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DEFINITION

On November 13, 2012, Board of Education adopted Buy and Use LAUSD First Resolution. This
Resolution requires all schools and offices to purchase daily supplies and materials from the District
Warehouse Catalog. For more information, click HERE to view MEM-6326.0, LAUSD General Stores
Distribution Purchase Policy, dated, July 21, 2014. You may also click HERE to view the entire Buy and
Use LAUSD First Board Resolution.

Pico Warehouse Purchasing Guide details step by step instructions on how to process purchases for
materials available from LAUSD General Stores Warehouse, located in Pico Rivera.

PREREQUISITE

An item needs to be created in the Item Master application first before it can be purchased. If an item
cannot be located in the Item Master application, please contact the Maximo team.

For Storeroom purchases, item first needs to be added to Storeroom Inventory.
Click HERE for guide on How to add an item.

LOGIN

The requestor performs this function.

To login to Maximo 7.6, please go to https://awms.lausd.net/maximo/

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

Tivoli. S=5E.

TRAINING Stg00

User Name:

I luz.reyes

Password:

Sign In

@© Copyright IBM Corp. 2007-2020. All rights reserved. See product license for details.


https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/98/MEM-6326%20BUY%20AND%20USE%20LAUSD%20GENERAL%20STORES%20DISTRIBUTION%20FIRST.PDF
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/98/doc/lausd_first/11-13-12STAMPEDOB.pdf
https://www.laschools.org/documents/download/maintenance_&_operations/awms_documents/maximo_7.5/inventory/Maximo_7.5_Storeroom_Inventory_-_How_to_Add_an_Item_-_8-7-14.pdf?version_id=312879655
https://awms.lausd.net/maximo/
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1. CREATE PURCHASE REQUISITION

START CENTER
After logging in, the Maximo Start Center page will be displayed.

Under the Favorite Applications section, click on the Purchase Requisition application.

Favorite Applications &= XJ

Work Order Tracking
Laber Reporting
View Reqguisition
Purchaze Requizitions

Request for Quetations

Purchase Qrders

PURCHASE REQUISITION HOME

The Purchase Requisition home screen will be displayed. Existing Purchase Requisition records
may be searched from this screen.

Buletins' (0) > GoTo Reports  Start Center  profie  Sign Out  Help

] Fina:| @) -~ |sekect acton = @ apitea@ 2

ot [ PRunes |t ointo | _terms s canstors |_speoncsions |

@ acvencessearcn v [ saveauery v || sooknarks

PRs | Fiter > O ¢ =] 0-0010 g Dovinload : &=
=’ Description Status Company Priority Requested Date TotalCost Site

[ » [ [ i) -LAUSD a

1 fiekis above and then press Enter.
ce

NEW PURCHASE REQUISITION

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

@) | select Action viveaRBRAEE

I T
Ship To / Bill To | Terms and Conditions }‘ Specifications |

ust | PR | PRLies |
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A new Purchase Requisition number will auto generate.

A = | Purchase Requisitions

Query '~| FindPR Ol w |SelectAction i~ L—#] é : “f.‘( ) :@ : D g

List View |~ PR Lines | Ship To/ Bill To | Terms and Conditions Log 1‘ Specifications |

PR (561918 # Test PICO Warehouse Purchase, STORES-1 &

Q Status: [\wAPPR

In the Description field, type in description.

ﬁ

Click on the Long Description lﬁJ 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.

Fill in the following fields:

PR Type Type PICO or click on the magnifying glass@J icon next to the Req Type field
and select PICO (PICO Warehouse).

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

&Jicon and selecting Select Value.

Company Company information will auto populate.

Sample screen shot:

A =" | Purchase Requisitions

Query ~ | Find PR Q- Select Action - @ _£ -"t E
PR " PR Lines " Ship To / Bill To || Terms and Conditions ” Log H Specifications |
PR: [561918 + | Test PICO Warehouse Purchase, STORES-1 = *ReqType pico Status:
Al
Details = Dates
* Priority: | ) Status Date: [ ;31,22 12:50 PIM
Requested By: | 783764 @, [Han, Helena = Requested Date: | /31,22 12:50 PM
Supervisor: |658946 % |Cortez, Elmer If:,i Reguired Date: |
* Area/Office: | CENTRAL @, [m&O central
Vendor
Company: |PICO », eral Stores =
Address: [g525 Rex Road
City |P\co Rivera
State/Province: | CA
ZIP/Postal Code: |90660
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To save, click on the floppy disk E . Look for the message at the top of the screen, “Record has

been saved.”

