MAPLE AVE FOB Point |SOMERYILLE,
City  SOMERVYILLE Ship Via |UPS-GR
State/Province M4 Payment Terms |MET 30
ZIPPostal Code  |02144 Pay Tax to Vendor ?
Contact |[BRI&N ARENA P Inspection Required? [ |
Phone [1617) 555-8462
Customer # |SC2343

4 Click the Save Purchase Contract icon to save your record. I
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Revising a Purchase Contract

Revising a Use the Revise Contract action to edit a contract that has been approved.
Purchase The contract must have an APPR status before the revision.
Contract I . .
Note: We will discuss changing contract status later in the chapter.
\/@ Follow the steps below to revise a purchase contract:
Step Action
1 With your purchase order open, select Revise Contract from the
Select Action menu.
Result: The Revise Contract dialog box opens.
i 5 Revize Contract
79 Erter & descrigtion for the revized contract. Click OK when finished.
Contract Reference 1043 # =
Revision
. OK | | Cancel |
2 Enter the description Quantity Change in the Description field,
then click OK.
D Note: Maximo creates a new version of the contract with a status of
PNDREYV and increments the Revision field to the next number.
The original version of the contract remains in APPR status and is
still valid while you are completing the revision.
3 Go to the Contract Lines tab. For line 4, change the Quantity of
boxes to 2 and then save your record.

Rel. 6.0
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Revising a Purchase Contract continued

Revising a continued
Purchase
Contract
Step Action

4 Change the status of the contract to Approved.

Result: The revision status is changed to APPR and the original
PO’s status is changed to REVISED.

Click the Save Purchase Contract ‘&l icon.

6 From the Select Action menu, select View Revision History.

Result: Maximo displays the View Revision History window.

iooFiter > @ 0 21| 4, 1 ®q.2002% . Download |

Revigion Stetus  Company StariDete  EndDate  Meximum Smourt Chanoed B Changed Date Revision Commerts
1 APPR ATI 71605 WILSOH T/6/05 12:00 AM Quantity Change
1) REWISD AT TS WALSON FIBDS 12:00 AW

| Eilter - #%  T0 ¢ . wd.20f2 % . Download |
Line  Rewision Revision Status Line Type ftem Description Quantity Unit Cost Line Cost
4 CHAHGED ITEM 42100 Washer, 122 In 2.00 12.00 24.00
4

1
o ITEM 4-2100  wvasher, 17210 1.00 1200 1200

D Note: Use the View Revision History option to verify and check
changes made on your contracts records.

7 Click OK but do not close your window.
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Creating an RFQ and PO from a Contract

Creating an RFQ The Create RFQ action is used to create an RFQ from an existing contract

from a Contract that is due for renewal. This action can be done with a contract in any status
and will not affect the current contract in any way. The RFQ acts as a
duplicate of the contract; it contains all of the contract’s vendor information,
a listing of all the line items, and the terms and conditions from the contract
that are copied to the vendor terms if there is a vendor on the contract. If
there is no vendor on the contract, the terms are copied to the RFQ terms.

Follow the steps below to create an RFQ from a contract:

Step Action

1 With the revised contract open, select Create RFQ from the Select
Action menu.

Result: The Create RFQ dialog box opens.

73 Select line items to be included on the RFQ by selecting the checkbox on the rovws o select the checkbox on the header to select all line tems. Add the -
default charge values for the selected lines in the bottom section. Click Ok to creste the RFQ with the selected line items and return to the contract
RFQ Purchase Contract with ATI
Autonumber
P ooFilter > B S P & ;| *1-5ci5% . Download |
[] Line ftem Description Crder Unit Izsue Unit Corversion Factor Manutacturer [}
O [217213 | [Piate, Stainiess Steel | EacH & I T | | ]
] 2 584-L0 Lockwvasher- 142 In EACH #
O 3 0-0048 Tubing, Copper-1-1H6 In 1D ¥ 030 In Wl ROLL F:
O 4 4-2100 Wiasher, 10210 BOX -
O S S60-00 Tuhing, Copper-1 In 1D X 030 In Wall ROLL # P-H 18
workorder [ |# storeroom [ |~
Location [ |~ GLDebit Account | |4
—— [==r— hd
4 3
OK | | Cancel |
2 Click Autonumber to automatically assign a new RFQ number.

Result: The RFQ number is automatically generated.

Write your RFQ number here

continued on next page
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Creating an RFQ and PO from a Contract continued

Creating an RFQ
from a Contract

continued

Step

Action

3 Choose items 1 and 2 on the Contract Lines pane using the Select

Record check box, then enter 6220-300-000 in the GL Debit
Account field.

Result: Your screen should look similar to the screen below.

0 00RO

7g  Select line ftems ta be included on the RFG by selecting the checkbos: onthe rowes or select the checkbox on the header 1o select all line tems. Add the

-

default charge values for the selected lines in the bottom section. Click Ok to create the RFQ with the selected line tems and return to the contract.

RFQ 1011 Purchase Contract with ATI

| oFilter b 0 2P . ;| #1-5ci5%

| Autonumber

. Download

|[]

Line frern Description Crder Unit Izsue Unit Corversion Factor Manufacturer o
1 2TM3 Plate, Stainless Steel EACH ’
|58a-L0 | |Loskwasher- 12 1n | [E2cH & | | | | |
3 00043 Tubing, Copper-1-116 In 1D X 030 InWall ROLL P
4 42100 Washer, 172 In Box 4
5 560-00 Tubing, Copper-1 In 10X 030 In wal ROLL # PH 14

Workorder [ ]~
Location [ |~

GL Debit Account |£220-300-000] | 4

=
[err—

»

OK | Cancel |

4 Click OK, then save your record.

08/2005
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Creating an RFQ and PO from a Contract continued

Creating an RFQ continued
from a Contract

Step Action

5 Open the Request for Quotations application. Search for and select
the RFQ you just created.

Result: Your screen should look similar to the graphic below.

Request for Quotations @ Buletins: () # Start Center = & Profie
[ ~| Find: | | @ [Select Action v g @ 2la o I8l | reper= 7 [E)
Lst | mra | RFalines Wentars Quictations Terms and Concitions
RFQ [1011 |& site [BEDFORD | Status INPRG Attachments &
Requested By MLSCN P RequiredDate | | Freight Terms | E]
Bwer [ s RepyDate | | shipuia [Ps.oR |
Priority * [ Printed Date = Payment Terms  |MNET 30
Entered By [WILSON Close Date | FOB Point [SOMERVILLE,
Type Status Date | 7/5i05 1200 &M g
Ship To [BEDFORDMAIN] £ [ Main acicr Becifard e, Sie of EAGLE Inc. 1 | ] Reply To |BEDFORDMAN| WMain ador Eiedtord MA Site of EAGLE nc. A | 1)
Address [100 Croshy Drive Address 100 Croshy Drive
City [Becord City [Bedford
State/Province  [MA StateProvince  [MA
ZIPPostal Code  [01730 ZIPPostal Code  |T1730
Attention ¥ E] Attention [KATHYE P Kthy Buckner 2

D Note: Do not close your window.

continued on next page
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Creating an RFQ and PO from a Contract continued

Create a Release The Create Release PO action in the Purchase Contracts application creates

PO from a a new release type purchase order that has all the properties, information, and
Contract terms and conditions of an existing contract. Releases can be created only
\/@ from contracts with the following properties:

e Currently in an APPR status
e Start and end dates include the current date

e The sum of all costs for all releases does not exceed the committed costs
of the contract

When you create a new release PO, the PO number and description are
populated based on the values you enter on the Create Release input page.
You can also indicate default charge values for the lines you add to the
release PO.

Follow the steps below to create a release PO from a contract:

Step Action

1 In the Purchase Contracts application, search for and select
Revision 1 of the contract you created earlier in this chapter.

2 Select the Revise Contract option from the Select Action menu.
Result: The Revise Contract dialog box opens.

3 Enter Enable Create Release in the description field, then click
OK.

4 Click on the Properties tab and check the Create Release? check
box.

[ Purchase Contracts
=

[ ~| Find: [ | #h  [select Action v i @ @ a5 | Repori= [5] [3
List Cortract | Properties | Contract Lines Terms and Concitions
Contract [1043 Type * [PURCHASE | 4 Status [PUDREY
Revision create Licenseype | |/ Total Cost 185618

Extendable? [ | Vendor Termination Allowed?

onditions for Extension | | Vendar Hotification Period | |

Can Exceed ATTOTMY Extension Period | | Shipping Loss? [ Custemer Termination Allowed?
Customer Hotification Period | |

Result: This will allow you to create a release PO from the contract.

Save the record.

6 Change the status to Approved.

continued on next page
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Create a Release
PO from a
Contract

continued

Step

Action

7 On the Select Action menu, select Create Release PO.

Result: The Create Release PO dialog box opens.

Line
2
3
4
5

Ogooogoa

93 Tocreate arelease purchase order from the current cantract, specify a nevs PO numiser manusily o use the Autorumber button and optionally specify the PO's descrigtion
Select one or mare line ftems to be included on the Release PO by selecting the checkbox: on the raws or select the checkhox on the header to sslect al ine ftems. Acd the
default charge walles for the selected lines in the battom section. Click OK 10 create the Release PO with the selected ine tems and return to the contract.

PO
Description Purchase Contract with ATI |
Vendor ATl | &
Hame Atlartic Trading, Inc |
Autonumber |
i -Filter > 8 0 50 4 o | ®1-5of5% . Downlasd |
Hem Description Oreler Unit ssue Uit Conversion Factor Manufacturer  hodel Calalon #
|217213 | [Piate, Stainless Steel | [EacH & | I [ | | I |1
584-L0 Lockwasher- 1/2 In EACH
0-0048 Tubing, Copper- 1-148 In 1D X 030 In Wall ROLL
42100 Washer, 1/2In BOX
560-00 Tubing, Copper-1In 1D % 030 In vl ROLL FH 14030 RH-445R
Workorder [ |~ Storeroom [ |~
Lacaion | |~ GLbebitAccount | |7
Asset | |~ Site [BEDFORD
OK | Cancel |

8 Generate an autonumber for the PO and accept the default

description.
Write the new PO number here

9 Select items 3, 4, and 5 by checking their Select Record boxes. In

the GL Debit Account field, enter 6220-300-000.

10

Click OK, then save your record.

Rel. 6.0
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Creating an RFQ and PO from a Contract continued

Create a Release
PO from a
Contract

continued

Step

Action

11

Use the View Release Costs option on the Select Action menu of
the Purchase Contracts application to check PO releases.

Result: The View Release Costs dialog box should look similar to
this:

Total Cost 00|

"/ Downl

Ste. Ordered Date Status Receints
[BEDFORD _ |[4n205 1200 AM_|WaARPR NonE 128420,

(o8)

12

Click the Detail Menu button next to the PO number, and select Go
to Purchase Orders.

Result: Maximo displays your PO.

| Purchase Orders

[ ~| Find:| | #h  [select Action v @ @ @ la @Il | Repons [ [3)

List PO PO Lines Ship To ¢Bil To Terms and Conditions
po [1073 |l site [pEDFORD | Status  [WAFFR Attachments &
Type [REL E Status Date  |7/5105 12:00 AM i Pretax Total 121600
Original PO g Ordered Date | 7/505 12:00 &M g Total Tax 6080
Buyer Company E Required Date g Total Cost 1,276.80

Buyer 4 Follow-up Date il Currency * |USD P
priority [ 0] vendorpate | @ Total Base Cost 127680
Receipts [NOMNE
Contract Reference [1043
Contract Type [FURCHASE
Contract Revision | 2|
Release# | 1]

Company [&TI | # [&dlantic Trading, Inc =] Internal? []
Address |39 MAPLE AVE Storeroom | |/
City [SOMERVILLE Storeroomsite | |/
State/Province [MA Freight Terms a
ZIPPostal Code  [02144 Payment Terms [NET 30
Contact [BRIAN ARENA P ship via |UPS-GR
Customer # |5C2343 FOB Point | SOMERVILLE,
Phone Pay Ta to Vendor?

Pay on Receipt? ||
Inspection Required? [ ]

08/2005
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Creating an RFQ and PO from a Contract continued

Create a Release .
PO from a continued
Contract

Action

Step
13 View the PO Lines tab to verify the items selected for the released

PO.
Result: Your screen should look similar to the screen below.

=7 Purchase Orders
[

~| Find:| | #h [Select Action v @] A 2la @ 8l | repons 5] [E)
List [ POLines | ShipTa/BilTo Terms and Conditions
Po [1073 5 site |BEDFCRD Status [ WAPPR Total Cost 127680
| CFiltr @ 0| # ;| *1-30i3% | Download |
Line  tem Description Quartity Order Unit Unit Cost Line Cost Tax. Distripuded?
» |0-004e |4 [Tubing, Copper-1-17161n DX 030N wal | 1) 1.00] [ROLL | £ 29800/ | 2a500/ | 14.90| [ ]
» 2 42100 ¢ Wesher, 121 E] 200 BOX F 1200 24.00 120 [ i ]
» 3 560-00 Tubing, Copper-1 I ID X 030 InWall =l 300 ROLL E 28,00 834.00 4470 [ o
Wendor tems | | Cortract ftems | | Select Spare Parts | | Wendor Analysis | | View Cortracts | | Distribute Costs | | Hew Row |

wcovaer [ 2 pooat [ ——
Location | | Storeroom | | GLDebitAccount | |/

14 Click on the Return hyperlink at the top right-hand corner of the
screen to return to the View Release Costs dialog box. Leave this

dialog box open; we will be discussing it next.

continued on next page
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Creating an RFQ and PO from a Contract continued

View Release The View Release Costs action displays a page containing the cost

Costs information in the top section of the page, and, in the lower section, a list of
all release purchase orders against the blanket contract and their total cost.
This page is actually a summary of all planned and committed costs against a
maximum volume, or blanket type contract. All costs are displayed in the
contract’s default currency. The Release Costs fields are calculated at the
time they are displayed.

View Invoice The View Invoice Lines action in Contract applications allows users to view
Lines in one screen all of the invoice lines associated with a contract.
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Chapter Summary

Purchase The Purchase Contracts application is new in Maximo. You use the Purchase
Cont.ract. Contracts application to create, modify, and view contracts with outside
Application vendors. You can provide detailed information about a contract’s contact

information, and shipping and financial terms.

Creating a When you create a new contract, Maximo automatically numbers the
Purchase Contract number field. You must enter a unique identifier for the contract if
Contract

your system does not have the Autonumber feature applied.

Copy PR Lines Use the Copy PR Lines to Contract action to use existing PR lines as a source
to a Contract for new contracts.

Copy PO Lines Use the Copy PO Lines to Contract action to use existing PO lines as

to a Contract templates for new contracts.

continued on next page
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Chapter Summary continued

Authorize Sites

Associate SLAs

Associating
Commodities to
a Contract

Applying a Price
Adjustment to a
Contract

08/2005

The Authorize Sites action indicates that the contract can be used by one or
more sites. When you add a site to the Authorized Sites list of a contract, that
contract can be referenced and used by that site. Only sites belonging to the
same company and item set can be authorized to use the contract.

Use the Associate SLAs (Service Level Agreements) action to link, or
associate, agreements to a contract. An SLA is a written agreement between a
service provider and its customers that generally describes one or more
commitments and the escalations, actions, and/or notifications associated
with each commitment.

Use the Associate Commodities action to create or change the association of
commodity groups and codes with a particular contract. You can associate or
remove any commodities on a contract as long as the contract is not in a
REVISED, CLOSED, or CANCELED status.

Use the Apply Price Adjustment action to change the price of a line item. The
change can be positive or negative.

continued on next page
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Chapter Summary continued

Revising a
Purchase
Contract

Creating an RFQ
from a Contract

Creating a
Release PO from
a Contract

Changing the
Status of a
Contract

Rel. 6.0

Use the Revise Contract action to edit a contract that has been approved. The
contract must have an APPR status before the revision.

Use the Create RFQ action to create an RFQ from an existing contract that is
due for renewal. You can do this with a contract in any status and not affect
the current contract in any way. The RFQ contains all of the vendor
information from the contract, as well as a listing of all the line items. The
terms and conditions from the contract are copied to the vendor terms if there
is a vendor on the contract. If there is no vendor on the contract, the terms are
copied to the RFQ terms.

Use the Create Release PO action in Contract applications to create a new
release type purchase order that has all the properties, information and terms
and conditions of an existing contract. Releases can be created only from
contracts that are currently in an APPR status, whose start and end dates
include the current date, and whose sum of all costs for all releases does not
exceed the committed costs of the contract.

You can change the status of the contract as it moves toward completion
either manually through the Change Status action, or by performing tasks that
trigger Workflow to move the contract forward through the status changes.
When you create a contract, Maximo sets the status of the contract to
DRAFT. A contract cannot be approved until you specify a vendor, at least
one authorized site, and a start date. The company, items, and sites that you
referenced on the contract must all be currently active.

©2005, MRO Software, Inc. 08/2005
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Workshop

Creating a New
Purchase
Contract

B

Scenario: A purchasing agent needs to create a contract for the purchase of
tires to be used for maintenance vehicles. The agent must add contract lines to
the contract, authorize sites, associate a commodity code, do price
adjustments, and edit and approve the contract. The agent must then create an
RFQ and a release PO from the approved contract.

Step

Action

Create a new purchase contract using the following data:

Field Value

Description Purchase Contract for Tires for Maintenance
Vehicles

Buyer Wilson

Company GOODYEAR

Accept the default contract number and write it here:

Copy the PO lines from PO 1065 to the contract.

Note: If you are in a single-database environment, your instructor will
give you another contract number.

Enter 150.00 as the unit cost.

Authorize the BEDFORD, MCLEAN, and TEXAS sites to have access
to this contract.

Associate the commodity group TIRE.

Apply a 10% price reduction for the tires.

Approve the contract.

R[N ]| n

After reviewing the contract, you determine that you need to change the
quantity to 50. Create a revision with the description Quantity
Revision.

Approve the revised contract and save it.

10

Create an RFQ from the contract using GL Account 3220-300-000.
Write your RFQ number here:

08/2005

©2005, MRO Software, Inc. Rel. 6.0



PURCHASE CONTRACTS 4-43

NOTES:

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



4-44 PURCHASING WITH MXES

NOTES:

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



Purchasing with MXES

Chapter 5: Terms and Conditions

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



In This Chapter

This chapter contains the following topics:

Topic See Page
Chapter Overview 5-1
Terms and Conditions 5-2
Creating a Term 5-3
Modifying an Existing Term 5-5
Viewing Terms Associated with an Organization 5-8
Chapter Summary 5-9
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Chapter Overview

Introduction The Terms and Conditions application is accessed through the Contracts
module. It is mainly used to enter, maintain, and display a library of terms
and conditions that can be associated with purchasing documents or
contracts. These terms contain information such as liability concerns,
shipping and handling details, or delivery time expectations.

The Terms and Conditions tabs in the applications of the Purchasing and
Contracts modules serve as links to the terms entered in the Terms and
Conditions application. From the tabs, you can select a term from the library
to associate with that purchasing or contract record.

Chapter Focus This chapter focuses on how users can associate terms and conditions with a
type, and optionally add terms and conditions manually to an individual
contract.

Learning When you have completed this chapter, you should be able to:

Objectives

e define how terms and conditions are used in Maximo,
e create a term,

e sect a term to default on POs,

¢ modify terms, and

e associate terms and conditions to a master contract.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Terms and Conditions

About Terms
and Conditions

In the
Application

Term Types

08/2005

In Maximo, terms and conditions are entered and maintained in a library for
easy searching and access. These terms are what vendors comply with, and
can contain details about warranties, shipping and handling, or invoicing.

The terms and conditions in the library can be added to or associated with a
purchasing document or a contract via the Terms and Conditions tab in each
of the applications in the Purchasing and Contracts modules. You can enter
additional terms applicable to only that purchasing or contract record on the
Terms and Conditions tab. The term(s) will be saved to that record, but not to
the library.

You can access the Terms and Conditions application from the Contracts or
the Purchasing modules.

> Sign Out 7 Help

== Terms and Conditions

Select Action v d

o Fitter - b 0l b 0D e 1-30f3 9 o, Download | | =
Organization Description
EAGLENA EAGLE Inc. Horth America
EAGLESA Eagle South Amarica, Inc.
EAGLELK European Headguatters of Eagle, Inc

| oFiter @ U F . 1 #1-100f25 - ) Download | | =
Term. Description Tupe Eeiftable? Default on PO

3 ACKNGMNT ACe ‘ACKNOWLEDGMENT AND ACCEPTANCE OF q E] PURCH i

b ASSIGNMNTSU ASSIGNMENT/SUBCONTRACTING El PURCH O I

» BUYERSPROPE BUYER'S PROPERTY IN SELLER'S POSSESSIO =) PURCH O i}

» CANCELLATION CANCELLATIONS =] PURCH O ﬁ

» CHANGES CHANGES/AMENDMENTS =] PURCH O E'

b COMPLIANCAL COMPLIANCE YITH LAWS =] PURCH O 1]

b conpucT STAMDARDS OF CONDUCT =] PURCH O O 1]

b CONTRCTLAW LAWY OF THE CONTRACT = CONTRACT O O 1]

b FORCEMAJEUR DELIVERYFORCE MAJEURE = PURCH O O 1]

b INDEMMITY IMDEMMITY 5l PURCH O O 0]

| hew Row |

A term type is a user-defined value that is associated with a term in the Terms
and Conditions application. The term type allows you to filter all records in
the Terms and Conditions library by searching on the Type field.

Defining a term type is optional.
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Creating a Term

Creating a Term

D

In the Terms and Conditions application, in the Organization table window,
select the organization for which you want to define a term.

Scenario: For the Eagle North America Organization (EAGLENA), we will
create a new Terms and Conditions record for banking transactions.

Step Action

1 Go to the Terms and Conditions application in the Contracts
module.

Result: Your screen should look similar to this one:

— Termsand Conditions

Select Action ¥l

EnoLESA
EAGLELK

Eiters @ DL k| w1-100125 . ©/ Downloss | i -
Tem. Descrition Tue Edltab Defout on PO?

Y [cvoimad] [ACKNCLEDGNENT AND ACCEPTANCE OF § ]
> ASSIGNMNTSU ASSIGNMENT/SUBCONTRACTING El FURCH [m] a
> BUYERSPROPE BUYER'S PROPERTY IN SELLER'S POSSESSIO | PURCH [m] i ]
> CancELATON CANCELLATIONS ] PURCH O a
> CHANGES CHANGESIAMENDMENTS El PURCH [m] a
P COMPLIANGAL COMPLIANGE VAITH LAWS El PURCH [m] a
> conpuct STANDARDS OF CONDUCT ] PURCH O O fi]
)} CONTRCTLAW LA&W OF THE CONTRACT el CONTRACT o [m] a
> FORCEMAJELR DELIVERY/FORCE MAJELRE El PURCH [m] [m] a
b moEmTY NGEMNTY E PURCH O O ]

(_Hew Row

2 Click on the EAGLENA row to highlight it.

3 Click New Row.

Result: The Details window opens.

Tem, Tuze Eatablz? Defaut on PO?
[ 5] 5] a
Detat
Torm* [ ] [ 2] Editable? []
Type Dofautton PO? []

Rel. 6.0
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PURCHASING WITH MXES

Creating a Term continued
Step Action

4 Enter the following data:
Field YValue
Term BANKTERMS
Description  Terms and Conditions for Banking Transactions
Editable? [Checked]

5 Save the record.
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Modifying an Existing Term

Modify an You can modify an existing term in the Terms and Conditions application at
Existing Term any time.

\/@ Scenario: For the BANKTERMS terms and condition we created for
= EAGLENA, we will now add a long description.

Follow the steps below to modify an existing term:

Step Action

1 Go to the Terms and Conditions application. In the Organization
table window, select EAGLENA. If you are continuing from the
previous exercise, skip this step.

2 Click the View Details * icon on the left side of the
BANKTERMS row.

Result: The Details window opens.

—=  Terms and Conditions

Select action B =1

o Eilter - #% 0 T 0 # . w1.30f3% . Downlosd |
Organization Description
EAGLENA EAGLE Inc, Horth America
EAGLESA Eagle South Ametica, Inc.
EAGLEUK European Headuarters of Eagle, Inc.
{ooFilter:dh 2l . ;| *4-10020 - / Download |

Term Description Type Ecitable? Defauk on PO?
b ACKNGMNTAC ACKNCVLEDGMENT AND ACCEPTANCE OF O = PURCH o
b ASSIGNMNTSU ASSIGHMENT/SUBCONTRACTING S PURCH O o

[BANKTERMS Terms and Condition for Banking Transactions | = O w
b BUVERSPROFE BLIYER'S PROPERTY IN SELLER'S POSSESSIO - PURCH O o
b CANCELLATIOM CANCELLATIONS S PURCH O o
b CHANGES CHANGES/AMENDMENTS S PURCH O o
b COMPLIANCAL COMPLIANCE WTH LAWS S PURCH O o
b CONDLET STANDARDS OF CONDUCT = PURCH O O o
b CONTRCTLAW LAYV OF THE CONTRACT = CONTRACT O O o
b FORCEMAJELR DELIVER'f FORCE MAJEURE = PURCH O o

Details
Terms and Coneltion for Banking Transactions| =/ Editable?

Default on PO? [ |

New Row |

continued on next page
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Modifying an Existing Term continued

Modify an
Existing Term

08/2005

continued
Step Action
3 Click the Long Description =l icon to the right of the Description

field.

Result: The Long Description window opens.

In the Long Description field, enter the following terms and
conditions text:

On Telegraphic Transfers Application

The bank shall not be liable for any loss or damage sustained
by the applicant or any other person by reason of the error or
delay of telegraph or cable companies transmitting the
telegraphic transfer message....

After entering the text, click OK and then save your record.

continued on next page
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Modifying an Existing Term continued

Set a Term to You can specify that certain terms in the Terms and Conditions application
Default on POs will default on all POs that are created in Maximo.

\% Follow the steps below to set a term to default on POs:

Step

Action

1

In the Terms and Conditions application, select EAGLENA in the
Organization table window.

In the Terms and Conditions table window for that organization,
click the View Details * icon to display the term’s details for
FORCEMAJEUR.

Check the Default on PO? check box.

Result: Your screen should look similar to the screen below.

—= Terms and Condtions,

e g D0 4, | ®1-3or3 % ©/Download | < §
Otganizdion
EAGLENA
EAGLESA Eae South Aunerica, I
EAGLEK Eurspzan Hesequters of Engle, nc
| oEifter @ D L w0025 | Downlosd | |

Tern. Descriplion Twe. il Defaut on PO
b ACKNGMNTAC ACKNOWLEDGMENT AND ACCEPTANCE OF O =] PURCH a
» CTG gl PURCH [m] i)
¥ BUYERSPROPE BUYER'S PROPERTY N SELLER'S POSSESSIO | PURCH [u] @
o caNcELLATIO CANCELLATIONS a PURCH u] @
F  CHANGES CHANGESIAMENDMENTS Bl PURCH o @
> COMPLLANCIAL COMPLIANCE VWITH L&WS a PURCH a @
> conpuct STANDARDS OF CONDLCT a8 PURCH [n} [n] @
b CONTRCTLAW LAV OF THE CONTRACT a CONTRACT u] [u] 1]

FORCEMAJELR DELIVERYIF ORCE MAJEURE El u] o
> NDEMNITY NDEMHITY 2 PURCH u] [u] @

Detai
Term * [FORCEMAJEUR] DELIVERYAFORCE M JELRE = Editable? []
e Default an PO?
(_Hew Row

Save your record.

Rel. 6.0
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Viewing Terms Associated with an Organization

View Terms Terms in the Terms and Conditions application are associated with particular
Assomatgd V‘_"th organizations in the database. You can view terms from only one
an Organization organization at a time.

In the Terms and Conditions application, in the Organization table window,
click the name of the organization for which you want to view terms.
Maximo will display the terms for that organization.
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Chapter Summary

Terms and You use the Terms and Conditions application to enter and maintain a library
Conditions of terms and conditions that can be added to a purchasing document or
Application

contract. These terms can contain information such as liability concerns,
shipping and handling details, or delivery time expectations.

Term Types A term type is a unique associated value of a term (very much like codes in
Maximo) that a user enters in the Type field to filter the records in the Terms
and Conditions library.

Defining a term type is optional.
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In This Unit

08/2005

This unit contains the following chapters:

Chapter Topic
6 Reordering
7 Purchase Requisitions
8 Request for Quotations
9 Purchase Orders
10 Receiving
11 Invoices

©2005, MRO Software, Inc.
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Unit Overview

Unit Focus Because the ordering of materials and services is accomplished through the
creation and sending of purchase orders, this unit focuses on purchase orders.

Learning When you have completed this unit, you should be able to:

Objectives .
e create a purchase order from a purchase requisition (PR);

e create a purchase order from a request for quotation (RFQ);

e create a purchase order from a desktop requisition;

e create a pricing agreement purchase order (PO);

e create a change order;

e receive materials and services; and

e describe the Invoices application.

continued on next page
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Unit Overview continued

Methods for You can use a number of different methods to create a purchase order. You

Creating a can create one from:
Purchase Order
e aPR

o in the Purchase Requisitions application
o in the Purchase Orders application

e an RFQ

o in the Request for Quotations application
o in the Purchase Orders application

¢ the inventory reorder routine in the Inventory application

e anew PO record in the Purchase Orders application

Definitions We will use the following key terms in this unit:
Key Term Definition
Purchase order or A PO that reflects an agreement with a vendor on
pricing agreement the prices of specific items from that vendor
Change order A duplicate PO generated from an approved or
printed PO that allows changes to be made to the
original order while preserving an audit trail
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In This Chapter

This chapter contains the following topics:

Topic See Page
Chapter Overview 6-1
Reorder Theory 6-3
Organizational Reorder Options 6-6
Revisiting the Inventory Application 6-7
Clearing Reorder Locks 6-8
Reordering Items 6-11
Reordering Direct Issue Items/Services 6-17
Reordering Selected Items 6-21
Chapter Summary 6-25
Workshop 6-27
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Chapter Overview

Introduction This chapter introduces you to the knowledge and the skills needed to
understand and use the Maximo reordering applications and functions. It also
explains how knowledge of reordering will enhance your effectiveness when
using the Maximo Purchasing module. Understanding how Maximo
automates certain reorder processes will improve your work processes and
make you a more effective buyer.

