Post Date: 7/9/18

Los Angeles Unified School District
Maximo 7.5 / Procurement
Buyer Card Guide

Revision Log

Date

Change Description

7/9/18

Increased Non-Annual Contract process from $2,500 to $25,000.

Replaced Maintenance Material Bid Form with Request for Quotation Form on Non-Annual over
$25,000 purchases.

Maximo Invoice Record now required.




Maximo 7.5 / Buyer Card Guide
DEFINITION
The Buyer Card Guide is an alternative expedited method to purchase materials and/or services not
available from local M&O Area Stores or the General Stores Warehouse. The guide details step by step

instructions on how to process Buyer Card purchases in Maximo. There are three different processes
associated with using the Buyer Card.

¢ Total Purchase Amount between $0 and $24,999 for items not under a District’s Contract.
¢ Total Purchase Amount between $25,000 and $90,200 for items not under a District’s Contract.
e Total Purchase Amount up to $100,000 for items on a District’s Contract.

All vendors must accept Master Card as payment.
LOGIN
The requestor 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.

_ Ti'mlil. :

Welcome to Maximo

User Name:
]d anny.lu |

Password:
|illlll' |

Sign In

Forgot Password?
New User? Register Naw

= ﬁprw['ghl IBM Corp., 2007-2012. All rights reserved. See product license far
details.

NON-ANNUAL CONTRACT (Total Amount between $0 and $24,999)
Page 3-18
ANNUAL CONTRACT ( Up to $100,000)
Page 3-18
NON-ANNUAL CONTRACT ($25,000-$90,200)
Page 19-41
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NON-ANNUAL CONTRACT (Less than $25,000) / ANNUAL CONTRACT (up to $100,000)

CREATE PURCHASE REQUISITION
START CENTER

When you first login, you will be taken to the Maximo Start Center.

eicome; Lu, Danny ‘Bl (0] %760 To  Reporis  Start Cenier  Brofie Sign OUt  Help

15! Change Contentiayout [fij Dispiey Setings. {{ Create New Template [J22 Moy Existing Template §D] Updote Start

Favorite Applications ﬁuxHBﬂcﬁanrd—WFﬂlu’Q“ x
WorkGroer Trackng | [ subiect Hessage P Date Expiraton Date Viewed |
Purchase Requsiions n |
fomyeatoc Gudlaens There are currenty no buletin board messages o view.

Purchase Orders
Receiving

Prevenive Haintenance
Assels

Labor Reporting

Iob Plans

Assionment Sheet

Invoices

Work Requeste

Under the Favorite Applications section, click on the Purchase Requisition application.
\Welcome, Lu, Danny

Favorite Applications &= KJ
Work QOrder Tracking
Labor Reporting
View Reguisition
Purchaze Reguisitions
Regquest 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.

Purchase Requisitions Buletins(0) w7 GOTO Reports  StarCemter Profie  Signoum Heip

"~ Find:| Q)+ [seket Action AR« e vaBBRBES

Ust | PR | PRunes | stipTos@uTe | Termsand condtions | Specifcatons |

@ avencetsearcn v [Elsaveuery ¥ | Bookmorks

pRei e > Q@ i 0-00f0 Dovinioad £ &
= Descrotion Stalus Company Briviy Reuested Date TotaiCost St

| \ [ # | lasss @

NEW PURCHASE REQUISITION

Click on the ® icon to create a new Purchase Requisition.

Purchiase Requisitions

- CnaRB BAR S

List ” PR | PRLes | ShipTo/BiiTo | Termsand Condtions | Specifications |

O, sekest Action
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A new Purchase Requisition number will auto generate.

| Find: 00+ |sekct Action R e v o BREARAR ES

Lizt ( PR | PRLines | - ShipTo/BilTo | Termsand Cendiions |  Specifications |

In the Description field, use the following naming convention: 2 Letter Craft Code (space) Work Order
Number (space) School Site (i.e., AA 14183033 Fremont SH).

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., AA 14183033 Fremont SH, Replace Doors).

Click on the Long Description “* 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.

~| Find: )+ select Action FEEs e v B EAR S

List | PR || PRLines || ShipTo/BillTo. | Termsand Cenditions |  Specifications |

# PR: 1859887 | A& 14183033 Fremont SH, Pl_.lrchase Bookcases - Req Type: i:{\:

Fill in the following fields:

PR Type Type BC or click on the magnifying glass & icon next to the PO Type field and
select BC (Buyer Card) .

Supervisor Enter the employee number of your supervisor or search for it by clicking on the
'»zl‘icon and selecting Select Value .

Company Enter the vendor number of the company whom you wish to purchase the
supplies/services. If a vendor number is not available, please contact your clerical
staff to create a temporary vendor number. You may also search for the vendor

number by clicking on the '»2“ icon and searching for it in the Companies
application.

NOTE: Select a vendor with a SAP Vendor# . Vendors without a SAP Vendor #
will reject during the reconciliation process.

Contract Reference Annual Contract (up to $100,000) ONLY. Enter the LAUSD Contract #
associated with the company whom you wish to purchase the
supplies/services.
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Sample screen shot

(2L = |sekct Action ] @ E

List H PR I‘ PR Lines || Ship To / Bill To. || Tern'isandCunchbnns || Specifications |

* PR: | 169967 |AA 14183033 Fremont SH, Purchase Bookcases = Req Type: |BC
Details = Dates
# Priorty: 0 Status Date: | 7/5/13 2:20 P )
Requested By: | 783816 @ Requested Date: | 7/5/12 2:20 PM )
Supervisor: | 271737 bod Required Date: | %
Vendor
No Vendor? l_
Company: |107675-A RINC E

Address: | 8930 WINNETKA AVE
City: |NORTHRIDGE
State/Province: IC.A
ZIPiPostal Code: 31324

Contact: !CUSTOMER SERVACE

SAP Vendors#: |1DDDDD‘355‘I
Fhone: |818-341-2808
Contract Reference: | »

Contract Revision: |

To save, click on the floppy disk [E Look for the message at the top of the screen, “Record has
been saved.”

CREATE PR LINE ITEMS

Click on the PR Lines tab
Purchase Requisitions

| Find: |

@ |seketActn SR Y T

List H PR I‘ PR Lines o | Temannmmmns | Specifications. |

* PR: 169967 A4 14183033 Fremont SH, Purchase Bockcases = Req Type: |BC Q
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Click on the New Row button to create a PR Line.

Purchase Requisitions. ‘Billeting” (U)W~ Go To" Heports St Center  Erofie Sigh Ouf  Hely

I~ Finc| @) select Action MR @ % aiB 2
ust | on | prines |_snptolaito | Torms ansconstons | spectieaons |
e 160867 |44 16182023 Fremont SH, Purchase Bookoases & ste: LAUSD Status: [WARPR Total Cost om0
PRLines = [ Fiter * 0-0070 u‘
Line * tem Description Quantity Order Unit Unit Cost Storeroom Work Order
[ Vendortems | [ seeciSparcpars ] [ Contracttems | [ View Contracts | [ Hew Row ]}

Enter the Commodity Code number in the Item field. Overtype the defaulted description to better
describe the item. You may also use the long description, Manufacturer, and Model field to better
describe the item.

PRLines : [P Fiter > @ - T
Line = ttem Description Quantity Order Unit
- 1 3207400000 2 Screws, Wood 1/2° =) | 1.00 lea @
Line ttem
#* Line: 1 Manufacturer: |PHILLIPS
* Line Type: tem [~ Model: | A123
#* tem: 3207400000 2 |Screws, Wood 1/2" = Category: |
TR = Catalog #: |

If you do not know the Commodity Code number, you may search for it by clicking on the &J icon
to the right of the Item field and click on Select Value .

PRLines : [ Fiter > = B
Line * lem De=cription
7 1 b3 ; =}
Line tem
# Line: 1

# Line Type: kem

B2
# ttem; » L:l
e | :{; lect Valie &
E@; Clazsification
{‘?ﬁﬁ Aftributes
F Go To ’
View ftem Availabiiity
View Image
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A new window will appear with a list of Items in Maximo. In this window, you may search for your item
by the Description column. To select an Item number, click on the Item Number or the Description .

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

Select Value
. Priter > Qi@ i  1-6of6 b Download : =
ftem Description Commodity Group Commodity Code
Freight
Freight and Cargo Containers
1002100000  (Shipping) (See Class 640 10000

For Boxes)

2954000000 Freight Elevators and Partz

8584700000 Freight Management Services 85800
053400000 Frmg!‘ltHandllng; Materialz Handling - 50500
Architectural
5995320000 SHIPPING/DELWERY/FREIGHT CHARGE 0ooo3 9905380000

0522500000 Trﬂ!'ls-ﬂurtatlgn of Goods and Other S
Freight Services

After you click on the Item Number or the Description , the Item Number will be returned into the Item
field. Overtype the defaulted description to better describe the item. You may also use the long
description, Manufacturer, and Model field to better describe the item.

PRLines [P Fiter ° 1-10f1
Line = Hem De=cription
F 11 S623600000 o Tran=portation of Goods and Other Freight Services I,_:¢
Line ftem
# Line: 1
# Line Type: ftem [
* ftem: S528500000 zportation of Goods and Other Freight Services i__:L
Remarks: I_,]-
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UPDATE THE QUANTITY, UNIT COST AND WORK ORD ER NUMBER

After entering the Item number, update the Quantity, Unit Cost and Work Order number

Quantity and Costs Charge To
Quantity: | 3.00 Tax Code: | @} Storeroom: | »
R tion Type:
Order Unit: |E|0X Q * Tax: 0.00 ST |AUT0MATIC T|
) Work Order: | 14183033 »
Issue Unit; | Loaded Cost | 45.50
) WO Task: | @
Conversion Factor: | 1.00 Contract Reference: |
) Location: |5-13475 »
Unit Cost: | 15.50 Contract Type: |
# Line Cost: 46.50 Contract Reference Revision: |
GL Debit Account: |CC:DDD1365E}D Q-_,
Schedule: |

Click on the floppy disk [E icon to save. If you have additional lines, click on the New Row button
and repeat steps.