2. CREATE PR LINE ITEMS

Click on the PR Lines tab.

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

IEM.

Bullefins: (0) Reports Profle  SignOut  Help

| select Action FEEfie@iea @g
s and Conditions H Log " Specifications ‘

PR: (561918 # | Test PICO WarShouse Purchase, STORES-1 & Site: [Lausp Status: [ywappR Total Cost 2053

PRLines : [ Fiter * 1-10f1 G4 Download © =

Line ltem Description Quantity Order Unit Unit Cost Storeroom Work Order Line Cost Tax Code
b | 1 (4851015042 i/ 3 |BROOM, CORN, £, INOUTDOOR = 300 EA a || 625 |STORES-1 (| @) 1875 850
‘Vendor ltems Select Spare Parls Contract fems View Contracts

[

Enter the Commodity Code number in the Item field. Overtype the defaulted description to better

describe the item.

=" Purch;seRequisitions

=] Find PR

Q - ‘Select Action

Query

o

o R@aes

BV E.

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

0
PR 561912

# | Test PICO Warehouse Purchase, STORES-1 =

Site: [ ausp Status: [yapPR

PRLines - [ Filter > 1-10i1
Line ltem Description Quantity Qrder Unit
=4 | 1) [4851015044 |10 35 BROOM, CORN, #2, INNOUTDOOR il | 300/ |EA (o}
Line ltem
#ltem: 4351015044 ¥ 3 |BROOM, CORN, #2, IN/OUTDOOR Manufacturer. | pico »

Line Type: /nem—v| Model ‘
# PR Line # ‘ 1 G /S'I'Ki

(I | = Catalog #:|

Commodity Group: [45500 Q
Commodity Code: 4351015044 | @

If the Commodity Code number is not known,

right of the ltem field. Click on Select Value.

it can be found by clicking on the [EJ icon to the
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PR Lines = [P Fiter ~ : : © 1-10f1
Line = Hkem Diescription
F 1 bog

Line tem

* Line: 1
#* Line Type. tem [=]
* tem: » =)
ek Q) elect Value =

Claz=ification

Aftributes

[ERE L ik

A new window will appear with a list of Items in Maximo. In this window, items may be searched
using the Description column. To select an Item number, click on the Item Number or the
Description. Iltems may also be searched using the General Stores Catalog:
https://storescatalog.lausd.net/



https://storescatalog.lausd.net/
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Select Value
. writer > Qg P 1-60of6 4 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

9584700000 Freight Management Services 95200
9053400000 FrEIg!Tt Handling; Materialz Handling - 20500
Architectural
5955320000 SHIPPIMG/DELNERY/FREIGHT CHARGE o502 5555320000

9822500000 Tra !'IEIZI urtatn;m of Good= and Other -
Freight Services

After selecting the Item Number or the Description, the Item Number will be returned to the Item
field. Overtype the defaulted description to better describe the item.

PR Lines = [ Fiter * R . 1-1o0f1
Line = ltem De=zcription
“F 1 5528500000 oy Tranzportation of Goods and Other Freight Services L:}

Line ttem

* Line: 1

# Line Type: kem =]
# tem; S528500000 zportation of Goods and Other Freight Services L:Jr
Remarks: L:é-
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UPDATE

After entering the Item number, update the Quantity, Unit Cost, and Work Order Number OR
Storeroom Name.

Quantity and Costs Charge To

Quantity: 3.00 Tax Code: [g 59 @ Storeroom: |STORES-1 »
# Order Unit: g5 Q Tax: 256 Work Order: »

Issue Unit: (g5 Loaded Cost: 2053 WO Status:
# Conversion Factor: 1.00 Contract Reference: Location: »
Unit Cost; 809 Contract Reference Revision: Assel »

Line Cost 26.97 Contract Line Reference: GL Debit Account: [g) -932050
LinelD for Contract Item: » PR Contract #:
PR Contract Rev

=]
Click on the floppy disk icon to save. If there are additional lines, click on the New Row button
and repeat steps.

3. ENTER SHIP TO/BILL TO INFORMATION

Click on the Ship To/Bill To tab.