Learning When you have completed this chapter, you should be able to:
Objectives e describe how inventory reorder fits into the purchasing process;
¢ run the Reorder option from the Inventory application;

o describe the conditions for which inventory items get reordered;
e determine reorder points;

e reorder direct-issue items;

e reorder items from internal and external vendors; and

e clear reorder locks.

continued on next page
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Chapter Overview continued

Chapter You create a purchase requisition (PR) in one of the following ways:
Scenario

Premise e Requisitioning for materials and services using the Desktop Requisitions

module or the Purchase Requisitions application
or

e Reordering for a storeroom replenishment or work orders only using the
Reorder action in the Inventory application

You create a PO in one of the following ways:
e Creating requisitions

¢ Running the Reorder function

e Awarding RFQs

e From the PO application

The scenario premise for this chapter will be reordering for storeroom
replenishment using the Reorder action in the Inventory application.
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Reorder Theory

Introduction

As inventory balances decrease in the storerooms, we need to replenish these
balances. Maximo Purchasing and Inventory modules provide a way to track
requests for and purchases of materials, and a way to maintain storeroom

inventories.

Other Reorder
Variables

The reorder point for an item is ideally based on the following four reorder

variables:

Variable

Description

Reorder Point
(ROP)

The point at which items should be reordered so
that the item balance does not fall below the
number designated as safety stock during the
lead time for the order.

Safety Stock

The minimum number of the item that you must
have on hand at all times.

Economic Order

The number of an item that should be reordered

Quantity (EOQ) at one time, usually based on the vendor’s price
for a particular quantity ordered. For example,
buying a case of an item can cost less per item
than buying the items individually.

Lead Time (Days) | The amount of time it takes between placing an

order and receiving it.

Rel. 6.0
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Reorder Theory continued

Determining the

The following graph shows how the reorder variables relate to one another in
Reorder Point

an ideal ordering situation.

A
Number of items —_
in stock
(decreasing
/ over time)
Quantity
Economic
order
quantity
Reorder
point
Safety |
stock
o ”
Time Lead time
continued on next page
08/2005
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Reorder Theory continued

Reorder Many companies are moving to a just-in-time system to reduce their

Philosophy inventory levels and associated carrying costs. When using a just-in-time
system for maintenance, you should base your purchasing and stock levels on
upcoming work, rather than on past usage. Because parts and equipment can
become obsolete and your company’s processes can change, looking back
might not be as useful as looking forward when considering your inventory
needs.

Maximo can accommodate a just-in-time system by allowing you to set
reorder quantities. Using the Preventive Maintenance application to plan
upcoming maintenance and inspection work can also help you determine
what items will be needed in the future.
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Organizational Use the Reorder action in the Organizations application to specify whether

Reorder Options ~ Maximo will create an approved or unapproved PR or PO when a reorder

request is generated.

You set the default separately for reorder requests directed at external

vendors and internal supply rooms.

B Inventory Reordear

Rt
_f"\_
L

External Request Creation

.(.\.
"

oy

-".
-

Internal Request Creation

Unapproved PRS
Approved PRz
Unapproved POs

Approved POz

Unapproved PRs
Approved PR=
Unapproved POs

Approved POs

—

Maximum Humber of Reo Lines per PO/PR

. OK | | Cancel |
Tip: Reorder e Setting up and using Reorder in Maximo will reduce ““stockouts” and also

allow for improved purchase planning.

e Satellite stores reordering from the Primary - hub storeroom will allow you

to consolidate purchasing through the hub storeroom.
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Revisiting the Inventory Application

Introduction

Reorder Cron
Task

Rel. 6.0

The Inventory application allows a user to enter, display, and update
information on each inventory item. Special order and non-stocked items as
well as stocked items can be tracked. You can track vendors that supply an
item, and item balances down to the bin and lot level for each storeroom.

=5 Inventory
~| Find: #h  [Setect Action vig 2la &1 (o
List Inventory | Reorder Details Rotating Assets Where Used
ttem [D700 » [Standiard Desktop Computer = Site |BEDFORD. Attacl
Storeroom [HARDWARE | # [T hardware componerts [E] verautmn [ | Issue Uni
Lot Type |MOLOT Capitalized? [ Condition Enabled? [
Stack Category ™ 5 itz [ Rotating?
Current Balance 1.00 ABCType | |/ Last Issue Date @
Quantity Currently Reserved 0.00 Count Frequency * [ 0] Year to Date 0.0
Expired Quantity in Stock 000 Last Year 000
Quantity Available .00 2 Vears Ago oo
Quantity in Holding Location 0.0 3 vears Ago 000
| CFifters #8510 b4 €40t ) Download | - |
Contion Cod: Description Gonition Rate: Stanard Cost Averane Cost Last Receit Cost
y [ F El 1,450.00 145000 145000 @
CEter dh T b b w101
Bin. Lot Condiion Code: CurrertBalance.  Physical Count Bhysical Count Date Recongied?  Shelf Life (Days)
y [ | | I 5 100 100 6H7041Z00AM |
(_Mew Row

From the Inventory application you can manually execute the Reorder
function, or a cron task can be set up for automatic inventory reorder. For
more information about configuring the reorder cron task, refer to the System
Administrator’s Guide.

Note: For this chapter, we will manually execute the Reorder action using the
Reorder option on the Select Action menu.
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6-8

PURCHASING WITH MXES

Clearing Reorder Locks

Reorder Locks

Preview Mode

Methods for
Clearing Reorder
Locks

08/2005

When a user runs the reorder process (even in preview mode), Maximo
places a lock on the process against the storeroom from which an item is
being reordered. This is to prevent other users from running Reorder against
the same storeroom at the same time.

Occasionally, users running the reorder process in preview mode might
inadvertently lock reorder even though they are no longer using the process,
preventing themselves and others from running reorder against a certain
storeroom. This can happen if you are running the reorder process in preview
mode and

e the Maximo server times out while the reorder process is running or at the
preview results screen

¢ in the preview results screen, the user times out the session by leaving the
screen for the timeout duration, or

¢ in the preview results screen, the user clicks the Back button on the
browser (or any other browser navigation button)

To clear reorder locks, choose any of the following methods:
e Use the Clear Reorder Locks action on the Select Action menu.

e Restart the Maximo server. Maximo automatically clears all reorder locks
when the server is restarted.

e Let Maximo automatically clear the locks, based on the setting specified in
the mxe.reorder.previewtimeout property in the mxserver.properties file.
The default time for this property is 30 minutes, but this setting is
configurable. The time when a lock is created is recorded by the database.
Maximo automatically looks for any locks that exist for the current user
signed in and compares the time the locks were created with the time
setting in the mxe.reorder.previewtimeout property. If the time setting
specified in the mxe.reorder.previewtimeout property has been reached,
Maximo automatically clears the locks. For example, if a reorder lock was
created at 5:00 and the setting specified in the mxe.reorder.previewtimeout
property is 30 minutes, Maximo automatically clears the lock at 5:30; that
is, 30 minutes from the time the lock was created.

continued on next page
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Clearing Reorder Locks continued

Clear Reorder Scenario: You as the Central storeroom supervisor are in the process of
Locks reordering items. Your first action is to clear all reorder locks made on all

items in the storeroom prior to reordering the items.
Use the following steps to clear reorder locks.
/B

Note: This option clears only Preview mode reorder locks, created by the
currently signed-in user. Users running the full reorder process will not be
affected.

Step Action

1 Go to the Inventory application of the Inventory module.
Result: Your screen opens to the List tab.

2 Click the Filter Table # icon to display the list of existing
inventory.

Result: Maximo displays the Inventory list.

ﬁ‘ Inventory
[ olmee[ @ e |6 repns
oo Uwotory  Foodrtos e Viere Used
Advenced Search « Save Query -+ Booknarks
T YRR T B ?oE
ten. Description Storernon CurertBdance _ Commodty Orowp __ Rolaing?  Ki?___ ABGTyps Ste
—— : \ CI s mow s
oo Standard Desidop Computer HARDWARE 10 v W BEDFORD EY
PUME100 Centrifugal Purmp 100 GPM, 60 FT-HD CENTRAL 300 PUMP A N BEDFORD &
MOT10 Mator-10hpH SOrpMATEFC254T Framei440. CENTRAL oo MOTOR ¥ N BEDFORD &
EBi2 12 Valt Battery PKG 400 ELEC N N < BEDFORD. LY
Ep1z 12k Battery CENTRAL 200 eLec N N < BEDFORD EN
12853 Impeler- 4-172 Inch Dia PKS 2m MECH N N B EEDFORD &
12853 Impeler- 4-112 Inch Dia MACHSHOP oo MECH N N BEDFORD &
12853 Inpeler- 4-112 nch Dia CENTRAL 20 MECH N N B BEDFORD £
w12 Fie Etinguisher Flud- Ansulex Pe 1200 SaFETY u u N BEDFORD &
S0z Fie Extinguisher Flid- Ansulex CENTRAL a0 sareTy N N N BEDFORD &
20778, Hausing- Certrifugal Pump PKS 2m MECH N N < EEDFORD &
20778, Housing- Certrifugal Pump MACHSHOP oo MECH N N BEDFORD &
78 Housing- Cerirfugal Pump CENTRAL 100 MECH u u c BEDFORD &
FRE-100 Fire Extinguisher CENTRAL 00 v N BEDFORD &
pase Retary PD Fump, 100 GPM, Asceptic CEnTRAL oo PP v N N BEDFORD EN
61603 Brake Shos Kit CENTRAL 600 MECH N N BEDFORD &
VS48 Valve Stem CENTRAL 200 VALVE N N BEDFORD &
2149 Ste Packing Pe 2000 VALVE u u BEDFORD &
28148 Stem Packing CENTRAL 0 VALVE N N BEDFORD EN
S546 Stem Couping CENTRAL om VALVE N N EEDFORD &
=

continued on next page

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



6-10 PURCHASING WITH MXES

Clearing Reorder Locks continued

Clear Reorder continued.
Locks

Step Action
3 In the Storeroom filter field, enter Central and then click on the
Filter Table # jcon again.

Result: The list now shows the inventory items for the Central
storeroom only.

5 Inventory
| Fine: @ ) 16| peors
Ust | iverory  ReoerDelsis | RolsingAssels | WhersUssd
Bavanced Search - Save Query +_ Booknarks
R SRR AR TR
ftem Description ‘Storeroom Current Balance Commodity Group Rotsting? ~ Kit? ABC Type Ste
ceniral L J[ Ts ;

PUMP100 Centrifugal Pump 100 GPM, 60 FT-HD cenTraL 0 Pump v [0 BEDFORD £
worig Melor- 10 7S0rpTEFCI54T Franedn CENTRAL 000 WOTCR v N BEDFORD &
ez 12 Vol Battery CaNTRAL 200 elec N N c BEDFORD N
12883 Inpeler 4472 nch Dia 200 MECH N N B BEDFORD &
1oz Fire Extinguisher Fluid- Ansulex CENTRAL. 300 SAFETY N N N BEDFORD &
s Housing. Centitugal Punp CaNTRAL 100 MECH N N c BEDFORD &
FRE-100 Fire Etiguisher CENTRAL 0o v N BEDFORD &
poos Rotery PD Pup, 100 GP, Asceptic CaNTRAL 000 PP v N N BEDFORD &
51503 Brake Shoe Kit CENTRAL. 600 MECH N N BEDFORD &
veas Vate Stem CaNTRAL 200 VALV N N BEDFORD EN
26149 Stem Packing CENTRAL. 000 VALVE N N BEDFORD &
EETy Stem Couplng CaNTRAL 000 VALV N N BEDFORD EN
B2 Valve Body for olor Cortroted Valve CENTRAL 0 VaLvE N N BEDFORD N
Tasss Mlor Support Brackets CaNTRAL 000 WOTOR N N BEDFORD EN
42100 Washer, 1121 CENTRAL. 107500 MECH N N N BEDFORD Y
coarta Bracket Carton Mechine CaNTRAL 100 MECH N N ¢ BEDFORD EN
23177 Guide- n Machine CENTRAL. 1.00 MECH N N c BEDFORD )
Ty Lockwasher- 121n CaNTRAL 6510 MECH N N N BEDFORD EN
00048 Tubing, Copper- 111610 1D X 030 In Wl CENTRAL. B65.00 FLUM N N B BEDFORD )
oot Ebowr,Sreet 118 n 190 Deg CaNTRAL 200 FiTINGS N N A BEDFORD EN
[lseectRacorts

4 On the Select Action menu, select Reorder > Clear Reorder
Locks.

Result: Maximo displays a message stating that the locks have been
cleared.

Allinactive reorder locks have been cleared for the user WILSON.

5 Click OK.
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Reordering Items

Introduction

Stocked, Non-
Stocked, and
Special Order
Items

Stocked Items

Rel. 6.0

Maximo uses the Stock Category field as part of the reorder process, as a
means of determining which items should be reordered on a regular basis.

Maximo recognizes three categories of inventory items:
e Stocked (STK)

e Non-stocked (NS)

e Special order (SP)

If your system has been set up to allow you to create special order items, you
can create them in the Purchasing module.

This is the default value for a new item added to a storeroom. A stocked item
is an item that you stock on a regular basis and want to keep on hand because
it has a regular turnover rate and is frequently needed. Stocked items are
automatically included in the Maximo reorder process. Stocked items have
reorder criteria (for example, a reorder point and an economic order quantity)
that is specific to each storeroom location.

Examples of stocked items include bearings, gaskets, valves, and belts.

continued on next page
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Reordering Items continued

Non-Stocked
Items

Special Order
Items

08/2005

Non-stocked items are items you do not stock on a regular basis, need only
occasionally, or do not want to maintain in your storerooms throughout the
year. Non-stocked items are not automatically reordered, but because you
order these items as needed, you want to retain the item records in the
database. These records are useful both for cost tracking purposes and for
future reference (for example, the vendor’s name or the price).

Examples of non-stocked items include items needed once a year for
inspections, or items that are stocked only during certain seasons of the year.
For example, each spring you replace your air filters. Because you need the
air filters only once a year, you do not stock them in your storerooms—you
order them just before they need to be replaced. But because you order the air
filters every year, you want to keep the record for the item in your database
for reference next spring.

Special order items are typically items that are ordered only once, often for
unexpected needs or for a one-time work order. These items are not kept in
stock and you do not expect to order them again, thus you do not need a
permanent record of the item in your database. In most cases, after the item is
received, you want to delete special order item records from the database.

continued on next page
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Reordering Items continued

Reordering
Select Action

Reordering is done separately for each individual storeroom. Your system
administrator can use the Cron Task Setup application to create a cron task to
automatically reorder items, or you can reorder items manually using one of
the reorder actions available from the Inventory Select Action menu:

Use this action... To...

Reorder Items Reorder one or more inventory items. All items

selected must be from the same storeroom
location.

Reorder Direct Issue | Reorder items or service items listed on approved
Itms/Sves work orders.

Clear Reorder Locks | Remove a lock on the reorder process logged

against your user name.

Reorder Stocked
Items

The Reorder Items action from the Select Action menu is used to reorder
items that are listed on approved work orders and are issued without being
received into inventory.

Reorder Options

Rel. 6.0

You can choose selected inventory items to reorder. All items selected must
be from the same storeroom location.

Reorder options are as follows:

Ignore Reorder Point?: The item is ordered even if the available balance
is above the reorder quantity.

Consider Contracts When Creating PRs/POs?: Release purchase orders
are created from existing blanket contracts. Prices and details from the
contracts are included when PRs and POs are created.

Reorder Direct Issue Items and Services?: Include direct issue items on
approved work orders in reordering calculations.

All Items in Storeroom?: Overrides any item selections and makes the
Storeroom field editable.

Run in background mode?: Runs the reorder process in background
mode and sends notification via e-mail when complete.

©2005, MRO Software, Inc. 08/2005
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Reordering Items continued

Reordering Use the Reorder Items dialog box to reorder stocked items, direct issue
Items items and services, or both. You can reorder a single item, a list of selected
items from the same storeroom, or all of the items in a storeroom.

Scenario: Using Maximo, a monthly analysis of A type items in Central
storeroom reveals two items with current balance below 2 units. As the
Central storeroom supervisor, you need to reorder the stock items.

Step Action

1 Continuing from the previous exercise, on the List tab of the
Inventory application, filter for A items (ABC Type field) in the
Central storeroom.

Result: Your screen should show the list of A type items in the
Central storeroom.

= Imentoy
¥] Fna: @ [Select Action e |6 | Repors
List | lvertory  ReoderDefals __ Rotaling Asoets __Vhere Lised
Advanced Search - Save Query + Bookmarks
[ 8 b erttatin s ©/Downlosd | ) | =
e Deserition Storeroom CumertBelance  CommodtyGrowp  Retatng? K2 ABCType ste.
L7 - | N s T -

0031 reet. 1- CENTRAL 200 FITTINGS N 0 A BEDFORD A
07205 CENTRAL 400 FLUM N N A BEDFORD K
23000 CENTRAL 100 FITTINGS N N a BEDFORD &
00800 CENTRAL am BEARNGS u u A BEDFORD &
G000 CENTRAL 20 BEARNGS n n A BEDFORD &
1721 CENTRAL 900 BEARINGS N N A BEDFORD &
‘KMF-4000 CENTRAL 600 SEALS [ [ A BEDFORD &
HMP-3400 CENTRAL 600 SEALS [ [ A BEDFORD )
27214 CENTRAL 200 MECH N N A BEDFORD &
53143 CENTRAL 00 BELTS N N a BEDFORD &
27215 CENTRAL 500 BEARNGS u u A BEDFORD &
[ Select Recarek

balance below 2.

continued on next page
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Reordering
Items
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continued

Step

Action

3

On the Select Action menu, choose Reorder > Reorder Items.
Result: The Reorder Items dialog box opens.

B Reorder tems

Storeroom  |CERNTRAL F
Site |BEDCFORD

Additional Lead Time (Days) ljl

Central Storeroo

Ignore Reorder Point? [ | Reorder Direct Issue ltems and Services? [ |
Consider Contracts When Creating PRePOs?

All kems in Storeroom? [ |

Run in Background Mode? [ | E-mail Address Hotification |m.WiISon@heIWig.com

|_Preview |

|_RunReorder | | Cancel |

Clear the Run in Background Mode? check box and then click
Preview.

Result: The Reorder Items Detail box opens.

CFilter - ¢ 1l ok ol wd.20i2 % - Download |

ttem Description Condion Code  Currert Balance Order Linit Reorder Quaritity Lnt Cost

| |~ | [ [ I [ || |
b |53-143 #  W-Belt- 112 In, 30 In Circumference 0.00 EACH 4.00 36.00 |
b 230-00 #  Ekow, Street-90 Deg, 1 In 1.00 EACH 2.00 250 0

\_Run Reorder | | ReorderReport | | Cancel |

Write the item numbers here:

continued on next page
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Reordering Items continued

Reordering continued
Items

Step Action

5 Click the Run Reorder button.
Result: A Reorder Results notice box opens.

B Reorder Results =7

Total of Hems Reordered
PRs Generated From
PRs Generated To 1023
POs Generated From
PO= Generated To

Write your new PR numbers here: and

6 Click OK.
Result: Your screen returns to the List tab.

Note: Running the Reorder Items option should create a PR with a
status of Waiting for Approval. This is the default mode.

7 Go to the Purchase Requisitions application and search for the PRs
created for the reordered items.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Reordering Direct Issue ltems/Services

Direct Issue Item

Reorder Direct
Issue Items/
Services

A direct issue item is an item that you have ordered that will be issued
immediately upon receipt to an asset, location, or work order, rather than
stocked in the storeroom. These items might be special order items, or regular
stock that is needed immediately to complete maintenance work.

Note: Service item records are always direct issue items because they are
issued directly upon receipt. Direct issue items are managed in the Receiving
application, not in the Issues and Transfers application.

Choose Reorder Direct Issue Items/Services from the Select Action menu
to reorder items and services that are listed on approved work orders and are
issued without being received into inventory.

—-=,1 Inventory (¥ Bulletines: (2

erter & Profle

[EE

v‘ Find:l |[|h

| [EN | Repens
List Invertary Rearder Details Rotat] Eorder s
Ivertory Adjustments < Reorder Direct lssue kms/Sves
Advanced Search © Save Query « Bookmatks Unit of Measure and Conversion b

- - - Attachment LibraryFolders 3 -
PorFiter @S R ¥ E Run Reports  Downlead
ttem Description Current Balance

Commodty Group Rotating?  Kit? ABC Type Siter

F ] " I

Tofing records, uge the Filter fields above and then prass Enter
Formore search opians, use the Advanced Search button sbove.
To enter & new record, selectthe Inserticon In the toalbar,

[] Select Records

Rel. 6.0

continued on next page
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Reordering Direct Issue Items/Services continued

Reordering Scenario: As the inventory supervisor for the BEDFORD site, you need to
Direct Issue reorder all outstanding direct issue material/service requests immediately.
Items/Services Follow the procedure below to reorder the items.

o=

Step Action

1 Open the List tab of the Inventory application. Click the Filter
Table # icon.

Result: Maximo displays an item inventory list for the Bedford site.

2 From the Select Action menu, select Reorder > Reorder Direct
Issue Itms/Svcs.

Result: The Reorder Direct Issue Items and Services dialog box
opens.

B Reorder Direct Issue tems and Services =

Consider Contracts When Creating PRsP0Os?
Additional Lead Time (Days) | 0]

Run in Background Mode 7

E-mail Address Hotification | m.wilson@hehwig.com

. Preview | | RunReorder | | Cancel |

continued on next page
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Reordering continued
Direct Issue
Items/Services
Step Action
3 Clear the Run in Background Mode? check box.
4 Click Preview.
Result: A Reorder Items Detail dialog box displays the list items to
be reordered.
Reorder tems Detail
cFEilter > dh © 3 | # ;| #1-20f2% ) Download | o
tem Descrintion Condition Code Currert Balance Order Lnit Unit Ciost Reorder Quartity
[ [~ | I I I [ I |
b [560-00 | #  [Tuking, Copper-1 In ID X 030 In Wal | 1.40 100| @
» 1002 F 5t % B ft. wincow pane 000 100 i
(_RunReorder ) | Reorder Report ) (_Cancel )
5 Click Run Reorder.
Result: Maximo displays the Reorder Results box.
B Reorder Results =1
Total of Kkem= Reordered
PRz Generated From 1014
PRz Generated To 10135
POs Generated From I:I
P0Og Generated To |:|
e —F
Write the numbers of the PRs Generated here:
continued on next page
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Reordering Direct Issue Items/Services continued

Reordering
Direct Issue
Items/Services

08/2005

continued

Step

Action

Click OK to close the window.
Result: The screen returns to the List tab.

To check for and view the created PR, go to the Purchase
Requisition application and filter for the PRs created in step 5.

Result: Maximo displays the generated PRs.

|';£‘E¢ Purchase Requisitions @ Bulletins: (2) ” GoTo Il R
[ ~| Find: |#h  [select action ~| & . | |5 |6 | Repons [5 [3
[ List | PR PR Lines Ship Ta /Bill To Terms and Conctions

Advanced Search -~ Sawe Query -+ Bookmarks

| cFilter> @ 2 | # s | *1-5015% . Downlead |
[ Descrigtion Status Company Priority Required Date Total Cost st
| I R = [ ] & | | [-eeororn |
1010 Hew Group, Hew Machines WAPPR DATACHIP 0 7,300.00 BEDFORD N
1011 nes pr WAPPR 0 00 EEDFORD B
1013 A PP CELL 1 E/305 12:00 A 3453.00 EEDFORD oy

e — — — —

1014 Generated by Rearder 777105 11:53 AM WAPPR ATl [ 93670 EEDFORD iy
1015 Generated by Reorder 7/7/05 11:53 AM VyBPRR 0 000 BEDFORD B I
[ Select Records
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Reordering Selected Items

Reordering
Selected Items
for Direct Issue

o=

Rel. 6.0

Scenario: A maintenance scheduler has notified the Central storeroom of a
material request for 10 units of filter FLT001 to be used for a CM work

order. The current balance for FLT001s cannot meet the request. As the
storeroom supervisor, you need to reorder the items and issue them directly to

the site.

Step

Action

1 From the List tab of the Inventory application, search for and
display the FLT001 item.

Result: Maximo displays two line items.

=5 Iventory

v] Fng: dh[setect action Vgl L&Y | Repons o) ]
[ List | vemory  ReorderDetais  Rolofing Assels Where Used

edtvanced Search « Save

|/ Filter > d *1.2002% © Download El
ften. Storeroon P Rolding? KW ABC Type Ste.
2 2 FILTERS C 1 -BEDFORD |
FLTO0 PKG 80 FILTERS ] ] ] BEDFORD Y
FLTOD Fiter CENTRAL 100 FILTERS N N B BEDFORD &
[ Select Records.

2 Choose the line item for the Central storeroom.
Result: Maximo displays the inventory summary for FLT001.

= Imvento P GoTo pots fer 2 Profle
= 1T
[ | Find: [ |#h  [Select Action v 218 @ 160 | Repo
List Inventory | Reorder Details Rotating &ssets Where Used
Ktem [FLTOD1 A e El sit
Stororoom [CENTRAL | #  [Central Storeroom | Dofault Bin
LotType [NOLOT Copitalized? [ Con
Stock Category * STk y: e [
ABC Type P Lastlssue Date [1211101 Z54PM | &
Count Frequency * Year to Date 1.0,
Eupired Quantity in Stock 000 Last vear 000
Quantity Avallable 100 2Years Ago 000
Quantityin Holding Location 000 3Vears Ago 000
| EMerodh D44 et4a1e ) bownioas | | -
Congition Cade Descrigtion Coneiton Rt Standerd Cost Averats Cost Last Receiot Cast
[ I [ [ED [ o) [
(_Hew Row
| Efe b Db ettt ) bownioag | | | -
B Lt Condition Corke Curent Baknce  Physical Count Physicel Court Dete Feconcled?  ShelfLife (Days)  Expraton Dete
» |72 [ I 100 6/14/38 344 Ab [ e [] a
(_Hew Row

©2005, MRO Software, Inc.
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Reordering Selected Items continued

Reordering
Selected Items
for Direct Issue

continued

Step

Action

On the Select Action menu, choose Reorder > Reorder Items.
Result: The Reorder Items dialog box opens.

B Reorder tems
Storeroom  |CENTRAL g El

Site |BEDFORD
Additional Lead Time (Days) | 0|

Ignore Reorder Point? [ | Reorder Direct lssue tems and Services? [ |
Congider Contracts When Creating PRe/POs? All tems in Storeroom? [

Run in Background Mode ? E-mail Address Hotification |m.WiISon@heIwig Com |
Preview | | RunReardsr | | Cancel |

4 Check the Reorder Direct Issue Items and Service? check box to
specify that the items will be issued directly to the site or location.
5 Clear the Run in Background Mode? check box so that the

Reorder Results notice box will be displayed.

08/2005

continued on next page

©2005, MRO Software, Inc. Rel. 6.0



REORDERING 6-23

Reordering Selected Items continued

Reordering continued
Selected Items

Step Action

6 Click Preview.
Result: The Reorder Items Detail box opens.

[ B Reorder ftems Detail

cFilter - 2 % b e dodafd e © Download | L
ftem Description Condition Cocle  Current Balance Order Unit Reorder Quartity Unit Cost
I E /[ J{ || /[ | | |
b |FLTOD1 , Filter 1.00 EACH 10.00 000 @

|_Run Reorder | | Feorder Report | | Cancel |

7 Change the Reorder Quantity to 100 and enter 1.00 for the Unit
Cost.

8 Click Run Reorder.
Result: Maximo displays a Reorder Results notice box.

B Reorder Results = 7o

Total of kems Reordered
PR= Generated From
PRs Generated To |1

!

—
oo
= || =
m || m

P0Os Generated From

POs Generated To

|

Write the PR number generated here:

continued on next page
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Reordering Selected Items continued

Reordering continued
Selected Items

Step Action

9 Click OK to close the notice box.
Result: The screen returns to the Inventory tab.

10 In the Purchase Requisitions application, search for and select the
PR number you entered in step 8.

Result: Maximo displays the generated PR on the PR tab.