ENTER SHIP TO/BILL TO INFORMATION

Click on the Ship To/Bill To tab.

FUFCMiase KeGUISITONS

| Find: |

| ¥ | Select Action ?@Eé@@?&*@ @

|
jenditions: !! Specifications |

List H FR || FR Lines " Ship To / Bill To

PR: |189967 | A4 12183033 Fremont SH, Purchase Bookcases (=3 Req Type: [BC @

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.

Ship To = | BillTo
Ship To: | 1431 C, |M&0 MANTENANGE SOUTH 1 =1 il To: | 1431 2, |W&O MAINTENANCE SOUTH 1
Address: 8620 11TH AVE. Address: |6820 11TH AVE.
Ciy: |LOS ANGELES Ciy: [LOS ANGELES
State/Province: | CA StatefProvince: [CA
ZPiPostal Code: | 90043 ZP/Postal Code: | 90043
Attention: | 782816 @ |Lu, Danny = Attention: | 783916 @, |Lu, Danny &

Click on the floppy disk [ﬁ icon to save.

PRINT THE PURCHASE REQUISITION REPORT

B icon located on the top toolbar to view the report.

(20 |setect Action

SR EIEE YT

Specifications |

= -
List | PR l PRLines | ShipTofBilTo. !| Terms and Conditions |
PR: | 189357 'AA 14182033 Fremont SH, Purchase Bookcases = Site: LAUE] Status: |WAPPR
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A new BIRT Report Viewer window will appear. Review the report and click on the printer
print the document.

E)

icon to

Page |1 of 1 19 46 H E =
\,’,“?”"" ":’q,' Los Angeles Unified School District Existing Facilities
f fﬂ Maintenance & Operations
iy E5
b L
) .
gash Mﬂg
Purchase Requisition
PR NO.: 169967 PR Type: BC PR Issue Date:Jul 5, 2013 2:20 PM
Requested Delivery Payment Terms:
Date: Freight Terms:
Requestor: 783916 Responsible Person:
PR Modified By: DANNY.LU Area/Region:MAC CENTRAL
Contract: Exp Date:
AA 14183033 Fremont SH, Purchase Bookcases
Vendor: Ship To: Bill To:
Vendor Code]107875-4 Neame:|M2.0 CENTRAL OFFICE Neme:| M3.0 CENTRAL OFFICE
Wame:| W W GRADVGER INC ‘Address:| 333 S BEALDRY MVENLE, Address:| 333 5 BEAUDRY AVENLE,
“Address:|5530 WINNETRA SuE 220D FLOCR 22ND FLOOR
NORTHRIDGE, CA. 51324 LOSANGELFS, €A 00017 LOS ANGELES, CA, $0017
Phune:|515-341-2608 Pligie: Pt
FaX:|577 48a 78a7 o] 2l
Atbention:|CUSTOMER SERWICE Ao Attentionsfis, Danry

The Requestor is responsible for signing the Requestor line. Requestor to obtain the required
signature in the Approved By field. The Approved By signature is determined by the Dollar amount
of the requisition. Approver must verify that the vendor quote and PR lines match prior to approving
the requisition.

CPM signs Requisitions for up to $25,000, AFSD for $25,001-$50,000, RFD for $50,001-$100,000,
and Deputy Director for over $100,000.

Submit the signed Purchase Requisition report to the Buyer Card holder for processing.
APPROVE PURCHASE REQUISITION

The Buyer Card holder performs this function.

On the Purchase Requisition record, change the status to APPR (Approve). Click on the @ icon

located in the top tool bar.

| Fing: (TL, = [select Action ] @ﬁ @D L B

List PR | PR Lines Ship Te { Bil To. | Terms.and Conditions Specifications

PR: | 169967 |AA 14183033 Frement SH, Purchase Bockcases L:Jv Stte: |LAUSD Status: WAPPR

The Change Status window will appear with Approved selected as the New Status . Click on the OK
button.

Change Status

PR: | 169967 AA 14183033 Fremont SH, Purchase Bookcases. =

Status: | WAPPR Waiting on Approval (WAPPR)

Memo:

* New Status: Approved =

#* Status Date: 7/5/13 2:03 PM

Memo
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CREATE PURCHASE ORDER

On the Purchase Requisition record, click on the Select Action dropdown and select Create PO.

| Fing:| R dlselect Actio | | @;&' ! @ @
_I . - - ":,f Change Status
List J PR || PR Lines || Ship To / Bill Te || Terms ) _
! i i View History
Create PO
PR: | 189967 | A4 12183033 Fremont SH, Purch Create Contract &
View Related Records
Details Unit of Measure and Conversion b = Dates
Attachment Library/Folders 3
by | ;
Priority: | 0 Duplicate Purchase Requisition Status Date: |7/5/13 3:03 PM %
Requested By: | 783916 Add to Bookmarks Requested Date: | 7/5/13 2220 P iz
. Run Repaorts . [
Supervizor: !2?1?3? Required Date: | %
Cognos Reporting

The Create PO window will appear. Click on the Autonumber button to allow the system to auto
generate a new PO number.

Create PO

g Enter a purchase order number or generate one by clicking Autonumber. Click OK to
create the purchaze order.

PQ: | AA 14183033 Fremont SH, Purchase Bookcases

Autonumber ancel

Write down the auto generated PO number and click on the OK button.
Create PO

o Enter a purchase order number or generate one by clicking Autonumber. Click OK to
create the pygchase order.

PO: |6838 14183033 Fremont SH, Purchase Bookcases

-

The Purchase Requisition status will automatically be changed to CLOSE.
FLICHASE IOSHUSIUONS

List : PR II PR Lines. || Ship To/ Bill To " Terms and Conditions } Specifications {

'~ | Find:| ) v Select Action FlHEE #eeiei @g .

PR | 189887 | A4 14183023 Fremont SH, Purchase Bookcases (= Req Type: |BC [} Status: |€LDSE

10
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APPROVE PO

Click on the Go To button, hover your mouse over the Procurement module and select Purchase

Helig (§) e EaTA =T

] Admind
] Finc:| L~ [select Action R e v o RARBESE ﬁ s '
|tst | 7 | PRincs | snaTosmiTe | Tomsand Consiors | Specitcaions | % Enanoe ¥
Contracts v
- 1A 14183033 Fremont 5, Purchse Boskesses & P a s [cLose & rorsmewe
Inventory b s
g Planning v
P Preventive g
@ Purchasing Purchase Requisition
[ reease Purchass Orders
(8 secuiy » Recening
@ Self Service v Shipment Receiving
) Service Desk » Invoices
&y serviceLevel v Request for Quotations
[fli] svstem configuration  » Companies
[& Tostmanagement v Company Master
Work Orders » Terms and Condiions

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

rated PO number in the find field and click on the @to search.

auto gene

Li=t PO PO Lines Ship To i Bill To Termz and Conditions Specifications

thuanoed Search =¥ Save Query I Bookmarks

»
On the Purchase Order record, change the status to APPR (Approve). Click on the icon located
in the top tool bar.
Purchase Orders =

I+ Fm:.| )+ |sekest Action FEER Lia e

List H PO || PO Lines || Ship To.{ Bill To || Terms and Conditions: || specifications. |

PO; 5838 |44 14183033 Fremont SH, Purchase Bookcases = Site: | LAUSD

Revizion: o | I_;_Jv Bypass Contract Revizion on PO Approval? [_

11



Maximo 7.5 / Buyer Card Guide
The Change Status window will appear with Approved selected as the New Status . Click on the OK
button.

Change Status
PO: |6838 A4 14183033 Fremont 3H, Purchase Bookcases L:Jr
Revizion: 0 L_:J-
Status: | WAPPR Waiting on Approval (WAPPR)

Memo: |

# New Status: Approved (Ap;T

# Status Date: TISM3 2:24 I i)
Mema:

Al

PRINT PURCHASE ORDER DETAILS REPORT AND PLACE OR DER WITH VENDOR

The Buyer Card holder performs this function.

On the Purchase Order record, click on the Eol icon to run/print the Purchase Order Details report.

RS e v R EAD

(1w |select Action

1 |
Liet | PO PO Lines 1 Ship To/Bill T | Terms and Conditions | - Specifications

PO: |B838 | AA 14183033 Fremont SH, Purchase Bookcases =t Ste: |LAUSD

Revwision: ' o | L,Jv Bypass Contract Revizion on PO Approval? :'_

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

Page ;1 of 1 e a P

_v'-'*"-’-*;.,% Los Angeles Unified Schoal District Existing Facilities
f"’ % Maintenance & Operations

il

Purchase Order
PO NO.: 6838 Purchase Req No. : 303265 PO Type (from PR or RFQ): BC
PO Revision No.: 0

Buyer Card Holder signs the PO Details report. Attach the signed PR Report with the PO Report
and submit to Requestor for confirmation and filing.

Buyer Card Holder to submit a copy of the PO Details report or provide the PO Number to Vendor to
initiate purchase.

12
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OPTIONAL: MODIFY PURCHASE ORDER
The Requestor performs this function

To modify a Buyer Card Purchase Order, On the PO record, click on the Select Action dropdown and
select Revise PO.
'Purchase Orders.

danny.lu on MaxCront1

N

| '~ Find: | (), '+ select Action =] “ fe@® v o R AR

" | |"' '=;|:' Change Status
List " PO || PO Lines || Ship Te/ Bill To. || Termd

View History

Copy PR Line ttemsz To PO

| I Create Contract 0
PO (6838 | A4 14183033 Fremont SH, Site: | LAUSD
Complete Receipt:

Revizion: | o Revize PO Bypass Contract Revision on PO Approval? !_

View Revision His%ry

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

Revise PO

Revizion:

PO: 6338 * Modify line one cost. - =

1
Internal Change? |_

Allow Receiptz and Invoicezs? |7

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

Purchase Orders
lanny.u on MaxCron01

] e @ = soeetscin e cRAB DS

1 i i §
PO h PO Lines h Ship To/ Bill To ;| Terms and Conditions | Specifications |

Lt |

po: 8838 A4 14183023 Fremont SH, Purchase Bookcases & Site: |LAUSD Status: | PNDREV

Revision: | 1 t. =+ Bypass Contract Revigion on PO Approval? &

13
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Click on the PO Lines tab to make your modifications. Click on the floppy disk icon to save.