% ‘zﬁ—r—ﬁlﬁ:hase Requisitions

Select Action [=] @ é =;~' i @ a g

ions Log Specifications

Query ~] Find PR Q -

PR | PRLines

Ship To / Bill To

PR (561918 # | Test PICO Warehouse Purchase, STORES-1 & Site” [| AUSD Status: [wappR

Enter the 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 L Bill To

*Ship To: | gg40 (4 [M&O CENTRAL OFFICE 1 *BillTo: | 40 1 [M&O CENTRAL OFFICE

Address: (333 5 BEAUDRY AVENUE, 22ND FLOOR Address: (333 § BEAUDRY AVENUE, 22ND FLOOR

City: 08 ANGELES City: [LoS ANGELES )
State/Province: ‘CA State/Province: ‘CA
ZIP/Postal Code’ (0017 ZIPiPostal Gode: (90017
Attention: | 753764 i @) [Han, Helena & Attention: 753764 @ [Han, Helena

[=])
Click on the floppy disk icon to save.
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4. PRINT THE PURCHASE REQUISITION REPORT

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

"AA =" Purchase Requisitions

Query '~ Find PR () w  SelectAction [~] & L JE @ m B ‘
PR PR Lines Ship To/ Bill To Terms and Conditions Log Specifications
PR: 551918 # Test PICO Warehouse Purchase, STORES-1 = Site: | AUSD Status: [WAPPR

A new BIRT Report Viewer window will appear. Review the report and click on the printer ﬂ icon

to print the document.

Page of 1 IR NN ‘] ;JJ

\,.‘.“‘-"'“ "-*a,r Los Angeles Unified School District Existing
;‘ﬂ “‘ﬂ.: Facilities
3 -z Maintenance
0s 15k
e |1 &

% ax gpuS Operations

Purchase Requisition
PR NO.: 561918 PR Type: PICO PR Issue Date:01/31/22 12:50 PM

Requested Delivery Date: Payment Terms:
Freight Terms:

Requestor: Han, Helena Responsible Person:Cortez, Elmer
PR Modified By: Han, Helena Area/Region: CENTRAL
Contract: Exp Date: Remaining Capacity: $0.00
Test PICO Warehouse Purchase, STORES-1
Vendor: Ship To: Bill To / Invoice To:
SAP Vendor: Name: M&0 CENTRAL OFFICE Name: M&0 CENTRAL OFFICE
Maximo Vendor: PICO Address: 333 S BEAUDRY AVENUE, Address: 333 S BEAUDRY AVENUE,
Name: LAUSD General Stores 22ND FLOOR 22ND FLOOR
Address: 8525 Rex Road LOS ANGELES, CA, 90017 LOS ANGELES, CA, 90017
Pico Rivera, CA, 90660 Phone: 213-241-6380 Phone: 213-241-6380
Phone: FAX FAX
FAX: Attention: Han, Helena Attention: Han, Helena
| Attention:

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.

10
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AFSD signs Requisitions for up to 75,000, RFD for $75,001-$150,000, and Deputy Director for over
$150,000.

Submit the signed Purchase Requisition report to Clerical for processing.

5. APPROVE PURCHASE REQUISITION

Clerical performs this function.

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

A = | Purchase Requisitions Bu
Query '~ | Find PR (L w |SelectAction ~] & % i@
PR | PRLines

PR: (561018 # | Test PICO Warehouse Purchase, STORES-1 = Site: | AUSD Status: [WAPPR

Ship To / Bill To

Terms and Conditions Log Specifications

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

Change Status

PR- [561918 Test PICO Warehouse Purchase, STORES-1 =
Status- | WAPPR ' Waiting on Approval (WAPPR)
Memo: |

# New Status: Approved
# Status Date: |2/18/22 8:50 AM [%

=2

11



6. SUBMIT SAP REQUEST

Clerical performs this function.

Using information on approved Purchase Requisition, create Shopping Cart in SAP. Click HERE
for instructions. Once Shopping Cart is approved, request is sent to PICO warehouse for
processing.

Make note of Shopping Cart number.

Create Shopping Cart
(Order | | [Print Preview | | [ Ciose || Save )| Check )| Export |[ import |

AU 10015701348 Q-m SLAITYRAO001 06726/2023 1525 Status InProcess  Cre

Buy on Behalf of: (161742 (3 Sonali Laity Ramenaden Delivery Priority:

Name of shopping cart: [SLAITYRA0001 06/26/2023 15:25 | Preferred Vendor. T
Default Settings: Set Valyes * Competitive:

Header Data Values * PO Event Type:

Approval Process: Dispiay { Edit Agents Invoice Processor:

Document Changes:  Display SBE Preference:

* FM Posting Date:  (06/262023  [) FASTER PO Ind

[TIDELIVER BY JUNE 30 FASTER Work Order Number:
[TEmail Po Ind:

12
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7. CREATE PURCHASE ORDER IN MAXIMO

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

. Purchase Requisitions

Query T} Find PR Q v Select Action
: .‘b‘f Change Status E
PR PRLines \[ ShipTo/Bill To | Terms s teiny
PR: Create PO -
. ]561 918 fTest PICO Warehouse Purchase, STOR

Create Contract

View Related Records

\ Ship To )
Modify/Delete Work Log

The Create PO window will appear. Enter Shopping Cart number generated from SAP.
Click on the OK button.