[igy Porchase Requisitions ®Euletns 2) A GoTo  la Re »
[ ~| Find:| | #h  [Select Action v @ .2l a @l | Repons 5] [3)
List PR FR Lines Ship To /Bl To Terms and Canditions
PR [1016 i site |BEDFORD Status  [WAPPR Attachments &
Priority [ 0 Status Date  [7/7/05 1200 AM E Pretax Total 100.00
Requested By E Requested Date  |7/7/05 12:00 AM [ Total Tax 500
Supervisor . Required Date [ Total Cost 105.00
Contract Reference " Currency * E
Contract Type Total Base Cost 105,00
Contract Revision

Ho Vendor? [ Internal? [

Company [BALSTON . Baistan Fiker Products 5] storerom | |7
Address [PO.BOXC Storeroomsite | |/
City [LEXMGTON Freight Terms 5]
StatePravince [M Payment Terms [210 NET 30
ZIPPostal Code 02173 shipvia |UFS-GR
Contact [MARK FARCHLD § FOB Point [LEXINGTON, M

Customer # Pay Tax to Vendor?
Phone Pay on Receipt? [

Inspection Required? [ |
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Chapter Summary

Chapter This chapter introduced you to the knowledge and skills needed to understand

Overview and use the Maximo reordering applications and functions. It also explained
how knowledge of reordering will enhance your effectiveness when using the
Maximo Purchasing module. Understanding how Maximo automates certain
reorder processes will improve your work processes and make you a more
effective buyer.

Reorder Theory As inventory balances decrease in the storerooms, we need to replenish these

Organizations
Inventory
Settings

Rel. 6.0

balances. Maximo Purchasing and Inventory modules provide a way to track
requests for and purchases of materials and a way to maintain storeroom
inventories.

Use the Reorder action to specify whether Maximo creates an approved or
unapproved PR or PO when a reorder request is generated.

You set the default separately for reorder requests directed at external
vendors and internal supply rooms.

continued on next page
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Chapter Summary continued

Revisiting the
Inventory
Application

Reordering
Direct-Issue
Items

Reordering
Selected Items

08/2005

Use the Inventory application to enter, display, and update information on
each inventory item. Special order and non-stocked items, as well as stocked
items, can be tracked. You can track vendors that supply an item, plus item
balances down to the bin and lot level for each storeroom.

Choose Reorder Direct Issue Items/Services from the Select Action menu to
reorder items that are listed on approved work orders and are issued without
being received into inventory.

You can choose multiple inventory items to reorder. All items selected must
be from the same storeroom location.

©2005, MRO Software, Inc. Rel. 6.0
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Workshop

Reordering
Workshop

D
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You will now act as the storeroom supervisor. A Maximo report on the
Central storeroom revealed a low inventory level for the commodity group
FITTINGS. For those items with current balances of 2 or fewer, reorder them

manually.
Step Action
1 In the Inventory application, conduct a search using the following

information:

Field Value
Storeroom CENTRAL
Commodity Group FITTINGS

2 Select the items with current balances below 3.
Reorder those items, clearing the Run in Background Mode?
check box, and checking the Ignore Reorder Point? check box.
4 Write the PR numbers generated here:

View the generated PRs.
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NOTES:
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This chapter contains the following topics:

Topic See Page
Chapter Overview 7-1
PR Statuses 7-3
Working with PRs 7-4
Creating a Purchase Requisition 7-8
Adding PR Lines 7-11
Changing the Status of a PR 7-16
Duplicating a PR 7-20
Creating a PO from a PR 7-22
Creating a Contract from a Record 7-25
Viewing Contracts 7-28
Referencing a Contract on a PR 7-30
Chapter Summary 7-33
Workshop 7-35
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Chapter Overview

Introduction You use the Purchase Requisitions application to create purchase
requisitions for items, supplies, and services. A purchase requisition (PR) is a

written request issued internally to a purchasing department to order items or
services.

Maximo allows you to create two types of PRs:

o [nternal PRs request the transfer of materials from another company
storeroom.

e FExternal PRs request the purchase of the necessary materials from an
outside vendor. You can specify the vendor, if known.

Chapter Focus This chapter focuses on the new features added to and changed in the PR
application.

Learning When you have completed this chapter, you should be able to:

Objectives

e create a requisition using the Purchase Requisitions and Desktop
Requisitions applications to obtain items and parts;

e create a purchase order (PO) from a purchase requisition (PR) and a
materials requisition (MR);

e approve a PO;
e receive items and services; and

e reconcile vendor invoices.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Chapter Overview continued

Chapter
Scenario
Premise

PURCHASING WITH MXES

Reorder

Desktop
Requisition

o,

08/2005

paeeteocan,
.

o~

14 Purchase

Lo

The scenario premise for this chapter will be to use the Purchase
Requisitions and Desktop Requisitions applications to generate requisitions
for material and service items and then process them through the procurement

lifecycle.

PO (manual)

Requisition

Request
Quotation

\

Contract

Purchase Order/
PO Release
Generation

Storerooms,
Work order,
Recipient

Product/
Services
Received

e

Invoice
> Reconciliation

Vendor/Supplier |_
receives order

y

Services
rendered

Products
shipped

returns
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PR Statuses

Status Process A PR can have four possible statuses:

;22;:;;2:39 e Waiting for Approval (WAPPR) is the default status that a purchase
requisition is assigned upon creation. Some default fields are read-only.

e Approved (APPR) status is available only if your business rules require
approvals. Approvals for PRs and PR line items that you transfer to POs
are not required in the default Maximo configuration.

¢ Closed (CLOSE) status indicates that all the PR’s line items have been
assigned to one or more purchase orders. All fields are read-only, and the
record can no longer be modified.

If a user has attempted to close a PR and a line item that has not yet been
assigned, Maximo displays an alert message. Your system administrator
can set Maximo to automatically close PRs after you have transferred all
the line items to POs, RFQs, or contracts.

e Canceled (CAN) status is available if the current PR status is Approved
(APPR) and if none of its line items have been assigned to a purchase
order. All fields are read-only, and the record can no longer be modified.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Working with PRs

Tabs and The Purchase Requisitions application has the following tabs:
Functions
Use this tab... To...

List Search for PR records.

PR Create, view, and modify purchase requisitions.

PR Lines Store line items for a PR. Each line item has information
such as item number, quantity, unit cost, required date,
or category for the item.

Ship To/Bill To View, enter, and modify shipping and billing addresses
associated with the purchase requisition.

Terms and Conditions | Associate new or existing information such as liability
concerns, shipping and handling details, or delivery time
expectations with PRs.

08/2005

continued on next page
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Working with PRs continued

Fields on the

The table below describes many of the fields on the PR tab and how they

PR Tab affect the PR.
Location Field Description
Top PR Displays the automatically generated PR number for the
record being viewed.
Status Displays the current status of the PR.
Details |Priority e Used to determine the order in which Maximo turns
Frame PRs into purchase orders (POs).
e Values from 0-99 are valid, but we recommend that
you limit your range of values to 0-9, where 0
designates the lowest priority.
e The default is 0.

Requested By e The user requesting a purchase.

e Defaults to the username of the person signed in at the
time of the PR record insertion.

Supervisor e The person responsible for approving the work. For
example, this could be the person who will oversee
the services provided by a contractor.

e The default supervisor on any purchase order line
items generated from this requisition.

Contract Revision | e The last person to make changes to a PR.

e Defaults to the username of the person signed in when
they save a PR record.
continued on next page
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Working with PRs continued

Fields on the

PR Tab

08/2005

continued
Location Field Description
Dates Status Date | Date of the last status change.
Frame
Required The date that you need the materials (optional).
Date
Requested e Date of request.
Date o Defaults to the system date at the time of the PR record
insertion.
Vendor  |(all fields) e A suggested vendor for purchasing to use on the PO for
Frame the requested line items.
e Defaults to information from the Companies application.
¢ You can change most defaults.
Internal? e Yes (checked) indicates an internal vendor.
e No (not checked) indicates an external vendor.
Note: A storeroom is an internal vendor.
Pay Tax to e Yes (checked), the default, means that the vendor has
Vendor? authorization to collect taxes and that you should pay any
tax amount to the vendor.
e No (not checked) means that there is no tax, or that you
are responsible for paying tax directly to the government.
Pay on Yes (checked) indicates that you have a payment on receipt
Receipt? agreement with the company.

continued on next page
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Working with PRs continued

Fields on the

PR Tab

Rel. 6.0

continued

Location

Field

Description

Costs Frame

Pretax Total

Total cost for the goods on the PR, excluding taxes.

Total Tax

e Total tax applied to the PR.

e Maximo calculates the amount, based on the line

items entered on the PR Lines tab, if:

o the Pay Tax to Vendor? check box is
selected

o the Pay Tax to Vendor? check box is not
selected and there is a default Unpaid Tax GL
Account set in the Tax Options dialog box of
the Application Setup application

Total Cost

Total cost for the PR, including taxes.

Maximo calculates this amount based on the line
items on the PR.

Currency

Currency used for the PR.
Defaults to the vendor’s currency.

The Total Cost field is in the designated
currency.

Total Base Cost

Total cost of the PR, in your company’s base
currency.

If you have not approved the PR, Maximo
calculates the value in this field at the exchange
rate in effect at the time you created the PR.

After you approve the PR, Maximo calculates the
value in this field at the exchange rate in effect at
the time of approval.

©2005, MRO Software, Inc. 08/2005
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Creating a Purchase Requisition

Creating a
Purchase
Requisition

B

PURCHASING WITH MXES

In this and the following exercise we will create a PR for materials and
services. Specifically, we will request the purchase of landscape services for

our company.

Follow these steps to create a PR using the Purchase Requisitions application.

Step Action

1 Go to the Purchase Requisitions application (found in the

Purchasing module).

Purchase Requisitions

Result: The Purchase Requisitions application opens to the List tab.

[ v ine g [serct acion V] @ el o &N | R B 3
|| List |_PR_ PRLines Ship To /6ill To Terms and Condiions
Advanced Search + Save Query +  Badkmarks
PRs  ~ e o+ Y s
PR Description Stetus Compeny Priorty Required Date Total Cost Site
I | | B 2 [ 1] B -BEDFORD |
Tafind records, use the Filter fields above and then press Enter
Formore search options, use the Advanced Search hutton above.
Ta enter a new record, select the Inserticon in the toolbar,
[ Select Recards

Click the New Purchase Requisition # icon,

assigned number.

Purchase Requisitions

Result: A new PR record is generated with an automatically

[ ~| Find: [ |#h [Select Action v W a2 la @b
List PR PR Lines Ship To /Bil To Terms and Condtions
R* [ |2 site [BEDFORD | Status Attachments &
priority | 0] Status Date [THBM0S 1154 4M | & Pretas Total 0.0
Requosted By |[VILEON 5 Requestod Dato [F/1805 1154 AM | & Total Tax 0.00
Supervisor Required Date E Total Cost 0.00
Contract Reference Curreney * |USD P
Contract Type Total Base Cost 0.0
Contract Revision | |
Mo vendor? [ | Internal? [ |
Company | [ El Storercom F:
Address Storeroom Site 5
Ccity Freight Terms IE]
State/Province Payment Terms
ZIP/Postal Code Ship Wia +
Contact 5 FOB Point
Customer # Pay Tax to Vendor? [
Phone Pay onReceipt? [
Inspection Required? [ |

Record your PR number here:

Note: Your PR number might differ from the one shown above.

08/2005

©2005, MRO Software, Inc.

continued on next page

Rel. 6.0



PURCHASE REQUISITIONS

Creating a Purchase Requisition continued

Creating a
Purchase
Requisition

Rel. 6.0

continued

Step

Action

Enter the following information.

Hint: Use the Detail menu icon if necessary.
Field YValue
(Description) Landscape Services
Priority 3
Company WB

Result: Your screen should look similar to the one below:

[ PurchaseRequisiions ®Buletins:2) A GoTo It Repos W StartCenter = & Prafle > SonOwt 7 Help
[ ~| Find: | | #h [Select Action v & A @ @ B 5] | Repot= [ [B
List PR PFi Linzs Shin To /Bil To Terms and Condtions
PR” [1022 ] [Landscape Services |2 site [BEDFORD | Status Attachments &
priority " | 3| Status Date [7A80S 1154 AM | Pretax Total o0
Requested By |WILSON | Requested Date [7A80511:54 &M | & Total Tax 000
supervieor | |~ Required Date g Total Cost o0
ContractReference | | # Currency * E
ContractType | | Total Base Cost
ContractRevision ||
Ho Vendor? [ Internal? []
Company  [WB fihite: & Bagley E] storercom | |/
Address [5004 CAMERON ROAD storeroomsite | |/
city [AUSTH Freight Terms =l
StateProvince  [TX Payment Terms 2110 NET 30
ZIPPostal Code (75753 Shipvia PSR
Contact |{ Ol # FOB Point | AUSTIN, TX
Customer # Pay Tax to Vendor?

Phone [(512) 555-2359 Pay on Receipt? [

Inspection Required? [

Note: The Company default information automatically populates the
company detail fields when the company name is entered.

Save your record but do not close your screen.

continued on next page
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Creating a Purchase Requisition continued

Creating a continued
Purchase
Requisition
Step Action
5 Click on the Ship To/Bill To tab and enter the following
information:
Field Value
Ship To [Keep default datal
Ship To Attention = Smithers
Bill To [Keep default datal
Bill To Attention KATHYB
6 Save your record.
Result: Your screen should be similar to the one shown below.

‘*—@ Purchase Requisitions @ Bulletins: (2)
[ ~| Find: | | dh  [Select Action v o @ @@ T E!
List FR PR Lines Ship To /Bill To | Terms and Concitions
PR [1017 |2 ste [EOFoRD | Status WAPPR Total Cost 4,057 50
Ship Ta [BEDFORDMAIN] Wi acicl Becifard M Ste of EAGLE Inc. 1ia | 1 Bill To [BEDFORDMAIN] 4 [Main ackir Beciford Ma St of EAGLE Inc. NA | (-]
Address  [100 Crosiy Drive Address [100 Crosby Drive
City [Bedford City [Bedford
State/Province |MA State/Province M4
ZIPPostal Code 01730 ZIPPostal Code 11730
Attention [SMTHERS | [l Smithers El Attention [KaTHYE |/ [Ieathy Buckner 5|

D Note: The next exercise will start from here.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Adding PR Lines

Add PR Lines To specify individual items or services in a purchase requisition, you use the
PR Lines tab.

A PR line can be for any of the following:

e item from inventory

e material not from inventory

e tool

e service

e standard service

e special order (if your administrator makes this option available)

After the purchase requisition has been approved, you can assign its line
items to one or more purchase orders. A purchase requisition can be closed
when all its line items have been assigned to a purchase order.

continued on next page

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



7-12 PURCHASING WITH MXES

Adding PR Lines continued

Fields on the The following table describes some of the fields in the line item details

PR Lines Tab contained on the PR Lines tab and how they affect the PR.
Field Description

Line Number of the line whose details are being entered or modified.

Item Number of the selected item as identified in Inventory.

Description Code for the item’s manufacturer.

Quantity Quantity of the item being ordered.

Order Unit Standard unit for ordering the item, such as dozen or case. Can be
a value from a default list or a new unit.

Unit Cost Cost of one unit of item.

Line Cost Quantity multiplied by unit cost.

Tax Amount of tax payable for the line item. You can change this
value; however, Maximo will overwrite your entry if future
changes to related fields cause it to recalculate the tax value.

Distributed? | Specifies whether the line item cost is distributed among multiple
GL accounts. The check box is read-only. The box is
automatically selected if you use the Distribute Costs dialog box
to distribute the line item cost among multiple GL accounts. By
default, the check box is cleared.

Work Order | Number of the work order associated with the line items.

Location Location where the item or service will be used.

continued on next page
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Adding PR Lines continued

Fields on the continued
PR Lines Tab
Field Description
Asset Identifies the equipment to which costs for the service
should be charged.
Storeroom Storeroom location of the item. This field is required if the
Issue on Receipt? box is cleared. If you enter a new location
for this item, the item will be added to that location at the
time of receipt.
Requested By Identifies the person who asked for this PR. The default is
the current login ID.
GL Debit Account code for the GL account debited with the cost of
Account this line item.
Buttons on the The following table describes the buttons in the line item details on the PR
PR Lines Tab Lines tab.

Use this button...

To...

Vendor Items

Choose from a list of items associated with this vendor.

Select Spare Parts

Choose from a list of spare parts for a particular asset.

Contract Items

Choose from a list of items that appears on contracts with
this vendor.

View Contracts

View all contracts associated with that item.

Distribute Cost Distribute the cost of the line item to multiple GL debit
accounts.
New Row Add another PR line.
continued on next page
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Adding PR Lines

o=

Follow the steps below to add PR lines:

Action

Continuing from the previous exercise, go to the PR Lines tab.

Click New Row.

"—:'e' Purchase Requisitions

Result: The PR line row expands.

@ Bulletins: (2)

[ ~| Find: | | g [select Action v A2 la Gl | Repons [G] [3)
List PR | PRLines | _ ShipTo/Bil To Terms and Conditions:
PR [1022 | |Lanascane services |5 site [pEDFoRD | Status Total Cost
i -Filer: g i 31 | # ¥ | *4-10f1% . Download
Line  tem Descrintian Quanity Order Uit Ut Cost Line Cost Tax. Distributec?
| IE IE 1.00] [ I 0.00] | 0.00] | 00| [] 2]
Line tem
Line [l | Manufacturer Receipt Required?
Line Type * [ITEM v Model Inspection Required? [ |
Hem | & | [El Category Issue on Receipt? [ |
Canaition Code ] £ Catalog # Charge to Store? [
Remarks IE} C ity Group 5 Distributed? [ |
CommodityCode | |/ CopytoRFQ? [ |
Copyto Contract? | |
Quantity and Costs Charge To
Quantity 100 Tax Code |TX12 - Storeroom | |~
Order Unit i Tax* 000 Workorder | |~
Issue Unit Loaded Cost 000 woTask | |-
Conversion Factor * Contract Reference Locaion | |~
Unit Cost ContractType | | Asset | |~
Line Cost * Contract Reference Revision | | GLDebitAccount | |+
Related Records Details
Requisiion | | o | | Entered By * WILSON |
RequisitonLine | | poLine | | Entered Date * 7418105 11:56 AM | if
e [ |~ contract | |~ Requested By VILEON |/
i NPV m— ~ = — PP E—

Field

Line Type

Item Description
Quantity

Order Unit
Conversion Factor
Unit Cost

GL Debit Account

For line 1, enter the following information.

Hint: Use the Navigation Bar to view all details.

Value

Material

Landscaping Materials
1

EACH

1

3000

6100-400-000

08/2005 ©2005, MRO
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Adding PR Lines continued

Adding PR Lines continued

Step Action
4 Click New Row.
5 For line 2, enter the following information.

Hint: Use the Navigation Bar to view all details.

Field Value
Line Type Service
Item Description Landscaping Labor
Quantity 16
Order Unit HOURS
Conversion Factor 1
Unit Cost 50
GL Debit Account 6100-400-000
6 Save the record.
Result: Your PR Lines section table window should look similar to
the graphic below.
W‘ Purchase Requisitions @ Buletins: (2) A GoTo
[ v| Find: | | #h  [Select Action v ia @ @ a8 | Repons JJ
List PR [ PRLines |_ ShipTo/Bil To Terms and Conditions:
PR [1022 | [Landscape Servicss |5 site |[BEDFORD | Status Total Cost
i osFiter > @ 0| 4 | ®1.20i2% . Download |
Line  tem Descrigtion Quantty Orcler Unit Unt Cost Line Cost Tax Distributec?
[l J# ] IEl I J& | i i 1C_]
v @] | # [Landscaping materisis E 1.00] [EACH & | soo000) | 300000 | 187.50| [] i |
» 2 * Landscapig Labor E] 1600 HOLRS T 50.00 300,00 E S| ]
Workorder | | Asset | |~ RequestedBy | |/
Location | |~ storeroom | | GLDebitAccount | |/

D Note: Do not close your window. The next exercise starts from here.
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Changing the Status of a PR

Changing the When you create a purchase requisition, its status is set to Waiting for
Status of a PR Approval (WAPPR). You can change the status of the PR as it moves toward
completion.
/B
Step Action
1 Continuing from the previous exercise, go back to the PR tab.
2

Click the Change Status £ icon. (You could also select Change
Status from the Select Action menu.)

Result: The Change Status dialog box opens.

8 Change Status

PR |1026 |Landscape Services | =
Status  |VWAPPR |Waiting on Approysl |

.
Hew Status

Status Date * |8/205 11:50 8M | &7

Memo | |

. OK | | Cancel |

3 Change the PR status to Approved.
4 Click OK to apply the status change.
Result: The dialog box closes and the status is updated to APPR.

5 Save your record.
D Note: Do not exit the application.

continued on next page
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Changing the Status of a PR continued

Changing the There might be times when you want to approve multiple PRs at the same
Status of time. In the following exercise, we have three PRs that have the same vendor.
Multiple PRs We want to order the items, so we are going to approve all three PRs at the

% @ same time.

Follow these steps to change the status of multiple PRs.

Step Action

1 In the Purchase Requisitions application, display the List tab with
the appropriate Filter fields open.

Result: Your screen should look similar to the graphic below.

[y Purchase Requisitions

T T LG urene D)
List | PR PRUnes  ShpTo/BiTo Termsand Gonations

Advenced Search -+ Save Guery + Bockmarks

CFiter @ D ¢ wi-geta ! sDownload | < i
BE Descrigion Status. Gompany Pty Required Dets Total ot ste

— S e 7 S o ) S— —
1004 Carton Machine Replacement Parts APPR BEX s 2699 1200 AM sasd BEDFORD
1005 2PPR 65T 8 2789 12 852 BEDFORD X
1007 PR 2 121604 1200 AT 000 BEDFORD £
1008 roup BPPR DATACHP 0 330000 BEDFORD &
1008 EPPR DATACHP 0 585000 BEDFORD &
1010 PP DATACHP [ 780000 BEDFORD &
1011 PR [ 000 BEDFORD &
by PR we 3 21875 BEDFORD EN
633 APPR HELIMG B 208189 12:00 AM 15089 BEDFORD &
Select Record

2 Enter WAPPR in the Status filter field, then click the Filter Table
icon to filter for all existing PRs with Waiting for Approval status.

Result: The List tab displays all records with the status of WAPPR.

[ify Purciase Requstions @ 2 B E Spes 26
~| Find: dh [Sekect Action AR 1858 1\ | repons [ [
List | PR PRies  ShipTo/BilTo  Terms and Condiions
Advanced Search Save Cuery Bookmarks
| it 8 s 0 *d-dotas ) bomnlosd | ) § =
[ Description Status Company Priority.  Recuired Date Total Cost Ste
] Fiappr £ 7 [ [ =BECFORD | &

1008 Laptops For Hew Employee Group WAPPR DATACHIP 0 390000 BEDFORD N
1003 Redeploy Of New Machines WAPPR DATACHP 0 5850.00 BEDFORD &
jluil New Group, New Machines WAPPR DATACHP 0 7.800.00 BEDFORD Q
1011 new pr WAPPR 0 000 BEDFORD &
[ Select Records

continued on next page

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



7-18 PURCHASING WITH MXES

Changing the Status of a PR continued

Changing the continued
Status of
Multiple PRs

Step Action

3 Click the Select Records box on the bottom left of the list.

Result: Maximo refreshes the screen, displaying select boxes on the
left side of every row.

o lifepods B Sancerter A Profle Sgnow 7 Hep

| fng:  [seecisdon V][ 4 1016 Lswos [ D epors
st | PR PRlnes  SpTo/BiTo _Temsand Condtions
Advanced Search Save Guery Bookmarks
*1aotar ) pownions | 1]
[ml:Y Stetus Company priovty  Recuired Date Total Cost Ste
I ] e | # C 11 © | [eerom0 |2

Do Viar DATACHP [ 550000 BEOFORD £
oo wasER DATACHP [ 55500 BEOFORD &
Dot wastR DATACHP [ 76000 BEDFORD &
Do warR [ 000 BEOFORD &
] Seect Records

4 Select PRs 1008, 1009, and 1010 by clicking on the corresponding
select boxes.

Result: There are now check marks in the select boxes of the
selected rows.

[ Pirchass Reusitons

vanesd Seaen ~ Save uery < Bkt
*1-40f4  bownload | P
[N Descrition. Satus Company priorty  Required Date: Iotal Cost Ste
i I — - | [ — T e |

o vereR satace s s seoroRo N
1009 WiappR DATACHP 0 585000 BEDFORD EN
010 weees oatacre o 7300 seoror IN
Con waros o ) SEoFoRD &

[ select Records

S Use the Change Status %4 icon to open the Change Status dialog
box, then change the status of the selected PRs to Approved.

Result: The Change Status dialog box looks similar to this example:

Hew Status * | APFR v
Status Date * |4/13/05 4:22 PM '

Memo ‘ |

|_OK |_Cancel

continued on next page
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Changing the Status of a PR continued

Changing the continued
Status of
Multiple PRs

Step Action

6 Click OK to apply the status changes.
Result: Maximo displays a list of PRs whose statuses were changed.

i R

FR 1003 status changed to APFRE.
FR 1008 status changed to AFPFRE.
FR 1010 status changed to AFPR.

|
Close

7 Click Close to close the notice box.
Result: The screen returns to the List tab and the selected PRs are
all deleted from the list.

%) P OoTo UiFepods B St Certer & Frofil

185816 | Repons [ [F

mmmmm

Company Priory  Reuired Date Total Cost Ste

m Sikvies
R Desscription Status
[ [y [— | T 1 [owom s
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Duplicating a PR

D&

Instead of creating a new PR from scratch, sometimes it is faster to duplicate
an existing contract and then modify it to conform to the new specifications.

Follow the steps below to duplicate a PR.

Step Action

1 Access the Purchase Requisitions application in the Purchasing
module.

2 Search for and select the PR you created earlier in this chapter.

Result: Your screen should look similar to the graphic below.

[z, Pirchase Remisitons @Buletins: () P GoTo  Un Repors — # StartCerter — & Profile > Signod 7 Help
[ ~| Find: | | #  [seiect Action vl & D @ @ o | Fepons 5] [E)
List PR PR Lines Ship T /Bl To Terms and Caneltians
PR [1022 ] [Lendscane Services |5 site [pEDFORD | Status  |[4PFR Attachments &
Priority Status Date [7/1805 1200 AM | & Pretax Total 30000
Requested By [WILSOR # Requested Date | 7/18/05 12:00 AM & Total Tax 23750
Supervisor ] RequiredDate | | Total Cost 4037 50
Contract Reference A Currency [USD
Contract Type Total Base Cost 403750
Contract Revision

Ho Vendor? [ Internal? []
Company B ; Witz & Bagley E Storeroom | |/
Address [B004 CAMERON ROAD StoreroomsSite | |/
city [AUSTN Freight Terms &l
StateiProvince [T Payment Terms [2/10 NET 30
ZIPPostal Cade (75753 ship Via [UPS-GR
Cantact [JONWATERSON 5 FOB Point [AUSTIN, TH
Customer # Pay Tax to Vendor?
Phane Pay on Receipt? [

Inspection Required? [

08/2005

continued on next page
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Duplicating a PR continued

Duplicating a PR

continued

Step

Action

3

Select Duplicate Purchase Requisition from the Select Action
menu.

Result: A duplicate PR record is created with a preassigned PR
number.

Phone  [(512) 5552359 Pay on Receipt? [

Inspection Required? [ ]

’;’e‘ Purchase Requisitions © Buletins: (2) A
L Record has been duplicated.
[ ~| Find: | | #h  [Select Action v @ & 2l@ » 61 | Reports [5] [3
List PR PR Lines Ship Ta /Bl Ta Terms and Canitions
PR* [Landscape Services |2 swe [eEDFORD | Status Attachments &
Priority Status Date E Pretax Total
Requested By [WILSON P Requested Date g Total Tax 237 50
Supervisor RequiredDate | |G Total Cost 437 50
Contract Reference . Currency * |USD
Contract Type Total Base Cost 4037 50
Contract Revision ||
Ho Vendor? [ ] Internal? [
Company [WB | & [white & Bagiey =l storeroom | |/
Address [5004 CAMERON ROAD storeroomsite | |/
city [AUSTIV Freight Terms =l
State/Province [TX Payment Terms |20 NET 30
ZIPPostal Code (78758 Ship Via [UPS-GR
Contact [JONWATERSON i FOB Point [ALSTIN, Tx
Customer # Pay Tax to Vendor?

Change the description of the new PR to Duplicate PR of
Landscaping Services.

Rel. 6.0

Save your record.

Result: Your duplicate PR is saved.

Record your duplicate PR number here:
Note: Your new PR status is set to WAPPR.

©2005, MRO Software, Inc.
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Creating a PO
from a PR

D&

08/2005

Use the Create PO action to create a PO from a purchase requisition record.
The PR must have at least one line item that has not been assigned to a PO. If
all line items on a PR are assigned to POs, you cannot create a PO from this
PR. In addition, you must have authorization from your system administrator
to use the Create PO action.

Step Action
1 In the Purchase Requisitions application, open the first PR you
created in this chapter.
Result: Your screen should look similar to the screen below.
‘T‘E— Purchase Requisitions
[ v| Find: |TE | #h |[select Action v B A @ la e ] | Repons [5. 3
Lst | PR |__PRLnes Ship T /Bil To Tetms and Canditions.
PR [1022 | |Landscape Services |5 site [eEDFORD | Status: Attachments &
priority | 4| Status Date [7ABNS1200AM | Pretax Total 380000 :
RequestedBy [WLSON I RequestedDate [7HBI051200 4 | Total Tax 23750
Supervisor ] Required Date u Total Cost 409750
Contract Reference ” Currency [USD I
Contract Type Total Base Cost 4,037 50
Contract Revision | |
Ho Vendor? [] Internal? [] -
Company |8 s prite 5 Bagley E| Storeroom | |+
Address  [6004 CAMERON ROAD Storeroomsite | |/
city [AUSTI Freight Terms IEl
State/Province [T Payment Terms 240 NET 30
ZIPPostal Code 76753 | Shipvia [UPSGR |/
Contact [ JONVYATERSON ] £ FOB Point
Customer # [6503349 Pay Tax to Vendor?
Phone [(512) 555-2359 Pay on Receipt? [
Inspection Required? | |
2 Select the Create PO option from the Select Action menu.