Puirchase Orders.
lanny fu on MaxCron01 BMXAA42051 - Record has been saved,

Bullslies™(8) = GoTa ||

=] et | L | sclect Action W E ) Bpgg
st | po | PoLmes Terms and Condtions | Specifications |
PO: (8638 |AA 14183033 Fremont SH, Purchase Bookcases (=1 Site: |LAUSD Status! | PNDREV.
Revision:| 1 |Modify ne one cost. =]
POLines [ Fiter > ) 1-10f1 "
Line = ftem Description Quantity Order Unit Unit Cost 2

' 1. 3207400000 3> {Serews, Wood 172" = | 2.00 EA G | 25.00 3 Q

[ vendorkems | [ contracthems | [ Sekectspare Vendor Analysis
A

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

~ | Find; |

4, [select Action MHE ¢ e i B ARA

= - - =
List I PO \ PO Lines Ship To / Bill To ' Terms-and Conditions !: Specifications

Po: 6838 | AA 14183033 Fremont SH, Purchase Bookcases =t site: |LAUSD

Revison:| 1 Modifyline one cost. 128

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

T o1 1e®®

Los Angeles Unified School District Existing Facilities
Maintenance & Operations

Modified Purchase Order

PO NO.: 6838 Purchase Req No. : PO Type (from PR or RFQ):
PO Revision No.: 1 Modify line one cost.
PO Date: 3/6/13 Vendor: 107675-A Payment Terms:
Requested Delivery Freight Terms:
Date:

The Requestor 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 $25,000, AFSD for $25,001-$50,000, RFD for $50,001-$100,000,
and Deputy Director for over $100,000.

Submit the signed Modified PO report to Buyer Card Holder for processing.

The Buyer Card holder performs this function.

14
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Go to the Revised PO record in the Purchase Order application and change the status to APPR
(Approve) .

Note: Make sure you are on the Revision 1 PO. If you are not, click on the List tab and select the
revision 1 PO.

PO 8838 | A4 14183033 Fremont SH, Purchase Bookcases

Revision: | 1 | Modify ine one cost. b=

Status: |PNDREV |Pending Revision

Hemo: |
#* New Status: Approved (ANT“
# Status Date: 9/9(13 9:54 AN

Nemo:

Contact vendor and place the order per the Modified Purchase Order . Submit Modified Purchase
Order report back to the requestor for filing/holding until Invoice.

ORDER/INVOICE RECEIVED, REQUESTOR TO RECEIVE LINE ITEM IN RECEIVING
APPLICATION AND SUBMIT RECEIPT/PACKING LIST AND INV OICE TO BUYER CARD HOLDER
The Requestor performs this function

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

Favorite Appications e=x|

| Work Order Tracking

: Labor Reporting

View Requisition

| Purchaze Requisitions

Reguest for Quotatiens

Purchaze Ord
| Receiving
| Preventive MaNfenance

15
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In the Receiving application, enter PO number found on the Purchase Order report in the Find field

and click on the @ to search for the record.

List || Material Receipts Il Service Receipts !

Qﬂd'.ranoad Search - w E Save Query '™ I Bookmarks

| posi wrmer > @ G . 0-Dorfo

You will then be taken to the Materials Receipt tab of the record. Note: Make sure you are on the
correct PO (if there are revisions). If you are not, click on the List tab and select the correct revised

| (SR — SRL@P LB
PO: 6838 % | AA 14183033 Fremont SH, Purchase Bookcases [ site: [LAUSD. PO Status: |APPR
Company: [ 1076784 | W GRAINGER NC. =2 Pretax Total: | 2209 Receipts: [NONE
Attention: | [ =3 Received Cost: | 0.00 Ordered Date: |7/5413 315 I
s,
Material Receipts [ Fiter 0-00f0 Dowrioad 3 e
POLine* ftem Description: Quantity Order Untt Type Insp. Status Actual Date
SekciReceps bVod | [ Seecitems forRetin ] [ SceciRolalng Asseis forReum ] | _seeciOrsereatems | [ WewRow |
Click on the Select Order Items button.
Material Receipts - P Fiter > 0-00f0 § Downiosd ; =
PO Line * ttem Deseription: Quantity Order Unit Tvpe Ingp. Statug Actual Date
([ SeeciRecoplstoVod | [ Selecifoms forRelum | [ Select Rolaling Assels for Retum ] |__Select Ordered fems.

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 ltems = |~ “ii=r 1-10f1 G§ Download © =
[¥] PO Line ttem Description Packing Slip To Storercom  Quantity Due ntity Ordered Invoice Remarks
¥ 1 3207400000 Screws, Wood 1/2" | 3.00 | |

1l ” >

16
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You will taken back to the previous screen. Click on the floppy disk lﬁj icon to save the record. The
Receipts status will be changed to COMPLETE if all items were received.

'BMXAA42051 - Record has been saved.

ceipte | Service Receipts

ot | Mater
Po: 6838 3 |AA 14183032 Fremont SH, Purchase Bookeases =4 Ste: [LAUSD PO Status: [APPR
Company: [107678-A W W GRANGER INC & Pretax Total: 4208 Recepts: (COMPLETE
Attention = Received Cost az09 Ordered Date: 715113 3:15 PI
Attachments [7

Material Receipts [P Fiter 1-10f1 4 Downioad : =

POLine * fem Description Quantiy Order Unit Tvpe Insp. Status. Actual Date

3 13207400000 % Serews, Wood 172 |l 2.00 80X &y RECERT conp. 715113 348 P11 i3 By @

Seecimeceps o Vos | [ Seecttens forketm ] [ Ssensormsum | [_SeeciOmsrsatens ] [ ewRow |

Requestor to obtain Inspected By, Received By and Approved to Pay signatures on the PO Report.

Inspected By The act of examining goods that have been delivered to determine conformance
to what was ordered via the purchase order.
«  Verify that what was ordered conforms to purchase document (purchase
order, statement of work, specifications, attachments, etc...)
« Verify the quantity ordered against the quantity shipped or delivered.
« Inspect for damage or breakage.
< Verify that the unit of measurement count is correct.
o Example 1: If the unit of measurement on the purchase order is
200 square feet of playground matting, measure actual installed
matting square footage.
o0 Example 2: If the unit of measurement on the purchase order is
one dozen, count 12 in the unit package.
« Verify that delivery documentation (packing slip, certifications, etc.) is
acceptable.
¢ Verify that packaging integrity is preserved (no leakage, damages, etc.).
e If needed, take photo of goods/services for confirmation of inspection.

Received By The act of taking possession of goods in order to stage them for inspection or
place them into inventory.

Approved to Pay The act of verifying that all purchase documents are in place and accurate
(vendor quote, purchase requisition, purchase order, invoice) and may proceed
to invoice payment.

Note: The person receiving the item(s) cannot be the same person who generated the requisition.

Submit the PO report, Purchase receipt(s), Packing Slip and Ve  ndor Invoice to Buyer Card
Holder to complete the invoice record and reconcile the purchase in SAP.

CREATE MAXIMO INVOICE RECORD, CHANGE MAXIMO INV OICE STATUS TO PAID

The Buyer Card holder performs this function.
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Maximo 7.5 / Buyer Card Guide s
Go to the Invoice application by either through the Start Center Favorite Applications  list or utilizing
the Go To shortcut.

Hulietns {0) =7 Ga 10 Bnter ~Profile  Sign Ouf HEp

s psses
@ Change

Contracts

IT Infrastructure

&
Q Inventory
Ll
‘v

r v ¥y v v w

Aftachments [
Planning B Eg

Preventive Wain

Purchasing Purchase Requisitions

Pﬁﬁ Release Purchase Orders =
'[E] Security L3 Receiving

I;;r Self Service L] Shipment Ry

L Service Desk r Invaices

CRW Service Level L3 Request for \ggotations

@ System Configuration  ® Companies

E Task Management L3 Company Master

Ej Work Orders L3 Terms and Conditions

In the Invoices application, click on the lg icon to create a new Invoice record .
invoices

| '~ Fine 4, = |sskect Action ~ L@

List || Invoice || Invoice Lines || Terms and Condttions lll Specifications |

QAmranDed Search ' @ Save Query ™ I Bookmarks

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

=] ] @, |seectActon = ®E o RBARES
List ‘ Invoice “ Invoice Lines. ” Terms and Conditions. ” Specifications.
+Invoice 150677 | s 14183033 Fremont SH, Purchase Bookcasss site |LAUSD * Type: INVOICE =}
Invoice Details = | | PODetails =
Original Invoice: | g PO: |44001 Contract Reference: | »
Reverse Invoice: | ” Site: |LAUSD Contract Type: |
Vendor Invoice: | Company: | 112402 Contract Reference Revision: |
Approval# | Currency: |USD Payment Scheduls: | @,
* Entersd By DANNY LU Buyer |
Receipts: |NONE
Total Cost: | 0128
Uninvoiced Total: | s01.28

Click on the floppy disk “& icon to save.
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Click on the Invoice Lines tab and click on the Copy PO Lines button.