Create PO

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

1[](}1 234567 Test PICO Warehouse Purchase, STORES-1

Autonumber ] [ OK

PO:

The Purchase Requisition status will automatically be changed to CLOSE.

13
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Purchase Requisitions

Q- I HEE e R

Ship To / Bill To H Terms and Conditions " Log H Specifications ‘

Query '~ | Find PR

PR: 561918 Test PICO Warehouse Purchase, STORES-1 & Site’ [ AusD Status: 'cLosE

|Select Action

APPROVE PO

Under the Favorite Application section, click on the Purchase Order application.

ﬁ 2 | Welcome, Reyes, Luz (Leah

M&O

‘ Favorite Applications

Work Order Tracking
Labar Reporting

View Requisition
Purchase Requisitions
Request for Quotations
Purchase Orders
Receiving

Preventive Maintenance
Assets

Job Plans

Invoices

Work Requests
Companies

Purchase Contracts

Issues and Transfers

14
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The Purchase Order application will be displayed. Search for the Purchase Order by entering the

Shopping Cart number in the find field and click on the @Jto search.

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

CL Advanced Search @ Save Query @™ I Bookmarks

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

[~ | Fing: | (), -+ |sekect Action FEE e %P o R HA 2 =

List " PO " PO Lines " Ship To / Bill To || Terms and Conditiong " Specificationz |

PO: 6838 |44 14183033 Fremont SH, Purchase Bookcases = Site: | LAUSD

Revizion: | 0 | = Bypass Contract Revizion on PO Approval? |—

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

15
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0,
ANCE &

Change Status

PO: 6338 | A4 14183033 Fremont SH, Purchase Bookcases

Revision: | 0 | L,.._Jr

Status: | WAPPR |watting on Approval (WAPPR)

emao: |
* New Status: Approved (APF ™

* Status Date: 7/5/M13 3:24 PM

emao:

8. OPTIONAL: MODIFY PURCHASE ORDER

The Requestor performs this function

To modify Purchase Order, On the PO record, click on the Select Action dropdown and select

Revise PO.

Purchase Orders

danny.lu on MaxCron01

| '~ Find: | ‘¥ |Select Action =]
’;.4 Change Status
List PO PO Lines Ship Te / Bil To Termy . .
View History

Copy PR Line tems To PO

Create Contract
PO: 6838 | A 12183033 Fremont SH,

Complete Receipt:

Revision:| 0 | Revise PO

View Revision Hi

Site: |LAUSD

Bypass Contract Revizion on PO Approval? [_

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

16
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Revize PO

Revizion:

PQ: |BEBE #* Modify line one cost. - L:+

1
Internal Change? |_

Allow Receiptz and Invoices? |7

After clicking OK, the revised PO record will appear. Noticed that the Revision number is now 1
and the status is PNDREV (Pending Revision).

Purchase Orders

lanny.lu on MaxCron01

=] Find: | (), = [select Acton MR e o R AR ESES

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

PO: 6838 | A4 14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD Status: |PNDREV

Revision: | 1 ost. = Bypass Contract Revision on PO Approval? ’_

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

= Go To

Purchase Orders - Bulletins: (8)
lanny.lu on MaxCron01 BMXAA4205] - Record has been saved.

i BRAAEEs
po: |8838 | 48114183033 Fremont SH, Purchase Bookeases =] Site: |LAUSD Status: | PNDREV
Revision:| 1 |Modify ine one cost =8
PoLines | [ Fiter > : SR Aot

A
Line* tem Description Quantiy Order Unt Unit Cost §j jer
13 113207400000 | 3 Screws, Wood 1/2° = | 300 EA & | 25.00 3 |G
[ vendortems | [ contractkems ] [ Select Spare Vendor Analysis
A\

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

17
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danny.lu on MaxCron01
[+ Fina: () v [sekect Action FHE @ o R ARA:E
List PO PO Lines Ship To / Bil To Terms and Conditions: Specifications
PO: |6838 AA 14183033 Fremont SH, Purchase Bookcaszes L:,Jv Site: |LAUSD
Revizion: 1 Modify line one cost. L}

A new BIRT Report Viewer window will appear. Review the Modified Purchase Order report for

accuracy. To print the report, click on the printer En icon.

