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Maximo 7.5 / Imprest / Petty Cash Guide

DEFINITION

The Imprest / Petty Cash Guide is designed for anyone who wishes to make direct purchases of items
utilizing the local M&O site checking account. The Imprest Fund is anther means of procuring material; it
does not represent additional budgetary authority. The Imprest / Petty Cash Guide provide information and
guidance on the appropriate process of approving, distributing, tracking and replenishing Imprest Funds in

Maximo. For a complete overview of Imprest Funds, please see the Accounting and Disbursements
Division, Reference Guide No. 1706.1.

1. MATERIAL(S) NEED IS IDENTIFIED AND APPROVED BY SUPERVISOR

2. WILL THESE ITEMS BE PURCHASED THROUGH A FUND ADVANCE?

e NO - Purchase Items out of pocket and proceed to step 3 after items have been purchased
and Item Receipt(s) in hand.

e YES - Contact Vendor for price quote and proceed to step 3 after quote has been received.

3. 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.

Tivoli.

Welcome to Maximo

User Name:
|dannyju |

Password:
|I'I'I'I'I'I'I' |

Sign In

Forgot Password?
New User? Register Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for
details.
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START CENTER

When you first login, you will be taken to the Maximo Start Center.
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SEARCH FOR M&O AREA’'S IMPREST ACCOUNT

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

Welcome, Lu, Danny

"E“J

Favorite Applications
Work Order Tracking
Labkor Reporting
View Reguizition
Purchase Requisitions
Reguest for Quotations
Purchase Orders
Receiving
Preventive Maintenance
Azzets
Job Plans
Invoices
Work Reguests
Companiez
lszues and Transfers

Purchase Contracts

If the Purchase Contracts application is not displayed on your Favorite Applications, you may access
the application by clicking on Go To = Contracts = Purchase Contracts.

- GoTo Start Center  Profile  Sign Out  Help

Administration

5]
Assets ¥ # Modify Existing Template €D Upd
|E‘| Change k
% Contracts 4 Purchaze Contracts
E T Infrastructu k Leasze/Rental Contracts
Inventory k Labor Rate Contracts
Planning k Master Contracts

Preventive Maintenance

o'y i

Purchasing 3

Warranty Contracts

Termz and Cenditions

3
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PURCHASE CONTRACTS HOME

You will then be taken to the Purchase Contracts home screen; in this screen, where you can search
for your M&O Area’s Imprest Purchase Contract.
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QUERY FOR AREAS IMPREST PURCHASE CONTRACT

Click n the query list dropdown E‘ icon and select your M&O Area’s Imprest Query (e.g. Area-N2
Imprest Account)
Purchase Contracts

danny.fu on MaxCron01

Area-N2 Imprest Acco ¥ | () = |select Action = & &l
All Records | I- -
|| Contract Lines || Terms and Conditions |
Al Bookmarks
ATU Imprest Account Save Query © VW I Bookmarks
Area-C1 Imprest Account g 5 S iaii

Area-C2 Imprest Account

Revision Descripti
Area-C3 Imprest Account Revision Description

Area-MN1 Imprest Account | |

Area-N2 Imprest Account 0 Area N2 Internal Imprest Account
Area-51 Imprest Account

Snladalalaliale

Area-52 Imprest Account

VERIFY AND SELECT IMPREST PURCHASE CONTRACT

After selecting your Area’s Imprest Query, verify that you have the correct value and click on the
Contract number to select the record.
Purchase Contracts

lanny.lu on MaxCron01

larea-N2 Imprest Accu?| Find: | Q ¥ | Select Action T| _@ IE

sianivaB ES

List || Contract |! Properties || Contract Linez !| Terms and Conditions |

Qﬁdvanoad Search =™ Save Query '™ l Bookmarks

Contracts | #riter > O ¢ @ 1-10f1
Contract Revision Description
1012 0 Area N2 Internal Imprest Account
Selec\|Records
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CREATE RELEASE PO

On your Area’s Imprest Purchase Contract record, click on the Select Action dropdown and select

Create Release PO.
Purchase Contracts .
lanny.Ju on MaxCron01

AR eP e B EI

) '+ select Action
e
7.# Change SWtus

Irea-MN2 Imprest Acc|:|7| Find: |

List Contract ” Properties || Contract Lines || X .
View History

Copy PR Linez to Contract

Contract: 1012 | rea N2 Internal Imprest A Type: |BLANKET @

Copy PO Lines to Contract

Revision:| 0 | Create RFQ

Create Release PO

The Create Release PO window appears. Click on the Autonumber button to auto generate a
Release PO number. Write down the auto generated number. Click OK button when done.