Invoices ‘Biletivs'{0) w7 GoTo  Heports  Star Canter

1] Finc: | 150877 () = select Action

THEL e T o REA DS

H Specifications |

ust | involce

Invoice: 150678 | A 14183033 Fremont SH, Purchase Bookcases = Pretax Total | 000 Type: |INVOICE |
Line Totat: | 0.00 Status: |ENTERED
invoice Total: | 0.00 stte: [LAUSD
Invoice Lines i [P Fiter > i i 0-00f0
Line* Hem Description 0] PO Site Quantiy Uni Cost Tax

No rows 1o dispiay.

o7 Loes

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

(®) View all lines
O View all ines that are net invoiced

| PO Lines H Materials || Services ‘

POLines: P Fiter > : i i 1-40f4 c# Download : =
[/ PO+ Line+ tem Description Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
[+] 44001 1 Shipping and Handling 5.00 5.00  100.00 100.00 LAUSD
[+] 44001 2 3500500000 Wood Adhesive 2.00 2.00 25990 259.90 LAUSD
[] 44001 3 3651000000 Floor Brush 1.00 1.00 32.76 32.76 LAUSD
[¥] 44001 4 4453000000 Staple Gun 1.00 1.00 65.00 65.00 LAUSD

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

Invoices - ‘Billetine' () " GoTo' Beporte  StafCanter Prafie  Sign Oul  Help
=i = - @
+] s 150677 €L = selectActin TR e v B A BES
st | nvoce | iwoiceLines | Terms and Conditens | Specifcations |
nvoice: 150678 | 12183033 Fremont SH, Purchase Bookcases = PretaxTota| 45766 Tvoe: fnvoce |
LneTotal | 45768 Status: [ENTERED
invoice Total: | 50128 Site: |LAUSD.
invoice Lines© B Fiter > i i i d-40f4 o4 Download © =
Line* fem Descripton 20 £0 st Quantty uni Cost Tox Line Cost
3 | 1 los2ss00000 3> | Shipping and Handing & | 44001 » LAUSD | 500 20,00 875 | 1000 By ()
3 2 3600500000 3 Wood Adnesive =] 44001 » LausD 200 129.95 2534 25000 By \Uj
» 3 3651000000 3 Floor Brush =1 44001 » LAUSD 100 3276 218 3276 BLEJ @
3 44453000000 5y Staple Gun = 44001 » LAUSD 100 85.00 634 85.00 E’Lm -@
[copyPotmes | [ skt Consgnment Transsctons | [ Dsoute Coss ] [ tew fow

Click on the floppy disk E icon to save the record.
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Change the status of the Invoice record to PAID by clicking on the (@ icon located on the top toolbar.

"+ Find: [ 150877 3w sekect Action BRI B R i)
List | Invoice | InvoiceLines '_ Terms and Conditions | Specifications |
Invaice: | 150678 | A4 14182032 Fremont SH, Purchase Bookcasss = Site: iLAUSﬂ Type: iwvmcxz Q“

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: | 150678 Ab 14183033 Fremont SH, Purchase Bookcazses L:}
Status: |[ENTERED Invoice Entered (ENTERED)
Memo:
# New Status: Paig (PAID) T_
# Status Date: 71913 4:40 PM %
Memo:
Close PO? [

=

11. RECONCILE PURCHASE IN SAP

The Buyer Card holder performs this function.

Reconcile the purchase in SAP. SAP reconciliation instructions can be downloaded from

http://www.laschools.org/new-site/mo/awms under Procurement, titled, “Buyer Card Reconcile
Process (SAP).”
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NON-ANNUAL CONTRACT PURCHASE (Total Purchase Amo unt between $25,000 and $90,200)
CREATE PURCHASE FOR QUOTATION
START CENTER

When you first login, you will be taken to the Maximo Start Center.

Welcome; Lu, Danny. Bilets'(0) - GoTo Hepors StarCenter frofie  Sign OUf  Help

15! change ContentiLayout [fgj Display Settings {[J Create New Tempiate. [} ocify Existing Template {] Update Start Center]

| Favorite Applications: # =2 url‘rmlﬁnnﬂf writer > CL ¢ XJ

Work Order Tracking || subject lessage Post Date Expiration Date. Viewsd

Purchase Requistions L [

Feues for Quortens hre ot ey ot o essage o v |
Purchase Orders

Receiving

Preventive Maintenance

Assete

Labor Reporting

Job Plans

Assignment Sheet

Invoices

Work Requests.

Under the Favorite Applications section, click on the Request for Quotations application.

Welcome, Ly, Danny

Favorite Applications = IJ

Work Qrder Tracking

Labor Reporting

View Reguisition
Purchaze Reguizsitions
Request for Quotations

Purchaze Qrders

REQUEST FOR QUOTATIONS HOME

You will then be taken to the Request for Quotations home screen; in this screen, where you can
search for existing Request for Quotations (RFQ) records.

Request for Guotations BUldins (1) ~~GoTo Beporis StariDenter Profle SignOul Hel

el @ [30ect Actn Ffh « coveaBasR S

et 20| Rratioo | Vomors | auotston | Tome ant cansiore: | soocietons. |

@ Advanced Search ‘v [ Save Query ¥ || Bookmarks

Rras | Frer > O G i 0-00f0 g Dowrioes ;=

BFQ Deser Status. Required Date Replv Date Close Date ste

I [ il ] uso @

ter
carch bution above
0 the taolbar,

NEW REQUEST FOR QUOTATIONS RECORD

Click on the @ icon to create a new RFQ record.
Request for Quotations

[~] Find: | Q'ISBIEBTAHIDH TI’@ Y ""Eﬂi@ﬂg

Lsst“ RFQ ” RFQ Lines ” Vendors. H Quotations. || Terms and Conditions ” Specifications
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A new RFQ number will auto generate.

| Fing: | (), |sekect Action Nl R e o B SRAES

List I‘ RFO | RFQ Lines |

*RFQ: 7728 _ = Status: |INPRG

In the Description field, use the following naming convention: 2 Letter Craft Code (space) Work Order
Number (space) School Site (i.e., AA 14183033 Fremont SH).

—

Vendors " Quotations ” Terms and Conditions | Specifications |

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., AA 14183033 Fremont SH, Replace Doors).

: - =} _ . :
Click on the Long Description “* 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.

~res. @ = soectscor R eV B I DS

List I RFQ | RFQLines | ‘Vendors | Quotations | Terms and Conditions !f Specifications: I

#RFQ: 7725 | A4 14183033 Fremont SH - = Status: |INPRG

Fill in the following fields:

Q)

Type Type BC or click on the magnifying glass ' icon next to the PO Type field and
select BC (Buyer Card) .

Craft Enter the two-letter Craft Code of the craft responsible for the BC.

Bid Due Type the Date and Time that Quotes (or Bids) must be received by. You may use

the Calendar '-@J icon next to the Bid Due Date field to select a Date.

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

22



Sample screen shot
e € = seectacen B

List } RFO H RFQ Lines ” Vendors ” Quotations H Terms and Conditions ‘l Specincatons |

RFQ: (7728 | AA 14183032 Fremont SH =2 Status: |INPRG
Details. = || Dates = || Terms
Requested By: (783918 &) Required Date: | [0} Freight Terms: |
Buyer. | Q Reply Date: | ship via: | q
* Priorty: 0 Printed Date: | oY Payment Terms: |
Type: |BC 8 Close Date: | B FOS Peint |
Entered By: [DANNY.LU Status Date: | 7/8/13 4:08 P i) Work Start Date: | ]
Project Type: | -4 Bid W/alk Date: | 5 Work End Date: |
Craft A& » Bid Due Date: |2/1/13 10:00 AN 72} License Type: | &
Wodified; |DANNY.LU Wodified: |7/8/13 4:23 P i) A Letter Not to Exceed: |
ProCureiRX # |
‘Subcontractors Prohibited? [ |
Ship To = || ReplyTo
Ship To: [1431 (Z, |M80 MAINTENANCE SOUTH 1 =3 Reply To: | 1431 @, |M80 MAINTENANCE SOUTH 1
Address; 6620 11TH AVE. Address: 6620 11TH AVE,
cty: [LoS ANGELES. City: |LOS ANGELES
State/Province: |CA. State/Province: |CA
ZIPjPostal Code: 80043 ZPPostal Code: | 90043
Attention: | 783916 @, |Lu, Danny. = Attention: | 783816 @, |Lu, Danny !

CREATE THE RFQ LINES

Click on the RFQ Lines tab
{EqUEeST TOr WUoIanons

e @ st e T EHRLeP e o BIR DY

List || RFQ || RFO Lines { Quotations || Terms and Conditions || Specifications |

RFO: 7728 AA 14183033 Fremont SH Status: | INFRG

i

Al

Click on the New Row button to create a RFQ Line.

Bt (0) /G0 To Reporis StartCerier  Frofie Sion Oat  Help

] Fing| ) v [sekectActon ?'@E_@:@d};%: 3 ‘@7:

ot |_ra | Fraties |, vensors, | ouotters | Toms sooconsions | specticaion. |

w1128 | A 14183032 Fremont S = ste: LAUSD Sttus: G

RFQlines | P Fiter > i ¢ i0-00f0

Line * tem Description Storereom Quantiy Orger Uni Conversion Factor Work Order

No rows to display

[ Soecisporarans | [ owRow |
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Enter the Commodity Code number in the Item field. Overtype the defaulted description to better
describe the item. You may also use the long description, Manufacturer, and Model field to better

describe the item.

RFQ Lines  [» Fiter * 1-10f1

Line+ tem Description
o 1 13207400000 o Screws, Wood 1/2

Ling ftem

* Line: 1

Line Type: |tem -

ftem: | 3207400000 = »» |Screws, Wood 1/2

Storeroom

Manufacturer: |PHILLIPS
Model: | A123

= Category:

If you do not know the Commodity Code number, you may search for it by clicking on the 2 icon
to the right of the Item field and click on Select Value .