Page |1 of 1 IR NN =N
s "':'%‘_ Los Angeles Unified School District Existing Facilities
f?’ at Maintenance & Operations
o] )3
"1'.,6.:4'4. _-&?

Modified Purchase Order

PO NO.: 5838 Purchase Req No. : PO Type (from PR or RFQ):
PO Revision No.: 1 Maodify line one cost.
PO Date:9/6/13 Vendor: 107679-4 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.

AFSD signs Requisitions for up to $75,000, RFD for $75,001-$150,000, and Deputy Director for
over $150,000.

Submit the signed Modified PO report to Clerical for processing.

APPROVE PO

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

Note: Ensure that Revision 1 PO is displayed. If not, click on the List tab and select the revision 1
PO.

18
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Purchase Orders
fanny.lu on MaxCro BMXAA4205] - Re ord has been saved.
A
FO: AA 14183033 Fremont SH, Purchase Bookeases =t Ste: [LAUSD | Status: PNDREV. |
Revision:| 1 = Bypass Contract Revision on PO Approval? | |
Twelsm (& =
Change Status
BuyerCompany: | |6
Ber| &
pronty | 0] Po: 6828 | AA 14183033 Fremont SH, Purchase Bookcases =
Receipts: _ Revision: | 1 ‘Modify line one cost. E&
. [ |» Status: |PNDREV |Pending Revision
L ) [
v " o
* New Status: Approved (APFT|
Company. » [wwerameerme 8| v smus Date amn13.854 Al
Advress: [BS0WNNETKAAVE eme: |
lemes
SateProvnesi A

Clerical to submit an ORDER ADJUSTMENT FORM, per the Modified Purchase Order. Click

HERE for form and follow the instructions.

Submit Modified Purchase Order report back to the requestor for filing/holding.

9. RECEIVE LINE ITEM IN RECEIVING APPLICATION

The Requestor performs this function

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

Welcome, Lu, Danny

Favorite Applications 2= X

Work Order Tracking
Laber Reperting

View Reguisition
Purchase Reguizsiticnz

Request for Quotations

Purchase Ord
Receiving
Preventive MalNjenance

19
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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.

= | Find: 8838

Lizt Material Receiptz Service Receipts

Q Advanced Search @ Save Query =¥ I Bookmarks

pos . Priter > O & { 0-Dofo

The Materials Receipt tab of the record will appear. Note: Ensure that the correct PO (if there are
revisions) is displayed. If not, click on the List tab and select the correct revised PO.

Buletns: (1) ¥ GOTO Reports  Start Center  Profie Sign Out  Help

Flmal @, ~ soectreom EEPE L TN
st | Materia Recepis | _Servioe Receits |
PO: (6838 > | AA 14183033 Fremont SH, Purchase Bookcases =1 Sie: [LAUSD PO Status: |APPR
Company: [107678-A |W W GRANGER NC = Pretax Total: | 4209 Receipts: |NONE
Attention: | [ a Received Cost: | 000 Ordered Date: [7/5/13 3:15 Pt
Attachments [
Material Receipts © [ Fiter > i 0-vofo )
POLine * tem Descristion Quantty Order Unit Type Insp. Status Actual Date
No rows to dispiay.
[ Seectreceputovos ] [ seecitemstorrenm | [ SeectRomtngAssesforfeum ] [ SekctOraersaters ] [ WewRow

Click on the Select Order Items button.

Material Receipts = | Fiter > © i 0-vofo

POLine * tem Description Quantty Order Unit Tvoe Insp. Status Actual Date

MNo rows to display...

[ sekctReceptstovoid | [ Selecttems forrem | [ Select Rotating Assets for Return ] [ sekect Ordered tems.

20



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

Select Ordered ltems
Storeroom: Q,

Ordered ltems =~ "= > 1-10f1 4 Downioad @ =
[¥/| PO Line ttem De=cription Packing Slip To Storeroom  Quantity Due ntity Ordered Invoice Remarks
& 1 3207400000 Screws, Wood 1/2" | 2.00 | |

| ) 3

=
The previous screen will be displayed. Click on the floppy disk icon to save the record. The

Receipts status will be in WINSP status.