Create Release PO

a To create a releaze purchaze order from the current contract, =pecify a new PO number manually or
uge the Autonumber button and optionally specify the PO's description. Select one or mere line items to
be included on the Releaze PO by =electing the checkbox on the rows or 2elect the checkbox on the
header to =elect all line items. Add the default charge values for the zelected lines in the bottom =ection.
Click OK to create the Release PO with the selected line tems and return to the contract.

PO: | 15450

Dezcription: |Area M2 Internal Imprest Account
Vendor: | 202665 >
Hame: |Area MZ Internal Imprest Account

Contract Lines = [P Fiter * E E : . 0-00f0 § Downioad 3 e=

[] Ling = ltem Description Order Unit Cuantity lzsue Unit Conversion Factor Manufacturer Model Catalog #

...Mo rows to dizplay...

Release Charge Values =
Work Order: | » Storeroom: | »
Location: | » GL Debit Account: | @
Asset: | » Site: | LAUSD




Maximo 7.5 / Imprest / Petty Cash Guide .
After you click the OK button, you will be taken back to the previous screen.
Purchase Contracts
danny.lu on MaxCron01

| Area N2 Imprest Acca T | Find: | ) [select Action M E @@ L

List Contract ” Properties || Contract Lines ” Termz and Conditions |

Contract 1012 | Area N2 Internal Imprest Account Type: |[BLANKET | @

Revision: | o |

GO TO RELEASE PO

Go to the Release PO record in the Purchase Order application by clicking on the Go To dropdown,
hover your mouse over the Purchasing module and select Purchase Orders.

Prichiane Conlracts

ST T goTo. i e ™o

fp— = BN S i S P E T I % Administration
o | conmc | psen | corrac Loen | e ansconccn | Ul Assets C
2 Change b
Coniract (T3S0 UED Area inferral igreat Accourd Expense Troe |BLANKET a E
Lnd ® @ Contracts kb
Contract Lines B Fites (B E IT Infrastructure 2
Lo * Lee T mo Dezsroten @ Inventory 3
I3 1T |96TSI00000 M0 Arts-1 itienal ingosst Accout Dgense. W =§§ Planning »
'\' Preventive Maigenance
r Purchasing Purchaze Requisitio
[@j Release Purchase Orders
@ Security k Receiving

In the Purchase Order application, search for your Release PO by typing in the auto generated

number in the find field and click on the magnifying glass @J icon.
Purchase Orders

danny.Ju on MaxCron01
= | Fing: | 15480
Lizt PO PO Lines Ship To / Bill To Terms and Conditions Specifications
GL Advanced Search @ Save Query v I Bookmarks

You then be taken to your Release PO record.

Purchase Orders
danny.lu on MaxCron01

| -] | A e v BRAR IS

List " PO ” PO Linez " Ship To / Bil To " Termz and Conditions " Specifications |

Q ‘v | Select Action

PO: | 15480 | Area N2 Internal Imprest Account Site: |LAUSD.

Revision: | ] | Bypass Contract Revizion on PO Approval? |—
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Change the name of the Release PO description using the following naming convention: 2 Letter Craft

Code (space) Work Order Number (space) and School Site Name. (e.g. AA 24068043 Fremont SH,
Hammer). Optioally, you can add addition comments in the long description.

Purchase Orders
lanny.lu on MaxCron01

[~ Fing: | (), '+ | select action MR e v o RAA BE&
List || FO ” PO Lines " Ship To / Bill To || Terms and Conditions " Specifications |
PO: | 15450 | 45 24068043 Fremont SH, Hammer = Site; |LAUSD
Revigion: | 1] | Bypass Contract Revizion on PO Approval? I_

CREATE PO LINES

Click on the PO Lines tab.

Purchase Orders
lanny.lu on MaxCron01
=] | @~ seect Acion R e v RARESS
List || PO || PO Lines o || Terms and Conditions " Specifications |
PO: | 15480 | A4 24088043 Fremont SH, Hammer = Site: |LAUSD
Revision: | o | L} Bypass Contract Revizsion on PO Approval? r

Prior to clicking on New Row, under the Default Table Data section, you have an option to pre-fill the
Work Order number. If pre-filled, all new rows will auto-populate with the Work Order number.
Default Table Data

’
Work Order: | 24068043 »

Asset | »
Location: | » Storsroom: | »
Click on the New Row button to add a new line.
. Download : = ‘
Unit Cost Storeroom

Work Order Line Cost Tax Code
...No rows to display...