RFGQ Lines  [» Fiter 1-10f1
| Ling = ltem Description
7 1 » =t
Line Ih;.n‘l _ _
# Line 1 IManufacturer: b
Line Type: |tem = Modt
= .--)? _____ LJ' Category:
Quaniny: g diid Commadity Group: | 32000 @,
Order Unit: | Commodity Code: &,
lzzue Unit: Retharie:
Converzion Factor:

A new window will appear with a list of Items in Maximo. In this window, you may search for your item

by the Description column. To select an Item number, click on the Item Number of the Description .

Note: The Item number you select must have a Commodity Group in order for the purchase to be

reconciled in SAP.

Select Value

< riter > @ @ B  1-200f333 P
tem Description
SCREW
0054201224  WHEEL GRINDING SCREW -ON O7"
0450800167 LL;&ED :?c%nsw, SAWZALL, MILWAUKEE, 6517,
0450600234  F-OOR MACHINE, CORD HOOD CLAMPISCREWS,

HILD, PRO11-20, #13832

Commodity Group Description

00500 RASIVES
04500 HOUSEHOLD APPLIANCES AND EQUIPMENT
04500 HOUSEHOLD APPLIANCES AND EQUIPMENT
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After you click on the item number or the Description , the Iltem Number will be returned to your item

field. Overtype the defaulted description to better describe the item. You may also use the long

description, Manufacturer, and Model field to better describe the item.

RFQ Lines . [P Fiter >
Ling = tem
F 10054201224
Line tem
# Line: 1
Line Type: fem
ttem: 0054201224
CQuantity:
Order Unit:

1-10f1

Description

WHEEL GRINDING SCREVY -ON Q7"

GRINDING SCREW -ON 07

=

=

Manufacturer:

Commodity Group:

Model:

Category:

Commedity Code:

00500

UPDATE THE QUANTITY AND WORK ORDER NUMBER

After entering the Item number, update the Quantity, Order Unit and Work Order number

| mratines : [ Fiter
Line * tem
4 10|0054201224 3
| Line fhem
#* Line: 1
Line Type: |tem =]
ttem: | 0054201224
Cuantity: 1.00
Order Unit: |EA .
lzzue Unit:
LConversion Factor: 1.00
Charge To
Storeroom: »
Waork Order: | 24063043 2
Location: |3-13475 »
Asset: »
GL Debit Account: |CC:0001865001-11731

1-10f1

Description

WHEEL GRINDING SCREW -ON 07"

»» |WHEEL SCREW FOR DOOR REPLACEMENT

&

5]

Manufacturer:

Model

Category:

Commaodity Group:

Commodity Code:

Remarks:

Related Records

PHILIPS >
: A122
: 100500 (&%
Q
Requisition:

Storeroom

Requisition Line: |

PO:

PO Line: |

Contract:

”

»

»

Click on the floppy disk H icon to save. If you have additional lines, click on the New Row button

and repeat

steps.
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3.  PRINT AND DISTRIBUTE THE REQUEST FOR QUOTATION FORM TO PROSPECTIVE VENDORS

Click on the Select Action dropdown and select Run Reports.

-~ g 7725 B dlscect Acio -] en e RSP ES
- i — .-‘f Change Status T - — - —
Lst | RFO | RFQLines | Vendors | Quotatiof latlons |
= & View History -
Copy PR Line tems to RFQ
B | i
RFQ: |7728 | AA 14183033 Fremont SH Univof Nieastre aid Comversion » Site: |LAUSD
ttach it Library/Folders 3
= = 3 E : :
RFQ Lines = [P Fiter 3 g g 1 Duplicate RFQ
Line = ftem Dl Add to Bookmarks Storeroom
b 13207378327 B it B peas =k »
Cognos Reporting
Line tem )

A Reports window will appear. Click on the Request for Quotation Form  report.

Reports

e Select a report from the list, or click Create Report to create an ad hoc report.
[ On Demand Reports || Scheduling Status. |

ReportstoRun . # Fitter ~ L - ¥ & 4 Iiosorz o4 Downioad : =

(rete e _
A Request Page will appear. Click on the Submit button.

Request Page

e 5

Parameters =

Schedule =

(&) Immediate

() Atthis Time | %
() Recurring | Q,

Email =

Tor Q
Subject: |

Comments:

File Type: Report Delivery Format:

(& PDF (&) Email with a file attachment
O xs () Email with a file URL
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A new BIRT Report Viewer window will appear. Review the report and click on the printer ﬁr icon to
print the document.

Pagell— of 2 I“*@i 5

S Los Angeles Unified School Distriet Existing Facilities
Ei %& Maintenance & Operations
M 2
-t

REQUEST FOR QUOTATION
THIS IS NOT A PURCHASE ORDER
Please return your gquotation using this sheet as the cover page

RFQ #: 15010 Bid Due Date: Date: 7/9/18
Project EA 14683267 BRAVO MEDICAL MAGNET SCHOOL
Description:
Scope:

Quotation request for the following:

Line # Quantity Unit Description
1 2 EA 100AMP / 3-POLE 480V 65K AIC BREAKER W/ 120V AC SHUNT TRIPS
z2 1 EA 100AMP DOUBLE MNT HARDWARE KIT FOR ABOVE BREAKERS

Items to be Ship To: 1416
4545 HUNTINGTOM DR 50., LOS ANGELES, CA 90032
Bidder Instructions: To submit a bid, please fax/email this document to the contact below.

Contact Name: Bujanda, Frank Charles

Contact Number: 626-201-4155

Contact Email: frank.bujanda@lausd.net

Address: 4545 HUNTINGTON DR 50., LOS ANGELES, CA 90032

Bidder Requirements: All vendeors are required to accept MasterCard as payment.

Jul 9, 2018 12:47 PM Page 1 aof 2

Submit Request for Quotation Form  to a minimum of prospective vendors.

ENTER PROSPECTIVE VENDORS IN THE RFQ, VENDORS TAB

Click on the Vendors tab.

| [+ | Find: | 7728

otk TR eP v - BRI DS

|| Terms and Conditions ll Specifications l

RFQ Lines I Vendors

RFO: (7728 | AA 14133033 Fremont SH =8 Site: |LAUSD

Click on the New Row button to create a RFQ Vendors Line .

|Requestfor Quotations ‘Billetine' () " GoTo' Beporte  StafCanter Prafie  Sign Oul  Help

] sind 72 @ ~[sekct Acion N e v o BI33@ &

wst | wra | Reaties [ vensors | ouctatons | Tems and Condiions | Spesiications

RFa: (7728 [ 14183033 Fremont st = Ste: |LAUSD Status: [INFRG

RFQVendors | [ Fiter © i 0-0of0 H‘

Vendor Description Phone Fax

o roves fo display

[[create PO | [ Create Contract | [ MHewRow ]‘
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In the Details view, enter the *Vendor Number in the Vendor field.

RFQ Vendors = [P Fiter * _ R
. Vendor Description
7113403 » OLD MASTER PRODUCTS INC it
Detaile
#Vendor 113403 ASTER PRODUCTS INC =

Contact: | CARL HILASK (

]

SAP Vendor#: | 1000000244
Phone; | 323-291-0677
Fax:
E-mail: |

#* Currency:  USD =

Note: The Vendor Number is typically the old IFS Vendor Number, however in some cases; it may be
the new SAP Vendor Number. It is important that your Vendor has a SAP Vendor Number; a buyer
card purchase can only be reconciled against vendors who have a SAP Vendor #.

If you do not know the Vendor number, you may search for it by clicking on the Ll icon to the right
of the vendor field and click on Select Value .

RFQ Vendors = [ Fiter ~ : : e e
endor Description
v > =
Details
* Vendor: » =
[ 5 )
Contact: | Ll SelectValue Q
IE Go To Companies
Customer #:
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A Select Value list of vendors will appear. You may search for a vendor by the Description, SAP
Vendor# or Address . Type in any value and hit enter to search. To select the vendor, click on the

Company number

or Description .

Select Value

Forge

: wFiter > @i @i i 1-200f141

Company Description T
PACIFIC
103074 Cal Pacific S\vage Inc. "
154182 TRIPACIFIC SUPPLY A
104843 Cumminz Cal. Pacific Inc. \
104244 Cummins Cal Pacific, Inc. v
133193 Scurr Pacific Sales v
107707-A Grating Pacific v
113655 3 WIRE PACIFIC COAST \ 1000003803
113857 Pacific Coast Sales A
113888 Pacific Design Concepts / Iren Mountain v

SAPVendor# Address

7930 Marbrisa Street
4345 PACIFIC STREET
1105 3. Greenwood Ave.
1935 Deer Ave.

31010 San Clemente St.
4839 Patata St.

23835 BANNING BLVD

2186 W Broadway #5568

P O Box 1908

b Download =
City Siate/Province.
Huntington Park CA
ROCKLIN CA
Montebelio CA
Irvinge CA
Hayward CA
Cudahay CA
CARSON Ca
Anaheim CA
Huntingten Beach CA

The select Vendor information will be populated in your RFQ Vendors line.

Vendor

Details

# Vendor:
Contact:

SAP Vendorf
Phone:

Fax:

E-mail;

#* Currency:

RFQ Vendors - [P Fitter : L 1o

Description

o 113655 2 3 WIRE PACIFIC COAST

113655 PACIFIC COAST
MARSHA

1000004781

800 531-1111

310-515-5584

UsD &

Click on the floppy disk [ﬁj icon to save. If you have additional Vendors, click on the New Row
button and repeat steps.

Note: If you cannot identify the vendor from the list, you may contact the M&O IT and Analysis Unit
(Danny.lu@lausd.net or John.herweg@Ilausd.net) and request a Temporary Vendor Number

Temporary Vendors may bid on jobs; however a contract cannot not be Awarded to a Temporary

Vendor.

