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DEFINITION
The Storeroom Inventory Replenishment Guide / Contract Purchase (PG) details step by step
instructions on how to procure materials to replenish Storeroom inventory against an annual contract in
Maximo.

LOGIN

The Head Stock Clerk or Designee performs this function.

To login to Maximo 7.5, please go to http://awms.lausd.net/maximo.

Enter your Single sign-on username and password and click on the Sign In button.

Tivoli.

Welcome to Maximo

User Name:
|dan ny-lu |

Password:
|.-.-.-- |

Sign In

Forgot Password?
New User? Register Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for
datails.

1. CREATE PURCHASE REQUISITION
START CENTER

When you first login, you will be taken to the Maximo Start Center.
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Under the Favorite Applications section, click on the Purchase Requisition application.
e

Favorite Applications # 5 X J
Work Order Tracking

Labor Reporting

View Reguizition
Purchase Requisitions -
Request for Quotations

Purchase Orders

PURCHASE REQUISITION HOME

You will then be taken to the Purchase Requisition home screen; in this screen, where you can search
for existing Purchase Requisition records.

FEha5e Roguisons.

e 6 = e e - YL

tnt | M | PRunes | SapTo/BaTo | Teomssns Cosdtens | - Speccwton

2 Advanced Sewrch > [ saveduery + ] Doskmares
Pre | w Fae O} i~ o-sed " -
BR hﬂm - Sten Lompeny Brosiy Seovesies Due Toipi Cout S6g
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NEW PURCHASE REQUISITION

Click on the @ icon to create a new Purchase Requisition.
Purchase Requisitions

I~ Fingt| O, = [select Action [~ & i BIEA g

" o 1 T 1
List || FR H PR Lines || Ship To / Bill To || Terms and Conditions. “ Specifications I

A new Purchase Requisition number will auto generate.

'~ | Fing: (€ v |select Action R R e aiteia @g

List || FR || PR Lines ii Ship To/ Bill To li Termz and Conditions |i Specifications |

*PR: | 169967 _ = Req Type: @,

In the Description field, use the following naming convention: Storeroom name (comma) Inventory
Replenishment (i.e. STORES-1, Inventory Replenishment).

If you would like to add an additional comment to the Description field, separate the additional
comment from the naming convention by a comma, and type your additional comment directly into the
Description field (i.e., STORES-1, Inventory Replenishment, Ballast).
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Click on the Long Description &J icon to add any special instructions for the PR. Type ‘Special
Instructions’ and all the text that follows will print in the Special Instructions section of the Quote

Sheet.

'~ | Fing: (), = |sekect Action ~| Jd @i

List PR PR Lines Ship To / Bill To Termz and Conditions Specifications

* PR 304398

STORES-1, Inventory Replenishment, Ballast _ = Req Type: &

Fill in the following fields:

PR Type

Priority

Requested By

Supervisor

Required Date

PG (Annual Contract Purchase) or click on the magnifying glass &J icon next
to the PO Type field and select the appropriate value.

Enter a Priority Number for your Purchase Requisition (3 being Standard and 5
being Urgent)

The Requested By field will auto-populate based on your Maximo login. If you
would like to change the requestor, type in the employee number of the new

requestor or use the magnifying glass &J icon to select from a list.

NOTE: The employee listed as the Requested By field will receive an email if the
SAP Interface to create a PO number was successful or failed.

Enter the employee number of your supervisor or search for it by clicking on the

@Jicon and selecting Select Value.

Enter the date you would like your purchase delivered.

Contract Reference (PG) Enter the SAP Reference Contract number. You may also search

for the Reference Contract number by clicking on the 2 icon and
searching for it in the Select Value list.
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Sample screen shot
Purchase Requisitions

danny.lu on MXCS2

| = Fing: |

TR e v RAR D

List ” PR || PR Lines ” Ship To / Bill To ” Terms and Conditions ” Specifications |

Q ‘| Select Action

# Contract Reference: 4400000791 » ‘1113{”15
Contract Revision: ‘ 0

0Oid Contract: | 1350027

* PR 316710 ‘STORESA, Inventory Replenishment L:l # Reg Type: PG Q Status: |WAPPR
Details = Dates
#* Priority ) Status Date: |S/27/14 3:59 P S
Requested By: | 783916 Ly, Danny a Requested Date: |5/27/14 3:59 PH )
Supervisor | 7242600 ¥ Laughton, Robert =) Required Date: |5/30/14 12:00 AW e
Vendor
Company: | 150362 ¥ | FERGUSON ENTERPRISES INC = Internaiz [
Address: | 2750 SOUTH TOWNE AVENUE Storeroom: |
City: |POMONA Storeroom Site: |
State/Province: ‘CA Freight Terms: |
ZIPIPostal Code: | 91766-6205 Payment Terms: |
Contact: |RON LUMAN/ANGEL AVALA | Ship Via: |
SAP Vendor: 1000001303 FOB Point: |
Phone: ‘909—613—1 193 Pay Tax to Vendor? |7

Pay on Receipt? r
Inspection Required? [_

No Vendor? |—

To save, click on the floppy disk[E .