[ WVendor tems J [ Contract tems ] [ Select Spare Parts

| [ vendoranaysis | [ viewcContracts | [ DistibuteCosts | [ NewRow |
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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.

PO Lines | [ Fiter > ! ! S 0
Ling * Hem Description Quantity Order Unit
- 13207400000 3 Hammer a | 1.00 |
Line tem
# Line: 1 Manufacturer: | »
#* Line Type: tem T| Model: |
*ftem: 3207400000 5% |Hammer = category: |

UPDATE THE QUANTITY, UNIT COST AND WORK ORDER 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: |9.00 @} Storeroom: | »
Reservation Type:
Order Unit: |EA @, Tax: | 243 voe: [aUTOMATE  ~ |
) Work Order: | 24082043 »
lssue Unit; | Loaded Cost: | 29.43
i WO Task: | @
Conversion Factor: | 1.00 Contract Reference: |
) Location: |5-13475 »
Unit Cost: | 9.00 Contract Type: |
) . Asset | »
# Line Cost: 27.00 Contract Reference Revision: |
GL Debit Account: |CC: 000188500 Q
Schedule: |

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

and repeat steps.

danny.lu on MaxCron01

(), = [select Action

—— T [
List l PO | PO Linez |! Ship To/Bil To | Terms and Conditions !: Specifications

PO: | 15460 | A4 24068043 Fremont SH, Hammer 15 Site: |LAUSD

Revision: : o | =8
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If you do not know the Commodity Code number, you may search for it by clicking on the lEJ icon
to the right of the Item field and click on Select Value.

PR Lines [P Fiter * T o s
B St Description
- 1 > =
Line tem
# Line: 1
#* Line Type: ftem =
# ftem: b l:J'
Remarks: | g, SelectValue 5
@g Clas=ification
gf_gg Attributes
E Go To [
() vew tem i
: ge

A new window will appear with a list of ltems 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.

Select Value

. “F Fitter

tem

1002100000
2554000000
9584700000
S063400000
4559230000

8528600000

Qi g & 1-6ot6
Dezcriptio

Freight

Freight and Cargo Containers
(Shipping) (See Class 640
For Boxes)

Freight Elevatorz and Partz
Freight Management Services

Freight Handling, Materialz Handling -
Architectural

SHIPPING/DELWERYFREIGHT CHARGE

Tranzportation of Goods and Other
Freight Services

G4 Download : =

Commodity Group Commodity Code

10000

85800
50600

99595 9955330000

oo (L
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After you click on the Item Number or the Description, the ltem 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 > = i of 4
Ling * lem De=zcription
F 10 96528600000 >3 Transportation of Goods and Other Freight Services l:}
Line ltem
* Line: 1
* Line Type: kem T|
* ttem: 9528600000 sportation of Goods and Other Freight Services L:}
Remarks: | =+

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

Quantity and Costs Charge To
Quantity: | 1.00 Tax Code: 9.00 [} Storeroom: | »
Order Unit: 4 #Tax: 135 ork Order: 14183033 5%
issue Unit: | Loaded Cost: | 1835 Location: |5-13475 »
Conversion Factor. | 1.00 Contract Reference: | asser | »
Unit Cost: | 15.00 Contract Type: | GL Debit Account: |CC.0001855001-10520 Q

R tion Type: -
# Line Cost 15.00 Contract Reference Revision: | eservation Type: |AUTOMATIC ||

EI
Click on the floppy disk icon to save.

Verify that the Total Cost of the Purchase Order matches your receipt or quote.

Purchase Osdars. = -— T e o T Regem S Gee ol
sy fu on MaxCrontl
=T B o s T WEZee R BER DS
ist | PO | Polnes | SnpToibaTo | Termsand Condiees |  Speciicatess
PO 15480 Ad 24088043 Fremom 5H_ Hammer il3 Sier |LALSD Sy |WAPPR Toisl Caar 24
Reviien o

10



Maximo 7.5 / Imprest / Petty Cash Guide
PETTY CASH RELEASE REPORT

After saving the Release PO, run the Petty Cash Release Report. Click on the Select Action drop
down and select Run Report.
Purchase Orders

danny.lu on MaxCron01

| [+ Fin: |
red Change Stat
List PO PO Lines Ship To / Bill To Termy . .
View History