Result: The Create PO dialog box opens.

B Creste PO =: 7 :@

%3 Enter @ purchase order number o generate one by clicking
Avtonumber. Click OK to create the purchase order.

S —

Landzcape Services |

| Autonumber | | OK || Cancel |

continued on next page
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Creating a PO from a PR continued

Creating a PO
from a PR

Rel. 6.0

continued

Step

Action

3

click OK.

to CLOSE.

ﬁé‘ Purchase Requisitions

Click the Autonumber button to automatically assign a number for
the PO. Write the PO number generated here:

Result: The screen returns to the PR tab with the PR status changed

, and then

© Bulletins: (2)

[ ~| Find: [1022 |dh [ v 8 a2 la @ lhl | Repons [E] [E]
List PR PR Lines Ship To #Bill To Terms and Condttions
S ——

PR [1022 ] [Landscape Services |5 site [pEDFORD | Q Status ) Attachments &

priority | 3| Status Date [7NEMS1200AM | i Pretax Total 3,800.00

Requested By [VILECN # Requested Date | 7/18/05 12:00 At & Total Tax 237 .50

Supervisor Required Date L Total Cost 4,037 50

Contract Reference Currency  |USD
Contract Type Total Base Cost 4,037.50
Contract Revision | |
Ho Vendor? [ ] Internal? []

Company W8

Wikite & Bagley 8

Storeroom #

Address 5004 CAMERON ROAD

Storeroom Site §

City | AUSTIN

Freight Terme a

State/Province |TX

Payment Terms [ZMONET30 |

ZIPPostal Code  |75753

Ship Via |[UPS-GR $

Contact [ JONWATERSON

FOB Point __AUST\N‘ TH

Customer # |G5D3349
Phone  |(512) 555-2359

Pay Tax to Vendor?
Pay on Receipt? [ ]
Inspection Required? [ |

Click on the PR Lines tab.

Click on the

View Details * icon next to Line 1.

continued on next page
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Creating a PO from a PR continued

Creating a PO
from a PR

08/2005

continued

Step

Action

6

In the Related Records section of the screen, click on the Detail
Menu + icon next to the PO field, and select Go To Purchase

Orders.

Result: You are taken to the Purchase Orders application and the PO

you just created.

| Purchase Orders

[ ~| Find: | | #h  [select Action v @, 2 la @ 5t | Repors [5) [

List PO PO Lines Ship To /Bl To Terms and Conitions
po [1051 |2 site [eEDForD | Status  [WAPPR Attachments
Type E Status Date [7/18/05 1200 AM | & Pretax Total 3,800.00
Original PO J Ordered Date [7AGDS12004M | & Total Tax 23750
Buyer Company # Required Date = Total Cost 4,037 50

Buyer E FolowupDate | |
priority* |3 VendorDate | |
Receipts NONE |
ContractReference | | #
ContractType | |
Contract Revision | |
Releasen ||

Company [WB | & [white & Bagley E] Internal?
Address 6004 CAMERON ROAD Storeroom

City [AUSTH Storeroom Site
StateProvince |TX Freight Terms
ZIPPostal Code  [76753 Payment Terms
Contact |[JONWATERSCH F Ship Via
Customer # [GS03343 FOB Point
Phone [(512) 5552358 Pay Tax to Vendor?

Pay on Receipt?

Inspection Required?

Currency * [USD

P
Total Base Cost 4,037 50

=
I
-

240 NET 30
UPS-GR
AUSTIN, TH
O

[m]

=]

Return to the PR by clicking on the Return hyperlink in the upper

right corner of the screen.
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Creating a Contract from a Record

Introduction You can create a contract from an approved PR, RFQ, PO, or invoice using
the Create Contract option on the Select Action menu.

Creating a Follow the steps below to create a contract from a record.
Contract from a

Record

i

Step Action

1 In the Purchase Requisitions application, open the duplicate PR
you created earlier in this chapter.

2 Change the status of your PR to Approved.
Result: The status is changed to APPR.

continued on next page
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Creating a Contract from a Record continued

Creating a continued
Contract from
a Record
Step Action

3 Select the Create Contract option from the Select Action menu.
Result: The Create Contract dialog box opens.

B Creste Contract

% Enter a contract number or generate one by clicking Autonumber. Click Ok to
creste the contract.

Contract I:I |Duplicate PR of Landscape Services
Contract Type |PURCHASE b

| Autonumber | | OK | | Cancel |

4 In the Create Contract dialog box, click Autonumber to assign a
contract number.

Record your contract number here:

continued on next page
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Creating a

7-27

continued

Contract from
a Record

Step

Action

5 Click OK.

(vpy; Purchase Requisitions

Result: Your screen returns to the PR tab with a status of CLOSE.

~| Fina: | | it
Lst | PR | PRLines Ship To /6il To Terms and Canditions
PR [1023 | [Dupticate PR of Landscape Services |Z site |pEDFORD | / attachments &
priority | 3| Status Date [77IE0S 1200 AW | Pretax Total 3,800.00
Requested By MLSON 5 Requested Date [TN8D5 1200 AW | i Total Tax 237 50
Supervisor # Required Date # Total Cost 4,087 50
Contract ” Currency [USD P
ContractType | | Total Base Cost
Contract Reuision | |
Ho Vendor? [] Internal? []
Company [WB # \Wihite & Bagley E] storeroom | |/
Address  [5004 CAMERON ROAD StoreroomSite | |/
city [AUSTH Freight Terms: e
State/Province  [TX Payment Terms [2/10 NET 30
ZIPPostal Code  [78753 Ship¥ia [PS.CR | &
Contact [JONWATERSON £ FOE Point
Customer # |GSD3349 Pay Tax to Vendor ?
Phone @ Pay on Receipt? [ ]
Inspection Required? [

Go to the Purchase Contracts application and open your new
contract.

Result: Your screen should look similar to the graphic below.

® Bulleting: (2

E{{, Purchase Contracts
=)

[ ~| Find: | | @ [Select Action

Contract Lines

v § @ @@ @il

Terms and Constions

|| reponis (B2

List Contract |

Contract
Revision | 0| [

Froperties

Type " PURCHASE | &
LicenseType | |/

Status  |DRAFT

Attachments &

E]

master comraer [ #
venaur Rerarencax [ ]

Bwyer [ |

Start Date (71805 ]
tdoste | |@
Renewallate | | &

Currency * 4
Maximum Amount ||
Maximum Release Amount | |

18

FOB Point |AUSTIN, TX
ShipVia [UPS-GR |/
Payment Terms [210NET 30|

Company [WE |# [write & Bagley Il Freight Terms |
Address |Bﬂﬂd CAMERON ROAD
City |AUSTIM
State/Province  |TX
ZIPPostal Code  |78753 Pay Tax to Vendor?
Contact |JONWATERSON # Inspection Required?
DL, 71 0

[m]

Rel. 6.0
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Viewing Contracts

View Contracts
for PR Line
Items

08/2005

To view specific contract lists for PR line items, access the View Contracts
dialog box by clicking the View Contracts button at the bottom of the PR
Lines section on the PR Lines tab.

If you do not have a specified vendor for the PR, the dialog box lists all
vendors with whom you have a contract for that line item. If there is a
specified vendor for the PR, the View Contracts dialog box displays contracts
only for that item/vendor combination.

After you select a contract from the dialog box, Maximo copies the vendor
information to the Vendor area of the PR tab. You can no longer change the
vendor if the existing vendor has a contract for an item on another line of the
PR, nor can you select a vendor for a line if the vendor details do not match
the details on any other line listing an agreement with this vendor.

continued on next page
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Viewing Contracts continued

View Contract The Contract Items dialog box displays a list of items under contract with a
Items specified vendor when adding PR lines. You can use the Contract Items
dialog box only when you have specified a vendor on the PR tab.

Select Items In some purchasing and contract applications, you can use the Vendor Items

from Vendor List  dialog box to select items supplied by a vendor when entering a line item for
that specific vendor. You can access the Vendor Items dialog box from
several applications.

Distribute Costs Maximo allows you to distribute the costs of a purchase record line item
across multiple GL accounts. For example, if your department ordered and
received a new laser printer that the packaging department will also use, you
can specify two GL accounts for the printer—one for each department’s GL.

A purchasing record or requisition line item must meet the following
conditions if the costs are to be distributed:

e The line item is a direct issue item or service.
e None of its items have been received.
e The service line is not prorated.

The Distribute Costs dialog box is available from several Purchasing and
Desktop Requisitions applications.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Referencing a Contract on a PR

Introduction You can reference a contract on a PR to take advantage of prearranged
pricing with a specific vendor. You can reference a contract on a PR in
several ways.

Reference a Follow the steps below to reference a contract on the PR header:
Contract on the
PR Header

yoli=a

Step Action

1 In the Purchase Requisitions application, click New Record.
Write your new PR number here:

2 In the Contract Reference field, click the Detail Menu icon and
choose Select Value.

Result: The Select Value dialog box displays a list of available
contracts for reference.

Eilter > 4 : 21 | 4 ; i 4 1-12 of12 % © . Download |0
Reference Corfract Description Cortract Type  Wendar Organization
I | | J [ J [ J [
1032 purchase contract for PURCHASE DATACHIP EAGLEHA
1043 Purchase contracts for computers PURCHASE DATACHIP EAGLER,
1035 purchase cortract for computers PURCHASE DATACHIP EAGLEN~
1008 Bedford HG lease LEASE DELL BOSTON EAGLEMA
1001 Elzctrical Supplies - 2 vear agresment PRICE GCE EAGLEMA
1012 Celular Telephone Contract PRICE CELLUS EAGLEN~
1012 Celular Telephone Contract PRICE CELLUSE EAGLENAS
1014 Motebook Lesse Contract LEASE DATACHIP EAGLEN~
1007 Motebook Lease 2003 - 2004 LEASE DATACHIP EAGLENAS
1017 Server Lease LEASE DATACHIP EAGLENAS
1000 Access 2002 datatbase license SWLICENSE ELECTROMN EAGLEN~
1033 purchase contract for computers PURCHASE DATACHIP EAGLER,

|_Cancel

continued on next page
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Referencing a Contract on a PR continued

Reference a continued
Contract on the
PR Header

Step Action
3 Select Reference Contract 1001.

Result: The information on the Reference Contract populates the
field of the new PR.

[if; Purchase Raquistions @Bulstins: (2)  » GoTo I Reporls  # StartCerior — & Profle > SignOut 7 Help
[ v | Fing: |d#h  [setect Action v @] a2 e »lhl | Repens [ [2)
Lst | PR |_PRLines Ship To /Bl To Terms and Coreltions
PR* 1018 | [ |5 site [BEDFORD | Status Attachments &
priority [ 0| Status Date |TAMS 943 AM | & Pretan Total
Requested By WILSON | J Requested Date [TBMS343aM | Total Tax
Supervisor | | # RequiredDate | | Total Cost
Contract Reference ] currency “[usp |4
Contract Type Total Base Cost
Contract Revision
Ho Vendor? [ Internalz [
Company [GCE ” Garden City Electrical Supply Co El Storeroom | |/
Address 528 HANCOCK ST Storeroomsite | |/
city [auncr Freight Terms g
State/Province M Payment Terms 2110 NET 30
ZIPPostal Code (02169 Ship Via |UPS-GR E
Contact B Garrett 5 FOB Point | GUINCY, MA
Customer # |G-556490 Pay Tax to Vendor?
Phone  [(517) 555-6385 Pay on Receipt? [
Inspection Required? [ ]

4 Enter Electrical Supplies in the Description ficld, and then save
the record.

5 Go to the PR Lines tab and click Contract Items.
Result: The Contract Items dialog box opens.

i ~Fiter>dh i S i #, | *1.80f8% . Downlead !

[] Contract ftem Description Comtmodity Group  Commodity Code Manufacturer Guantity Mok

[ 1001 | 11408 | |4 Spsrk Plug | ELec | | | [ i qoof [

] 10m 1124 Contactor, Renewsal Kit ELEC 1.00

[ 1001 29331 Building Thermaostat ELEC 1.00

] 1o0m 39882 Light Bulky, Fluorescent- 36 In Long ELEC 1.00

] 10m EB12 12 Volt Battery ELEC 1.00

] 10m 134-3154 MOUNTING GP - JUNCTION BOX, ELEC 1.00

[ 1001 134-3124 MOUNTING - GP BATTERY ELEC 1.00

] 1o0m 140-2919 Relay - Main Junction Box ELEC 1.00

1 >
i}' | Cancel

continued on next page
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Referencing a Contract on a PR continued

Reference a continued
Contract on the
PR Header

Step Action

6 Click in the check box for item 11241 (Contractor, Renewal Kit)
and click OK.

Result: The dialog box closes and a new line item is added to the
PR lines pane.

[ Purchase Raquisitons © Buletins:(2)  # GoTo  ln Reports — # StartCenter = & Profle > SignOut— 7 Help
[ ©| Fing:| | [Select Action v]# i @la @Gl | Fepons 5] [E)
List FR_ [ PRLines | ShipTo/BilTo Terms and Condtions

er [1018 ] [Biectrical Supplies |5 site [sECFORD | Status Tatal Cast

| cFiter - 50 k¥ Aot  Downlosd
Line  fem Descrigtion GQuariity Orcler Uit Unit Cost Line Cost Tax Distriouted?
3 [11241 | # [contactor, Renewal 1t 18 | 1.00] [EacH 12 | 11336 | 11336/ | 567| [] il

Venor kems ) | _Select Spare Parts | | Cortracttems ) | View Cortracts ) | Distrioute Costs | Mew Row |

wcontor [ maan [ ———F
Location | |~ storeroom | |~ GLDebitaccount | |/

7 Click the View Details icon. In the Conversion Factor field, enter
the value of 1.

Result: Your screen should look similar to the graphic below.

[ Purchase Requisitions © Buletins (2)  # CoTo Ut Reports — # Start Certer = & Profls > SignOut — 2 Hel
[ ~| Fing:| |#h  [Select Action V@ 2 @la & It || Reports [E) 3
List PR__| PRLines | ShipTo /il To Terms and Conditions

pr [1018 | |Btectrical Supplies & site [pEDFORD | Status Tatal Cost

| ~Fiter - g 50 4 ¥ *q-1oi1  Download |
Line  fem Description Quantity Orefer Uit Unit Cost Line Cast Tex Distributed?
[11241 | #  [contactar, Renewal kit 18 100 [EacH I 113.36) | 1336 | 567| ] ]
Line ftem
Line "1 Manufacturer | |~ Receipt Required?
Line Type * Model [ | Inspection Required? [ |
Hem [11241 | | cortactar, Renewal it E Category Issue on Receipt? [ |
Condition Code | £ Catalog # Charge to Store? []
Remarks S| Commodity Group  |ELEC # Distributed? [ ]
Commodity Code P CopytoRFQ? [ ]
Copyto Contract? [ |
Quantity and Casts Charge To
Quantity 100 Tax Code |Ma p: Storeroom A
Order Unit |EACH # Tax * SET Workorder | |~
Issue Unit Loaded Cast 113.38 WoTask | |/
Conuersion Factor *[1 Contract Reference 1001 | Location ,
unit Cost 133 Contract Type [PRICE | Asset rl
Line Cost 1338 Contract Reference Revision | 2| GL Debit Account £

Related Records Details

Requisition PO » Entered By * WILSON
Requisition Line PO Line Entered Date * | T/5/05 3.53 A &
RFQ :I o Contract & Requested By LSON ’

e e T m

8 Save your record.
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Chapter Summary
Chapter A purchase requisition (PR) is a written request issued internally to a
Overview purchasing department to order items or services.

You use the Purchase Requisitions application to create purchase requisitions
for items, supplies, and services, or to create a purchase order (PO) from a
purchase requisition.

Your purchasing department uses the purchase requisition to create either a
request for quotation (RFQ) for the items or services, or a PO after the
purchase is approved.

Status Process After a purchase requisition has been created, it usually must receive some
of a Purchase type of approval. Every purchase requisition in Maximo has a status that
Requisition

indicates its position in the PR processing cycle.

A purchase requisition can have the status of Waiting on Approval,
Approved, Closed, or Canceled. An approved PR can be canceled only if
none of its line items have been assigned to a purchase order.

continued on next page
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Chapter Summary continued

Creating a PR Creating a purchase requisition consists of creating the PR and adding line
items. You can create PRs from the Purchase Requests, Purchase Orders,
Request for Quotations, and Contracts applications. In addition, you can
create PRs from the Inventory application using the Reorder Items action.

Adding PR Lines When you create a purchase requisition, you list each item, material, or
service to be purchased on a separate line on the PR Lines tab.

Duplicating a PR After creating a PR, you can duplicate it by selecting Duplicate Purchase
Requisition from the Select Action menu.

Creating a PO Use the Create PO dialog box to create a PO from a purchase requisition
from a PR record. The PR must have at least one line item that has not been assigned to
a PO.
Viewing You can use the Contract Items button to view a list of items listed on
Contracts contracts with the vendor specified in the Company field on the PR.
You can create contracts based on information contained on purchase
requisitions.
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Workshop

Workshop
Exercise

D&

=]

Rel. 6.0

Scenario: A purchasing agent needs to order new computers for use in
Maximo initial deployment. The agent needs to create a new PR, enter item
lines and service lines, and then associate existing terms and conditions to it
prior to approval. Upon approval, the agent will create a contract and a PO
from the approved PR.

Step Action
1 Create a new purchase requisition using the following information:
Field Value
Description New desktop computer
Priority 5
Company DATACHIP

continued on next page
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Workshop continued

Workshop
Exercise

08/2005

continued
Step Action
2 Enter the following lines:

Line 1
Field Value
Item D600
Quantity 4
Conversion Factor 1
Unit Cost 1,230
GL Debit Account 6200-300-000
Storeroom HARDWARE

Line 2
Field YValue
Item D650
Quantity 15
Conversion Factor 1
Unit Cost 1950
GL Debit Account 6200-300-000
Storeroom HARDWARE

Line 3
Field Yalue
Line Type Service
Description Installation of Maximo Computer
Quantity 1
Order Unit Hours
Unit Cost 500
GL Debit Account 6200-300-000
Storeroom HARDWARE

©2005, MRO Software, Inc.
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Workshop continued

Workshop
Exercise
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continued
Step Action
3 Enter the following terms and conditions:
INSPECTION
WARRANTIES
4 Approve the PR.
5

Create a contract from the PR you just created.

©2005, MRO Software, Inc.
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This chapter contains the following topics:

Topic See Page

Chapter Overview 8-1

The RFQ Application 8-2

Creating RFQs 8-5

Working with Vendors 8-11
Changing the RFQ Status 8-14
Quotation Lines 8-16
Creating a Contract from an RFQ 8-19
Creating a PO from an RFQ 8-20
Chapter Summary 8-23
Workshop 8-24
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Chapter Overview

Introduction A request for quotation (RFQ) is a request that you send out to one or more
potential suppliers. To list a vendor on the RFQ, the vendor must have a
record in the Companies application. In the RFQ application, you can specify
line items, required delivery dates, and other conditions you want the vendor
to meet for the delivery of an item or service.

Chapter Focus This chapter focuses on how to create RFQs and enter vendor quotations.
Learning When you have completed this chapter, you should be able to:
Objectives

create an RFQ,

¢ insert RFQ lines,

e copy PR lines to an RFQ,

e change the status of an RFQ,

e describe different statuses of an RFQ,
e add vendors,

e select terms for a vendor,

e create a PO for a quotation line, and
e award an RFQ.
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The RFQ Application

Introduction

08/2005

When you receive the quotations from the vendors, you enter them into the
Request for Quotations application one at a time. At the end of the process,
you review the quotations and award one quotation for each RFQ line. The
quotations are then converted to one or more purchase orders or contracts,
depending on the procurement flow within your organization.

You can create an RFQ for any of the following circumstances:

e The stock count of a stocked item drops below a certain level and you
must place another bulk order.

e A requisition is received for an item or service that requires a quotation
each time due to item price or other requirements.

e Someone at your site requests a quote for an item or service. It can be for a
normally stocked item or for an item not normally ordered, such as a
special order or non-stocked item.

¢ You need to do commodity bulk buying for a certain period of time. This
is typically for many items with common commodity codes. The quotation
might not be copied to a PO immediately, but the pricing is set.

continued on next page
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The RFQ Application continued

RFQ Statuses Changing statuses on RFQs affects field functionality and access to various

actions.

The RFQ statuses are as follows:

Status

Description

Cancel (CANCEL)

Indicates a canceled RFQ. Use the CANCEL status to
cancel a current RFQ or a selected set of RFQs. You can
cancel an RFQ only if there have been no quotations
awarded (that is, the CANCEL status is not available after a
quotation has been converted to a PO). A canceled RFQ is
stored as a history record and cannot be modified.

Closed (CLOSE)

Indicates a closed RFQ, one whose quotation lines have
been awarded. After an RFQ is closed, it is stored as a
history record and cannot be modified.

Completed (COMP)

Indicates when all quotations have been received from
vendors. In this status all fields except the fields on the
Quotation Lines and Terms and Conditions tabs are read-
only.

In Progress (INPRG)

The default status when you create an RFQ. It should remain
in INPRG status until you have entered all RFQ information
and RFQ lines. In this status, you have the ability to modify
most tabs and fields on the RFQ, with the exception of the
Quotation Lines table. The RFQ must be saved as INPRG
prior to changing to another status. The status INPRG is
always available (except in COMP and CLOSE status) to
allow you to edit the RFQ.

Ready to Be Sent

Indicates that the RFQ is ready to be sent out to the vendors.

(READY) In this status, you do not have the ability to change the
RFQ—all tabs are read-only.

Sent to the Vendor Indicates that the RFQ has been sent to vendors. The SENT

(SENT) status causes fields on the RFQ and RFQ Lines tabs to be

read-only while fields on the Vendors tab can be modified.
You can also modify the Quotations and the Terms and
Conditions tabs.

Rel. 6.0
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PURCHASING WITH MXES

The RFQ Application continued

RFQ Tabs and
Functions

08/2005

The Request for Quotations application contains the following tabs:

Use this tab... To...

List Search the database for a specific record or group
of records that meet your criteria.

RFQ Enter general header information about the RFQ.

RFQ Lines Enter the line items or services that require
quotations from one or more vendors.

Vendors Enter the vendors to whom the request for
quotation is to be sent, as well as terms and
conditions received from each vendor.

Quotations Enter quotation information from the vendors

responding to your RFQ.

Terms and Conditions

Associate new or existing terms with an RFQ.

©2005, MRO Software, Inc.
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Creating RFQs

Creating a
New RFQ

i~

Rel. 6.0

Create a request for quotation, or RFQ, when you want to list one or more

items or services for which you want potential vendors to provide quotations.

The quotation should provide pricing and other line-item-specific
information, such as manufacturer and delivery time.

When you have the quotations in hand, you can enter them into the Quotation

Lines table on the Quotations tab, and compare them before awarding line
items to vendors and creating actual POs.

Use the following steps to create a new RFQ.

Step Action
1 Open the Request for Quotations application from the Purchasing
module and then click the New Record icon.
Result: The RFQ tab displays an automatically numbered RFQ
record ready for input.
IF\I Request for Quotations @ Bulletinz: (2)
[ v| Find: | | #h  [Select Action v @ d @ e o ] | repar= 5 [E
Lst [ mro |_FRFalies Wendors Guotations Terms and Condtions
RrFa (1013 ] I |2 swe [pEDFORD | Status Attachments
RequestedBy [WLSON | J RequiredDate | |@ Freight Terms | |E]
Buyer 5 ReplyDate | | Ship Via 5
priority [ 0] PrintedDate | | PaymentTerms | |
EnteredBy [ALSON | Closepate | |G FOBPoint | |
Type Status Date | 7/5/05 1:.04 P &
Ship To ‘BEDFORDMAIN' # |Ma\n addr Bedford MA Site of EAGLE Inc. kA ‘ =] Reply To |BEDFORDMA\N # hdgin acidr Bedford MA Site of EAGLE Inc. MA | ]
r;st: Bemulr:s y Drive Addr:ist: BEd'D:D: Yy Drive
StateProvince M4 State/Province M~
Write your new RFQ number here:
2 Enter the following data:
Field Value
Description Items needed for WO 1006
Priority 3
3 Save your record.

Note: Do not exit the application.

continued on next page
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PURCHASING WITH MXES

Creating RFQs continued

Inserting RFQ
Lines

o=

from a PR.

You can insert line items on the RFQ Lines tab manually or by copying lines

Follow the steps below to add PR lines to an RFQ.

Step

Action

1 Go to the RFQ Lines tab and click New Row.
Result: The RFQ lines detail opens for data input.

| Request for Quotations @ ~

<] Find: |dh  [Select Action v @ A @@ Bl

it Re

List RFa [ RFQLines | Vendors Quetstions Terms and Condifions
RFQ*[1013 | [tems needed for WO 1008 IE] site |BEDFORD Statug  [INPRG
| -Filter> @ 5 F 4 %] €1-1001%  Download |
Line  flem Descrigtion Storeroom Guartiy Order Linit Conwersion Factor work Order
[ J~ | IER| J# | I J& | ] |~
Line tem
Line Manufacturer ||~ Receipt Required?
Line Type * [ITEM v Model Inspection Required? [ |
item | # [ & Category Issue on Receipt? [ |
Condition Code | £ Commodity Group | MECH & Charge to Store? [
Remarks |[E] c ity Code P Copyto Contract? [ |
Quantity Charge To

Quantity [ |
orderunit | |/
ssueUnit | |
ConversionFactor | |

Related Records Details
Requistion | | Entered By
RequisitionLine | | Entered Date * |7/5105 1:05 i &
o [ |~ Requested By [WILSON -
PoLine | | Required Date a
Contract | |~ Supervisor ’
Comtenmitinn || susardnAvanane

Storeroom ||~

Workorder | |~
WoTask | |4

Location | |~

Asset | |~

GLDebitAccount | |-

Field
Item

2 Enter the following data:

Value
4-2100
6

08/2005

Quantity

Order Unit
Conversion Factor
GL Debit Account

EACH
1
6700-300-000

©2005, MRO Software, Inc.
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REQUEST FOR QUOTATIONS

Creating RFQs continued

Inserting RFQ
Lines

continued

Step

Action

3 Save your record.

Request for Quotations

Result: Your screen should look similar to the graphic below.

& Profile

Rel. 6.0

—
Order Unit | EACH -

Conversion Factor 1.00

Related Records

Requisiton [ |

Requisition Line

PO &

PO Line

Contract

staroroom [ ] #

workorder | |~
woTesk | |-
Location -
Asset -
GL Debit Aceount |6700-300-000 | +
Details
Entered By * [WILSON |
Entered Date * [7B0S 1200 M | &
Requested By [WLSON i
Required Date
Superuisor P

[ ~| Find: | | #h  [select Action v @ d.@ @ 4t | Repors [5) [
List RFa_ [ RFQLines | Vendurs Ouotations Terms and Condtions:
RFQ 1013 | [tems needed for wo 1008 |E] Site [BEDFCRD | Status  [NPRG
i Filter - 0 TT 0 ¢ b e 1-tet1 e - Download
Line  tem Description Storeroom Quartty Order Unit Conversion Factor Work Order
[ 1] [¢-21m0 |4 [washer, 12 @ | Ja | 6.00) [EACH [ | 100 | B
Line lem
Line *| 1] Manufocturer | |/ Receipt Required?
Line Type |ITEN ~ Model [ | Inspection Required? [ |
Hem [4-2100 | # [wmsher, 112 im E Category Issue on Receipt?
Condition Code | £ Commodity Group | MECH P Charge to Store? [ |
Remarks |IE] Commodity Code P Copyto Contract? [ |
Quantity Charge To

Note: Do not close the screen.

continued on next page
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PURCHASING WITH MXES

Creating RFQs continued

Selecting Asset
Spare Parts

i~

08/2005

The Select Spare Parts button is a shortcut to the list of associated spare
parts for the specified item. Use it for easy selection of spare parts when
adding item lines for RFQs. Maximo displays a dialog box with a list of
associated spare parts for that item and you can do multiple selections.

.
Step Action
1 Continuing from the previous exercise, make sure you are on the
.
RFQ Lines tab.
Result: Your screen should look similar to the graphic below.
“;T“ Request for Quotations
L v e[ | fseevscon v @) G 20@ @ GIey | s [0
List fFQ | RFoLines | Vendors Guatations Terms and Conditions
wo [i02 ] [uploste RFG[Your Rame] E site [BEDFORD | Status.
Pty
.
E] 7 [ om0 [on 7
Gasket- B30 E] CENTRAL » 2.00 EACH -~
Guard, For Gast Pump- AC-683 =] CENTRAL s 100 EACH
Line Manufacturer »
fem (42100 4 [esternizn a Category
Condition Code. P Commeodity Group [MECH Charge o Store? [
Remarks a Commadity Code. Copyto Contract? [
p—— —T
I WoTask [ |/
I —— o =
GL Debit Account  |5700-300-000 | -
RequisitionLine || EnteredDate [471475 1Z00AM | &%
poLine [ | a
Contractiine [ o
Contract Type lec e

©2005, MRO Software, Inc.
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Creating RFQs continued

Selecting Asset
Spare Parts

Rel. 6.0

continued

Step

Action

2

Click the Select Spare Parts button on the bottom right of your

screen.