10. VOIDING UNAPPROVED RECEIPTS

Unapproved receipts can be voided/removed by selecting the “Select Receipts to Void” button and

choosing the line/s to be voided. Ensure the PO version is in APPR status. The receiving application will
default to the latest version. The PO versions can be navigated by using the green navigational arrows
at the top of the page or by selecting the list view tab.

oo |Semerimone |

Quantity Order Unit Type

PO: Site: PO Status:
[ | 5 [Existing Path of Travel Corrective Work &
PO Rev. Pretax Total: Receipts:
{— 4766000 [
Company: Received Cost: Ordered Date:
196708-9 VALLE GRANDE CONSTRUCTION E. 47,650.00 8/22/13 10:22 AM
Attention: Attachments
797321 [Hudsen, Dan &
POLine ltem

Insp. Status Actual Date

Interface Status Interface Remarks

I 1 (9120000000 - CONSTRUCTION SERVICES, GENERAL (INCL. w\mﬂwEl 4765000 [EA -lnfuzn  [come Ilmmawm “-
1 9120000000 %  CONSTRUGTION SERVICES, GENERAL (INCL. MAINTENAI (4 4765000 EA ©, RECEPT  WINSP 715123 342 PM
’ 1 9120000000 5>  CONSTRUGTION SERVICES, GENERAL (INCL. MAINTENA! E -47650.00 EA Q VOIDRECEIP1T COMP /5123 3:42 PM %

Select Receipts to Void

@ Select the receipts that you want to void. Receipts that are not available to void do not appear.
Receipts = > 1-10f1 C# Download - =
[1PO Line ftem Description Quantity Actual Date Entered By  Remarks
1 9120000000 CONSTRUCTION SERVICES, GENERAL (INCL. MAINTENANCE AND REPAIR SERVICES)  47,650.00  [ZEZEERFAE LUZ REYES
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Click on the floppy disk icon to save the record. The void receipt/s are automatically approved.
When an unapproved receipt is voided, the original receipt will also automatically be approved in the
process. The received cost will be updated to reflect the revised amount received.

Material Receipts | Senice Receipts

PO: Site: PO Status:

34201 % [NAME STAMP ORDER s LAUSD APPR
PO Rev. Pretax Total: Receipts:

1 459.54 NONE

Company: Received Cost: Ordered Date:

144904 Amazon.com inc 1 0.00 4129122 9:27 AM
Attention: Attachments

1050177 M Elhaney. Brandi I 1 2

| Me Elhaney, Brandi|
Material Receipts = [ Filter ¢ 1-20f2
PO Line ftem Description Quantity Order Unit Type Insp_Status  Actual Date Interface Status Interface Remarks
4
P 1 [6150000000 35 | NAME STAMP 3 46.00 |EA . |RECEIPT COMP 22 11:33 AM )
[ 1 6150000000 3>  NAME STAMP i 46.00 EA "\ VOIDRECEIP1 COMP i)
Select Ordered Items Select Receipts to Void

N

11. OBTAIN SIGNATURES AND SUBMIT PO PACKAGE TO CLERICAL

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.

o Verify that what was ordered conforms to purchase document
(purchase order, statement of work, specifications, attachments,
etc...)

o Verify the quantity ordered against the quantity shipped or delivered.

e Inspect for damage or breakage.

o 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.

o Example 2: If the unit of measurement on the purchase order
is one dozen, count 12 in the unit package.

o Verify that delivery documentation (packing slip, certifications, etc.) is

acceptable.
o 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.

22



Maximo 7.6 / PICO Warehouse Purchasing Guide

Ly 775723
Requested By: Reyes, Luz (Leah) Date

Approved to Modify (Print Name / Signature / Title) Date

PO Successfully Updated By (Print Name / Signature / Title) Date
Inspected By (Print Name / Signature / Title) Date

Received By (Print Name / Signature / Title) Date

Approved To Pay (Print Name [ Signature /[ Title) Date

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 to Clerical to approve the receipts and
process the PO for payment.

12.

Clerical performs this function

APPROVING THE UNAPPROVED RECEIPTS

Navigate to the Receiving application and search for the PO. Select the “Approve Receipts” from
the Select Action dropdown.