If a Temporary Vendor is the lowest bidder, to award the vendor you must have them register for a
permanent SAP Vendor number and contact the M&O IT and Analysis Unit to create the permanent
vendor number in Maximo. Update the vendor number in the RFQ and award.
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CHANGE RFQ STATUS TO SENT AND ENTER VENDOR QUOTE S IN QUOTATIONS TAB

On the Request for Quotations record, change the status to SENT TO VENDOR (SENT). Click on

the ~* icon located in the top tool bar.

p— :
~ | Find:| 7728

L v saectactn SR E T

List " RFQ || RFQ Lines ” Vendors: || Quotations |! Terms and Conditions || Specifications |

RFQ: | 7728 | A4 14183033 Fremont SH =] Site: | LAUSD

A Change Status window will appear. Make sure the New Status is Sent to Vendor (SENT).  Click
OK.

Change Status
RFQ: 7728 | A4 14133033 Fremont SH =
Status: | INPRG |in Progress (NPRG)
Memao:
* New Stalus: Sent to the Ver = |
* Status Date: 7/8/13 5:06 P i)
Memo:

Quotations Tab: Click on the Quotations Tab to insert the bid amounts.
HEeqUesITor WU0Iaions

'~ | Find: (7728 ¥ | Select Action

B e v B SRS

nditions || Specifications |

List " RFG || RFQ Lines ” Vendors | Quotatio

RFQ: | 7728 | A4 14183033 Fremont SH =] Site: | LAUSD

On the Quotations tab, all of the vendors you added in the Vendors tab will appear.
Requestfor Quotations

{anny.lu on MaxCron00
=] o @, st Actn e e@d v BRESADS
List. ” RFQ ” RFQ Lines || Wendors ll Quotations || Terms and Conditions u Specifications |
RFO: 7728 |AA 14183033 Fremont SH, replace doars E Site: |LAUSD
Wendor | ttem |
vendors = [P Fiter * s e |

Mendor Description Contact
ERE » |3 WIRE PACFIC COAST (=8 MARSHA (o)
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Highlight the vendor row by clicking on the Description . The color of the row will turn blue.
ST

lanny.lu on MaxCron00

[~ Fina: | ) = |select Action

BSsRI&

B RS

List, | RFQ || RFQLines | Wendors || Quotations |I Terms and Conditions | Specifications |

RFQ: |7728 |AA 14183033 Fremont SH, replace doors B Site: |LAUSD
Vendor [ tem |
vendors = [P Fiter * i i gt
Mendor Description Contact
113855 > |3 WIRE PACFIC COAST =5 | MARSHA &

Under the Quotations for Vendor section, click on the Select RFQ Lines button.

leteny
Vendors | B Fiter > © ¢ i t-toft B Downioa; =
Vendor Description Contact Total Bid Amount Phone Fax Awarded?
D( 1113655 > |3 WRE PACFIC COAST B MARSHA ‘l 1800 5311111 310-515-5564 0 @
[Cremero | [ Create coniact ] [ Hew Row |
Quotations for Vendor - B Fiter * i 0-00r0
Line tem Desciigtion Manufacturer Quanity Order Uni Currency Ui Cost Base Currency Base Unit Cost Auiarded?

Select RFQ Lines

A Select RFQ Lines window will appear. Click on the checkbox for the line(s) that the vendor
submitted a quote/bid for and click on the OK button.

Select RFQ Lines

| RFQ Lines : b Fiter > ! : : 1-10f1 C4 Download : =
O Ling ftem Description Storeroom Quantity Order Unit Conversion Factor Location GL Debit Account Required Date

1 |0054201224 | WHEEL SCREW FOR DOOR REPLACEMENT | 1.00 EA o 1.00) |5-13475 £C:000126500 |

L]

4

The RFQ Line will be brought back over to the Quotations for Vendors section.

| Vendors i > id-torn G4 Downloss © =
Vvengor Deseripton contact Total Bid Amount Phone Fax Awardes?
B f1rasss > |3wRE PACFIC COAST B MARSHA e | 800 s31-1111 3105155582 0 i
[CreatePo | [ CreateContract | [ HewRow |
‘ Quotations for Vendor 113665 | Fiter > 1-tof1 o Downiosd © =
N
Line tem Description Manufacturer Quantiy Order Uni Currency Unit Cost Base Currency Base Unk Cost Awarded?
13 | 1 |oosaz0122¢ 3 | WHEEL SCREW FOR DOOR REPLACEWENT & |PHLIPS 1.00 [EA Q uso luso 000 [ AT}

Enter the Bid/Quote amount in the Unit Cost field.

‘ Vendors P Fiter > 1-1of1 ©of Downlosg | =
Vengor Description Contact Total Sid Amount Phone Fax Awsrded?
B l1raess » |3 WRE PACFIC COAST = |MARSHA o, 1200 5311111 13105155564 o it
[CreateP0 | [ Create Contract | [ Mew Row |
‘ Quotations for Vendor 113685 [ Fiter * ioo1-10f1 4 4 Download | =

Line tem Descrition Manufaciurer Quantty Order unt Gurrency uni Gost Bz Base UnitCost. Awarded?
i3 | 1 |o0se201228 % | WHEEL SCREW FOR DOOR REPLACEMENT a PHILIPS 100 EA a, usn | 300000 f 300000 (] fir
Select RFQ Lines Avrard Al

Al

Click on the floppy disk icon to save. If you have additional Vendors, repeat steps by highlighting
the vendor row and clicking on the New Row button in the Quotations for Vendor section.
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SELECT THE PREFERRED VENDOR TO AWARD

In the Quotations tab, highlight the Vendors row you wish to award.
Vendor section, check the Awarded? checkbox.

Under the Quotations for

sy ey
Vendors | [ Fiter > -4 of1 4 Download : =
Vengor Description Contact Total Sid Amount Phone Fax Awardes?
T » |3 WIRE PACFIC COAST =] MARSHA Q, | 200 531-1111 | 3105155568 =) LT}
[(CrostoP0 | [ CroatoConiract_] [ MewRow |

Quotations for Vendor 113655 [ Fiter 1-1of1 o Downioag =]
Line tem Deserintion Manutacturer Quantty Order Unt currency Unit Cost Base Currency Base Unt Cost Aw:

b | 110054201224 % | WHEEL SCREW FOR DOOR REPLACEMENT ‘a |PHILIPS 1.00 [EA Q usp | 3,000.00 |USD | 3,000.00 []

Sckect RFQ Lines

Click on the floppy disk [ﬁ icon to save.

PRINT THE BUYER CARD MATERIAL REQUISITION REPORT

| Find: |

RFQ: 7728

Click on the Section Action dropdown list and select Run Reports .

Q w | Select Action ~]

= = =
List | RFQ ll RFQ Lines || Vendors I Quotatior o

. Change Status "

:ations. |

@b v BADES

View History

Copy PR Line tems to RFQ

]
|M ST e Unit of Measure and Conversion b Site:. Rl
;—.I Aftachment Library/Folders k
Vend I
endor |l Duplicats RFQ
| Vendors - [P Fiter > G 1 Add to Bookmarks
- Run Reportz
Vendor Dezcription Contaet

Fmn n Cognos Reporting o .

B 113403 > |OLD MASTER PRODUCTS INT =1 |CARL HILASKI

A Reports window will appear. Click on the Buyer Card Material Requisition

report.

Reports

a Select a report from the lizt, or click Create Report to create an ad hoc report.

| On Demand Report=s ‘ Scheduling Status

Reports to Run | 7 Fiter » C)

4 b 4@28-300f31 3 Cb Download :

Description
AB Letter 26 Enclosure Pick-Up

AB Letter 27 Contractor Performance
Ewvaluation

Buyer Card Material Requizition

Maintenance Material Bid Form

RFQ Vendor Comparizon

[_ Create Report ] I_Canoel]
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Request Page window will appear. Fill in the RFQ # and basis of award fields. Click on the Submlt

button.
Request Page
Help Text B8
Parameters =

Enter RFQ #:
7728

Requestor comments:;
Enter bazis of award (A=Competitive, D=Sole Source, E=Other): A

If "SoleiSingle Source”, explain:

If "Other Basiz of Award™, explain:

A BIRT Report Viewer window will appear. Click on the :l.J to print the report.

Page |1 of 1 Qe P =
Ty e P i s T
b '-‘:\,( Los Angeles Unified School District Existing Facilities
b A Maintenance & Operations
<YL 3
|
s
2) B
""ef.‘.w"g
RFQ #: 7728 Date:9/9/13 Budget FY:2,014
Suggested Vendor: Requestor Info:
Vendor Code]113 Resp Ares: MOI
i Org Neme: MB/0 MAINTENANCE SOUTH 1
Address:| 2 L Reap Org: 1431
CARSON, CA, S0745 Phone: 213-241-0573
Phone:|00 531-1111 FAX: 213-241-5548
FAX;) 210~ Comments:
Attention:| MARSHL
Ship To: Reply To:
Name:| MEC MENTENANCE S0UTH 1 Narme:| MOL - M50 MAINTENANCE SOUTH L
Address; Address:]
City/ State/Zip:
Phone;|
FAX
Attention:|Ls, Darry
& |Schoal Name G/ L Account I # |Schoa| Name G/L Account
01 |FREMONT 50 CC:00D1B65001-11731
Acct Totsl
Line # Qty  Unitsa  Ttem # Line  Description, Mfg, Model, Catalog Code, Nates Craft  Unit Cost Tex  Line Cost  Line Cost
1000 EA DO54201224 D0L  WHEELSCREW FOR DOOR REPLACEMENT, PHILIPS, 4133 300000 26250 300000  £3.262.50
Total Cost: $3,262.50

The Requestor is responsible for signing the Requestor line. Requestor to obtain the required
signature in the Approved By field. The Approved By signature is determined by the Dollar amount
of the requisition. Approver must verify that the vendor quote and Quotation lines match prior to

approving

the requisition.

CPM signs Requisitions for up to $25,000, AFSD for $25,001-$50,000, RFD for $50,001-$100,000,
and Deputy Director for over $100,000.