Copy PR Line tems To PO

IS

C | select Action

PO: 15480 | 8 24068043 Fremont 5H, Site: |LAUSD
Create Contract
Revision: | o | Complete Receipts
Revize PO
PO Lines b Fiter > : E E e View Revision History
. X View Related Recordz
Ling = ftem Descripti
Unit of Measure and Conwversion # -
E 1 3207400000 H =+
» ammer MovelModify Assete =
Line kem Add/Modify Commodity Codes
Aftachment Lirary/Folders 3
* Line: 1 "
Duplicate Purchase Order
Line Type: tem T| Add to Bookmarks
*ltem: 3207400000 %> |Hammer Run Reports =
Condition Code: | a Cognos Reporting
\

A Reports window will appear. Click on the Petty Cash Release report. Note: You may need to go to
the next page to see the Petty Cash Replease report.
Reports

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

| 0n Demand Reports | Scheduling Status

ReportstoRun . “Friter > & i 4k 4 : 4P6-8ofa

Description
Petty Cash Release
Vendar Performance

Vendor Performance By ltem

[ Create Report ] [Cancel]

11
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A Request Page will appear. Fill in the appropriate fields. If the item(s) will purchased through a
Fund advance, Type in A for Fund Advance and enter the fund advanced amount (amount should
match quote). If the items(s) have been purchased and this is a reimbursement, Type in R for Fund
Reimbursement. Click on the Submit button when done.

Request Page
Help Text ™
Parameters =

# Enter releaze PO # (required):
(required) | aen

# Enter laborcode of the perzon requesting reimburzemsant (required):
p = g (req ! 739916

Enter Maximo vendor code of the company to be reimbursed (optional):

Enter A = Fund Advance, R = Fund Reimburzement (optional):

If Fund Advance, enter amount elze enter 0:

A BIRT Report Viewer window will appear. Click on the = to print the report.

Reporting

EL

Page |1 of 1 @ P ="
soipe,  Los Angeles Unified School District Existing Facilities

fzﬂ il‘%' Maintenance & Operations

= - 3

Contract Ref #: 1012
Release P.O. #: 15460

Petty Cash Release

Ordered Date: 9/16/13 W.0. #:24068043 G/L Account: CC:0001865001-11731
Org Code: 8650 Site Name: FREMONT SH
Fund Advance Amt: $0.00

Requestor to obtain Supervisor and Area Director signature on report. Submit the Petty Cash
Release report and receipt(s) if available to the Imprest Account holder for reimbursement or fund

advance.

12
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8. WERE THE ITEM(S) PURCHASED THROUGH A FUND ADVANCE?
The Imprest Account holder will perform these functions.
1. NO. Proceed to Payment Terms, Step 11.
2. YES. lIssue cash or check to requestor; Check the appropriate Reimbursement Type box on

the report. If Check, write down the Check Number on the report. Sign/date the Issued By
fields and have the requestor sign/date the Received By fields.

(FiED - . - ‘oos e
‘,-.“‘-f' '“{\'fg‘o' Los Angeles Unified School District Existing Facilities
: Maintenance & Operations

Contract Ref # 1012
Release P.O. #: 15460

Petty Cash Release

Ordered Date: 9/16/13 W.0. # 24068043 G/L Account: CC:0001865001-11731
Org Code: 8650 Site Name: FREMONT SH
Fund Advance Amt: $0.00

Supervisor Area Director
Items For: Employee #: 783916 Name: Lu, Danny

Quantity Unit Description Unit Cost Extension
[3.00 EA | Hammer $9.00 $27.00
Reimbursement Type: Subtotal $27.00

]:’ Cash Discount __ %
j: Check #: Taxable Subtotal $27.00
Payable to: Vendor # Tax 9 % $2.43

Shipping
- Total (A) $29.43
Issued By Date Fund Advanced Amount (B) $0.00
Balance (A - B) $29.43

Received By Date

9. PURCHASE ITEMS; MODIFY RELEASE (IF APPLICABLE)
The requestor performs this function.
Purchase Items according to existing practice.

Does the Item Receipt(s) match the Fund Advanced amount?
1. YES. Submit Item Receipt(s) to Imprest Account Holder. Proceed to Payment Terms, Step

11.
2. NO. Modify Release PO record in the Purchase Order application and re-print the Petty Cash

Release report.

13
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MODIFY RELEASE PO

Navigate to your Release PO record in the Purchase Order application.