CREATE PR LINE ITEMS

Click on the PR Lines tab

Purchase Requisitions

Q ‘¥ | Select Action

CHEE @D v RADDES

List || PR || PR Lines

” Terms and Conditions || Specifications |

# PR 169567

AA 14183033 Fremont SH, Purchaze Bookcases

Req Type: |BC Q

Optional: Prior to creating the PR Lines, under the Default Table Data section, you have an option to
pre-fill the Storeroom location. If pre-filled, all new rows will auto-populate with the Storeroom
location.

Default Table Data

Wark Order: | » Asset: |

Location: | » Storeroom: | STORES-1
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New Row button. Click on the New Row button to create a new row.

Work Order

Ling Cost Tax Code

[ Wendor tems ] [ Select Spare Parts ] [ Contract tems ] [ View Contractz ] [HE’WRGW

Enter the Storeroom Item number that you are replenishing in the ltem field.

PRLines | [P Fiter » il i in
Line * ltem Description Quantity Order Unit
F 1 2850608000 bog BALLAST ELECTRONIC 2-FO32T8 120V L:Jr 1.00 |EA Q
Line tem
# Line: 1 Manufacturer: bod
#* Line Type: tem =] Model;
# tem: 2850808000  »* |BALLAST ELECTRONIC 2-F032TS 120V L,]' Category: |STK
Hetakes Catalog #:
Commodity Group: | 28500 @
Commodity Code: | 2850608000 ),

If you do not know the Storeroom Item number, you may search for it by clicking on the lﬁj icon to

the right of the Item field and click on Go To = Inventory.

PR Lines = [# Fiter > gl © 1-1off
Ling < ftem Des=cription
= 1 » =
Ling tem
# Line: 1
* Line Type: tem =]
# ltem: » =
Remarks: (_% glect Value L:J'
{gﬁ Clazsification
{:ég Aftributes
@ oo g Inventory
E:@ View ltlem Availability tem Master
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You will be taken to the Inventory application. In the List tab, you can search for your Storeroom and
the Description of the item. Hit enter when ready.

danny.lu on MaxApp04
| "~ Fing:|

List | Inventory .E

Reorder

(), = [select Action

Defails | FRotating Assets | Where Used |

Q Advanced Search ' ¥ Save Query '™ l Bookmarks
| mventory | Friter > @1 & i 0-Oofo
ltem Des=cription Stereroom
| » |Ballast |=STORES-1 | 3%

A filter list of items will appear. Highlight the item you wish to replenish and click on the Return With
Value button.

= i 3 = [seect Acton P B

] ] Vbolony | Fwocder Deal | Relating Assels | WWhecs Used

@) ssvencessowreh ' [l cavecuery v | Bosimans

iventory ¥ Fae 0 0L @ & & 1707 b fomnva =
e o ; Descrpten ‘Shrsoien Cument Bawnce Commosty Ceoup Ratatng? SBCTvoe Eetadfe Sty

» tanat STORLE 3 1 =) ~0SOLLTE

2850808030 Tﬁf FIECTAIGNE o Py STORES- 115000 28500 28801 ACTVE &
288015270 BALLAST 2FAOTIZRS 277V sTaREs-t 240 28800 n3a04 acThE N
Ieso8TR0RT BALLAET 3-Fa0T LIS 350 130V STORES- 41020 78800 oate ACTHE &
2050808010 DALLAST ELECTRONC 3F0I3T8 1207 STORES-Y 000 28500 301 AETNE N
TBEDITIONE BALLAST MACKETIC UETAL HALDE 253 WM 52 STORES-1 1420 28500 anany ACTVE £
i BALLAST UAGNETC UETAL HALDE 1591/ e 2144 s ke i N

After you click on Return With Value, the Item number will be brought over to the PR Line.

PR Lines - [P Fiter » 1-10f1
Ling * tem Description CQuantity Order Unit
- 1 2850608000 | BALLAST ELECTRONIC 2-F032T8 120V ‘g | 100 EA =
Line ftem
# Line: 1 Manufacturer: | »
# Line Type. tem T| Modet: |
# tem: 2850508000 2> |BALLAST ELECTRONIC 2-F032T2 120V =3 Category: |STK
RETEIE Catalog #: |

Commodity Group: | 28500

Commodity Code: [2850808000 N

NOTE: The item number you select must have a Commodity Group in order for the PO to be created
in SAP.

Update the Quantity, Order Unit, Unit Cost, Tax Code and Storeroom number if necessary.

Quantity and Costs

Charge To
Quantty: | 5.00 Tax Code: [9.00 Storeroom: |STORES-1 | 9
Order Unit. |EA + Tax 481 Work Order: | »
issue Unit: [EA Loaded Cost: | 55.35 Location: | »
# Conversion Factor 1.00 Contract Reference: | Assat| »
Unit Cost: | 1028 Contract Typs: | GL Debit Account: | &)
+ Line Cost 515 Contract Reference Revision: | Reservation Type: | auTomaTC ||

7
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Under the Contract Reference Line ID field, click on the double arrow l}—}J icon

Quantity and Costs
Quantity: 10.00 Tax Code: |5.00 L:{\
COrder Unit: |EA l;{, * Tax: 15.57
l=sue Unit: |EA Loaded Cost: 188.57
# Conversion Factor: 1.00 Contract Reference:
* Line Cost: 173.00 Contract Reference Revision:
Unit Cost: 17.30 Contract Line Reference:
Reservation Type: | AUTOMATIC [~] #* Contract Reference Line ID: »

A Select Value window with a list of items that are against the contract will appear. Select an item
that closes match the item you are purchasing.