— — - —
Query ~| Find PO Qv |select Action i 4@ » & [
Approve Receipts
Material Recsipts | Senice Receipts e R e
Unit of Measure and Conversion »
PO Site PO Status:
4500077709 | % |REPLACE DETERIORATED HVAC UNITS MovefModify Assets LAUSD APPR
View Related Records
PO Rev: Pretax Total: Receipts:
5 Attachment Library/Folders 5332 NONE
Add to Bookmark:
Company © Bookmarks Recsived Cost: Ordered Date-
101666-5 ASSOCIATED OF LOS ANGELES - (BLOC Run Reports 0.00 6/10/14 351 PM
Attention: Comosna/ics Attachments
796482 Szabo, Mikal 2
Material Receipts - [} Filter < 1-80f8
ine tem escription uantity Qrder Unit Type Insp. Status \ctual Date Interface Status Interface Remarks
POLj D Q Order U T Insp. S Actual D, Interface Status Interface Remark:
» 1 [6701611149 | 3 [MAGNETIC NUT DRIVERS 1/4 INCH 2500 EA RETURN COMP 1112/141:37 P [%  inTcomP Material document 5000446997
Y 1 6701571149 3  MAGNETIC NUT DRIVERS 1/4 INCH 2500 EA RECEPT COMP 6/26/14 4:45 PM [ INTcomP Material document 500031204
Y 2 6701511149 3»  MAGNETIC NUT DRIVERS 5/16 INCH 2500 EA RETURN COMP 1112/14 1:37 PM [ InTcomP Material document 5000446998
» 2 6701511149 3»  MAGNETIC NUT DRIVERS 5/16 INCH 2500 EA RECEPT COMP 6/26/14 4:45 PM [ INTcomP Material document 500031205
P 3 6701511148 3  MAGNETIC NUT DRIVERS 3/8 INCH 2500 EA RECEPT coMP 6/26/14 4:45 PM [ INTcomP Material document 5000312057
Y 3 6701511149 3  MAGNETIC NUT DRIVERS 3/8 INCH 2500 EA RETURN coMP 11112/14 1:37 PM [ inTcomp Material document 5000446399
b 4 6701511149 3  MAGNETIC BIT HOLDER 1200 EA RECEPT CcOMP 6/26/14 4:45 PM [ mtcome Material document 5000312052
Y 4 6701511149 3  MAGNETIC BIT HOLDER 1200 EA RETURN COMP 11/12/14 1:37 PM [ mtcomp Material document 500044700
Select Ordered ftems Select Receipts to Void

A window will appear with the unapproved receipt/s in WINSP status. Check the receipt lines that
match quantities and the PO line numbers from the signed PO report. Select OK to complete the

approval action.
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Change Inspection Status

Material Receipts Senice Receipts

Material Receipts [ Filter @+ ‘J& 1-6af6 & Download = =
PO Line ltem Description Inspected Qty Approved Quantity
V] 1 0314520393 1" MERV 13, 16"X30-5/8X1" (450499 5Q IN) 24.00 24.00
ol 0314520393 11" MERV 13, 16"X30"X1" (450-499 SQ IN) [ 1200 12.00
3 0314520402 1" MERV 13, 18"X34-1/2'X1" (600-649 SQ IN) 24.00 24.00
4 0314520237 16" X 25" X 2" MERV 13 12.00 12.00
5 0314520234 16" X 20" X 2" MERV 13 12.00 12.00

6 0314520249 20" X 25" X 2" MERV 13 4.00 24.00
[_OK | [ Gancel |

The system will create the TRANSFER type lines and change the Insp status to COMP. This action
will also update the receipts status.

Material Receipts | Senice Receipts

PO: Site: PO Status:
|4500575323 » ‘S1—NA—WU?TH EL WO#30797467 - AAF MERV13 FILTERS \77. LAUSD APPR

PO Rev: Pretax Total: Receipts:

0 635.04 COMPLETE

Company: Received Cost: Ordered Date:
|mﬂﬂﬂ11547 ‘AMER\CAN AIR FILTER COMPANY, INC. AAF INTERNATION \77. 63504 723720 1:09 PM
Attention Attachments

| \ = 2

Material Receipts = B Filter & 1-12 0f 12

PO Line ltem Description Quantity Order Unit Tvpe Insp. Status Actual Date Interface Status

P 1 (0314520393 35 [1" MERV 13, 15°X30-6/8X1" (450-499 SQ IN) a 2400 |EA () [TRANSFER | [cOMP 8/17/22 B:46 AM

b 1 0314520393 » 1" MERV 13, 15"X30-5/8X1" (450-499 5Q IN)} Ir_o 2400 EA _' RECEIPT COMP 8/17/22 8:46 AM

b 2 0314520393 » 1" MERV 13, 16"X30"X1" (450-499 SQ IN) |il 12.00 EA ;L TRANSFER T COMP 8/17/22 8-46 AM [&é

b 2 0314520393 » 1" MERV 13, 16"X30"X1" (460-499 SQ IN) |_7. 12.00 EA ;[. RECEIPT COomP 8/17/22 8-46 AM %

1 3 0314520402 »» 1" MERV 13, 18"X34-1/2"X1" (600-649 SQ IN) 8 2400 EA 7, RECEIPT COMP 8/17/22 5:46 AM [%:j

13. ATTACHING THE PURCHASE ORDER PACKAGE TO THE PO
APPLICATION

Clerical performs this function

&
Select the attachment icon — for the “Add New Attachment \ Add New File”
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Bulletins: (0) Reports Profile  Sign Out He