Result: The Select Asset Spare Parts dialog box opens.

Enter asset to search for spare parts l:l a
| Refine | | Searchthe lPC |
| o Filter - b 210 % 0 1 +1-120f143 - . Download |

[ fem Description Guantity Remarks

] 42100 Washer, 172 In 1.00

[ 227132 Bracket, Steel Suppart 1.00

[ 4-Loao Lockwasher- 555 In 1.00

[ 145-5472 GUARD GP - RADIATOR DRIVE 1.00

[ 144-7478 LADDER GP - RADIATOR 1.00

[ 2)-0157 ORIMNG - PUMP G-F Prm-& 1.00

[ 140-2018 Lamp - remate warning light 10.00

[] 140-2048 Relay - Remate 1.00

[ 140-2014 Relay - Main Junction Box 2.00

[] 140-2925 LAMP - ILLUMIMATICHN - REMOTE PAMEL 500

[] 140-2048 DIODES - 3 &AMP 500

[ 140-2912 SOLENCID 1.00

| OK | | Cancel |

In the Enter asset to search for spare parts field, enter asset

11430 and then click Refine.

Result: The list is narrowed down.

©2005, MRO Software, Inc.

continued on next page
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Creating RFQs continued

Selecting Asset continued
Spare Parts

Step Action
4 Click the Item check box to select all records.
5 Click OK.

Result: New lines are added to your RFQ lines.

questfor Quotations

v| Find: #h  [Select Action vl @ @@ le I8l | Repons [3) [F

List RFQ_ [ RFQLines | Vendors Guotations Terms and Condftions =
RFQ [1012 ] [Duplicete RF@{Your Name] E site [BEDFORD__| Status [NPRC
| Efte o db TPk, «1000% * ) Donnload | /| =

[= Description Storeroom Quartity Crder Unit ConversionFactor  ork Order

Line

o] s 4 [Housing. Centrifugal Pump e 2 [ 1o P » a
boos e A Shat-1nch Dia 5] ’ 100 F; ’ @
»oo7 cim A Besring, ilow Block, Fafnir-1 1 D 5] ’ 10 F; ’ @
b6 gm0 A Gashel- ARE 5] ’ 100 F; ’ @
yoo5 e r mpeder-4-172 ch Dia 5] ’ 100 F; ’ @
Y4 e ’ Seal, Mechanica, Sef Algring- 1 D 5l ’ 100 5 ’ @
y4 2w # Waster, 12 g # 600 EACH P 100 # ]
y 2 weam A Gasket- 6330 g CENTRAL A 20 EACH F: 100 # ]
y3 s A (Guard, Fo Gast Fump. AC-653 E] BRAL A 100 EACH F: 100 # ]

Line ftem

6 Save your record. Do not exit.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Working with Vendors

Introduction When you create an RFQ, you typically list the vendor or vendors to whom
you will send the RFQ. If you intend to enter quotations from vendors on the
Quotations tab later, you must enter the vendors on the Vendors tab before
changing the status to SENT. (The RFQ status must be INPRG in order to

add vendors.)

Adding Vendors Follow the steps below to add vendors to an RFQ using the New Row button.
to an RFQ

o=

Step Action

1 Continuing from the previous exercise, go to the Vendors tab.

2 Click New Row in the RFQ Vendors section of the screen and
enter HELWIG in the Vendor field.

Result: HELWIG data populates the vendor detail fields.

lequest for Quotations

[ ~| Find: | dh  [Select Action v @ A @ la 4
List RFQ RFG@Lines | Vendors | Guetstions Terms and Conctions:
RFQ 1013 [tems needed for vo 1008 I | Site [ BEDFORD Status  [NPRS
| o Filter - #h S b ¥ L e1-tafd e  Download
Vendor Description Cortsct Phone Fax
HELWG |Hetwig Company = [JMES GRUNDIG £ [ara) sss2a11] ey sss2an1] @
Details
Vendor © Helwity Comparny IE Ship Via |UPS-2 Pe
contact |1 5 FOB Point | MILVIALIKEE,
Customer # |9%-567- Payment Terms |2/10 NET 30
Phone [(414) 555-2411 Freight Terms: E|
Fax |(414) 555-2411 Pay Tax to Vendor?
E-mail james grundigl @nhelvvig com VendorQuete# | |
Curreney * [UsD P VendorRepiyDate | |
Creste PO ) | _CresteContract | | New Row )
| ~Fiter: gy i 2 | # & | « . Download |
Sequence Term Deseription
Select Terms | |_Hew Row )

3 Save your record.

continued on next page

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



8-12

Working with Vendors continued

PURCHASING WITH MXES

Selecting Terms In the Request for Quotations application, you can use the Select Terms
for a Vendor dialog box on the Terms and Conditions tab to associate terms from the Terms

\ﬁ@ and Conditions library with a specific vendor.

Follow the steps below to select terms for a vendor:

Step

Action

Continuing from the previous exercise, click the Select Terms button

in the Terms and Conditions for Vendor pane.

Result: The Select Terms dialog box opens.

el T ACH
CHAMGES
FORCEMAJELR
LOSSRISK
PRICETAXES
WARRANTIES
INSPECTION
BUYERSPROPE
PATENT
IMDEMMITY
ASSIGNMNTSU
CAMCELLATION
RESCHEDULIMG
PROPRIETIMFC
SHIPPINGPKG

Oooooooogoooooogo

R T R -1 2

Description

|ACKNOWLEDGMENT AND ACCEPTAMCE OF d
CHAMGESIAMENDMENTS

DELIVERYFORCE MAJEURE

TITLE AMD RISK OF LOZES

PRICE/TAKES

Wt RRANTIES

INSPECTION AMND ACCEPTARNCE

BUYER'S PROPERTY IM SELLER'S POSSESSIC
PATENT INDEMMITY

IMDEMMNITY

ASSIGHMENTSUBCOMTRACTING
CANCELLATIONS

RESCHEDULING

PROPRIETARY INFORMATICNTITLE TO SPECIF
SHIPPING, PACKAGING AND LABELING

. Download |

Type

PURCH

PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH
PURCH

OK | Cancel |

08/2005
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Working with Vendors continued

Selecting Terms continued
for a Vendor

Step Action

2 Select the WARRANTIES and INSPECTION terms and then click
OK.

D Note: Any changes to vendor information that you enter here do not

change the vendor’s record in the Companies application. The data
you enter here is specific to the RFQ. To change vendor information
permanently, edit the company information in the Companies
application.

Result: The new terms are now associated with the HELWIG vendor.

Request for Quotations

[ v|  Find: | |dh  [Select Action vl ® oD @ a @ I8 FE!
List RFQ RFolines | vendors | Quotslions Terms and Condiions
RFa [1013 | [items needed for wo 1008 k| site Status
PooFiterc #  H Dk ¥ w401 . Downlosd
Vendor Description Cortact Phone Eax
HELWIG ’ Hetwiy company El [samES cRUNDIG E o]
Details
vendor * [HELWIG | # Helwig Company & Ship via |UPS-2 P
Contact [JAWES SRUNDIC E FOB Point MLV/AUKEE,
Customer # [3X-567-8 Payment Terms |21 NET 30
Phone |(414)555-2411 Freight Terms S}
Fax |(414) 5552411 Pay Tax to Vendor?
E-mail [james.grundig! @helwig.com Wendor Quote® | |
Currency * £ VendorReplyDate |  |&
Create PO | Creats Contract | Hew Row |
o Fitter #4  ¢ . w1-2of2 . Downlosd
Eenuence Tem. Deseription
< » E msPeCTION AND ACCEPTANCE 1]
10 WARRANTIES - WARRANTIES W
\\ Select Terms ) (_Mew Raw )

3 Save your record.

4 Insert another vendor with the name GST.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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PURCHASING WITH MXES

Changing the RFQ Status

Changing the
Status of RFQs

08/2005

D

When you create an RFQ, Maximo automatically sets its status to In Progress

(INPRG). You can change the status of the RFQ as it moves along in its
quotation cycle.

Follow the steps below to change the status of RFQs:

Step

Action

1

With your RFQ open, click the Change Status
Result: The Change Status dialog box opens.

e .
tad 1CON.

B Change Status =7 5
RFQ 1013 |Items needed far Wo 1006 | =l
Statuz  |INPRG |In Progress |
vewstaws*[ ]
Status Date * |7/5/05 1:26 PM | &
Memo | |
| OK | | Cancel |

©2005, MRO Software, Inc.
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Changing the RFQ Status continued

Changing the
Status of RFQs

continued

Action

Step

2

In the New Status field, select the Sent to the Vendor status. Then
click OK.

Result: The screen returns to the RFQ tab with a SENT status.

Request for Quotations

RFQ 1013 status changed to SEN

|| Repons (3] [E]

~| Find: | | @ [select Action AR P R W= |
List RFQ RFolines [ vendors | Quostions Terms and Condtions
rFo 1013 ] [tems needed for v 1008 IE site [BEDFORD | Status
| -Eilter b 0 F # ¥ [ €110t  Download
endor Description Contact. Fhone: Fax.
HELWIG: | & |Hetwig company = |JAMES GRUNDIG P |ta14) 5552411 [nayssszatt| @
Details
Vendor |HELWIG |2 Heterig Company |E] Ship Wia |UPS-2 5
Contact [JAMES GRUNDIG § FOB Paint [ MLVALIKEE,
Customer # [94-567-9 Payment Terms |20 NET 30
Phone  [(414) 555-2411 Freight Terms: 5|
Fax [(414) 5552411 Pay Tax to Vendor?
E-mail [james orundio! @helwig.com Vendorquoten | |
Currency * |USD # VendorReplyDate | |
Creete PO ) | Creste Contract ) | Hew Row )
| oEilter - i S 4, | ®d4-20f2% . Download
Sequence Term Desoription
» - [iaRRANTES E @
» 20 INSPECTION INSPECTION AND ACCEPTANCE =) a
Select Terms | | Hew Row |

Save the record.

Rel. 6.0
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Quotation Lines

Introduction After you create an RFQ and send it to the vendors listed on the RFQ, you
typically receive responses with quotes for one or more of your RFQ lines
from each vendor. The quotations might arrive by mail, fax, e-mail, or
telephone.

After you receive the quotations, enter them on the Quotations tab in order to
have a complete record of the quotations. After you enter all quotations, you
can compare them and award the lines based on the comparison.

Entering After you award quotation lines to a vendor, you can create a PO for that vendor
Quotation for those line items. The RFQ must be in SENT or COMP status for you to award
Lines quotation lines and create a PO.
‘/@ Follow the steps below to create a PO from quotation lines:
Step Action
1 With the RFQ from the previous exercise open, click on the

Quotations tab.

Result: Your screen should look similar to the graphic below.

Request for Quotations

Ao i Saearn vl 2

List RF RF@ Lines Vendors |

1 Terms and Condtions:

RFQ [1017 | [teims needed for Wi 1006 IE! site [BEDFORD Status | SENT
“endor ttem
PoFer>dh: D # ;[ ®1-20f2%

 Donniosg |
Vendar De=cription

» [esT |~ | Gast Pumps E]
b HELWIG ‘ Helwig Compary E]

Phane. Fax
5 [co00) S55-6710 [(535) 543-5394 [
(414) 555-2411 [414) 555-2411 ﬁ
Creste PO | | Creste Cortract | | Hew Row |

i -Fiter> dh 0| 4 4| «» . Download |
Line tem Description Manutacturer Quarity Orcler Uit Unit Cost Avarded?

Select RFQ Lines | | Award All )

v Al

continued on next page

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



REQUEST FOR QUOTATIONS

8-17

Quotation Lines continued

continued

Action

Highlight the GST vendor row, and on the Quotations for Vendor
GST pane, click Select RFQ Lines.

Result: The Select RFQ Lines dialog box opens.

| ~Filter: gy : 51| % ;| ®1-Toi7*  Download | =
[] Line tem Description Storeroom Ghantity Orcler Unit Conversion Factor Loc
0 [a-z100 | pvasher, 172 I [ 6.00] [EACH & 100 [
O 2 11453 Seal, Mechanical, Self Aligning- 1 In D 1.00 ’
O 312853 Impeler- 4-1/2 Inch Dia 1.00 ’
O 4 ¥MP-2300 Gasket- AR4E 1.00 #
O 5 G-1000 Bearing, Pillowy Block, Fatnir- 1 In 1D 1.00 ’
O 5 117084 Shaft- 1 Inch Dia 1.00 - =
T »
_OK | | Cancel )

Check the Select Records check boxes for items 1, 2, and 3 and then

click OK.

Result: Three item lines appear for vendor GST.

Renuest for Quotations

4 Profie

¥ sign Out

7 Help

[ ~| Fing: [1013 | #h [select Action v @ a2 la @ 8l | Repos 5} [E
List RFQ RFQ Lines: vendors | | Terms and Condtions:
RFQ 1013 ] [feims nestied tor w0 1006 1a Site [BEDFORD Status  [SENT
Wendar tem
| o FEilter b T v o w1.2812% . Download
Vendor Descrigtion Contact Phone Fax.
b [GsT ] # |sast Pumps E DA4VE HARTWELL 5 [rao0y sss8710  [(535) S43-5394 {7
b HELWG Hehwig Company E] JAMES GRUNDIG (5552411 (M Ess
CrestePO | | Crests Cortract | | Mew Row |
Fiter - b = |+ *1-30f3% . Download |
Lne  tem Description Manufacturer  Quartity Ortier Uit Unit Cost Awardsd?
3 [4-2100 & [washer,12in [E] [ ] 600 [EAcCH | £ [ | O a
» 2 11453 Seal, Mecharical, Self Algning- 1 InID E] 100 O I |
» 3 12853 Impeller- 4-172 Inch Dia [E] 100 O a
Select RF@iLines | | Awvard All

For each of the items, enter EACH in the Order Unit field. In the
Unit Cost field, enter the following data:

Item 1
Item 2
Item 3

0.25
1.30
5.20

Save your record.

Entering

Quotation

Lines

Step

2
3
4
5

Rel. 6.0
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Quotation Lines continued

Awarding Line
Items to a
Vendor

D

08/2005

For our exercise, vendor Helwig did not submit any quotation, so we will
award all the line items to vendor GST.

Step

Action

Continuing from the previous exercise, in the Awarded? column of

the Quotations for Vendor GST pane, put a check mark in all the
boxes.

Save your record.

Result: Your screen should look similar to the graphic below.

@) Request for Quotations
2

@ Bulletins: (2)

# GoTo
Record has been saved.

Lt R

| ~| Fina: 1013 | [Select action v # @ @@ @ 8] | Repots [ [3]
List RFQ RFQ Lines vendors | | Terms angl Coneitions:
RFQ [1013 | e nedled for o 1006 IE] site [BEDFORD Status | SENT
endor tem
| -Eifter-d: S # ;| ®1.202% / Download |

Yendor Description Contact Phone Fax
b lesT |# |Bast Pumps E| DAVE HARTWELL 5 [ceonyss5.6710  [csas)saa-s38d [
> HELWIG Hstuig Commpany ] JAMES GRUNDIG (4145552411 (N4 sss-2411

Creste PO_) | Creste Contract | | Hew Row )
| oFitero @ | 4 . | «1-30i3%

Lne  tem Description Manufecturer  Quartty Oraer Unit
y [ 1] [s-z00 | & [weaster, 112 1n E | [ 600 [EACH
» 2 11453 Seal, Mechanical, Self Aligning- 1 In D a 1.00
» 3 12853 Impeller- 4-1:2 Inch Dia El 1.00

©2005, MRO Software, Inc.
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Creating a Contract from an RFQ

Creating a
Contract from
an RFQ

e

Rel. 6.0

Follow the steps below to create a contract from an RFQ:

Step

Action

Result: The Create Contract dialog box opens.

B Creste Contract

For vendor GST, create a contract by clicking Create Contract.

7?3 Enter a contract number or generate one by clicking Autonumber. Click Ok to
create the Contract.

contract | | items needed far A0 1006

Contract Type |PURCHASE »

©2005, MRO Software, Inc.

| &utonumber | | OK | | Cancel |
Click Autonumber to assign a contract number.
Write the contract number here:
Click OK.
Result: The screen returns to the Quotations tab.
Change the status to Completed.
08/2005
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Creating a PO from an RFQ

Creating a PO After you award quotation lines to a vendor, you can create either a contract or a
from an RFQ PO for the line items awarded to the vendor. The RFQ must be in SENT or
~/@ COMP status for you to award quotation lines and create a PO.

Follow the steps below to create a PO from quotation lines. Because we already
created a contract for the awarded line items, we will first duplicate the RFQ,
then create a PO from the duplicate.

Step Action

1 Duplicate the RFQ from the previous exercise by selecting
Duplicate RFQ from the Select Action menu.

Result: Maximo creates a new RFQ.

Write the number here:

(7 Request for Quotations ® Bullstins: (2)
[ ~| Fing: 1013 | #h [select Action v] @ &6 2@ @1l | Reports [51 [3]
Lst_ | mFo |__FFGLines Vendors Guotstions Terms and Conditions
RFQ * [ems netted tor wo 1006 |8 site [sEDForD | Status  [INPRG Attachments &
Requested By [WILSON E RequiredDate | | Freight Terms | =
baer [ | Repypate [ | Ship via ;
Priority [ 3 Printed Date [ PaymentTerms | |
EnteredBy [WLSON Clase Date ] FOBPoint | |
Type :l Status Date | 7/1 2405 9:19 An B
Ship To  [BEDFORDMAIN] # Main adicr Becfford Mé Ste of EAGLE Inc. NA. | 1] Reply To [EEDFORDMAIN] Mein addr Bectord MA St of EAGLE Inc. NA | ]
Address [100 Crashy Drive Address 100 Croshy Drive
City |Bedford City [Besford
StateProvince M4 StateProvince M4
ZIPPostal Code  [01730 ZIPPostal Code (11730
Attention E B Attention [KATHVE E Kathy Buckner 5]

2 Change the status to SENT.

continued on next page
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Creating a PO from an RFQ continued

Creating a PO continued

from an RFQ

Step

Action

Click on the Quotations tab.

Highlight the GST vendor row, and on the Quotations for Vendor
GST pane, click Select RFQ Lines.

Result: The Select RFQ Lines dialog box opens.

B Select RF@ Lines

| ~Fiter >y 2| # 4 | ®4.70f7% . Download |

[] Line ftem Description Storeroom Guartity Orider Unit Conversion Factor Loc
LI ] [s=00 | vuaster, 1721n I I 5.00] [EACH & ] 10| [
O 2 11453 Seal, Mechanical, Self Aligning- 1 In 10 1.00 4

O 3 12853 Impeliar- 4102 Inch Dia 1.00

O 4 HMP-3500 Gazket- ARG 1.00

O 5 G000 Bearing, Pillow Black, Fafnir- 1 In D 1.00

] 6 117034 Sharft- 1 Inch Dia 1.00 -
1 >

OK | Cancel |

Click in the box next to Line to select all the lines.

Click OK.
Result: The items are added under the Quotations for Vendor GST.

For each of the items, enter EACH in the Order Unit field. In the
Unit Cost field, enter the following data:

Item 1 0.25
Item 2 1.30
Item 3 5.20
Item 4 3.00
Item 5 1.15
Item 6 2.20
Item 7 25.00

Save the record.

Rel. 6.0

continued on next page

©2005, MRO Software, Inc. 08/2005




8-22

PURCHASING WITH MXES

Creating a PO from an RFQ continued

Creating a PO continued
from an RFQ
Step Action
9 Award all the line items to GST and save the record.
10 With GST still highlighted, click Create PO in the Vendors pane.
Result: The Create PO dialog box opens.
FE Create PO = 1
Y Creste s PO be either ertering & unique number in the PO figld or by
clicking Autonumber. Select 0K when finished.
PO I:I ftems needed far Wi 1006 |
| &utonumber | | OK | | Cancel |
11 Click Autonumber. Write the number of your PO here:
12 Click OK.
Result: The PO is created.

08/2005
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Chapter Summary

RFQ Application

Creating a New
RFQ

Duplicating
RFQs

Copying PR Line
Items to RFQs

Working with
Vendors

Quotation Lines

Rel. 6.0

A request for quotation (RFQ) is a request that you send out to one or more
potential suppliers. To list a vendor on the RFQ, the vendor must have a
record in the Companies application. In the RFQ application, you can specify
line items, required delivery dates, and other conditions you want the vendor
to meet for the delivery of an item or service.

Create an RFQ when you want to list one or more items or services for which
you want potential vendors to provide quotations. The quotation should
provide pricing and other line-item-specific information, such as
manufacturer and delivery time.

One way to create a new RFQ is to duplicate an existing one, and then
modify it as needed.

The Copy PR Line Items to RFQ dialog box lets you copy one or more PR
line items to a new or existing RFQ. It provides a quick way to enter line
items on an RFQ without manually entering all the line detail information.
You can copy lines from PRs that you entered yourself and from PRs entered
by other users.

When you create an RFQ, you typically list the vendor or vendors to whom
you will send the RFQ. If you intend to enter quotations from vendors on the
Quotations tab later, you must enter the vendors on the Vendors tab before
changing the status to SENT. (The RFQ status must be INPRG in order to
add vendors.)

After you create an RFQ and send it to the vendors listed on the RFQ, you
typically receive responses with quotes for one or more of your RFQ lines
from each vendor. The quotations might arrive by mail, fax, e-mail, or
telephone.

After you receive the quotations, enter them on the Quotations tab in order to
have a complete record of the quotations. After you enter all quotations, you
can compare them and award the lines based on the comparison.

©2005, MRO Software, Inc. 08/2005
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Workshop
Workshop Scenario: You as a purchasing agent need to create a new RFQ for the
\% ﬁ purchase of a new hydraulic cylinder pump. The RFQ should specify detailed
item lines, quotation lines, and vendors. After reviewing the RFQ, send it to

the vendors. Then, start entering the returned quotations and awarding line
items to vendors. Finally, create a contract and a PO for specific line items.

Step

Action

1

Create a new RFQ using the following data:

Field Value

Description RFQ for Hydraulic Cylinder Pump
Priority 5

Add item XMP-3500 to the item line. Specify the order unit as EACH.

Designate vendors for this RFQ. Open the Vendors tab and add the
Cummins Supply Company and the Transatlantic Trading
Company.

For the Cummins Supply Company vendor, add the following Terms
and Conditions:

ACKNGMNTAC
WARRANTIES
INSPECTION

Change the status to SENT.

08/2005

continued on next page
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Workshop

Rel. 6.0

8-25

continued
Step Action
6 After reviewing the RFQ, your purchasing supervisor approves it and

instructs you to send the RFQ to the vendors. After a few days, the
quotations have returned and you need to input them in Maximo.

Assign the line item to each of the vendors and enter the following
quotation information:

Vendor Unit Cost
Cummins Supply Company 435.00
Transatlantic Trading Company 385.00
7 Award the quotation to Transatlantic Trading Company, then save
the record.
8 Create a PO for the item awarded to Transatlantic Trading Company.
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This chapter contains the following topics:

Topic See Page
Chapter Overview 9-1
The Purchase Orders Application 9-3
Creating Purchase Orders 9-6
Adding PO Lines 9-8
Selecting Items from the Vendors List 9-12
Vendor Analysis 9-13
Setting a Primary Vendor 9-15
Changing the Status of a PO 9-16
Creating a Change Order 9-19
Chapter Summary 9-21
Workshop 9-23
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Chapter Overview

Introduction Because many of the requests for materials and services result in the creation

of purchase requisitions (PRs), you need to be able to create purchase orders
(POs) from PRs.

Chapter Focus This chapter focuses on creating POs from PRs and understanding some of the
relevant options available in the Purchasing module.

Learning When you have completed this chapter, you should be able to:
Objectives . .

e create a PO from line items on multiple PRs,

e perform a vendor analysis,

e approve a PO,

e create a PO from one PR, and

e create a change order.

continued on next page
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Chapter Overview continued

We Are Here: A PO is created from Requisitions, Reordering Function, Request for
PO Creation and Quotations, Purchase Contracts, or from scratch, and then goes through an
Approval

approval process.

PO (manual)

Reorder
Purchase Purchase Ord@\\ Vendor/Supplier
Requisition PO Release ) receives order | |
_____ Generation /
Desktop
Requisition v
{ Request
{ Quotation
\ e \
\ Services
1
Contract ( Storerooms, Product/ rendered
".‘ Work order, = Services [ ——
N Recipient Received (| Products |
~. shipped |
T Invoice returns
Stcecccncass - e .
Reconciliation
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The Purchase Orders Application

Introduction A PO is an authorized order from a purchasing agent or department to an
internal supplier or external vendor. You can use the Purchase Orders
application to create purchase orders from PRs, from material requisitions
(MRs), or from service requests (SRs). You can also create POs with the
Requests for Quotations (RFQs) application, and with Internal Reorder
Request if the default is set to create POs.

Methods to There are different methods to create a purchase order. You can create a
Create POs purchase order:

e from a purchase requisition (PR),

¢ from the Inventory Reorder option,

e from scratch using the Purchase Orders application,

¢ from the Request for Quotations (RFQ) application, and

e from the Purchase Contracts application using the Create Release PO
option.

The Purchase Orders application also allows you to generate an internal PO
against another storeroom. A storeroom-to-storeroom purchase can be thought
of as a “transfer order” or an “internal PO” because Maximo uses the Purchase
Orders and Issues and Transfers applications to track these types of item
movements.

continued on next page
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The Purchase Orders Application continued

PO Statuses Changing the status of a purchase order affects field functionality and access
to various action pages. The PO statuses are as follows:

Status Description

Approved (APPR) Approved status is available only if the
current PO status is WAPPR or INPRG. All
fields are read-only. To approve a PO, you
must have a monetary approval limit equal
to or greater than the total cost of the PO.
After a PO has been approved, you cannot
edit any of its fields.

Canceled (CAN) Canceled status is available if the current PO
status is APPR. You cannot cancel an
approved PO if one or more PO line items
have been received.

Closed (CLOSE) Closed status indicates that all the PO line
items have been received. After a PO is
closed, it is stored as a history record and
cannot be modified.

In Progress (INPRG) In Progress status indicates that a PO still
needs to be modified before it can be
approved.

Waiting on Approval Waiting on Approval is the status that a PO
(WAPPR) is assigned when it is created. Some default
fields are read-only.

Approval (WAPPR). Only a user with an approval limit equal to or greater

D Note: When you create a PO, Maximo gives the PO a status of Waiting on
than the purchase order amount can approve a purchase order.

continued on next page
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The Purchase Orders Application continued

Editing POs You can edit a PO when its status is WAPPR. For example, you can change
vendors, change PO tab information, add or delete PO lines, and change
quantities.

PO Tabs and The Purchase Orders application contains the following tabs:

Functions

Use this tab... To...

List Search for PO records.

PO Create, view, and modify POs, either from PRs or
from scratch.

PO Lines Enter line items on the PO. This tab also contains
summary information from the Material Receipts and
Service Receipts tabs.

Ship To/Bill To Specify shipping information that will be used as a
default on each PO line, and billing information for
the entire order.

Terms and Conditions | View terms associated with the PO from the contract,
PR, or RFQ, or as a default.

Rel. 6.0
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Creating Purchase Orders

Exercise: In this exercise we will use the Purchase Requisitions application to create a
Creating a PO PO from an approved PR.

Using the PR - . o .
Application Scenario: You as the purchasing agent need to initiate the PO creation for the

approved PR for Carton Machine Replacement Parts [ Your Name].

W=

Step Action

1 From the Purchase Requisitions application, search for and select
the Carton Machine Replacement Parts PR. (If you are in a
single-database environment you will duplicate this PR.)

Result: Your screen should look similar to the graphic below.

[y Purchass Retsitions

~| Find: #h [sekect Action v B i 2 1@ @ 16l | weton Y | Repons (] [
Lt [ PR | _PRLnes  ShpTo/BilTo Temms and Condtions
PR [0 ] [Eeton Wechine Replacemert Parts 8 ste [pEFORD ] Status [APPR Atachments &
Priority g Status Date [11931200 AW | & Protax Total 13|
Requested By [LBER! E Requested Date [1/11591200AM | &0 Total Tax
isor

2 Required Date | 2/5/99 12:00 AM [ Total Cost S454)

e
‘Contract Revision

Ho Vendor? []
Company |BEX [ Bex Preumatic Systems. a
PR —
Customer #
Phone

2%-10net 30
= £

2 Select the Create PO option from the Select Action menu.
Result: The Create PO dialog box opens.

B Create PO =P 1 |

7 Enter a purchaze order number of genarate one by clicking
Autonumber . Click QK to create the purchasze arder.

PO I:I Cartan Machine Replacement Partz |

. Autonumber | | OK ) | Cancel |

continued on next page
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Creating Purchase Orders continued

Exercise:
Creating a PO
Using the PR
Application

Rel. 6.0

continued

Step

Action

Click Autonumber.

Result: A PO number is automatically generated in the PO field.

Record your PO number here:

Click OK.

Result: You are brought back to the PR tab and the status of the PR

1s CLOSE.

Go to the Purchase Orders application and retrieve the PO created

in the previous step.

Purchase Orders

Result: Your PO status should be WAPPR.

w(2) @ Golo L Re;

[ ~| Find: [1078

| #h  [select Action

v d @l @ i

| Reparts [g] [E

Priority * 8

Receipts |NOMNE

Contract Reference

Contract Type

Contract Revision ||
Release# | |

Vendor Date

Company |BEX &

|Bex Preumatic Systems:

=] Internal?