Select Value
i Priter > Qi i 1202 H o4 Download : =
Contractling ID Contract tem Description Commodity Group Commodity Code Manufacturer Quantity Model
141,181 4400000791 6705500405 VWATERLESS BLUESEAL TRAP LIQ 1 QUART 67055 6705500405 0.00
141,182 4400000791 6705500400 WATERLESS BLUESEAL TRAPLIQ 1 GALLON 67055 6705500400 0.00
141,183 4400000781 6705500385  KOHLER WATERLESS MISCELLANEOUS PART 87055 8705500385 0.00
141,184 4400000791 6705500320 KOHLER CLEAMER 32 OZ BTL 3/CSE K-1174886 67055 6705500320 0.00
141,185 4400000781 6705500310  KOHLER SEALANT 4 GAL/CSE K-1048656-P 67055 B705500310 0.00
141,186 4400000791 6705500305 KOHLER WATERLESS SEALANT 1280Z K-1048656 67055 6705500305 0.00
141,187 4400000791 6705500300 KOHLER WATERLESS SEALANT S2GAL K-1114575 67055 6705500300 0.00
141,188 4400000791 6705500315  KOHLER WATERLESS CLEANER 55GAL K-1114580 67055 6705500315 0.00
141,189 4400000791 6705500285  SLOAMN WATERLESS MISCELLANEOUS PART 67055 B705500295 0.00
141,180 4400000791 6705500220 SLOAN CLEANER REFILL 12/CSE #1001504 67055 6705500220 0.00
141,181 4400000791 6705500215  SLOAN SPRAY CLEANER W/BTL #1001503 67055 B705500215 0.00
141,192 4400000781 6705500210 f&i?:;SLOAN BILEEE) 67055 6705500210 0.00
141,193 4400000781 6705500600 ZURN AQUAGREEN LIQ SEALANTA OZ. 67055 6705500600 0.00
141,194 4400000791 6705500685  ZURN MISCELLANEOUS PART 67055 6705500695 0.00
141,185 4400000781 6705500625  ZURN BELL-TRAP (SET DOWN) 67055 B705500625 0.00
141,196 4400000791 6705500615  ZURN STRAINER REMOWAL TOOL 67055 6705500615 0.00
141,197 4400000781 6705500610  ZURN AQUAGREEN LIQ SEALANT 1 GALLON 67055 6705500610 0.00
141,198 4400000791 67055006805  ZURN AQUAGREEN LIQ SEALANT 1 QUART 67055 6705500605 0.00
141,199 4400000791 6705500630 ZURN STRAINER 67055 6705500630 0.00
141,200 4400000791 6705500620 ZURN BELL-TRAP O-RING 67055 6705500620 0.00

Note: A list will only appear if the item number you entered shared the same Commaodity Group
number as one against the contract.

Click on the floppy disk E] icon to save. If you have additional lines, click on the New Row button
and repeat steps.
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ENTER SHIP TO/BILL TO INFORMATION
Click on the Ship To/Bill To tab.
Purchase Requisitions
danny.lu on MaxApp04
| "~ Fing: | (€ = [select Action S HE ¢ @

| Lizt " PR " PR Lines " ShipTe /BT and Conditionz " Specifications |

PR: |304398 |STORES-1, Inventory Replenishment, Ballast = Site: |LAUSD

Enter your M&O Area’s section code in the Ship To and Bill To field. Enter the requestor’'s employee
number in the Attention field.

st | PR FRLnes ] Sho To / 4A To l Tetms g0 Condbons | Specicalions |
FR: [ 304790 STORES1, Mventory Aepienishment, Saast (i) e [LAUSD atas. WARFR Total Cost: 573
shipTo = |t
s To; 1429 L, |MBO MABTENANCE NORTH 1 = oo 1428 L |80 MANTEMANCE NORTH 1 =
Address |B221-B BALB0A BLVD Asdreas |B551.8 BALBOA BLVD
Cty. VAN NUYS Ciy. VAN NUYS
StaeFroance; |CA tateFrovince: |CA
ZFiPnainl Code: (51408 IPPeatl Code: |SH408
Asmeeton (TEI91E 2, |Ls, Danny [ Adtention. |TE3R18 2, | Lu, Canny ik

Click on the floppy disk E icon to save.

PRINT THE PURCHASE REQUISITION REPORT

Click on the Purchase Requisition Report icon located on the top toolbar to view the report.
Purchase Requisitions

danny.lu on MaxApp04

| "~ Fin: | (€L = |select Action R @

| Lizt " PR " PR Line=s " Ship Te /Bill To " Termz and Conditionz " Specifications |

FR: |3ﬂ4393 |STDRES—1, Inwentory Replenishment, Ballast = Site: |LAUSD
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A new BIRT Report Viewer window will appear. Review the report and click on the printer “iconto

print the document.