Ruery "~ FindPO O, w |SelectAdtion i ¢ @iam i [
Material Receipts Service Receipts
PO 39482 % [S2-0K-26833561, M &O Area S2 - Office Supplies. & Ste'llausD PO Status: (appR |
PO Rev: /70 Pretax Total: /m Receipts: /W
Company: (1075408 |GLOBAL INDUSTRIAL EQUIPMENT & Received Cost: 0.00 Ordered Date: 52323 1:08PM |
Aftention: 70503 |Barreda Jr., Lionel = Ea
@ View Attachments
J Add New File v Add New Attachments »
Alzicrial Beccipts D Fiter > St @ Add New Web Page % Add from Library
PO Line ltem Description Quantity Order Unit Type Insp. Status Actual Date Interface Status Interface Remarks
There are no rows fo display.
[ Select Ordered Items ] [ Select Receipts to Void ] [ Select ltems for Return

Select the “Choose Files” button and navigate to the file to be attached and then choose the OK
button.

Create a File Attachment

Only files with the following formats can be enabled for printing: _pdf, xIs, csv, ixt, doc, gif, jpg. .ppt.
Clear the check box beside the Print attached document with report if printable type option (Advanced
Option) if the file Being attached is not in one of these formats.

# Select a Folder: |Attachments -

Choose Files | No file chosen

le

Name the document:

Advanced Options =

Copy document to the default location set by your administrator (recommended)? v
Add document to the document library for others to use? [

Print attached document with report if printable type? [

-[ OK | | Cancel

14. RETURNING APPROVED RECEIPTS

Approved receipts can be returned by selecting the “Select Items to Return” button and choosing the

=]
line/s to be returned. Click the OK button on the window and click on the floppy disk icon to
save the record. Ensure the PO version is in APPR status. The receiving application will default to
the latest version. The PO versions can be navigated by using the green navigational arrows at the
top of the page or by selecting the list view tab.
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The return line/s will be created. The receipt status and received cost will also be updated based on
the lines returned.

i ‘Quantity to Retum Transaction Date
[Fiters, 16¥25%2 MERV 13 . 1.995.00 (114720 132 PM
Filters, 24X24X2 MERV 13 289200 114720 132 PM
0314500000 Filters, 26X26X2 MERY 13 289200 111420132 PM

0314500000  Fiters, 16X20%1 MERV 13 33600 1MA/20 1:32PM
0314500000 Fiters, 16X25%1 MERV 13 33600 114720 1:32 PM
0314500000  Filters, 20X20X1 MERV 13 33600 1420 1:32PM
0314500000  Fiters, 20X25%1 MERV 13 174720 132 PM
0314500000  Filters, 16X25%4 MERV 13 33600 11/4/20 132 PM

o 0 e O R O o Y N

0314500000  Filters, 20X25%4 MERV 13

Query |~| Find PO O »  [Select Action ol & @ @ )
m Material Receipts

PO: Site: PO Status:
[32473 | » [TSUNA STOCK SUPPLY WACO FILTERS &
PO Rev: Pretax Total: Receipts:
i 2%
‘Company: Received Cost: Ordered Date:
[1000008741  [WACO FILTERS CORPORATION 7122120 2.25 PM
Attention: Attachments
737383  [Rodriguez, Ricarda & 2

PO Line ltem Description Quantity Order Unit Type Insp_Status  Actual Date Interface|
I 10314500000 -| Filters, 16X25X2 MERV 13 I 199500 |1 |RE(;E|:T Ilmw Il 11/4/20 1:32 PM m
b 10314500000 >  Filters, 16X25X2 MERV 13 8 -1.995.00 1 L RETURN COMP 7/6/23 8:25 AM i)
3 2 0314500000 3>  Filters, 24X24%2 MERV 13 =8 289200 EA @, RECEFT COMP 1144120 1:32 PM) )
Y 2 0314500000 3>  Filters, 24X24%2 MERV 13 8 289200 EA L RETURN COMP 7/6/23 8:25 AM i)
Y 3 0314500000 3>  Filters, 25X26%2 MERV 13 & 2.892.00 EA @, RECEPT comP 1/4/20 1:32 PM )
[y 3 0314500000 »  Filters, 26X26X2 MERV 13 = 289200 EA L RETURN COMP 7/6/23 8:25 AM i:c)

For any questions, please email John Herweg at John.Herweg@lausd.net or Mark Merrick at
Mark.Merrick@lausd.net.
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