Addrese |808-C NORTH CENTRAL AVE

City  HARRISOM CITY

State/Province P2

ZIPPostal Code | 15636

Contact |PETER SCHAFER

Customer # |100-3454
Phone  |(#12) 555-5409

Storeroom
Storeroom Site
Freight Terms
Payment Terms
Ship Via

FOB Point

Pay Taxto Vendor?
Pay on Receipt?

List PO PO Lines Ship Ta £Bil T Terms an Concitions:
Po [1078 £ site |BEDFORD Status [WAPPR: Attachments &
Type [STD Status Date | TH3O51Z00AM | & Pretax Total 5405
Original PO Ordered Date  [713051200 A0 | Total Tax 324
Buyer Company Required Date 245193 12:00 AM [ Total Cost 5728
Buyer Follow-up Date =] Currency * |USD

Total Base Cost

|
I
Il

57.29

=]

2%-10 net 30
O
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Adding PO Lines

Introduction

Required Fields

08/2005

After creating a PO, you add line detail to it. There are several ways to add
line items to a PO. You can enter line items manually, copy them from a
purchase requisition, or create them from a request for quotation (RFQ). This
topic discusses entering line items manually.

Required fields are those fields on a Maximo record that must contain a value
in order for the record to be saved. For example, all Maximo records require an
identifier—a work order number for work orders, an item number or name for
inventory items, and so on. Most records have one or more additional required
fields. These required fields are marked by an asterisk (*).

When you create a new record, some of the required fields might be filled in by
default. The default information might be provided by your system
administrator, or it might be associated with your own user record (your record
in the Labor application). Some required fields with default information can be
edited, while others are read-only.

If you try to save a record with blank required fields, Maximo displays a
message notifying you that required information is missing.

continued on next page
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Adding PO Lines continued

Adding PO Lines Scenario: We will copy PR lines into the PO you created and also input PO
lines manually using the New Row and the Select Spare Parts buttons.

Copying PR You can copy PR line items to a PO using the Copy PR Line Items dialog box
Line ltems to in the Purchase Orders application.
POs

If you have access to multiple sites, you can use the dialog box to combine
‘f@ PRs from multiple sites onto a single PO.
Follow the steps below to copy PR line items to a PO:

Step Action

1 Continuing from the previous exercise, go to the PO Lines tab.
2 On the Select Action menu, select Copy PR Line Items to PO.
Result: The Copy PR Line Items to PO dialog box opens.

? Line ftems Ta PO
| cFiter: @b D1 b | e d-1Zef12 » . Download |

[] ER Company frern Description Guantity Storeroom Wiork Orcler COmE

[ I J{ J{ I I I L
[ 1005 GET XMP-3000 Gasket- B330 2.00 CENTRAL
[] 1005 BST HHX-1500 Guard, For Gast Pump- AC-583 1.00 CEMTRAL
] 1007 4500-5 FD& (Sales) 50.00 43211
] 1008 DATACHIP DESO Seties | Laptop 200 43211
[] 100a DATACHIP DE30 Seties || Laptop 300 HARDVARE 43211
] 1010 DATACHIP DEs0 Series || Laptop 4.00 HARCWARE 43211
O] 1mz DELL 5431 Database Server 3.33GHz, 52GB 1.00 43211
] 1ma ATI SB0-00 Tubing, Copper-1 In 1D X 030 10 Wall 300 2004 MECH
[] 15 1002 S5 ft. KB winciow pane 1.00 1045
] 108 BALSTON FLTOO1 Fitter 100.00 CENTRAL FILTER
] 1ma GCE 11241 Contactor, Renewal Kit 1.00 ELEC
[] 7e3a HELWWG 217214 Shaft, Steel 750 In Dia, 7 In Long 1.00 CEMTRAL
4 >

LI Cancel |

3 Filter for the HELWIG company and select the filtered item(s).
4 Click OK.
Result: The item(s) is added to the PO lines.

continued on next page
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Adding PO Lines continued

Copying PR Line continued
Items to POs

Step Action

5 Save your record.
6 On the PO Lines tab, click New Row.

Result: The detail section opens to accept data for a new row.

Line tem
Line * | Manufacturer d Receipt Required? [/
Line Type * |[TEM e Model Inspection Required?
item . a Categary Issue on Receipt?
Condition Code » Catalog # Charge to Store?
Remarks E] Commodity Group E Distributed?
Commodity Code / Prorate Service?
Quantity and Costs Charge To Related Records
Guantity 1.00 Tax Code P4 P Storeroom A Requisition
Order Unit -~ Tax ® 0.00 Work Order a Requisition Line

7 In the Item field, enter G22713 for Bracket-Carton Machine.
Hint: Use the Detail menu.
Result: The detail field is populated with the G22713 default

information.

8 Enter the following additional information:
Field Value
Order Unit EACH
Conversion Factor 1
Unit Cost 3.00
GL Debit Account  6700-300-000

9 Save your record.

continued on next page

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



PURCHASE ORDERS 9-11

Adding PO Lines continued

Copying PR Line continued
Items to POs

Step Action
10 | Click Select Spare Parts.
Result: The Select Spare Parts dialog box opens.

Enter asset to search for spare parts l:l a
Refine | Search the IPC |
| o Filter - b S % o 0+ 1-120f143 -  Download |

[] tem Dezcription Cuiartity Remarks

[] 42100 Washer, 122 In 1.00

O 227132 Bracket, Steel Support 1.00

[ a-Loso Lockwasher- 515 In 1.00

[ 1a5-5472 GUARD GP - RADIATOR DRIVE 1.00

[ 1aa-7a72 LADDER GP - RADIATOR 1.00

[ zbo1s57 ORIMG - PUMP G:-F Prm-2 1.00

[ 140-2918 Lamp - remate wearning light 10.00

[ 140-2945 Relay - Remate 1.00

[ 140-2019 Relay - Main Junction Bocx 2.00

[ 140-2925 LAMP - ILLUMIMATION - REMOTE PAMEL 500

[ 140-294 DICDES - 3 &MP 500

[] 140-2912 SOLENOID 1.00

OK | Cancel |

11 | Search for and select item 4-2100.

12 | Click OK.

Result: The item is added to the PO line.

13 | Enter the following additional information for the item:
Field Value

Order Unit EACH

Conversion Factor 1

GL Debit Account 6700-300-000

14 | Save your record.
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Selecting Items from the Vendors List

Selecting Items In certain purchasing and contract applications, when entering a line item for a
from the Vendors  gspecific vendor, you can use the Vendor Items dialog box to select items
List supplied by that vendor. You can open the Vendor Items dialog box by clicking
\/@ the Vendor Items button on the PO line pane of the PO Lines tab.
Step Action
1 Continuing from the previous exercise, click Vendor Items.
Result: The Vendor Items dialog box opens.
2 Select the Lubricator Assembly. Click OK.
!—[v\ Fi-nd:"—‘m [solctacton > B @ 2 1@ @ I8l repors [ B
vo [Cartonertine Repscomert Persvourtard 0 site Status [WAFPR| TotalCost e
PR b 10410 —— ©, Download | {
Te  in oescrsion —~— oum Crser Lot ot cost. e cost. o Dstindea
q . o — ———
» A 200 EACH £ 250 so0 030 g @
» 3 ” a 200 EACH ; 250 so0 [E) [5] a
» 4 orms ~ a 200 Each £ 250 sm w0 @
» 5 eLl:e ” a 200 EacH P 37 758 045 [5] a
» 6 900 ” a 100 EACH ; 37 373 02 [5] a
(e - E 200 eacH F: 758 1518 [E | @
» s 335028 ” Hub- 21 Di a 200 EacH P 250 soo 030 [5] a
(_endor tems ) (_Contract tems ) _Select Spere Parts ) (_Vendor Analysis ) (_View Coriracts ) (_Distioute Costs ) (_Mew Row )
Workorder [ ] oot [ Reauesteany |
oestion [ |4 stororoom [ | # Loentascount [ ]
3 Enter the following data for the item:
Field Value
Conversion Factor 1
GL Debit Account 6200-300-200
4 Save your record.
Check the rest of the line items and, if necessary, enter the same
Conversion Factor and GL Debit Account information as in step 3.
D Note: The additional data we entered is required for processing the
record to its cycle completion.

08/2005
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Vendor Analysis

Viewing Vendor
Analysis

D

Maximo allows you to analyze a vendor’s performance. View vendor
information for a selected item and set the primary vendor for one or more
storerooms using the Purchase Orders application.

Step

Action

Continuing from the previous exercise, click line 1 and then click

Vendor Analysis.

Result: The View Vendor Analysis dialog box opens.

tem [900810 ] |Lubricator &ssemely E]

P osEiter: gy S f # |
“endor Manufacturer tocel

ed-Z2of2

Catalog #

Total # Complete POs Last Price

. Download |

Last Order Date  Promised Lead Time (Days) Cort

I |

il
» [BEX | | [Ewnea | |an33s | |

[ 3.79) [1n3me | [

b HELWIG
4

379 11389 a
3
Set Primary Yendor

OK

Rel. 6.0
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Vendor Analysis continued

Viewing Vendor
Analysis

08/2005

continued

Step

Action

2

Click the View Detail button of the first row.

Result: The box expands to show the detail information for the first
vendor.

Item (300810 | Lubricatar Assembly 5]

i ocFilter - S % . | #w1-20f2% . Download
Wendor Manutacturer Model Cataloo & Taotal # Complete POs  Last Price Last Order Date  Promised Lead Time (Days) Cort
[ /[ /[ /[ | [
E=S I | [Ewi-a | [40338 ] | ] a7o| [1i3ma | C
P HELYWIG 373 113839 0
1 3
Details
Vendor [BEX Contract | | Total #CompletePos | |
Manufacturer Contract Type l:l Quantity Received l:l
Model Promised Lead Time (Days) QuantityReceived ¥TD | |

QuantityRejected | |
Quantity Rejected ¥TD ||
Percent Rejected l:l
Percent Rejected YTD ||

Last Delivery Time l:l
Average Delivery Time l:l
Percent on Time l:l

Catalog # 40333
Order Unit |EACH
Currency
Last Price 3.7

Last Order Date | 1/13/99

il

|_Set Primary Yendor

After viewing the information, click OK to close the View Vendor
Analysis box.

©2005, MRO Software, Inc.
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Setting a Primary Vendor

Setting a Primary  In the previous exercise you reviewed vendor analysis data. Now you can select

Vendor a primary vendor for the items and choose the storeroom(s) that will use that
% % primary vendor when ordering the items. You do this from the View Vendor
Analysis dialog box.
Step Action
1 Continuing from the previous exercise, click item 900810 and then

click the Vendor Analysis button.

Result: The View Vendor Analysis dialog box opens.
2 Click Set Primary Vendor.

Result: The Set Primary dialog box opens.

B Set Primary

?5 Choose the storerooms that will use the displayed vendor when ordering the displayed tem.

Kem [900S10

Description |Lubricatnr Agzembly | El
vendor
Description |Eex Prieumatic Systems | [E]
cFitter > iy ¢ 511 % & | ®1-1of1% » Download !
[] Storeroom Description Primary “endor  Manufacturer Model Catalog #
| || || || || || \
[] [cewtral | [central Storeroom | [BEX J | | [ EEEEE

OK | Cancel |

Note: Maximo presets the primary vendor of the item for the default
storeroom.

3 Select the vendor by clicking on the Select Row box, then click
OK.

Result: The dialog box closes and the screen returns to the PO Lines
tab.

4 Do the same for all line items to assign primary vendors for every
item.

5 Save your record.
D Note: Do not close your window.
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Changing the Status of a PO

Changing the When you create a purchase order, the status of the PO is set to Waiting on
Status of a PO Approval (WAPPR). After review by the approving officer, the PO status has
\/@ to be changed as it moves through its cycle.

Follow the steps below to change the status of a PO:

Step Action
1 Click the Change Status icon.
Result: The Change Status dialog box opens.

EE =:7:E\

PO 1073 |Cartnn llachine Replacement Parts | =
Status [VWAPPR |Wa'rting on Approvsl |
How Status

Status Date * |7H30511:19 am | &2

Memo | |

. 0K | | Cancel |

2 Change the status to Approved.

Click OK.

Result: The PO has an APPR status.

Note that most of the fields are read-only (gray).

4 Save your record.

continued on next page
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Changing the Status of a PO continued

Changing the
Status of
Multiple POs

D

Rel. 6.0

You can change the status of multiple POs at the same time.

Follow the steps below to change the status of multiple POs:

Step

Action

In the Purchase Orders application, click the List tab with the
appropriate Filter applied to display all available PO records.

On the Status filter field, enter WAPPR to filter for all PO records

with Waiting on Approval status.
Result: Your screen should look similar to the graphic below.

m Purchase Orders ) Bulitine: (2)

~| Find: 1078 | #h  [Select Action

] (&

I st |_ro PO Lines Ship To /il To Terms and Conditions

Advanced Search © Save Query - Bookmarks

| Fitter - #h 0 0 b 1 e 114014  Domnlead |
EQ Description. Stalus Follow-up Date Company Total Cost Site
I | [ | [warem £ I ‘ ] |
10000 Standard Hotebook Computers WAPPR DELL. 30,000.00 MCLEAH
1005 Electrical Supplies WAPPR GCE 43875 EECFORD
1015 Request for Tuking WAPPR 41.00 EEDFORD
103 window and installation for office building WWAPPR s 489.20 EECFORD
3000 My Notebocks WAPPR CELL 12,000.00 EECFORD
20001 Configured Desiops WAPPR 30,000.00 MCLEAN
1001 Acme Laptop Computers WWAPPR BEX 784470 MCLEAN
1056 WAPPR 000 MCLEAN
1067, WAPPR ELECTRON 000 EEDFORD
2000 Pump Seal & Shatt WAPPR TASC 000 EECFORD
1073 Purchase Contract with ATl WAPPR ATl 127680 EECFORD
1074 Landscape Services WAPPR we 403750 EEDFORD
1075 tems needed for WO 1008 WAPPR GsT 4083 EECFORD
1075 WAPPR TASC 365.00 EECFORD
[ Select Records

Click the Change Status icon. (You can also use the Change
Status action from the Select Action menu.)

Result: The Change Status dialog box opens.

continued on next page
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Changing the Status of a PO continued

Changing the
Status of
Multiple POs

08/2005

continued

Step

Action

4 Change the Status to In Progress and click OK.

Result: Maximo displays a notice similar to the following example.

PO 10000 status changed to INPRG.

PO 1005 status changed to INPRG.

FO 1015 status changed to INPRG.

Could nat changs PO 1013 status to INFRG.

Furchase order ling 2 has a GL debit account that is not fully specified.
FO 3000 status changed to INPRG.

Could not change PO 20001 status to INPRG.

A wendor must be specified to approve this purchase order,

Could not change PO 1001 status to INPRG.

Furchase order cannot be approved. Ling 1 contains a work order that
is either closed, canceled, or waiting on approval.

Could not change PO 1056 status to INPRG.

A wendor must be specified to approve this purchase order.

FO 1067 status changed to INFRG.

FO 2000 status changed to INPRG.

Could not change PO 1073 status to INPRG .

P rannat he annrnwved Tha coct af the releace PN avreade the

Cloze |

5 Click Close.

©2005, MRO Software, Inc.

Rel. 6.0



PURCHASE ORDERS 9-19

Creating a Change Order

Creating a A change order is created when you want to change information, such as
Change Order quantity or vendor, on a PO that has already been approved or printed. The
\/@ PO must be a standard PO with a status of Approved (APPR) or In Progress

(INPRG). No line items should have been shipped or received.

When you create a change order, Maximo duplicates the PO and changes the
status of the original PO to Canceled. You will no longer be able to modify
the original PO.

Step Action

1 In the Purchase Orders application, display the PO you created
earlier in this chapter.

2 From the Select Actions menu, select Create Change Order.

Result: The Create Change Order dialog box opens.

B Creste Change Order =87

%3 Enter a purchaze order number or generate one by clicking
Avtonumber. Click QK to creste & Change Order.

PO I:l Cartan Machine Replacement Parts |

. Autonumber | | OK | | Cancel

continued on next page
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Creating a Change Order continued

Create a Change
Order

08/2005

continued

Step

Action

3 Click Autonumber to assign a PO number, then click OK.

Result: Maximo displays a new PO record with a status of Waiting
on Approval.

|D;| Purchase Orders

v| Find: 1078

P Buletins: () A GoTo

PO 107§ status changed to CAN.

DEE I

Company
Address

City
State/Province
ZIPPostal Code
Contact
Customer #

Phone

Contract Reference
Contract Type
Contract Revision

Receipts

Release #

BEH | &

[Bex Preumatic Systems

a

B06-C NORTH CENTRAL AVE

HARRISON CITY

Pa

15638

PETER SCHAFER

100-345¢
(412) 555-5408

Internal?

Storeroom

Storeroom Site

Freight Terms

Payment Terms

Ship Via
FOB Point

o
I
a;

S

2%-10 net 30

UPS-GR
HARRISOM CIT'

Pay Tax to Vendor ?
Pay on Receipt? [ |

Inspection Required?

]

List PO FO Lines Ship To {Bil To Terms and Conditions
po [107a | |carton Machine Replacemert Parts |2 site [EEDFORD | Status [ WAPFR Attachments &
Type [cHG StatusDate 3051200 AM | & Pretax Total 5084
Original PO [1078 Ordered Date [7/1305 1200 A1 | & Total Tax 366
Buyer Company Required Date E Total Cast 64.50
Buyer Follow-up Date =] Currency * |USD P
priority " | 8 vendorDate | | Total Base Cast 64.50

Save your record.

Write the new PO number here:

Click on the PO Lines tab.

Delete PO lines 6 and 9 by clicking the Mark Row for Delete icon.

Save your record.

X[ ]| N

Approve the PO.

©2005, MRO Software, Inc.
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Chapter Summary

Introduction

Creating
Purchase Orders

Copying PR Line
Items to POs

Use the Purchase Orders application to create purchase orders. A purchase
order (PO) is an authorized order from a purchasing agent or department to
an internal supplier or external vendor.

You can create POs in three ways:

e Directly from the Purchase Orders application
e From purchase requisitions (PRs)

e From requests for quotations (RFQs)

You also use this application to create change orders.

A purchase order can list items or services for one vendor or supplier only.
You can combine multiple purchase requisitions for the same vendor on a
single PO.

You can copy PR line items to a PO using the Copy PR Line Items dialog
box in the Purchase Orders application.

If you have access to multiple sites, you can use the dialog box to combine
PRs from multiple sites into a single PO.

Rel. 6.0

continued on next page
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Chapter Summary continued

Selecting Iltems
for Vendors List

Vendor Analysis

Setting Primary
Vendor

08/2005

In certain purchasing and contract applications, when entering a line item for
a specific vendor, you can use the Vendor Items dialog box to select items
supplied by that vendor. The Vendor Items dialog box is accessible from
several applications.

Maximo allows you to analyze a vendor’s performance. In the Purchase
Orders application, you can view vendor information for a selected item and
set the primary vendor for one or more storerooms.

When you review vendor analysis data, you can select a primary vendor for
an item and choose the storeroom(s) that will use the primary vendor when
ordering an item. You do this from the View Vendor Analysis dialog box.

©2005, MRO Software, Inc. Rel. 6.0
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Workshop

Workshop Scenario: In this exercise we will create a new PO for some pumps.

Exercise

i~

=]

Step

Action

Create a new PO.

Enter the following information for your new PO:

Field Value

Description Order new pumps
Company WB

Enter the following line on the PO:

Field Value

Item PUMP100
Quantity 3

Order Unit EACH

Unit Cost 1250

GL Debit Account 6220-200-300
Commodity Group 40151500
Commodity Code 40151503

Approve the PO.

Create a change PO. Change the Quantity from 3 to 5.

Approve the PO.

Rel. 6.0
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In This Chapter This chapter contains the following topics:

Topic See Page
Chapter Overview 10-1
Overview of the Receiving Application 10-3
Receiving Materials 10-5
Receiving a Service 10-8
Inspection Statuses 10-11
Receiving Materials to Be Inspected 10-14
Completing Receipts for Less than the Ordered Quantity 10-17
Chapter Summary 10-20
Workshop 10-22
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Chapter Overview

Introduction When vendors ship materials to your company, you need to be able to record
their receipt in the database.

Chapter Focus This chapter focuses on recording the receipt of materials and services

against your purchase orders using the Receiving application from the
Purchasing module.

Learning When you have completed this chapter, you should be able to:

Objectives . .
e receive materials,

e approve a receipt for which inspection is required,

e receive a service,

e receive partial shipments, and

o transfer materials for receipt against an internal purchase order (PO).

continued on next page
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Chapter Overview continued

We Are Here: Services are rendered and materials are received using the Receiving
Product application. If applicable, inspections are performed; if necessary, returns are
Rece_ived and/or made. Ordered items are moved to storerooms, work locations, recipients,
Services and so forth.

Rendered

PO (manual)

Reorder
Purchase Purchase Order/ Vendor/Supplier
Requisition PO Release receives order | |
______ Generation
Desktop
Requisition v
{ Request
i. Quotation
\ e \
| Services
1
Contract £ Storerooms, { Product/ rendered
Work order, |- \ Services
Recipient N\ Received (| Products |
shipped |
- .. Invoice returns
Seeccccncans cced) e .
Reconciliation

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Overview of the Receiving Application

Revisiting the
Receiving
Application

Definition:
Receipt

Two Types of
Receipts in
Maximo

Rel. 6.0

You use the Receiving application to receive materials and services from
purchase orders. You can search for and receive existing PO line items from
the Select Ordered Items and the Select Ordered Services pages, accessible
from the Material Receipts and Service Receipts tabs, or you can manually
enter received items on the Receipts tabs.

Recenving @ Bulleting: (2) GoTo ieports Start Cerder — £=Profle > Sign Out

| v‘ Find:l ‘[Iﬁ ‘SB|BC[Ad\UH v| A2 la el | Repons @

List Material Receipts ] Service Receipts

PO |11UU ‘ & ‘Saﬂware and Installation Services ‘ E

Company [1WB | [hte & Bagley [E Pretax Total 180000 Receipts [NONE
Attention [SMTH | [Foland Smith IE Received Cost Ordered Date [47105 558 Ph
Attachments &
P AR I ©) Dawnload | | o
PO Ling ttem Description Quiantity Order Unit Type Inzp. Status Actual Date:

Mo rowes to display...

|_Select tems for Return | | Select Ordered fems | | Hew Row |

A receipt is a type of transaction in Maximo that indicates that a vendor has
delivered materials or performed a service. A receipt transaction affects more
than one application in Maximo.

For example, a standard receipt of material for a storeroom affects the PO
that called for the order of the material in the Purchase Orders application,
and the item balances in the Inventory application.

In Maximo there are two kinds of receipts:

e Material receipts refer to data associated with items used for work done on
site by your company’s employees, such as quantities and lot numbers.
When inventory items are received against a PO, the quantities in
inventory are updated, and an inventory transaction is generated.

e Service receipts refer to data associated with any service provided by a
vendor or contractor, such as asset repairs. The service can be performed
on site or off site. You specify service purchases in terms of a quantity and
a unit cost, or as a single lump-sum amount.

continued on next page
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Overview of the Receiving Application continued

Tabs and The Receiving application has the following tabs.
Functions
Use this tab... To...
List Search for receipt records.
Material Receipts Record receipt of any materials, including stocked items, special
order items, and material for direct issue to a work order.
Service Receipts Record the receipt of any services ordered on a PO.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Receiving Materials

Selecting
Ordered Items

Partial Receipts

Receiving a
Partial Shipment

If you want to select ordered items, check the box for each receipt you want
to approve, or check the box in the table header to select all of the receipts.

Sometimes a vendor sends only a partial shipment of the materials on a PO.
We therefore need to be able to record partial receipts.

After a partial shipment of materials from a vendor, two things can happen:

e You receive the balance of materials at a later date to complete the
shipment.

¢ You do not expect to receive the balance from the vendor and want to
indicate that the receipts are complete, although the received quantity is
less than the ordered quantity.

To receive a partial shipment of materials, you follow the same steps as when
you receive a complete shipment, with two exceptions:

e On the Select Ordered Items page, choose only those lines for which you
have received items.

e Before saving the receipt record, change the quantities on the Material
Receipts tab to the amount actually received.

Rel. 6.0

continued on next page
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Receiving Materials continued

Receiving You use the Material Receipts tab to enter information about items received
Material on an approved PO. You can copy all the PO line items to the Material
\/@ i Receipts table window if the entire order has been received, or you can enter
partial receipts.
The first step is to input item lines for receipts into the record. You can
accomplish this using the New Row button or the Selected Ordered Items
button. In this exercise, we will use the Select Ordered Items button.
Step Action
1 In the Receiving application, retrieve the change order PO you
created for carton machine replacement parts on page 9-20.
Result: Your screen should look similar to the screen below.
Receiving @ Bulletine: (2) A GoTo F:.:-y:-mz; _Vn-‘zxan w:emeé I.F‘r'c%\-:- ¥ "Elg.n‘:ll.n .? l:lil':\é
[ ~| Find: [1079 |#h  [Select Action vid @@ | | Repons [
List Material Receipts | Servioe Receipls
po [1078 d Carton Machine Reglacemet Farts a Site |BEDFORD: PoStatus [#PPR |
Company |BEX Bex Prevmatic Systems E] Pretax Total 60.64 Receipts [NONE |
Attention a Received Cost 000 Ordered Date @
2 Click Select Ordered Items.
Result: The Select Ordered Items dialog box opens.
3 Click to select the check boxes next to line items 1-8 for the Central
storeroom.
4 Click OK.
Result: All PO lines are copied into the Material Receipts pane.
5 Save the record.
Result: Because we received only some of the ordered items, the
Receipts status is PARTIAL.
D Note: If you didn’t receive the entire quantity of an item, before
saving the receipt record, you would change the quantities on the
Material Receipts tab to the amount actually received.

08/2005

continued on next page
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Receiving Materials continued

Receiving the
Balance

Completing
Partial Receipts

D

Rel. 6.0

When you receive a partial shipment, you might receive the balance of the
order later.

The process for this is similar to the process for receiving all of the materials

you ordered.

Scenario: The PO in the previous exercise has been partially received. The rest

of the items have now arrived and they are in complete order.

Follow the steps below to complete the receipt.

10-7

Step Action
1 Continuing from the previous exercise, click Select Ordered Items.
Result: The Select Ordered Items dialog box opens.
[] POLine tem : 'Defsciwm;nrgu's‘ Packing Slip To Storeroom Guartity Due  Guanty O’rdi::;“}::uiie %
[ 10 G22713 Bracket- Carton Machine 100/ 1.00 .
n 4-2100  Washer, 14210 1.00 1.00
1z 800810 Lubricator Assembly 1.00 100
_OK ) [ cancel )
2 Select all the remaining items listed and then click OK.
Result: The dialog box closes and the screen returns to the Material
Receipts tab.
3 Save your record.

Result: The status of your receipts is now COMPLETE.

©2005, MRO Software, Inc. 08/2005
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Receiving a Service

Introduction

Selecting
Ordered
Services

Note

08/2005

B

It is a best practice to invoice a service because you cannot have a variance
on a service after it is received. However, if your company wants to receive
services through the Receiving application, we will explore how this is done
here.

You indicate the receipt of a service on a PO in the same way that you
indicate the receipt of material. A service, however, always requires
approval. Generally, this is done after the service has been inspected and
deemed satisfactory.

You use the Select Ordered Services dialog box to select total or partial
receipts on a PO. Maximo copies the selected services to the Service Receipts
table.

If you want to return/reject services, you must create a negative receipt line
on the Service Receipts tab. To do this, click New Row and then enter the
receipt line with a negative quantity. You can then enter a value in the
Rejected Code field to explain the reason for the return/reject.

For example, say you receive a total of six services but two of them are
unsatisfactory. Receive all six via the Select Orders Services dialog box.
Then click New Row and enter a new receipt line, this time with a Quantity
of negative two (-2), and the appropriate reason in the Rejected Code field.

continued on next page
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Receiving a Service continued

Receiving a Scenario: We will receive the services done for the landscaping.
Service

B

Step Action

1 First we have to create a PO with a status of In Progress to be used
for this exercise. Go to the Purchase Orders application and
retrieve the PO you created on page 7-23, for landscape services.

Result: Your screen should look similar to the graphic below.

= Purchase Orders
2]

[ ~| Find: | |#h  [Select Action v B A 2la @It | Repors 5] [

List PO PO Lines Ship Ta /il To Terms and Condions
Po 1081 |8 site [pEDFORD | Status  [VWAPFR Attachments &
Type [STD E Status Dete  [7ABM5 1200 AW | & Pretax Total 3,600.00
Original PO " Ordered Date 71505 1200 AW | Total Tax 23750
Buyer Company L Required Date E Total Cost 4,037.50
Buyer £ Follow-up Date @ Curreney * |USD

;
priority * [ 3| VendorDate | | @ Total Base Cost 4,057 80
Receipts [NONE
ContractReference | |~
Contract Type | |
Contract Revision ||
Release# | |

Company [WB | # [white & Bagiey ] Internal? [
Address 3004 CAMERON ROAD Storeroom | |7
city [AUSTIN storeroomsite | |
State/Province [TX Freight Terms &l
ZIPPostal Code  [76753 Payment Terms [2/10 ET 30
Contact [JONWATERSON £ Ship ¥ia [UPS-GR
Customer # [c303343 FOB Point [AUSTIN, TX
Phone Pay Tax to Vendor?