Page |1 of 1 T § W1 =
S 'f,uq,‘ Los Angeles Unified School District Existing Facilities
f’zﬂ i Maintenance & Operations
o)
s

Purchase Requisition

PR NO.: 304398 PR Type: PD PR Issue Date: 09/24/13 11:41 AM
Requested Delivery 10/1/13 Payment Terms:
Date: Freight Terms:
Requestor: Lu, Danny Responsible Person:Laughton, Robert
PR Modified By: DANNY.LU Area/Region:M&0 CENTRAL
Contract: Exp Date:

STORES-1, Inventory Replenishment, Ballast

Verify the PR Requisition has the correct dollar amount and item numbers. The Head Stock Clerk or
Designee is responsible for signing the Requestor line. Head Stock Clerk or Designee to obtain the
required signature in the Approved By field. The Approved By signature is determined by the Dollar
amount of the requisition.

CPM signs Requisitions for up to $10,000, AFSD for $10,001-$25,000 and RFD for $25,001-$100,000.

Submit the signed Purchase Requisition report to Clerical for processing.

CREATE PURCHASE ORDER

The Clerical department performs this function.

Review the Purchase Requisition report that was submitted to you by the Requestor. Sign the P.O.
Line on the report after reviewing/checking the document for accuracy and completeness (e.g. SAP

Vendor Code appears, Work Order has G/L Account line).

On the P.urchase Requisition record, change the status to Ready to Interface (INTREADY). Click
v

on the &£ jcon located in the top tool bar.
e
danny.lu on MaxCron00

T. Find: | Q : ¥ |Select Action

EE e B3

List | PR | PRLines Ship To/ Bill To | Terms and Conditions |  Specifications

PR: | 304358 'STORES—1, Inventory Replenishment, Ballast (=3 Req Type: |PD Q,,

10
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The Change Status window will appear with Ready to Interface (INTREADY) selected as the New
Status. Click on the OK button.

Change Status
PR: |304358 STORES-1, Inventory Replenizhment, Ballast L_:¢
Status: | WAPPR Waiting on Approval (WAPPR)

Memo:
# New Status: Ready to Interf = |
# Status Date: 9/24/13 12:12 P i)

Memo:

The new status will be displayed on the Purchase Requisition.

‘Purchase Requisitions
danny.lu on MaxCron00

[~ Fing:| O, = select Action ~ = demp o R BEAR RS

List | PR PRLines | ShipTo/BillTo | Termsand Condtions | Specifications |

PR: 304398 | STORES-1, Inventory Replenishment, Ballast =8 Req Type: |PD ®] Status: |INTREADY -

INTERFACE SCHEDULE AND STATUSES

Maximo will interface the Purchase Requisition information into SAP Hourly to generate the PO. See
below for the Interface status definitions and actions.

Ready to Interface (INTREADY) — This status marks the PR to interface to SAP. If your PR is in this
status, you can still change the status back to WAPPR if you need to make changes to the PR.

Interface in Session (INTSESSION) — The PR is change to the INTSESSION status when it is in the
process of interfacing with SAP. When the PR is in the INTSESSION status, you cannot make any
changes to the PR.

Interface Rejected (INTREJECT) — The PR completed its interface but was rejected due to any of the
following reasons: Invalid Company, Invalid Funding, Invalid Commodity Code, Invalid Unit of
Measure, etc... If your PR rejected during the interface, the reason will be displayed on the PR tab.

Sample Screen shot of Reject reason
—-, = H =z __ s ~—

[+ Findt: | (), = [ssiect Action NP few v » REAR B S

List | PR | PRLnes | ShipTo/BilTo | Termsand Condttions | Specifications |

Unit of measure SQ does not exist Unit of measure SQF
does not exizst

CLOSE - The PR completed its interface and the Purchase Order number was successful.

11

Interface Remarks:
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The Requested By employee and Clerical staff who changed the status of the PR to Ready to

Interface (INTREADY) will receive an email should the interface Rejects or was Successful. If the
Purchase Order number was created successfully, the PO number will appear on the email.

PRINT PURCHASE ORDER REPORT

Under the Favorite Applications section, click on the Purchase Order application.
ey

Favorite Applications # B2 X J
Work Qrder Tracking
Labor Reporting
View Requisition

Purchaze Reguisitions

Request for Queotation
Purchase Orders

PURCHASE ORDERS HOME

You will be taken to the Purchase Order application. Search for your Purchase Order by entering the

SAP generated PO number in the find field and click on the @J icon to search.
Purchase Orders

danny.lu on MaxCron00

| '~ | Find: | 4s0009909 | (¢ ct Action -]

I| Lizt PO PO Linez Ship To/ Bill To Termz and Conditions Specifications

Q Advanced Search @ Save Qusry =™ I Bookmarks

On the Purchase Order record, Click on the icon located in the top tool bar to run the Purchase

Orders Details report.
Purchase Orders

danny.Ju on MaxCron00

| < 4 v e acn HE¢ @D W o BEADE

List " PO " FO Lines " Ship To / Bill To " Termz and Conditionz ” Specifications |

PO: |450008989T |STORES-1, Inventory Replenishment, Ballast = Site: |LAUSD

Revizgion: | ] | L_Zi Bypass Centract Revision on PO Approval? [_

12
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A new BIRT Report Viewer window will appear. Review the Purchase Order Details report for
accuracy. To print the report, click on the printer ﬂn icon.