Submit the signed Buyer Card Material Requisition
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CREATE PURCHASE ORDER

The Buyer Card holder will perform these functions.

Go to the RFQ record in the Request for Quotation application.

eqUESLTOr GLOLATONS
| Fing: | (00 = setect action R SeDie B SEA =

List H RFQ || RFQ Lines " Vendors I! CQuotations I! Terms and Conditionz ” Specifications |

RFO: (7728 |AA 14183033 Fremont SH, replace doors = Status: |SENT

Click on the Quotations tab, click on the l.!_] of vendor that is awarded and click on the Create PO

=i =, =
R @d v - BS@ G
et | rra | meaties | vendors | specifications. |
RrFQ: 7728 |/AA 14183033 Fremont SH, replace doors) site: [LAUSD Status: [SENT
Vendor | _tem |
Vendors | [P Fiter * 1-1of1 3 Downloag | =
Vendor Description Contact Total Bid Amount Phone: Fax. Awarded?

o nasss > |3 WIRE PACFIC COAST Gl HARSHA = 800 5311111 3105155588 & it

Vendor. | 113858 5 |2 WRE PACIFIC COAST = ‘Ship Vie: | &

Contact | MARSHA L. ¥ FOB Point: |

‘SAP Vendors: | 1000004781 Payment Terms: |
Phone: |800 5311111 Freight Terms: | 8
Fax:[310-515-5564 Pay Tax o Vendor? [/
E-mait | Vendor Quate #: |
*Currency: USD @ Vendor Reply Date: | 2}
Bid Taken By: | «
Contract Detais
Contractor License Number:| Contractar Classification:| Financial Rating(s)(Auto, Liabilty)|
Auto Ins. Exp. Date:| izl Liabilty Ins. Exp. Date:| = Warkers Gomp Exp. Date:| 1]
Insurance Verified By:| Insurance Verfied Date:] ] Safety Prequal Date:|
CresieFO

A Create PO window will appear. Click on the Autonumber button and click OK.
the auto-generated PO number as you will reference it in the next step.
Create PO

Please write down

ﬂ Create a PO be either entering a unique number in the PO field or by clicking Autenumber,
Select OK wghen finished.

PO: |15399 A4 14183033 Frement SH, replace doors

I_ Autonumber ] [DK ]-

After you click OK, the RFQ status will be changed to CLOSE.

List " RFQ H RFQ Lines. H Vendors H Quotations ‘l Terms and Conditions. H Specifications |

RFQ: 7728 | A 14183033 Fremont SH, replace doors = Ste: |LAUSD Status: | CLOSE
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APPROVE PO

Click on the Go To button, hover your mouse over the Procurement module and select Purchase
Order.

FliE (1) eATh e ==

% Adminis

St o " HEd eP v - BED DS G sosen :

TS [ T TR W—m————— Bl cose ;
)  contracts v

PR 169967 | A4 14183033 Fremont SH, Purchase Bookcases @ Req Type: [5C Q status: cLosE B riesiucue L
8 ventory » o7
827 panning -
P Preventive Maj
Purchasing Purchass RequEEion:
[ reease Purchase Ordsrs
(8] securty v Receiving
£ sesenics » Shipment Receiving
(£a Servics Desk v Invoices
&y servcsLevel » Request for Quotations
[fli]  svstem configuration ¥ Companies
TaskManagement b Compsny Master
Work Orders v Terms and Condons

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

auto generated PO number in the find field and click on the @to search.

|~ Find: | 15399

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

E‘Lﬂmanoﬂd Search '™ @ Save Query ™ l Bookmarks

r
On the Purchase Order record, change the status to APPR (Approve). Click on the icon located
in he top tool bar.

| T O seutaa THES DT DD =

List || Fo H POLines | ShipTo/BilTo ” _Tem-sann Conditions |  Specifications. |

PO: [15399 | A4 14183033 Fremont SH, replace doors = Site: | LAUSD

Revision: | o E,__,l Bypass Contract Revizion on PO Approval? |
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The Change Status window will appear with Approved selected as the New Status . Click on the OK
button.

Change Status
PO: 15399 | A 14183033 Fremont SH, replace doors =
Revizion: | 0 | L,:l
Status: |WAPPR |Waiting on Approval (WAPPR)

Wema: |

#* New Status: Approved (AP[W_

* Status Date: 9/9/13 410 Pl )
Memo:

N

PRINT PURCHASE ORDER DETAILS REPORT AND PLACE OR DER WITH VENDOR

The Buyer Card holder performs this function.

On the Purchase Order record, click on the B icon to run/print the Purchase Order Details report.

: | Find: Q4 v [seect acton FHE ¢ @e® %0 B AR E

: - =
List [ PO 1 POLlines | ShipTo/BilTe | Termsand Conditions | Specifications

Site: | LAUSD

PO: | 15389 | A4 14183033 Fremont SH, replace doors

Revision: fi) =] Bypass Contract Revizion on PO Approval? [ |

A new BIRT Report Viewer window will appear with the report. Click on the .Ju icon to print the

report.

Page (1 of 1 1A P :
ﬁm‘ﬂ% Los Angeles Unified School Distriet Existing Faeilifies

{ 33 Maintenance & Operations

e |

® ar goet®

Purchase Order
PO NO.: 15399 RFQ #:7728 PO Type (from PR or RFQ): BC

PO Revision No.: 0

Buyer Card Holder signs the PO Details report. Attach the signed PR Report with the PO Report
and submit to Requestor for confirmation and filing.
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Buyer Card Holder to submit a copy of the PO Details report or provide the PO Number to Vendor to
initiate purchase.

OPTIONAL: MODIFY PURCHASE ORDER
The Requestor performs this function

To modify a Buyer Card Purchase Order, On the PO record, click on the Select Action dropdown and
select Revise PO.

danny.lu on MaxCront1

N

| '~ Find: | QW'SelectAcﬁon =] . fe@® v o R AR

- | | 'r..:' Change Status
List || PO || PO Lines | Ship Te/ Bill To. || Termd

View History
Copy PR Line ttemsz To PO

| I Create Contract 0
PO (6838 | A4 14183033 Fremont SH Site: | LAUSD

P ! Complete Receipt: i
Revizion: | o Revize PO Bypass Contract Revision on PO Approval? !_
View Revision His%ry

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

Revise PO

Revision: |

PO: |5535 # Modify line one cost. - =

Internal Chan ge'?

Allow Receiptz and Invoices? |7

= dm

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

Purchase Orders
lanny.Ju on MaxCron01
[~ e FMHE & @ai%

T i if if if i
List | PO h PO Lines ‘: Ship To / Bill To :| Terms and Conditions \! Specifications |

ORI < BEERs =

Q w | Select Action

P0: 8838 | A4 14133033 Fremont SH, Purchase Bookcases & She: [LAUSD Status: |PNDREV

Revision: | 1 t. =+ Bypass Contract Revigion on PO Approval? &
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Click on the PO Lines tab to make your modifications. Click on the floppy disk‘E icon to save.

Puirchase Orders.
lanny.iu on MaxCron01

BMXAA42051 - Record has been saved.

Bullslies™(8) = GoTa ||

=] | L | sclect Action W E ) RARpag
st | po | PoLmes Terms and Condtions | Specifications |
PO: 6838 | 42 14183033 Fremont H, Purchase Boskcases. =] site: |LAUSD Status' |PNDREV.
Revision:| 1 |Modify ne one cost. =]
PoLines [ Fiter > 1-10f1
Line * ftem Deseription Quantity Qrder Unit

3 11 3207400000 | 3 |Screws, Wood 112" = | 2.00 EA G | @

[ vendorkems | [ contracthems | [ Sekectspare Vendor Analysis
A

Print your Modified Purchase Order report by clicking on the icon on the toolbar.
Purchase Order
TH 0 ha ani

! ~ Find: |

4 = [scket Actn S HE ¢ e® v B @D E

= - = - -
List | PO ‘ PO Lines : Ship To / Bill To -' Terms and Conditions |: Specifications |

Po: 6838 | AA 14183033 Fremont SH, Purchase Bookcases =t site: |LAUSD

Revision'| 1 Modify ne one cost &

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

1 MAs M 3

Los Angeles Unified School District Existing Facilities
Maintenance & Operations

Modified Purchase Order

PO NO.: 6838 Purchase Req No. : PO Type (from PR or RFQ):
PO Revision No.: 1 Maodify line one cost.
PO Date: 3/6/13 Vendor: 107673-4A Payment Terms:
Requested Delivery Freight Terms:
Date:

The Requestor 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 $25,000, AFSD for $25,001-$50,000, RFD for $50,001-$100,000,
and Deputy Director for over $100,000.

Submit the signed Modified PO report to Buyer Card Holder for processing.
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The Buyer Card holder performs this function.

Go to the Revised PO record in the Purchase Order application and change the status to APPR
(Approve) .

Note: Make sure you are on the Revision 1 PO. If you are not, click on the List tab and select the
revision 1 PO.

‘M 14183033 Fremont SH, Purchase Bookcases

PO: 6838
Revision:| 1 |Modify ine one cost &

Status: | PNDREV |Pending Revision

Memo:
* Mew Status: Approved (ANT“
# Status Date! 9/9(13 9:54 AN

Memo: i

Contact vendor and place the order per the Modified Purchase Order . Submit Modified Purchase
Order report back to the requestor for filing/holding until Invoice.

ORDER/INVOICE RECEIVED, REQUESTOR TO RECEIVE LINE ITEM IN RECEIVING
APPLICATION AND SUBMIT RECEIPT/PACKING LIST AND INV OICE TO BUYER CARD HOLDER

The Requestor performs this function
After receiving the item(s) and Invoice from the vendor, Requestor to receive item in Maximo. Inthe

Start Center of Maximo, under Favorite Applications |, click on the Receiving application.
Welcome; Lu, Danny

Favorite Appiications 2=x|
: ‘Work Order Tracking
: Labor Reporting
| View Requisition
Purchase Reguisitions

Request for Quotations

Purchase Ord
| Receiving
| Preventive MaNjenance
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In the Receiving application, enter PO number found on the Purchase Order report in the Find field

and click on the @ to search for the record.