Pay on Receipt? [ |
Inspection Required? [ |

2 Click on the PO Lines tab, then click the View Details icon for
item 2. Check the Inspection Required? check box.

3 Change the status of your PO to In Progress and then save your
record.

continued on next page
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Receiving a Service continued

Receiving a
Service

B

continued

Scenario: You have inspected the landscape services and have found
everything satisfactory. You are now going to receive the service into
Maximo with the Materials Receipts application.

Step Action
4 Go to the Receiving application. Search for and select the PO from
step 1.
5 Click on the Service Receipts tab and then click Select Ordered
Services.

Result: The Select Ordered Services dialog box opens.

| 4% 11061
[] POLine tem Description Cuaritity Due Quantity Ordered Line Cost Due Line Cost Ordered Invoice

O 2 Landscaping Labor 16.00| 800.00 800.00 |

4 3

. Downlosd

Remarks

oK ) | Cancel )

6 Check the Select Record box to select the item and then click OK.

Result: The item line is copied into the Service Receipts pane.

7 Save your record.

On the Select Action menu, choose Change Inspection Status.
Result: The Change Inspection Status dialog box opens.

9 Click on the Service Receipts tab.
10 Check the Select Record box for the service and then click OK.
Result: The Inspection Status is now Complete.

Recening

[ ~| Fing: |

List Material Receipts

| @ [Select Action vl 2 la @l | Reports [

Service Receipts |

PO |1081

Landiscaps Services

Company A8

Wihite & Bagley

Attention | SMITHERS

JLlie Smithers

Site
Pretax Total
Received Cost

BEDFORD

3,800.00

3,800.00

PO Status
Receipts
Ordered Date

INPRG
COMPLETE
78005 12:00 AM

Attachments &

© o Fitter - §h D1 v v e 1-dofd
PO Line  Descrigtion Guartity

» L Labor @ |

Received B otk Orcler

[waLzon

Tuse Date
16.00| |RECEPT | [rnems12o0am |

|_Select Ordered Serd

08/2005 ©2005, MRO Software, Inc. Rel. 6.0
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Inspection Statuses

Introduction When an inspection is required upon receipt of an item or service, the
statuses described in this section tell you where the line item is in the
inspection process. You can change an item’s inspection status via the
Change Inspection Status dialog box.

Inspection The following table describes the line item inspection statuses.

Statuses

This status...

Indicates that...

Waiting for Inspection
(WINSP)

The line item is in the process of being received, but has not
yet been entered into inventory. The line item is currently in
a holding location, where it will stay until an inspection is
completed. When an inspection has been completed, the
line item will go to either WASSET or COMP status,
depending on whether or not it is a rotating item.

Waiting for Serialization
(WASSET)

The line item is a rotating item that is awaiting serialization
(waiting to have an asset number assigned to it). If the line
item requires inspection, the inspection has already taken
place if its status is WASSET. The item is still in the
holding location, and has not yet been sent to its appropriate
storeroom or direct-issue location. After the item has been
serialized via the Receive Rotating Items dialog box, its
status will be COMP.

Complete (COMP)

The line item has been received and, if necessary, inspected
and/or serialized. When Maximo changes the status of the
line item to COMP, it also creates a transfer transaction,
which transfers the item to its appropriate storeroom or
direct-issue location. If the line item is not rotating and does
not require inspection, the status goes directly to COMP
upon receipt.

Rel. 6.0

continued on next page
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Inspection Statuses continued

Changing the
Inspection
Status

ol

to Complete.

=]

Scenario: Normally the materials need inspection before they are issued to the
storeroom. Thus they are received first in a receiving area, where they will be
inspected. As the receiving area supervisor, you have inspected the items and
found everything to be satisfactory. You will now change the inspection status

Step

Action

In the Receiving application, retrieve PO 1066.

Note: If you are in a shared-database environment, you will need to

duplicate this PO first.

Click Select Ordered Items.

Result: The Select Ordered Items dialog box opens.

B Select Ordered tems

storeroom [ ]/

Lk w1400
FOLine tem Desscription
PUMP100 Centrifugal Pump 100 GPM, 60 FT-HD
20778 Housing- Certrifugal Pump
11241 Cortactor, Reneval kit
MOTI0  Motor- 10hpdt 7S0rpm/TEFC/254T Frame/dd0

Packing Slip

CEMTRAL

@ e A

]
O
]
]
]
4

Tao Storeroom  Quartity Due Quartity Ordered Invoice

. Download | .

200 200
100 100

500 500

oK ) | Cancel |

Select all the items and then click OK.

Result: The item line is copied to the Material Receipts pane.

Note: Notice all of the inspection statuses.

Save your record.

08/2005
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Inspection Statuses continued

Changing the continued
Inspection

Status

Step

Action

Result: The Change Inspection status dialog box opens.

5 From the Select Action menu, choose Change Inspection Status.

Material Receipls

Service Receipls

i Fiter: b : 23 i % 4 |
tem

“1-zofE e

[] POLine Inspected Gty
O |PUmP100 300
] 4 20776 2.00
O 5 11241 1.00

Guartity Accepted

200
1.00

Reject Quartity
0.00
0.00

 Download |

Reject Code

L |

OK |

Cancel |

Note: Only three items with the status of WINSP appear because the
other item on this PO has a status of WASSET.

6 Check the Select All Records box and then click OK.

Result: A new row appears on the Material Receipts pane indicating
that PO line items 4 and 5 are inspected and transferred to the
storeroom. Line items 1 and 6 are still awaiting asset numbers.

| oFilter: g | k. i *1.BofEF  Download |
POLine tem Desetiption Quartity Order Unit Type Insp. Status Actusl Dete
b [ ) [PumPrion |~ [Centrifugsl Pump 100 GPM, 60 FT-HD IE 3.00] [E4cH |#  |recerT | jwasser | [rasmsizooaM et @
» 4 20778 * Housing- Certrifugal Pump E] 200 EACH RECEPT COMP THSINS 12:00 AM a
» 4 20778 Housing- Certrifugal Pumg S| 200 EACH TRANSFER COMP TH 505 12:00 AM fﬂ
» S 124 Contactar, Renewal Kit = 1.00 EACH RECEIFT COMP THSI0512:00 AM Tj
» 5 1124 Contactor, Renevval Kit =] 100 EACH TRANSFER COMP TH 505 12:00 AM fﬂ
» & MOT10 Motor- 1 Ohpi 7 S0rpmTEFC/234T Frame/dd0ys || S5.00 EACH RECEIFT WASSET THSI0512:00 AM '@
Select kems for Return | Select Ordered ftems | Hew Row |
Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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Receiving Materials to Be Inspected

Receiving In Maximo, each rotating item goes into Inventory with an item number and

Rotating Items is also tracked in the Assets application with an asset number.

with Inspection o o . .
P To enter line items for rotating items on the Material Receipts tab, use the

‘/@ Receive Rotating Items option from the Select Action menu. You can enter
asset identifiers for specific rotating assets, or automatically number all of the
rotating items.

Step Action

1 Continuing from the previous exercise, select Receive Rotating
Items from the Select Action menu.

Result: The Receive Rotating Items dialog box opens.

i 4, | *1-830f8% . Download |

Asset Description ftem Unit Cost GL Accourt Serial # _
| |centritugal Pump 100 GPM, 50 FT-HD | |PUMP100 | ae7.00) | J: &
Certrifugal Pump 100 GPM, 50 FT-HD PUMP1 00 457.00 E s
Centrifugal Pump 100 GPM, 50 FT-HD PUMP1 00 457.00 F &
Motor- 10k 7S0rpmiTEF Ci254T Frameiad0vis MOT10 12999 F s
Motor- 10hpA 7S0rpmiTEF C/254T Framesdd0yvis MOTI0 12999 E s
Motor- 10k 7S0rpmITEF Ci254T Framefad0uvis MOTI0 12099 F &
Motor- 10k 7S0rpmiTEF Ci254T Frameiad0vis MOT10 12999 F s
Motor- 10hpA 7S0rpmiTEF C/254T Framesdd0yvis MOTI0 12999 E s
]

Autorumber

OK | Cancel |

2 Enter 6100-400-200 in the GL Account field.

3 Click Autonumber to assign asset numbers to all of the items.

continued on next page
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Receiving Materials to Be Inspected continued

Receiving
Rotating Items
with Inspection

Rel. 6.0

continued
Step Action
4 Because pumps consist of subassemblies, we will apply the Item
Assembly Structure option to the first item on the list. Do this by
clicking the % icon on the right side of the row.
Result: The Item Assembly Structure dialog box opens.
s ‘yms—\ |
- O .
Description | Certrifugal Pumia 100 GP, 60 FT-HD 5]
Asset [2185 | |
Description | Certrifugal Pump 100 GPR, 60 FT-HD E
Vllrem ‘PUMP1DD |
I]Escrml::m" __PUMP1D§ p‘ I i :
Description | |
cFiter s i 0 S| 4 ¥ [ *4-dofi . Download |
Asset Description tem Description GL Account Rotating Suspense Account
|| IMotor- 10k 750rmmTEF CA254T Framesdnui] (MOT10 [Motor- 10hpA 750rpmiTEFC254T Frameradivil = | I P ]
Avtorumber Al |
5 Click Autonumber All to assign an asset number to the
subassembly, then click OK.
6 Repeat steps 4 and 5 for the remaining pumps.

©2005, MRO Software, Inc.

continued on next page
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Receiving Materials to Be Inspected continued

Receiving continued
Rotating Items
with Inspection

Step Action

7 When you have finished applying item assembly structures to all of
the pumps, click OK in the Receive Rotating Items dialog box.

Result: You are returned to the Material Receipts tab with the
inspection statuses changed to COMP.

Receiving

[ ~| Fing: | | i vliid @@ @ | Reports [5]
List Material Receipts | Service Receipls
PO [1066 . Supilies for Project 355508 5| Site |BEDFORD PO Status | APPR
Company [GCE Gardden City Elecirical Supply Co 5| Pretax Total 237435 Receipts [PARTIAL
Attention 5] Received Cost 242521 Ordered Date [11/204 1200 &M

Attachments &

D Fiter-#b 0 T ¢ . wd-8efB% . Download
POLine fem Description Guartity Order Unit Tupe Insp_ Stalus  Actusl Date:
» |Pumpion |4 |Centrifugal Pump 100 GPM, B0 FT-HD 18 | 300| [EacH |+ |recerT | leome | Fnsmstzooam &8 @
» 1 PUMPIOD Certrifugal Pump 100 GFM, B0 FT-HD El 300 EACH ~ TRANSFER  COMP TasmsizonaM  EY @
» 4 20778 * Housing- Centrifugal Pump El 200 EACH ' RECEPT COMP THSMSAZODAM  EL @
» 4 20778 Housing- Certrifugal Pump El 200 EACH ~ TRANSFER  COMP TasmsizonaM B @
» 5 11241 ¢ Contactor, Renewal Ki E] 100 EACH ~ RECEPT COMP TsmsizooaM BN @
» 5 11241 Cortactor, Renevral Kit El 100 EACH ~ TRANSFER  COMP EZELERP T R S |
» & MOTID “ Motor- 10 TEDNMTEFCA54T Frameidd0vs £ 500 EACH ~ RECEPT COMP THSMSiZODAM B @
» § MOTID © Motor- 10 TSORMTEF C/254T Frameianvr ] 500 EACH ~ TRANSFER  COMP TsmsizooaM D @
Select ftems for Retun ) |_Select Ordered ftems ) (_Hew Row )

8 Save your record.

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



RECEIVING 10-17

Completing Receipts for Less than the Ordered Quantity

Introduction Maximo allows you to indicate that PO lines are complete even though the
amount received is less than the amount ordered. This should be done when
you do not expect to receive the originally ordered quantities.

Completion of For a PO to be complete, all of the PO lines must be complete.

Receipts The PO Lines tab in the Purchase Orders application has a Receipts field,

which indicates whether the material or services for the PO line have been
received.

The value in the Receipts field of the Purchase Orders application correlates
to the Receipt Status field in the Receiving application.

e Before any receipts have been made, these fields indicate NONE.
e When some items have not been received, the fields indicate PARTIAL.

e When some items have not been received but the purchase order receipts
are manually complete, the fields indicate COMPLETE.

Manually To manually complete a PO line, you must go to the originating PO record in
Completing a the Purchase Orders application, select Complete Receipts, and work
PO Line through a number of steps.

The following exercise shows how to do this.

continued on next page
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Completing Receipts for Less than the Ordered Quantity continued

Completing For this exercise we will use the partially received Pump PO from the
Receipts for previous exercise.
IC_)?':IZ:: : n the Scenario: You have received 5 of the items ordered on PO 1023. However,
Quantity the vendor has notified you (the purchasing agent) that they could provide
only 5 out of the 10 items ordered in PO 1023. The item is discontinued, so
‘/@ they will not be able to fill the order in the future. Therefore, you need to
é\ complete the receipt for the 5 that you have received.
Step Action
1 In the Receiving application, search for and select PO 1023.
2 Click Select Ordered Items.
3 Select the item and click OK.
4 Click View Details.
5 Change the number in the Quantity field from 10.00 to 5.00.
6 Save the record.
7 Click the Detail Menu button next to the PO field and select Go to
Purchase Orders.
8 Choose Complete Receipts from the Select Action menu.

Result: The Complete Receipts page opens.

PURCHASING WITH MXES

| /Filter - gy : 21 | # & | ®1-10f1%  Download | 4 |
[] Line ftem Description anitity Guartity Received  Unit Cost Lime Cost
1] | | | | | | | | | | |
[} s84-L0 | [Lockwasher-1121n ] 1000] | soo| voo] | 0.00]

08/2005

continued on next page
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Completing Receipts for Less than the Ordered Quantity continued

Completing
Receipts for
Less than the
Ordered
Quantity

continued

Action
9 Select the line item and click OK.
Result: The dialog box returns to the PO tab screen.

Step

10 Save the record.

Result: The Receipts status is now COMPLETE.

|E Purchase Orders

[ ~| Find: | |#h [ vig & 2@ @ I8l | Repons [ [3]
List 23 PO Lines Ship To /6l To Terms and Condions
po 1023 ] [ |8 site [pEDFoRD | Status Attachments &
Type [STD Status Date 121201 1200 A0 | Pretax Total 000
Original PO Ordered Date [12201 1200 AM | i Total Tax 000
Buyer Company Required Date g Total Cost 000
Buyer Follow-up Date @ Currency [USD
Priority |0 VendorDate | | Total Base Cost 000
Receipts
Contract Referent ]
ContractType | |
Contract Revision | |
Release# | |
Company [KENNEDY | # [T Server Marketple 5] Internal? [7]
Address [100 Croshy Dr Storeroom | |/
city [Bedford StoreroomSite | |/
State/Province [WA Freight Terms El
ZIPPostal Code (01730 Payment Terms
Contact [Mariu Ship Via
Customer # | FOE Point
Phone [(518) 7352744 Pay Tax to Vendor?
Pay on Receipt? [ ]
Inspection Required? [

Receiving to the
Completed PO

Line

Note: If the vendor later ships the balance of a PO line item that you
indicated was complete, you can still receive the item against this PO.

You can record this receipt even if you have invoiced and closed the PO.

Rel. 6.0
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PURCHASING WITH MXES

Chapter Summary

Receiving
Materials

Receipts and
Other
Applications

Partial Receipts

Inspection of
Material
Receipts

Receiving a
Service

08/2005

You receive materials using the Material Receipts tab, and you use the
Select Ordered Items button to select from the list of items that you ordered
on the PO.

Receiving material on a PO affects other functions as follows:

e Ifyou order an item for a storeroom, the receipt of the item increases the
balance in the storeroom.

e Ifyou order the item for direct issue to a work order, the receipt records
the item as actual material used on the work order.

You change the quantity on a material receipt line to a smaller amount to
indicate a partial shipment.

You can receive the balance of the order at a later time, or you can indicate
that the PO line is complete if you do not expect to receive the balance from
the vendor.

If you mark a PO line as requiring inspection, the receipt does not affect other
applications until you approve it. To approve a receipt, select Approve
Material Receipts from the Select Action menu.

Record the receipt of a service on the Service Receipts tab.

A service always requires approval using the Approve Service Receipts
option from the Select Action menu.

continued on next page
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Chapter Summary continued

Service Receipts
in Labor
Reporting

Maximo allows maintenance employees to record the receipt of services in
the Labor Reporting application.

As a purchasing employee, you can view these receipts on the POs.

Internal Receipts An internal PO uses a storeroom as a vendor.
There are two methods of recording internal receipts:
® You can record the receipt using the Receiving application.

e You can use the Issues and Transfers application to transfer an item from

the storeroom that is the internal vendor on the PO to the storeroom
requesting the items.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005
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PURCHASING WITH MXES

Workshop

Introduction

Workshop
Exercise

B

08/2005

In this workshop you will practice creating a PO and receiving materials and
services.

You will need to complete the following steps before proceeding with the
workshop exercise.

Step

Action

Create a PO for vendor Thermo King with 3 line items:
e Jtem 11453 (quantity of 1)

e Rotating Item MOT10 (quantity of 2)

e Standard Service: Installation (8 hours)

All have a conversion factor of 1.

Check Inspection Required? for each line item.

Approve the PO.

Receive the item.

Receive the rotating item.

Receive the service.

N (N[ JWIN

Complete inspections.

©2005, MRO Software, Inc.
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This chapter contains the following topics:

Topic See Page

Chapter Overview 11-1
Introduction to the Basic Invoice Process 11-3
Overview of the Invoices Application 11-4
Performing a Three-Way Match and Copying 11-13
Received Items

Approving the Invoice 11-17
Invoice for Service 11-18
Distributing Costs 11-20
Closing the PO 11-23
Entering Multiple POs on an Invoice 11-24
Creating an Invoice with No PO 11-25
Returns 11-26
Chapter Summary 11-33
Workshop 11-35
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Chapter Overview

Introduction As a result of purchasing materials and services, your company receives
invoices from vendors.
Maximo allows you to enter vendor invoice information, match that
information against the purchase order (PO) and receipt of materials and
services, and then approve the invoice so it can be passed on to your accounts
payable system.

Chapter Focus This chapter focuses on using Maximo to process invoices for materials and
services that you have received.

Learning When you have completed this chapter, you should be able to:
Objectives e enter an invoice;

e copy line items from material receipts, service receipts, or POs;

e perform a three-way match;

o distribute the cost of a line item among various GL accounts;

e approve an invoice;

e close a PO from the Invoices application;

e state PO limits and invoice tolerances associated with approving invoices;
e enter multiple POs on an invoice; and

e create an invoice with multiple vendors.

continued on next page
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PURCHASING WITH MXES

Chapter Overview continued

We Are Here:
Invoice
Reconciliation

As a result of purchasing materials and services, your company receives
invoices from vendors. Maximo allows you to enter vendor invoice
information, match that information against the PO and receipt of materials

and services, and then approve the invoice so it can be passed on to your
accounts payable system.

This section focuses on using Maximo to process invoices for materials and
services that have been received. As a purchasing employee, you will receive
invoices from vendors for items and services that you have received.

PO (manual)
Reorder
Purchase Purchase Order/ .
o Vendor/S lier
Requisition PO Release receives cl)JrF()jF;rl feon
S il Generation
Desktop A
Requisition y
f Request
H Quotation
v v
[l Services
Contract \ Storerooms, Product/ rendered
Y Work order, = Services e —
N Recipient Received (| Products |__
[~ shipped
e ~eaan. InVOice returns
Tommemeee Reconciliation
08/2005
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Introduction to the Basic Invoice Process

Introduction

Basic Invoice
Process

Rel. 6.0

When your company receives an invoice from a vendor, you must check the
information on that invoice against the actual materials and/or services that
are on the PO.

You must enter and account for extra costs, and then you must approve the
invoice and forward it to accounts payable.

The basic invoice process consists of the following three steps. (Step 1 starts
the process, but your work in Maximo consists of steps 2 and 3.)

1. Receive the invoice from the vendor.
2. Enter the vendor invoice information.

3. Match the vendor invoice to the POs so that you can approve it and
route it to accounts payable.

Step 2 includes entering charges that might not have been on the PO, such as

shipping and handling charges.

Step 3 includes copying received materials and services to the Invoice Lines

tab.

©2005, MRO Software, Inc. 08/2005
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Overview of the Invoices Application

Invoices The Invoices application lets you record invoices, as well as debit and credit

Application notes from vendors, and match invoice details against purchase orders (POs)
and receipts. It also lets you create invoices for which there are no receipts.
Entering invoices in Maximo lets you match the invoice information against
POs and receipts of materials and services, so that the invoice can be
approved and routed to accounts payable.

Three Types The invoice you create in Maximo will be one of these invoice types:
of Invoices
Invoice Type Description
Single PO An invoice related to a single purchase order—you enter

information such as the invoice number, corresponding
PO number, any receipts recorded for the PO, and
information specific to the invoice.

Multi POs An invoice related to many purchase orders—you enter
general invoice data on the Invoice tab, then list the
related POs on the Invoice Lines tab.

No PO An invoice without a related purchase order—typically,
such an invoice represents a bill for which there is no
purchase requisition or purchase order. Invoice-specific
information is entered into the application.

continued on next page
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Overview of the Invoices Application continued

Invoice Statuses Changing statuses on invoices affects field functionality and access to various
action pages.
The invoice statuses are as follows:

Status Description
Approved This status is available only if the current invoice status is
(APPR) Entered, Waiting on Approval, or Hold. If you change the

status directly to Paid without approving the invoice first,
Maximo automatically validates the invoice for approval
criteria. An approved invoice is stored as a history record;
for invoices in history, you can change only the Check
Code, Check Number, and Paid fields.

Cancel This status is available only on the Change Status dialog
(CANCEL) box if the current invoice status is Entered, Waiting on
Approval, or Hold. You cannot cancel an approved
invoice. A canceled invoice is stored as a history record
and cannot be modified.

Invoice This is the default status when you create an invoice. A
Entered newly entered invoice has some fields filled in by default;
(ENTERED) some of these are read-only. An invoice with Entered
status can be edited. After the status of an invoice is
changed from Entered via the Change Status dialog box,
the Entered status is no longer available.

Hold (HOLD) | This status is available only if the current invoice status is
Entered or Waiting on Approval. You can change the
invoice status to Hold if the invoice should not be
approved or paid yet. For example, if you have received an
invoice but not yet received the items, or if there is a
discrepancy between the invoice and receipts, you can
place the invoice on Hold status. An invoice on hold can
be edited.

continued on next page
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Overview of the Invoices Application continued

Invoice Statuses continued

Status Description

Paid (PAID) This status is available only if the current invoice status is
Entered, Waiting on Approval, Approved, or Hold. If you
change the status directly to Paid without approving the

invoice first, Maximo automatically approves the invoice.
A paid invoice is stored as a history record and cannot be

modified.
Schedule This status indicates that the invoice is part of a payment
(SCHED) schedule, set up for a specific contract. Invoices with this

status can be created only from the Contracts applications.
A Scheduled invoice can be changed to any status except

Entered.
Waiting on This status is available only if the current invoice status is
Approval Entered or Hold. This status indicates that invoice
(WAPPR) information has been entered and is ready for review and

approval by the appropriate level of staff. An invoice
waiting for approval can be edited.

continued on next page
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Overview of the Invoices Application continued

Tabs and The following table describes the tabs in the Invoices application and their
Functions function.
Use this tab... To...
List Search for invoice records.
Invoice Enter general header information about the invoice. This includes an

optional description of the invoice, the status, and the PO number
and/or vendor (the remit-to company).

Invoice Lines Enter or view the line items for materials and services you have been
invoiced for. You can enter the line items manually, or use the Copy
PO Lines button.

Terms and Conditions | Associate new or existing terms with a purchase order.

continued on next page
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Overview of the Invoices Application continued

Fields on the There are several important fields on the Invoice tab. The table below
Invoice Tab describes these fields.
Field Description
Vendor Invoice |Indicates the number of the invoice that the vendor uses.
Status Displays the invoice’s status, which can be any of the
following:
e APPR (approved)

CANCEL (invoice has been canceled)
ENTERED (entered)

HOLD (hold for approval)

PAID (invoice has been paid)
WAPPR (waiting for approval)

PO Indicates the purchase order with line items that appear on
this invoice. The specified PO must have one of these status
settings:

e APPR (approved)

e CLOSE (closed)

e INPRG (in progress)

Note: You do not have to enter a PO number. In some cases,
a vendor’s invoice may reference more than one PO.

Type Indicates the type of document being entered:
e CREDIT (credit note)

e DEBIT (debit note)

¢ INVOICE (invoice—the default)

continued on next page
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Overview of the Invoices Application continued

The Invoice
Lines Tab

To Add or
Modify Materials

Materials Tab

To Allocate
Materials

Rel. 6.0

You use the Invoice Lines tab to enter or view the line items for materials
and services for which you have been invoiced. You can enter the line items
manually, or use the Copy PO Lines button. You can enter lines from a
single PO, or from multiple POs if the POs are for the same vendor.

This tab also contains cost and charge account information.

The Contract Reference field should be left blank before adding Materials
or Line Items to an invoice line. An established contract reference prohibits
adding of materials to invoices. Select the materials to be added from the
Copy PO Lines dialog box on the Invoice Lines tab.

This tab displays a subset of the line item data from the Receiving
application’s Material Receipts tab.

The Materials tab is on the Copy PO Lines page. Click the Copy PO Lines
button at the bottom of the Invoice Lines tab page. Maximo displays the
Copy PO Lines dialog box with the Materials tab in the middle.

| -Filter - 1 | % . | «1-150t28. Downisad |
Quartity Uninwoiced Guantty Unt Cost Currency Line Cost Uninwoiced Cost PO

2 1D x .030 In Wall 300 0.00 298.00 59400 0.00 1000
125 oo 1200 1200 -3.00 1000

B
1
2
“1ABINID x 030 In wall 100 100 20800 29800 208 00 1000 3
Self Aligning- 1 In I 200 zo0 11800 23800 238,00 1001 1
In 1D X030 In wall 025 a2 20800 7450 7450 1004 1
Ubing, Copper-1 I 1D X 030 In wall 025 a2 20800 7450 7450 1098 1
Self Aligning- 1 In 1D 100 100 15900  159.00 153.00 1830 1
1
1
4
1
1
1
1
2

a.
1, M

1, e Self Aligning- 1 In 1D 100 100 15300 153.00 158,00 2944
11453 Seal, Mex Self Aligning- 1 In 1D 100 100 16500 16500 165.00 B

12853 Impeller- 4-1/2 Inch Dia so00 s00 000 000 n3322
12853 Impeller- 4-1/2 Inch Dia 500 500 o000 .00 A3344
53-143 v-Bet- 172 In, 30 In Circumference 1200 1200 o000 0.00 23362
53-143 v-Bett- 172 In, 30 In Circumference 400 400 o000 0.00 52017
117041 Connecting Link - Repair 100 100 0.00 0.00 52017
117041 Connecting Link - Repair 1000 1000 000 000 52017

OK ) [ _Cencel )

After you make changes to an invoice, save the record changes. This allows
you to use Allocate Services from the Select Action menu to change the
allocation of materials to line numbers if the Prorate Service check box is
checked and if 'you want to allocate the materials manually rather than
allowing Maximo to equally allocate the costs of services to other invoice
lines.

continued on next page
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Overview of the Invoices Application continued

Approving an Before an invoice can be approved, Maximo verifies that it meets the
Invoice following conditions:

e [fthe invoice will be paid in foreign currency (as indicated in the
Currency field), there must be an active exchange rate for that currency (in
the Currency application) on the date of approval. If there is not, the
invoice cannot be approved. (If the exchange rate has changed since you
created the invoice, Maximo updates the Total Base Cost field upon
approval.)

e The prices on the invoice must fall within a specified range of the prices
on the purchase order (PO). Your system administrator can define the
amount by which the invoice price can vary from the PO price and still be
approved via the Limits and Tolerances tab in the Security Groups
application.

e Standard service costs added to the invoice (such as freight charges or
installation fees) must also fall within set limits (also set via the Limits
and Tolerances tab in the Security Groups application).

e Line items that must be received prior to invoice approval—that is, those
whose Receipt Required? check box on the Invoice Lines tab is
selected—are checked to ensure that the receipts have been entered into
Maximo.

Once these conditions are met, Maximo calculates any price differences

between the invoice and the PO. Price differences could be due to a change in

the active exchange rate, or a difference between what the vendor charged
and the original PO price, or both. Maximo handles price differences in one
of two ways:

e For issue-on-receipt items (items not purchased for inventory), the price
difference is always applied to the work order, location, equipment, or GL
account specified on the PO or Invoice Lines tab.

e For inventory items, the Average Cost field is updated.

continued on next page
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Overview of the Invoices Application continued

The Invoice Tab After you receive an invoice from a vendor, you need to enter the information
from the invoice into Maximo.

You begin this process on the Invoice tab.

Entering Scenario: Your company has purchased and received materials from Helwig.
Informat.ion on Now, Helwig has sent you an invoice for this purchase. Invoice 158 from
the Invoice Tab Helwig is for $1469.49. Use the following steps to complete the invoice

\/@ process.

5

D Note: If you are in a single-database environment, you will need to duplicate
the PO before completing the exercise.

Step Action

1 Open the Invoices application from the Purchasing module.
Result: The Invoices application opens.

2 Click New Invoice to create a new record, then enter the following
information:
Field Value
Description Invoice for Materials from Helwig
PO 1025

Record your invoice number here:

continued on next page
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Overview of the Invoices Application continued

Entering continued
Information on
the Invoice Tab

Step Action

3 Press the Tab key to move your cursor out of the PO field.
Result: The Invoice tab displays information from the selected PO.