1 WMeSH® [F 35

Los Angeles Unified School District Existing Facilities
Maintenance & Operations

Purchase Order

PO NO.: 450009999T Purchase Req No. : 304398 PO Type (from PR or RFQ): BC
PO Revision No.: 0
PO Date: 3/24/13 Vendor: 101668-A Payment Terms:
Requested Delivery 10/1/13 Freight Terms:
Date:
Requestor: Lu, Danny Responsible Person: Laughton, Robert
PR/RFQ Modified By: DANNY.LU Area/Region: M&0 CENTRAL

Clerical staff signs the PO Details report. Attach the signed PR Report with the PO Report and
submit to Head Stock Clerk or Designee for confirmation and filing.

Head Stock Clerk or Designee to submit a copy of the PO Details report or provide the PO Number
to Vendor to initiate purchase.

OPTIONAL: MODIFY PURCHASE ORDER

The Head Stock Clerk or Designee performs this function.

You can only modify the Description, Quantity, Unit Cost, Tax Rate or the Work Order of a
Purchase Order. You cannot change any other information. If you need to modify any other

information, you will have to CANCEL the Purchase Order and submit a new Purchase Requisition.

To change the Description, Quantity, Unit Cost, Tax Rate or the Work Order, go to the PO record
in the Purchase Order application.

On the PO record, click on the Select Action dropdown and select Revise PO.

] fna @ +|scectAco o] e® v o RAR DS
’;.‘ Change Status
List PO PO Linez Ship To / Bill To Term} . .
View History

Copy PR Line kems To PO

Create Contract
PO: | 44001 AA 14183033 Fremont SH,

Site: |LAUSD
Complete Receip
Revwizion: o Revize PO Bypass Contract Revision on PO Approval? [_
View Revizion oy

13
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A Revise PO window will appear. To the right of the PO number, type in your justification for the
modification. You will also notice that the Revision number is now 1. Click OK when done.

Revise PO

PO: |441]-I]-1 #* Modifying line 1 quantity and unit cost. =
Revision: |
Internal Change? |_

Allow Receiptz and Invoices? |F

After you click OK, you will be taken to your revised PO record. Noticed the Revision number is now
1 and the status is PNDREV (Pending Revision).

'+ Find:| (0, = [select ction FlaE @i eia @gg

List PO || PO Lines ” Ship To / Bill To || Termsz and Conditions " Specifications |

PO: [44001 | A4 14183033 Fremont SH, Purchase Bookcases =) site: |LAaUSD Status: |PNDREV

Revizion: | 1 quantity and unit cost, = Bypass Contract Revigion on PO Approval? r

Eten {07 W GoTe W S Civier Bl T OVt 12N,

Folines [ rem & reden o dunmea =
Liog * e Crstmlen Guarity Coder Und Uk Caal ne e T Dobiaded?

» +1szea0000 30 Sapng and Hesding ik s00liEa o) | 2000 100.00 [t (= e 5

» 2 eomoor B [— w0 200 EA Y 12985 =an =M O B @

b ERE - Y Fioze Brush 100 B4 - 3 ne LIL = | By @

(3 & SR53000000 3 Sapie Gan B 100 EA q #8500 #s00 a3 0] '-l_; @

[ Werordem | [ Costmctioms | [ SectBarsPats | [ Vewocdnsyse | [ VewCorrsch | [ DatbunCests | [ ewfow |

Print your Modified Purchase Order report by clicking on the icon on the toolbar.

Purchase Orders

] Foa @ = skt Acton BTN T

List || PO || PO Lines ” Ship To / Bil To " Terms and Conditions " Specifications |

PO ‘AWZHM |AA14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD Status: |PNDREV

Revigion ‘ 1 ‘Mud\fy\ng line 1 quantty and unit cost. L:‘

14
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A new BIRT Report Viewer window will appear. Review the Modified Purchase Order report for
accuracy. To print the report, click on the printer in icon.

Reporting
Page |1 of 1 LR N 3 =)
s@mcte,  Los Angeles Unified School District Existing Facilities
f” i“i Maintenance & Operations
E e H
B H
ag“ ’::‘ g
o ke
Modified Purchase Order
PO NO.: 44001 Purchase Req No. : PO Type:STD
PO Revision No.: 1 Modifying line 1 quantity and unit cost.
PO Date: 7/19/13 Vendor: 113403 Payment Terms:
Requested Delivery 8/1/13 Freight Terms:
Date:
Contract: Exp Date:
AA 14183033 Fremont SH, Purchase Bookcases
Ship To: Bill To:
SAP Vendor Codel 3562 Name:|M&.0 MAINTENANCE SOUTH Name:| M&0 MAINTENANCE SOUTH
Vendor Coded] 113403 : :
Name:|OLD MASTER PRODUCTS Address:|£620 11TH AVE. Address: |60 11TH AVE.
INC LOS ANGELES, CA, 50043 LOS ANGELES, CA, S0043
Addressi| 7751 HAWENHURST SWE Phone:|323-755- 5000 Phone:] 323-785- 5000
FAX] FAX]
‘Attention:| Lo, Danry ‘Attention:| Lo, Darry
Attention:| CARL HILASKD

& [School Neme G/L Account (Work Order | & |5\:hmzl Name G/L Account [Work Order

001 |FREMONT SH CC:0D0LB65001-10520  [14183033

The Head Stock Clerk or Designee is responsible for signing the Modified PO report. Requestor to
obtain the required signature in the Approved to Modify line. The Approved to Modify signature is
determined by the Dollar amount of the requisition.

CPM signs Requisitions for up to $10,000, AFSD for $10,001-$25,000 and RFD for $25,001-$100,000.