List || Material Receipts Il Service Receipts !

Qﬂd'.ranoad Search - w E Save Query '™ I Bookmarks

| posi wrmer > @ G . 0-Dorfo

You will then be taken to the Materials Receipt tab of the record. Note: Make sure you are on the
correct PO (if there are revisions). If you are not, click on the List tab and select the correct revised

| (SR — SRL@P LB
PO: 6838 % | AA 14183033 Fremont SH, Purchase Bookcases [ site: [LAUSD. PO Status: |APPR
Company: [ 1076784 | W GRAINGER NC. =2 Pretax Total: | 2209 Receipts: [NONE
Attention: | [ =3 Received Cost: | 0.00 Ordered Date: |7/5413 315 I
s,
Material Receipts [ Fiter 0-00f0 Dowrioad 3 e
POLine* ftem Description: Quantity Order Untt Type Insp. Status Actual Date
SekciReceps bVod | [ Seecitems forRetin ] [ SceciRolalng Asseis forReum ] | _seeciOrsereatems | [ WewRow |
Click on the Select Order Items button.
Material Receipts - P Fiter > 0-00f0 § Downiosd ; =
PO Line * ttem Deseription: Quantity Order Unit Tvpe Ingp. Statug Actual Date
([ SeeciRecoplstoVod | [ Selecifoms forRelum | [ Select Rolaling Assels for Retum ] |__Select Ordered fems.

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 ltems = |~ “ii=r 1-10f1 G§ Download © =
[¥] PO Line ttem Description Packing Slip To Storercom  Quantity Due ntity Ordered Invoice Remarks
¥ 1 3207400000 Screws, Wood 1/2" | 3.00 | |

1l ” >
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You will taken back to the previous screen. Click on the floppy disk lﬁj icon to save the record. The
Receipts status will be changed to COMPLETE if all items were received.

'BMXAA42051 - Record has been saved.

ceipte | Service Receipts

ot | Mater
Po: 6838 3 |AA 14183032 Fremont SH, Purchase Bookeases =4 Ste: [LAUSD PO Status: [APPR
Company: [107678-A W W GRANGER INC & Pretax Total: 4208 Recepts: (COMPLETE
Attention = Received Cost az09 Ordered Date: 715113 3:15 PI
Attachments [7

Material Receipts [P Fiter 1-10f1 4 Downioad : =

POLine * fem Description Quantiy Order Unit Tvpe Insp. Status. Actual Date

3 13207400000 % Serews, Wood 172 |l 2.00 80X &y RECERT conp. 715113 348 P11 i3 By @

Seecimeceps o Vos | [ Seecttens forketm ] [ Ssensormsum | [_SeeciOmsrsatens ] [ ewRow |

Requestor to obtain Inspected By, Received By and Approved to Pay signatures on the PO Report.

Inspected By The act of examining goods that have been delivered to determine conformance
to what was ordered via the purchase order.
«  Verify that what was ordered conforms to purchase document (purchase
order, statement of work, specifications, attachments, etc...)
« Verify the quantity ordered against the quantity shipped or delivered.
« Inspect for damage or breakage.
< Verify that the unit of measurement count is correct.
o Example 1: If the unit of measurement on the purchase order is
200 square feet of playground matting, measure actual installed
matting square footage.
o0 Example 2: If the unit of measurement on the purchase order is
one dozen, count 12 in the unit package.
« Verify that delivery documentation (packing slip, certifications, etc.) is
acceptable.
¢ Verify that packaging integrity is preserved (no leakage, damages, etc.).
e If needed, take photo of goods/services for confirmation of inspection.

Received By The act of taking possession of goods in order to stage them for inspection or
place them into inventory.

Approved to Pay The act of verifying that all purchase documents are in place and accurate
(vendor quote, purchase requisition, purchase order, invoice) and may proceed
to invoice payment.

Note: The person receiving the item(s) cannot be the same person who generated the requisition.

Submit the PO report, Purchase receipt(s), Packing Slip and Ve  ndor Invoice to Buyer Card
Holder to complete the invoice record and reconcile the purchase in SAP.

CREATE MAXIMO INVOICE RECORD, CHANGE MAXIMO INV OICE STATUS TO PAID

The Buyer Card holder performs this function.
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Go to the Invoice application by either through the Start Center Favorite Applications  list or utilizing
the Go To shortcut.

Hulietns {0) =7 Ga 10 Bnter ~Profile  Sign Ouf HEp

s psses
@ Change

Contracts

IT Infrastructure

&
Q Inventory
Ll
‘v

r v ¥y v v w

Aftachments [
Planning B Eg

Preventive Wain

Purchasing Purchase Requisitions

Pﬁﬁ Release Purchase Orders =
'[E] Security L3 Receiving

I;;r Self Service L] Shipment Ry

L Service Desk r Invaices

CRW Service Level L3 Request for \ggotations

@ System Configuration  ® Companies

E Task Management L3 Company Master

Ej Work Orders L3 Terms and Conditions

In the Invoices application, click on the lg icon to create a new Invoice record .
invoices

| '~ Fine 4, = |sskect Action ~ L@

List || Invoice || Invoice Lines || Terms and Condttions lll Specifications |

QAmranDed Search ' @ Save Query ™ I Bookmarks

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

=] ] @, |seectActon = ®E o RBARES
List ‘ Invoice “ Invoice Lines. ” Terms and Conditions. ” Specifications.
+Invoice 150677 | s 14183033 Fremont SH, Purchase Bookcasss site |LAUSD * Type: INVOICE =}
Invoice Details = | | PODetails =
Original Invoice: | g PO: |44001 Contract Reference: | »
Reverse Invoice: | ” Site: |LAUSD Contract Type: |
Vendor Invoice: | Company: | 112402 Contract Reference Revision: |
Approval# | Currency: |USD Payment Scheduls: | @,
* Entersd By DANNY LU Buyer |
Receipts: |NONE
Total Cost: | 0128
Uninvoiced Total: | s01.28

Click on the floppy disk “& icon to save.
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Click on the Invoice Lines tab and click on the Copy PO Lines button.

Invoices ‘Biletivs'{0) w7 GoTo  Heports  Star Canter

1] Finc: | 150877 () = select Action

THEL e T o REA DS

H Specifications |

ust | involce

Invoice: 150678 | A 14183033 Fremont SH, Purchase Bookcases = Pretax Total | 000 Type: |INVOICE |
Line Totat: | 0.00 Status: |ENTERED
invoice Total: | 0.00 stte: [LAUSD
Invoice Lines i [P Fiter > i i 0-00f0
Line* Hem Description 0] PO Site Quantiy Uni Cost Tax

No rows 1o dispiay.

o7 Loes

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

(®) View all lines
O View all ines that are net invoiced

| PO Lines H Materials || Services ‘

POLines: P Fiter > : i i 1-40f4 c# Download : =
[/ PO+ Line+ tem Description Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
[+] 44001 1 Shipping and Handling 5.00 5.00  100.00 100.00 LAUSD
[+] 44001 2 3500500000 Wood Adhesive 2.00 2.00 25990 259.90 LAUSD
[] 44001 3 3651000000 Floor Brush 1.00 1.00 32.76 32.76 LAUSD
[¥] 44001 4 4453000000 Staple Gun 1.00 1.00 65.00 65.00 LAUSD

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

Invoices - ‘Billetine' () " GoTo' Beporte  StafCanter Prafie  Sign Oul  Help
=i = - @
+] s 150677 €L = selectActin TR e v B A BES
st | nvoce | iwoiceLines | Terms and Conditens | Specifcations |
nvoice: 150678 | 12183033 Fremont SH, Purchase Bookcases = PretaxTota| 45766 Tvoe: fnvoce |
LneTotal | 45768 Status: [ENTERED
invoice Total: | 50128 Site: |LAUSD.
invoice Lines© B Fiter > i i i d-40f4 o4 Download © =
Line* fem Descripton 20 £0 st Quantty uni Cost Tox Line Cost
3 | 1 los2ss00000 3> | Shipping and Handing & | 44001 » LAUSD | 500 20,00 875 | 1000 By ()
3 2 3600500000 3 Wood Adnesive =] 44001 » LausD 200 129.95 2534 25000 By \Uj
» 3 3651000000 3 Floor Brush =1 44001 » LAUSD 100 3276 218 3276 BLEJ @
3 44453000000 5y Staple Gun = 44001 » LAUSD 100 85.00 634 85.00 E’Lm -@
[copyPotmes | [ skt Consgnment Transsctons | [ Dsoute Coss ] [ tew fow

Click on the floppy disk E icon to save the record.
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Change the status of the Invoice record to PAID by clicking on the (@ icon located on the top toolbar.

nvaees

"+ Find: [ 150877 3w sekect Action =] 4 daditioniRB i)

List | Invoice | Invoice Lines Terms and Conditions | Specifications

Invoice: | 150678 |44 14183023 Fremont SH, Purchase Bookcases = Site: |LAUSD Type: :IN\.’DWCE [;L

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: | 150678 Ab 14183033 Fremont SH, Purchase Bookcazses L:}

Status: |[ENTERED Invoice Entered (ENTERED)

WMemo:

#* New Status: paid (PAIDY -
# Status Date: 7/19/13 4:40 PH B
Memo:

Close PO? [+

14. RECONCILE PURCHASE IN SAP
The Buyer Card holder performs this function.

Reconcile the purchase in SAP. SAP reconciliation instructions can be downloaded from

http://www.laschools.org/new-site/mo/awms under Procurement, titled, “Buyer Card Reconcile
Process (SAP).”

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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