Invoices @ Bulefins: (2)  # GoTo  In Reports — # StertCerter = & Profle > Signout — 7 Hel
0l
[ ~| Find: | | @  [select Action v @2 a 2 5t | Repons [ [3)
Lst | Inwoice | Invoicelines Terms and Consitions
Inuoice * 1052 | [invoice for Materials from Hebwig |5 site [pECFORD | Type * [INVOICE £ Status  [ENTERED

Attachments &

Original Invoice PO , ContractReference | |/  EnteredDate® [TABms1asem |
vendor Invoice Buyer [MAMKN | ContractType | | Invaice Date &
Approval # Receipts |COMPLETE Contract Reference Revision || Due Date )
Entered By * [WLSON Total Cost 1,469.49 Payment Schedule | | Paid Date @
Uninvoiced Total 1 488.49
Company  |[HELWIG | 2 Helwig Comparty Check # Pretax Total 000
Aodress |5O00 W, TOWER AVE ] Bank Total Tax 0.00
Contact [JAWES GRUNDIG | £ Bank Reference # Invoice Total 0.00
Payment Terms | 2F10 MET 30 Phone  |(#14) 555-2411 Cungm:y* usD -
CheckCode | |7 Pay Tax to Vendor? Total Base Cost 000

4 Enter 1469.49 in the Invoice Total field.

5 Save the record.
Result: Your Invoice tab should look similar to the one below.

& Invoices (@ Buletins: (2 2 Profile

[ v| Find: | | #h  |[select Action vl @l |2 la e | Repons 5 [3)
List | inwoice | Invoice Lines Terms and Ganditions
Invoice  [1052 ] [nvoice for Materials from Hehwig |8 site |[pEDFORD | Type [mvoicE | Status

Attachments &

Original Invice Po [1025 # ContractReference | |/  EnteredDate *[fnamsizonam | i
vendor Invaice Buyer |NARKN ContractType | | Invoice Date @
Approval # Receipts |[COMPLETE Contract Reference Revision || Due Date @
Entered By * [ILSON Total Cost 146999 Payment Schedule | |/ Paid Date @
Total 1,469.49
Company  HELWIG ‘ A Hehwig Company Check # Pretax Total 1,469.43
Address  [ES00W. TOWER AVE | Bank Tatal Tan 000
Contact [JAMES GRUNDIG | £ Bank Reference # Invoice Total 1,469.49
Payment Terms | 2/10 NET 30 Phone |(414) 555-2411 Currency #lusD +
CheckCode | |/ Pay Tax to Vendor? Total Base Cost 1,469.49
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Performing a Three-Way Match and Copying Received ltems

Three-Way A three-way match is a match of a line item on a purchase order, a receipt,
Match and an invoice. It is used when the Receipt Required? check box on the PO
line item is checked.

Basic Process The basic invoice process consists of four steps. Step 1 starts the process, but
for Invoice your work in Maximo consists of steps 2, 3, and 4.
Reconciliation 1. Receive the invoice from the vendor.

2. Create/enter the vendor invoice information into Maximo.

3. Match the vendor invoice to the POs so that it can be approved and
routed to accounts payable.

4. Approve the invoice and route it to accounts payable.

Performing a In this part of your work with the Helwig invoice, you will use the Copy PO
Three-Way Lines to Invoice dialog box to match the transactions on the PO to the
Matcr_l and invoice from Helwig.

Copying

This will be a three-way match of PO line item, PO materials receipt, and

Received Items ) ) ..
invoice line item.

W=

=]

Step Action

1 Continuing from the previous exercise, open the Invoice Lines tab
and click the Copy PO Lines button.
Result: The Copy PO Lines dialog box opens.

Note: Because the invoice amount matches the PO exactly, Maximo
D automatically performs the trial match and displays those lines in
the dialog box that match the PO.

continued on next page
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Performing a Three-Way Match and Copying Received Items continued

Performing a continued
Three-Way

Match and

Copying

Received Items

Step Action

2 Select all of the check boxes to the left of each of the listed items,
and then click OK.

Result: The Invoice Lines tab displays the added lines.

;) Imoices @ Bulinss2) P GoTo Lo Feporls — # StartCerter A Prafle X SnOut 7 Help
0
[ v] Fing: | | #h [setect Action vIE 21 @ @ 4 e | wekter Y| Reons [P [F
List invaiee | Invoice Lines | Tems end Coneltions
Invoice [1068 ] [invoice for Hetwigdnt |G| Pretax Total 137980 Type [NVOICE
Line Total 147880 Status [ENTERED
Invaice Total 146343 Site [BEDFORD.
| fifler @D 0 4, | 1.3013% ©/ Dawnioad | | -
e fem Description PO Cuarty uni Cast Tax Line Cost
» r-003t ’ [Eloow, Sireet- 1-1/8In X 20 Deg ] 1136 ’ 200 250) [ I sm| @
» 2 e 2 Grease 5l 3% 4 100 12480 811 12480 i
» 3 42w 2 Waster, 1121 5l 3% / s10.00 250 825 125000 o
(_Copy PO Lnes ) (_Disribute Costs ) _Hew Row

3 Save the invoice and click on the Invoice tab.

Result: The Pretax Total and Total Tax fields in the Costs frame on
the Invoice tab should add up to the amounts indicated on the PO
lines, similar to the following graphic.

[) Mmoices

|dh [seect action vl @ la sl | wertlow " | Rep

List Invoice | __Invoice. Lines Terms and Conditions
Invoice 1088 |E] Site [BEDFORD | Type [NVOICE £ Status [ENTERED
Attachments &
po [r38 »
Buyer [NANIN
Receipts [COMPLETE
wison Total Cost 14894
Uninvoiced Total
Company [FELWG 7 [Hetwig Company Cheek #
Address [B900W TOMER AVE Bank
Contact [JAMES GRLNDIG £ Bank Reference #
Payment Terms: [2100ET 30 Phone [(414)555.2611
Check Code: E Pay Taxto Vendor?

continued on next page
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Performing a Three-Way Match and Copying Received Items continued

Copy PO Lines In the previous exercise you used the Copy PO Lines dialog box to match
to the Invoice and copy received materials from the PO to the invoice. You also use this
Dialog Box dialog box to copy received services.

The associated tabs are described below.

This tab... Displays...
PO Lines All line items from the PO
Materials Materials that have been received
Services Services that have been received

continued on next page
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Performing a Three-Way Match and Copying Received Items continued

Matching Is for e You use the invoice matching process to match one invoice to one PO.

One PO Only e You cannot use the invoice matching process for multiple invoices or POs.

For One PO, If you have only one PO for an invoice, you can enter the amount of the

Enter Invoice invoice in the Pretax Total or Invoice Total field (whichever is applicable)

$o:a: or Pretax on the Invoice tab. Then you can use the invoice matching process to create
ota

the lines on the Invoice Lines tab.

In this example, you entered the total amount of the invoice in the Invoice
Total field on the Invoice tab. Later in this chapter, you will enter an invoice
amount for a service in the Pretax Total field on the invoice.

For Multiple If you have multiple POs for an invoice, leave the Pretax Total and Invoice
POs, Use Invoice  Total fields blank on the Invoeice tab, and use the Invoice Lines tab to create
Lines Tab the details of the invoice.
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Approving the Invoice

Introduction

Approving the
Invoice

D

Rel. 6.0

Now that you have created the invoice and copied the matching line items,
you need to approve it.

Approving an invoice is like approving a PR or PO. In this brief exercise,
follow these steps to approve the Helwig invoice.

Step Action

1 With your invoice from the previous exercise open, click the
Change Status icon.

2 Change the status to Approved and then click OK.
Result: Your screen should look similar to the screen below.

Invoices
0]
[ | Find:| | [selct acion VB @ 1A G | waw Y| s 3
i o Condiions
Il Ste [BEDFORD | Type [NYOICE £ Status [4PPR
Attachments &
Original Invoice po [i136 2 Contract Reference 2 EnteredDate [4E2051210AM | &
Vendor Invoice Buyer  [NANKIN Contract Type Invoice Date a
approval # [104 Receipts  [COMPLETE Contract Reference Revision Due Date @
Entered By [WILSON Total Cost 146949 Payment Schedule E Paid Date &
000
Uninvaiced Total Payment schede
Company [HELWG |4 [Helwig Company Check i Protas Total 1,379.60
Address  [S300W. TOWER AVE Bank: Total Tax 2889
Contact [JAVES GRUNDIG: E Bank Reference # Inuoice Total 1,468 4]
Payment Terms [2/1DNET 30 Phone [(414) 555-2411 Currency [USD
Check Code P Pay Tax to Vendor? Total Base Cost 1,463 4

Note: Optionally, if all receipts have been completed for this
D invoice and those receipts have been fully invoiced, then you could
close the PO by checking the Close PO box in the Status Change
dialog box.
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Invoice for Service

Introduction Dealing with an invoice for services is similar to dealing with an invoice for
materials.

To receive an invoice for a service, follow this simple three-step process:
1. Receive the invoice.

2. Enter information into Maximo.

3. Approve the invoice.

Entering In this exercise you will create an invoice on which you will enter
Information information from the vendor’s invoice. If you are in a single-database
environment, you will need to duplicate the PO and receive the items from
.
the duplicate PO.

=]

Step Action
1 In the Purchase Orders application, search for PO 1013.
2 Enter 6700-300-350 on the GL Debit Account for both items.
3 Save and approve your record.
4 Receive all the items.
5 Save the record.
6 Go to the Invoices application and create a new invoice for PO 1013.

continued on next page

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



INVOICES

11-19

Invoice for Service continued

Copying the PO
Line Item to the
Invoice

s

the Copy PO Lines page to the Invoice

Lines tab.

Now you need to copy the line item for the window installation service from

Step Action
1 With the invoice for the window installation open, display the
Invoice Lines tab, then click Copy PO Lines.
Result: The Copy PO Lines page opens.
2 Click on the Services tab of the Copy PO Lines page.
Result: The service receipt for the PO opens.
B8 Copy PO Lines
PO Lines Materisls | Services |
| o Filter > @ 0 S0 % b e d-defd . Download |
[] Description Guantity Uninvoiced Guantity Unit Cost Line Cost Uninvoiced CostPO PO Line
[ Installation of window pane 6.00 6.00 $0.00 480.00 450.00 10132
OK | Cancel |
3 Select the check box for the displayed service item (installation of
window), and then click OK.
Result: The line is copied to the Invoice Lines tab.
B Invoices (O Buletns=(2) P GoTo L Reports ~ # StartCenter & Profile SgnOw 2 Hep
[ v| Find: | | [setect Action v B 2@ @5 le | woiw Y| Rgors [F 3
List hvoice [ Invoice Lines | _Tetms and Concitions
Invoice [1071 ] [invoice far windo instalaiandt I Pretas Total 48000 Tye [WVOCE | S
| oFiter b D[ 4 ¥ L w1 qof% ©/ Download | | -
Line tem Description PO Quantty Unit Cost Tax Line Cost
» 2 [istalation of window pane El iEd 4 6] [ mm | wa [ e @
| CopyPO Lines | | Distrioide Costs | | Hew Row
4 Save the invoice record.
D Note: The next exercise begins at this point in the process, so keep
this window open.

Rel. 6.0 ©2005, MRO Software, Inc.

08/2005



11-20

PURCHASING WITH MXES

Distributing Costs

Introduction

When you need to charge a line item to more than one GL account, work

order, or location, you need to distribute its costs. For example, if your
department paid for a new laser printer that the packaging department will
also use, you can specify two GL accounts for the printer, one for each
department’s GL.

Distributing
Costs

B

e 50% to GL Debit Account 6220-200-300

In this exercise you will distribute the cost of the window inspection as
follows:

e 50% to GL Debit Account 6220-300-000

Step

Action

1

With the invoice for the window installation open, display the

Invoice Lines tab.

Click the View Details button to the left of the single line to display

its details.

Result: Maximo displays the details for the line.

[[) Imoices GoTo
[ v| Find: | |dh [select Action v @ 21@ @ 1Ge | vendow Y|

List Invaice [ invoice Lines |_Terms and Coneltions

Invoice 1071 ] [invoice for window nstaletoncint [} Pretax Total Type [NWOCE |

Line Total 0
Invgice Total

Status _ENTERED

| oFiber @D kb 4 Aoy

fem. Descrigtion I8 Quartity Unit Cost Tax

Line Cost

Line
[ —

| E] e 7 o T T T L |
Line ltem
Line Manufacturer 7
Line Type [SERVCE ]| Model 2 0
tem | 7 [instalalon of wiindow pane. 1@ Category ? O
Gondtion Code ¢ Catalog # o
Entered By * [WLSON Commodity Group Prorate Service? [ ]
Entered Date * (42205 1228M | Commadity Code
Quantity and Costs: Charge To Related Records
Quantity 6.0 Tax Code [NY34 pe storeroom [ |4 PO 7
order nit [HOLRS r Tax 1820 Work Order [1045 2 POLine
Issue Unit Loaded Cost 48010 Tesk [ |
Conersion Factor 100 Prorated Cost 000 Location [0FF103 »
Unit Cost 000 Contract Reference Asset 2
Line Cost 460,00 Contract Type GL Debit hecount [5220:300:350 | +
Contract Reference Revision || Ste [BEDFORD |

08/2005
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Distributing Costs continued

Distributing

Costs

11-21

continued

Step

3

Action

% To distribute the cost of the current invoics Ine to addtionsl accounts, click New Row. Click OK 1o Save and returm.
wem | | [eamEmoiwew s la Quantity
order unit [foURS Comersion Factor
Unit Cost 80.00 Line Cost 45000
L e tteft e . Downlosd | |
becertace oL Debt accourt i ot Lo cost
y [0 | T oo @000 7]
(HowRos
(oK) (Cance

Click Distribute Costs.

Result: Maximo displays the Distribute Costs page.

Click New Row.

Result: Maximo displays the details for a new percentage row.

=) the current inveice: ine to aciditionsl accour rts, Clitk Ok to save and retur,
em | ] nstaliion of window pane El Quantity
order unit [HOURS Gonversion Factor
Unit Cost 80,00 Line Cast 000
PLvierze29 " Downlosd | |
Percentage L ot Unk Cost Line Cost
» 5000 £220-300-350 + 80,00 24000 it
[—T P [ | [ wsom| @
Details
Percentage * ([EHE
Unit Cost 8000
Line Gost 45000
L Debit Account g
(ew Row
(LoK) (_Cancel

In the new Details section, enter 50 into the Percentage ficld and
6220-300-000 into the GL Debit Account field. Then click OK.
Result: The details for the percentage lines close.

continued on next page
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Distributing Costs continued

Distributing
Costs

continued

Step Action

7 Save the invoice record.

[ moices

Result: The Invoice Lines tab displays the line with a check mark in
the Distributed field, similar to the following graphic.

v] Find: @ B D 2@ @ e | woiion Y| Repons [ [
s vace [ Imuoice Lines |_Terms and Conclions
e 07| o for widow ettt Ja Preton Totl o [WOE ]
Line Total status
Invoice Total site
|oer b D L4 ¥l w1-tof1s ©/ Download | 1
Lhe  fem Desarption PO Quanty unt Gast T Line Cost
[ e B i 7 R T R T R T |
Line e
Line Manufacturer Regfit Required?
LineType [SERVCE ] Model argeto Store? [
¥em | 4 [ictoteionorwiow pare = T Distributed?
Condition Code 5 Catalog # Prorated? [
Enteredby* LN | Commodity Group : PNgle Service? [}
Entered Date * [4/22105 1:22 M [ ‘Commodity Code &
Quantity and Costs Charge To Related Records
Quantity TaxCode [NV34 r Storeroom » po [lr__ |#
order it [FOURS | 5 T [ 19 Work order [105_| # PO Line
wsueunt [ | LoadedGost | 4a0.00] Task [ |4
Conversion Factor 100 Prorated Cost 000 Location [OFF103 ¥
wnitcost | oom0] Contract Reference 1 Aoset P
Line Gost 45000 Gontract Type GL Debit Account (5220300350 |
Contract Reference Revision | | ste [BEDFORD_ | 5
Loseoduset [
(LGopyPOLnes ) (_Distrioute Gosts ) (_ew Row

Approve your invoice.

08/2005 ©2005, MRO Software, Inc.
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Closing the PO

Closing the PO A Closed PO status indicates that all of the PO’s line items have been
received. After a PO is closed, it is stored as a history record and cannot be
modified.

To close a PO from the Invoice line, click on the Change Status icon from

the toolbar. Change the status of your invoice line, and select the Close PO?
check box. Click OK to close the dialog box.

B Change Status

Invoice |[10G4 |3tnre replenizhing | El
Status  |ENTERED [Invice Entered |

Hew Status *

Status Date * |4125/05 4:55 P B

Memo |
Close PO?

| OK J | Cancel J
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Entering Multiple POs on an Invoice

Introduction

Entering Multiple
POs on an
Invoice

08/2005

The Invoices application is designed to help the user keep track of vendor
invoices upon receiving them. A single invoice can contain more than just
one PO, depending on its type. This section discusses how to enter more than
one PO on an invoice.

Multiple purchase orders (POs) and their line items can be entered on a single
invoice. For example, you might have used separate POs to order various
items from a vendor, and you received all the items in a single shipment with
a single invoice from the vendor.

In most cases, it is easiest to enter the vendor on the Invoice tab, and then use
Copy PO Lines on the Invoice Lines tab to copy lines from multiple POs for
that vendor.

Invoice lines for line items can also be entered from multiple POs manually.

©2005, MRO Software, Inc. Rel. 6.0
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Creating an Invoice with No PO

Introduction An invoice is a bill from a vendor for delivered products or services. Entering
invoices in Maximo lets you match the invoice information against purchase
orders and receipts of materials and services, so that the invoice can be
approved and routed to accounts payable.

Creating an Scenario: You have received an invoice in the amount of $95.09 for a postal
Invoice with service from FedEx. You have no PO for this bill.
No PO

To create an invoice without a PO associated with it, follow the steps below.

Step Action
1 In the Invoices application, click New Invoice. Enter the
following data:
Field Value
Description FEDEX invoice
Company FEDEX

Write your invoice number here:
2 Click the Invoice Lines tab.

Click New Row and enter the following data:
Field Value

Conversion Factor 1

GL Debit Account 6200-300-000

4 Save your record.

Result: You have now initiated an invoice record.

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



11-26

PURCHASING WITH MXES

Returns

Introduction

Creating a Credit
for Returned
Items

08/2005

You use the Issues and Transfers application to return items or tools. You
can return previously issued items to a storeroom; for example, if some of the
parts on a work order were unused. You cannot return rotating assets that
have been modified (moved or worked on) since their original issue. You can
also return items that do not have a previous issue transaction. There are
times when purchased materials are returned to a vendor for credit. This
section shows you how to handle this type of transaction in Maximo.

When the Pay on Receipt? check box has been selected for the originating
purchase order, a CREDIT invoice is automatically created when returning
PO items.

continued on next page
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Returns continued

Creating a Credit  Use the following steps to create a credit-type invoice for returned items.
for Returned

Items

s

Step Action

1 In the Receiving application, open the Material Receipts tab for
PO 1066. (If you are in a single-database environment, your
instructor will give you a different PO.)

Result: The Material Receipts tab displays the previously received
item for the purchase order

2 Click Select Items for Return.

Result: The Select Items for Return page opens.

3 Select the check box to the left of PUMP100 (this is the item to be
returned).

4 Change the Quantity to Return from 3.00 to 1.00, then click OK.

5 Click OK.
Result: The Material Receipts tab displays the return on another line
with a negative value in the Quantity column.

Receiving ® Buletins: (2) A GoTo
v Find: #h |Select Action v d @ la & || Repaits J

List Material Receipts | Service Receipts

Po [1086 . Supplies for Project 355508 a site |[BEDFORD PO Status  |[#PPR
Company [GCE Gardlen City Electrical Supply Co a Pretax Total 237435 Receipts |PARTIAL
Attention E] Received Cost 24252 Ordered Date [11/2104.12:00 Abt

Attachments &

PooFiter - @b 21 b | *1-ge8 %  Download |
PO Line frem Descrigtion Guartity Order Unt Type Insp. Stetus  Actual Date
3 [PUMF100 |4 |Centrifugal Pump 100 GPM, B0 FT-HD El 300] [EAcH |+ |recerT | [come | fnsmsizooam |2 @
b1 PUMPIOD ¢ Centrifugal Purp 100 GPM, 50 FT-HD a 300 EACH 4~ TRANSFER  COMP 7H5I0512:00 AM a
b s o0 * Housing- Centrifugal Pump a 200 EACH #  RECEFT coMp THSI0S 12200 AM a
b4 07E Housing- Centrifugal Pump a 200 EACH #  TRANSFER  COMP THS0512:00 AM a
b5 2w * Contactor, Renewal Ki a 100 EACH £ RECEPT comp wsos1zooaM B O
b5 2# ¢ Contactor, Renewal Ki a 100 EACH £ TRANSFER  COMP TH5I0512:00 AM i
b & MOTID * Motor- 10np/ TS0rpmITEFCL254T Framesdus: (2] 500 EACH & RECEPT comp THS5I0512:00 AN a
b6 MOTID C Motor 1 OMp/ 750K TEFC/254T Framesnss; [ 500 _EAcH L _TRANSFER ___ COMP 215105 12,00 A i ]
[ rowemo *_ Centrifugal Pumy 100 GPW, 50 FT-HD El 100 _EACH 4 RETURN COMP 6115105 5104 PM i |
Select fems for Refurn ) | Select Orderedtems ) Mew Row )
6 Save your receipt.

continued on next page
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Returns continued

Lump Sum Y ou might receive a lump sum credit from a vendor. To record this, create a
Credit credit-type invoice as you did in the case of the credit for returned items.
Recording a To record a lump sum credit, follow these steps.

Lump Sum

Credit

i~

Step Action
1 Open the Invoices application and create a new invoice
with the following information:
Field Value
Company ATI
PO [Leave blank]
Type CREDIT

Description Invoice Credit from ATI xx

2 Save the record.

Display the Invoice Lines tab, and then click New Row.

Result: Maximo displays the details for a new row, ready
for input.

continued on next page
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Returns continued

Recording a
Lump Sum
Credit

Rel. 6.0

continued
Step Action
4 Enter the following information:

Field Value
Description Lump Sum Credit
Line Cost 100

Tax 5

Note: Remember the Tax amount is
calculated and a required field, so a value

must appear here.
GL Debit Account 6100-400-000

Result: The detail for the new line should look similar to the

following graphic.

1 Lump Sum Crecit E]

Line 1
Line Type * [SERVICE v
Hem Lump Sum Credit E|
Condition Code
Entered By * [iLsON
Entered Date * (412505 2:02PM
Ouantity and Costs.

Quantity. 100 TaxCode [MA

Order Unit Tax 500

GL Debit Account [5100-400.000
site [BEDFORD

1.00 100,00

Copy POLines )

Distribute Costs ) | New Row )

5 Click the Close Details icon.
Result: The line details close.
6 Save the invoice record.

©2005, MRO Software, Inc.
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Returns continued

Recording a
Lump Sum
Credit

08/2005

continued
Step Action
7 Display the Invoice tab.

Result: The Costs section reflects the information that you entered
on the Invoice Lines tab.

Pretax Total 100.00
Total Tax 2.00
Invoice Total 1035.00

Currency * |USD
Total Base Cost 10:35.00

Approve the invoice.

continued on next page
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Returns continued

Debit-Type You might receive an invoice from a vendor to correct earlier prices. Record
Invoice these invoices as debit-type invoices.

Creating a Debit- Create a debit-type invoice just as you would a credit-type invoice: Create an
Type Invoice invoice, then change the value in the Type field on the Invoice tab to DEBIT.

continued on next page
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Returns continued

Creating a Debit-
Type Invoice

i~

08/2005

Follow these steps to create a debit-type invoice.

Step

Action

Open the Invoices application, create a new record, and enter some
descriptive information on the Invoice Description tab.

Leave the PO field blank.

In the Type field, enter DEBIT.

Save the invoice record.

(O, 1 N VS I\

Now enter this debit as a line item. Display the Invoice Lines tab,
and click New Row.

Enter a description, and then enter $100.00 in the Line Cost field.

Because this debit includes taxes, enter 5 in the Tax field.

Enter 6200-200-300 in the Debit GL Account field for this line.

O |0 | I |

Click Close Details and save your record.

[a—
S

Display the Invoice tab, then save and approve the invoice.
Result: Your invoice should look similar to the following graphic.

Invoice *[1ose | [pebt for Company TEaM [E] site [pEDFORD | Type * [peBT é Status [ENTERED

Atachments &

PO Contract Reference . Entered Date * [4725105 2.24 P &
Buyer Contract Type Invoice Date @
Receipts Contract Referenc Due Date @
Total Cost Payment Sch Paid Date @

Uninvoiced d Total

Company * &1 |- (Al T, e cheoks [

Addross [FMAPLE AVE o |

Payment Terms
[—

Check Code
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Chapter Summary

Basic Invoice
Process

Invoice Tab

Invoice Lines
Tab

Matching and
Copying PO
Lines

Approving the
Invoice

Invoice for
Service

Rel. 6.0

The basic invoice process consists of the following three steps:
1. Receive the invoice from the vendor.
2. Enter vendor invoice information.

3. Match the vendor invoice to the POs so that you can approve it and
route it to accounts payable.

You begin step 2 in the invoice process by entering information on the
Invoice tab.

Enter the vendor invoice number, a description of the invoice, a PO number
(if applicable), and a pretax total or an invoice total.

In step 3 of the invoice process, use the Invoice Lines tab to copy PO lines to
the invoice and add charges not on the PO, such as service charges.

You need to match the invoice to the PO (if applicable). Do so by using the
Copy PO Lines page.

After matching the lines, copy them to the Invoice Lines tab.

Finally, you need to approve the invoice.

Maximo will not allow you to approve an invoice that exceeds the tolerances
(limits) set by your system administrator.

Dealing with an invoice for services is similar to dealing with an invoice for
materials: you receive the invoice, enter the information, and approve the
invoice.

continued on next page
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Chapter Summary continued

Closing the PO A Closed PO status indicates that all of the PO’s line items have been

received. After a PO is closed, it is stored as a history record and cannot be
modified.

Entering Multiple  The Invoices application is designed to help the user keep track of vendor
POs on an invoices upon receiving them. A single invoice can contain more than just

Invoice one PO, depending on its type.
Creating an By entering company branches in Maximo, you can associate multiple
Invoice with company records with a parent record and use the parent company’s remit-to

Multiple Vendors i formation on an invoice.

Returns You use the Issues and Transfers application to return items or tools. You can
return previously issued items to a storeroom; for example, if some of the
parts on a work order were unused. You cannot return rotating assets that
have been modified (moved or worked on) since their original issue. You can
also return items that do not have a previous issue transaction. There are
times when purchased materials are returned to a vendor for credit.
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Workshop
Workshop In these exercises you will create a PO and deal with the receipts and invoice
Exercise 1 for the PO.

D

Step Action

1 Create a PO to order an impeller, rugs, tarps, and electrician’s
services from the A. W. Chesterton Company. Include costs for
each item and service.

Record the total cost for all the items and services:

2 Record the receipt of the materials and service.

Record the invoice you received from Chesterton. The invoice total
amount should be $50 more than your PO for freight charges.

4 Distribute the freight costs as follows:
10% to GL Account 6220-300-200
90% to location 6400-300-000

5 Save and approve the invoice. Look at the lines to see how Maximo
apportioned the variance.

6 Open the Purchase Orders application and review the PO.

continued on next page
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Workshop continued

Workshop This collection of problems will help familiarize you with using Maximo to
Exercise 2 deal with a variety of invoicing situations.

i~

Step Action

1 You have received a freight bill from DHL for the month of March.
The total is $68.25. Create an invoice for it, and distribute the costs
as follows:

40% to GL Account 6400-300-200

60% to 6400-300-000

2 Create a PO to ATI for 10 rolls of copper tubing, a seal, and 50
washers.

Create another PO to ATI for 40 rolls of copper tubing, a ventilator,
and gaskets. Both POs are for the construction of executive toilets.
Process the receipt of all of the copper tubing. Enter and approve an
invoice for the copper tubing.

3 Receive 50 washers from ATI. One week later, return 10. Then
create and approve an invoice for the receipt and a credit for the
return.

4 Create and approve an invoice that is a debit from the A.W.

Chesterton Company and approve an invoice for the receipt and a
credit for the return.

5 Redistribute the costs on the invoice for DHL as follows:
100% to GL Account 6400-300-200

08/2005 ©2005, MRO Software, Inc. Rel. 6.0



INVOICES 11-37

NOTES:

Rel. 6.0 ©2005, MRO Software, Inc. 08/2005



11-38 PURCHASING WITH MXES

NOTES:
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Student Feedback Form
Name: Instructor:
Class: Date:
Excel- | Very Good Fair Poor Very
lent Good Poor

1. The course structure and style was:
2. The course content was:
3. The workshops as a whole were:
4. The length of the course was :
5. Course organization was:
6. Relevance and usefulness of

course content was:
7. Opportunity for practicing what was

learned was:
8. Amount you learned in the class was:
9. The instructor’s effectiveness in

teaching the subject matter was:
10. Use of class time was:
11. Instructor’s use of examples and

illustrations was:
12. Instructor’s ability to answer student

questions was:
13. Instructor’s ability to present

alternative explanations when needed

was:
14. Tailoring of instruction to varying

student skill levels was:
15. Instructor demonstrations were:
16. Instructor’s ability to solve

unexpected problems was:
17. Which aspects of this course were most effective?
18. Which aspects of this course detracted from your learning?
19. What suggestions do you have for improving this course?
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