Submit the signed Modified PO report to Clerical for processing.
The Clerical department performs this function.
Go to the Revised PO record in the Purchase Order application. You may search for it by entering

the PO number in the search field and click on the @ icon. Make sure you are on the Revised
PO; the status will also be in PNDREV.

| Fing: | 44001 @ FEE & @9 v BREHEARA S

List PO PO Lines Ship To / Bil To Term$ and Conditions Specifications.

PO: | 44001 AA 14183033 Fremont SH, Purchase Bookcases = Site: | LAUSD Status: |PNDREV

Revision: 1 quantity and unit cost. = Bypass Contract Revisien on PO Approval? 1

15
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If you are not on your revised PO record, click on the List tab. The result set will display both PO
revisions. Select the reV|S|on that was submitted to you on the Modified PO report.

Purchase Orders

"~ Find:| (0L = sekect Action N E e

| ( (|
Lizt || BO h PO Lines || Ship To / Bill To h Terms and Conditions || Specifications ‘

Q Advanced Search ¥ Save Query | ™ I Bookmarks

pos: Friter > Q: F: 2 @ 1 1-20f2
Po Revision Description
=44001 | |
44004 AA 14183033 Fremont 5H, Purchase

Bockcases

AA 14183033 Fremont SH, Purchase

44004 ’Iﬂ i

[ | Select Records "

[ P
On the Revised PO, click on the change status %" icon and select INTREADY (Ready to Interface).

Purchase Orders

| Find: | 44001 (), [3elect Action FlEE ¢ @R 183 B2

List PO ” PO Lines. " Ship Te / Bil To " Terms and Conditions ” Specifications. |

PO: 44001 | A 14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD Status: | PNDREV

Revigion: | 1 |Mud|fy|ng line 1 quantity and unit cost. = Bypass Contract Revigien on PO Approval? r

Select Ready to Interface on the New Status dropdown and hit OK.

Change Status
PO: | 44001 | A4 14183033 Fremont SH, Purchase Bookcases =
Revigion; | 1 |Mudifying line 1 quantity and unit cost. L,._Jr
Status; |PNDREV |Pending Revision
Memao: |

# New Status: Ready to Interf = |

# Status Date: 7/313 10:28 AN i)

Memo:

16
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The Modified PO will interface through the same cycle as before with email notifications. If
successful, the Modified PO record status will automatically be changed to APPR.

[~ Fin: | O = [select Action FlHE e iteia @gg

List " PO " PO Lines || Ship To / Bill To ” Terms and Conditions ” Specifications |

PO: |44001 | 44 14183033 Fremont SH, Purchase Bookcases (=) site: |LAUSD Status: | APPR

Revigion | 1 ‘Mod\fying line 1 quantity and unit cost. = Bypass Contract Revision on PO Approval? [_

After the status is changed to APPR, submit the Modified PO report back to the Requestor.

Head Stock Clerk or Designee to submit a copy of the Modified PO report to Vendor.

CREATE MAXIMO INVOICE RECORD
The Clerical department performs this function.

Go to the Invoice application by either through the Start Center Favorite Applications list, or utilizing

enter  Profile  Sign Out  Help

= S

ﬁ v

E!J Change L3

@ Contracts 3

: IT Infrastructure k

@ Inventory L3

:E' Planning b Aftachments @
'\' Preventive Mai

Purchasing Purchase Requisitions
% Release Purchase Orders =
@ Security L3 Receiving

@ Self Service L3 Shipment R

a Service Desk 3 Invoices

Ly Service Level 3 Request forNgiotations.
System Configuration » Companies

[y Taskuanagement s Company Master

|§J Work Orders 3 Terms and Conditions

| | Find: | (L [select Action ] i @

Li=t || Invoice ” Inwoice Lines " Terms and Conditions ” Specifications

GL Advanced Search ¥ Save Query = I Bookmarks
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A new Invoice number will auto-populate. Type in the same PO description in the description box.
Enter the PO number in the PO field.

Invoices

danny.lu on MaxCron00
\ || Find: (), | sekct Action - E i R A RES
List || Invoice " Invoice Lines. ” Terms and Conditions || Specifications |
* Invoice: 272687 ‘STURE&L Inventory Replenishment, Ballast Site: |LAUSD # Type: INVOICE Q
Invoice Details = PO Details =
Original Invoice: | » PO- 4500085957 »-Cnntmd Reference: | »
Reverss Invoice: | » Site: |LAUSD Contract Type: |
Wendor Invoice: ‘ Company: |1D1BBB—A Contract Reference Revision: |
Approval # ‘ Currency: |L|5D Payment Schedule: | @
# Enterad By: DANNY LU Buyer: |
Receipts: |NONE
Total Cost: | 5573
Uninvoiced Total | 585.73

Click on the floppy disk E icon to save.

ORDER RECEIVED, HEAD STOCK CLERK OR DESIGNEE RECEIVE LINE ITEM IN RECEIVING
APPLICATION AND SUBMIT INVOICE/RECEIPT/PACKING LIST TO CLERICAL

The Head Stock Clerk or Designee performs this function

After receiving the item(s) from the vendor, requestor to receive item in Maximo. In the Start Center
of Maximo, under Favorite Applications, click on the Receiving application.

Welcome, Lu, Danny

[Fmriteﬂu:icnﬁms » = XJ

Work Order Tracking

Labor Reporting
Wiew Requisition
Purchase Reguisitions

Request for Quotations

Purchase Ord
Receiving
Preventive MalNgenance

In the Receiving application, enter the PO number in the Find field and click on the @ to search
for the record.

Recein

danny.lu on MaxCron(0

| '~ | Find: |4s000090e7 (O Action -]

Lizt laterial Receipts =ervice Receipts |

18
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You will then be taken to the Materials Receipt tab of the record.

———— Bulletins: (11)  w~ GoTo Reports !
lanny.lu on MaxCron00

=] Fina: | (), '+ select Action -] S amp LB
List | Material Receipts “ Service Receipts |
PO: [450009999T 5% |STORES1, Inventory Replenishment, Ballast (= ste: |LAUSD PO Status: |APPR
Company: |101668-A | ASSOCIATED OF LOS ANGELES =1 Pretax Total: | 5125 Receipts: |NONE
Attention: 783916 | Lu, Danny (=1 Received Cost: | 0.00 Ordered Date: |8/24113 12:15 P
Attachments [z
Material Receipts © [» Fiter > 0-00f0
PO Line * tem Description Quantity Order Uni Tupe Insp. Status
Ho rows to display..
[ sekctRecsptstoveid | [ SelecttemsforRewrn | | Select Rotating Assets for Return
Click on the Select Order Items button.
Material Receipts [ o 0s0ot0
Edine < fen escroson

The Select Ordered Items window will appear. Check the checkbox on the lines that were received
(verify the Quantity) and click on the OK button.

Select Ordered ltems
Storeroom: Q
Ordered Items = |~ 7= * el ) Cf Download © =
[¥/] PO Line ttem Dezcription Packing Slip To Storeroom  Quantity Due ntity Ordered Invoice
[+ 1 2850608000 BALLAST ELECTRONIC 2-FO32T8 120V STORES-1 | 5.00 |
Il | >

You will taken back to the previous screen with the item in the Material Receipts section.

Riscarving — WEASET YY) = GaTO B T I Canle Pt 0 O e I3,
anry Ju & MaxCrondl .
= fna €L = semes acton Tl e W B
ot | uaewscecn | senves Raceons
PO ASDO0SOSST X |STORES-1. inventory Repknisament, Balast See LAUSD PO St APPSR
Company 1018834 ASSNCIATED OF LOS AKGELES Peotax Tolad B3 Recepts HOME
aneruen. (TEINE L Cusary Epcanwa Coat 1] ramins e, BAANT 1278 B
anpcheanes (g
[P p— Torarn b Ginnked | =
Eloe* ko Cncasins Ousalty Qniec ok Tias s Siakan i D
| 11| 050600000 |3 | BALLAST ELECTROMC 2FO0ETE 120V W} S000Ea () |RECERT Iooup 131224 P [+
[ Semcthnceststovon | [ Sewcsimm for Ao | Sonc ocatng vty o ters | [ St Oramews | [ v howe |

Note: When an inventory item is received, the balance automatically adjusts with the received amount.

To verify/change the Bin Number, click on the lLJ icon to open up the Material Receipts line.
Material Receipts = [P Fiter > & T e

PO Line = ftem Description
b 112850608000 2 |BALLAST ELECTRONIC 2-FO32T8 120V =l
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The details of this line will appear. Verify that the correct bin number is entered. You may change the
bin number if you like.

Materiat ecoipts b Faer 1-1att
EULes® Bem Deacreten Quwactty Qrierint Tiog [EL ASctu Late:
= 1 || 2scoeccnne | 3b | BALLAET ELECTRONE 2.F032T8 1200 i s00llea Ty RECERT cONR QAN 1234 P g
Lo ke
* PO Line. 1 Manutactirer b To Location. | STORES-1
Lne Type: | ITEN Hanufscterer Lot Tu Condtiun Code.
Rem | 2850668000 X0 | BALLAST ELECTRONC 2.FO3ITE 120 =3 Wadel To Bin [03A01

=]
After you are satisfied with the Bin location and have received all items. Click on the floppy disk
icon to save the record. The Receipts status will be changed to COMPLETE if all items were received.

danny.lu on MafoanD

[ ~| Fing: “w |select Action ~| & R D[R
List Material Receipts Service Receipts.
PO [450009898T % |STORES-1, Inventory Replenishment, Balast =) Site: | LaUSD
Company: |101668-A | ASSOCIATED OF LOS ANGELES = Pretax Total: | 51.25
Attention” 783915 |Lu, Danny = Received Cost: | 0.00
Material Receipts [ Fiter > @ e
PO Line* tem Description Quantity Order Unit
3 1 |z850608000  op BALLAST ELECTRONIC 2-F032T8 120V = | 500 EA (@
[ sekctRecsiptstovoid | a

Head Stock Clerk or Designee to obtain Inspected By, Received By and Approved to Pay
signatures on the PO Report. Submit the PO report, Purchase receipt(s), Packing Slip and Vendor
Invoice to Clerical to pay the vendor.

CHANGE MAXIMO INVOICE STATUS TO PAID AND SUBMIT INVOICE AND PO TO ACCOUNTS
PAYABLE

The Clerical Department performs this function.

Go to the Invoice application by either through the Start Center Favorite Applications list, or utilizing

Bulletins: (0} Center Profile Sign Out Help

{3
13
Change L3
Contracts k
== [Tinfrastructure k
@ Inventory L3
:H T N Attachments @
'\' Preventive Mai
Purchasing Purchase Requistions

Release Purchase Orders =
Security Receiving

Self Service Shipment Ry

Service Desk Invoices

Service Level Request for \ghotations

System Configuration Companies

Task Management Company Master

* v ¥ v v w w

EPER D DEE

Work Orders Terms and Conditions
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Search for your Invoice record by the PO in the List tab search fields.
InVoic:

Bulletins (11)  *-GoTo Ben

lanny.lu on MaxCron00

R AR ER

Q ¥ | Select Action

Lines | Terms and Condtions | Specifications |

[El save query ' || Bookmarks

Invoices | Frrer > Q& i 0-o0ofo
Inveice Description PO Site PO
| | | @, | 4500098997

Toentera

On the Invoice record, enter the Invoice number from the vendor’s invoice in the Vendor Invoice field
and the date you received the Invoice in the Invoice Date field.

s

iy u on MaxCrontr
= | QY vlsoectacon BRCH = B EBe A&
Ll lenvuice Evoe Lows Tevms and Cundduns Svrafmaleny
— \
nvsies: | To6T |STORLS- 1. Iwentary Fisplenishment, Uatast = Gte: |LAUSD Ty BVOKE L} status: ENTERLD
Anchionty [
Ivoice Details = | PoDetals = || vates
fngnnl nvaics » Por | aspooaaaT B Costrart Rndorence: E Emtesnd Date: | Q0413 1220 PM
Reverse hvoles: | sae: [LALSD Contract Type: involce Date: | 164713 i
Wengor bwoks: | A1ZM5 Conpany: | 1015684 Chitkct Refereats Feviabn: * GiL Postng Date: 92411 1220 P00
Approval e cumency: [SD Fayreant Schedue: a Due Date: m
= Letered Uy: | DANNY LU Buyst Fad Date: | @
Recewis. NONE
Tolal Cost 5578
Uninveices Tatat E573

Click on the floppy disk E icon to save the record.

Click on the Invoice Lines tab and click on the Copy PO Lines button.

Tt (117 W GO TH M St Gy e A O e

IBM,

" HEL 0P B AR DS

vaice: | TTaET Pretax Totat e Trae: [MOEE <4
Line Totat: L1 Sun [ENTERED
nvoce Totst o Ste LAUSD
Invoke Lings [ Fter 9-9sty -
bibs® e Esparoics ] Eosig Quanity. Szt Cogt Tax Line Cost
Transsctons Duirbuce Comes | | tew fow |

The Copy PO Lines window appears. Check the lines that match the Invoice and click OK.

Copy PO Lines

(& View alllines
(O View all lines that are not invoiced

| PQ Lines | Materials Services

PO Lines © [p Fiter > e il dofd EGM;E‘
[ PO = Ling = ftem Des=cription Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
[+| 4500099997 1 2850608000 BALLAST ELECTRONIC 2-FO32T8 120V 5.00 5.00 51.25 51.26 LAUSD

=—
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The PO Lines will be brought back over to the Invoice Line tab.

W) e G To T W T G e g Dl e B,
vy ) o BamCronttl

- Tea UL wlsesesacnen LARLIN ' - @ @ 58
ot | e | weoesines | Terms wed Condtum | Boecifestoes
s | 21861 STOALS.Y, vestory Recisnannent amt Pt Totat HFS Tyse: [ovonct Lt
Line Totst 28 Soann: |ENTERED.
nvaice Tommt 573 St [LAUSD
iwoics Linas [ Fiter 1-iatd G Demmoad =
Line * fom Descrotion BO B See Cumnity. Lot Com Tax Line Cast
b 1 amsoaceose BALLAST ELECTRORI 3.FOXITH 120V i {4ssooeeet 3 LAUSD: 580 1034 T was By 5
[ comyPoines ) e S [_owstwis cows ) [ e ow |

—
Click on the floppy disk icon to save the record.

Change the status of the Invoice record to PAID by clicking on the @ icon located on the top toolbar.
anny.lu on MaxCron00

'~ Find: | () = |sekeet Action MNP @ % o B EA®

List I Invoice “ Invoice Lines H Terms and Conditions H Specifications

Invoice: 52?2687 !STORES—1. Inventory Replenizhment, Ballast =4 Site: ELAUSD

The Change Status window will appear with Paid (PAID) as the selected status. Click OK.
NOTE: The PO status will change to CLOSE when Invoice status is changed to PAID.

Change Status
Invoice: |272887 |STORES1, Inventory Replenishment, Ballast =]
Status: |ENTERED |Invoice Entered (ENTERED)
Memo: |

#* New Status: paid (PAID) -
# Status Date: 9/24/13 12:38 PM i)
I Memo: |

Close PO? [+

Clerical to submit the Vendor Invoice, Packing Slips and a copy of the signed PO report to
Accounts Payable.

Should you have any questions on this guide, please contact Danny Lu (danny.lu@lausd.net / 213-241-1121), Mark Merrick
(mark.merrick@lausd.net / 213-241-8620), John Herweg (john.herweg@lausd.net / 213-241-1127 or Rick Peterson
(richard.peterson@lausd.net / 213-241-6274).
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