Purchase Orders
danny.u on MaxCron01

= | Fing: | 15460 -]

Lizt PO PO Lines Ship To / Bill To Termz and Conditions Specifications

CL Advanced Search % Save Query @ I Bookmarks

On the PO record, click on the PO Lines tab and modify the lines to match the receipt. Click on the

save [E when done.
Purchase Orders

danny.Ju on MaxCron00

| "~ | Find: | (), |select Action ~] 1 B A A
List | PO | PO Lineg il To H Termsz and Conditions H Specifications |

PO: [15460 | A4 24068043 Fremont SH, Hammer = Site: | LAUSD
Revision:| 0 | =
PO Lines | [ Fiter > E ; TR S
Line * ltem Deescription
'y 1113207400000 | 3 | Hammer =l

Print the Petty Cash Release (Fund Reimbursement) report. Click on Select Action and select

Run Reports.
Purchase Orders
danny.lu on MaxCron00
Q ‘¥ | Select Action

| '~ Fing:
- 4 =ir = . !“‘f Change Status
List || PO PO Lines || Ship To / Bil To || Term R
View History

Copy PR Line kems To PO

PO: |15460 | A8 24068043 Fremont SH, R Site: |LAUSD
Revigion: i o | Complete Receipts
Revise PO
. PO Lines | [# Fiter > i View Revision History

. X View Related Records
Line * fem Descripi
Unit of Measure and Conversion b

b 1ja0rdoonod B Hamme MovelModify Asssts =

AddiModify Commodity Codes

Attachment Library/Folders 3

Default Table Data X
Duplicate Purchase Order

Add to Bookmark:
Work Order:

Run Reporis

14
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A Reports window will appear. Click on the Petty Cash Release report. Note: You may need to go to
the next page to see the Petty Cash Replease report.
Reports

a Select a report frem the ligt, or click Create Report to create an ad hoc report.

| On Demand Reports | Scheduling Status

Reports to Run | 7 Fiter » (L - e @ééﬁ-ﬁuf}}-m

Description

Petty Cash Release -
Vendor Performance

Vendor Performance By kem

[ Create Report ] [Canoel]

A Request Page window will appear. Enter the Release PO number, Requestor’s labor code, R for
Fund Reimbursement and the amount that was advanced to you.

Request Page

a

Help Text

Parameters

# Enter releaze PO # (required):
(req ) 154560

# Enter laborcode of the person requesting reimbursement (required):
p L= g (req ) 783918

Enter Maxime vendor code of the company to be reimburzed (optional):

Enter A = Fund Advance, R = Fund Reimburzement (opticnal): R

If Fund Advance, enter amount elze enter 0.
25,43

11 11

15
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A BIRT Report Viewer window will appear. Click on the ﬁn icon to print the report.

Reporting

i

Page |1 of 1 T WY ="

p2C e,  Los Angeles Unified School District Existing Facilities
f "fi.% Mauaintenance & Operations
)

e'.‘;‘:‘\'-'rJln'\ﬂ"':’;"c{;‘\

Petty Cash Release

Ordered Date: 9/16/13 W.0. #:240638043

Org Code: 8650 Site Name: FREMONT SH
Fund Advance Amt: $29.43

Staple the old Petty Cash Release (Fund Advance) report with the new Petty Cash Release (Fund
Reimbursement) report and submit it to your Supervisor and Area Director for signature. Submit
both Petty Cash Release reports and receipt(s) to the Imprest Account holder for reimbursement.

PROCESS REIMBURSEMENT
The Imprest Account holder will perform these functions.

Review the Petty Cash Release (Fund Reimbursement) report and the Iltem Receipt(s). If the
balance on the report is positive, issue the amount to the requestor. If the balance on the report is
negative, collect that amount from the requestor (check the appropriate Reimbursement Type).
Once the necessary fund adjustments are transacted, the Imprest Account holder and requestor will
sign the Issue By and Received By fields.

I-')"-""!’H"s:n% Los Angeles Unified School District Existing Facilities
i 0%, Maintenance & Operations

Contract Ref#: 1012
Release P.O. #: 15460

Petty Cash Release

Ordered Date: 9/16/13 W.O. #: 24068043 G/L Account: CC:0001865001-11731
QOrg Code: 8650 Site Name: FREMONT SH
Fund Advance Amt: $29.43

Supervisor Area Director
Items For: Employee #: 783916 Name: Lu, Danny

Quantity Unit Description Unit Cost Extension
13.00 EA Hammer $10.50 $31.50
Reimbursement Type: Subtotal $31.50

]:I Cash Discount____ %
I:' Check #: Taxable Subtotal $31.50
Payable to: ) Vendor #: Tax 9 % $2.84

Shipping
Total (A) $34.34
Issued By Date Fund Advanced Amount (B) $29.43

Balance (A - B) $4.91

Received By Date

16
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ENTER PAYMENT TERMS AND CHANGE STATUS TO APPR
The Imprest Account holder will perform these functions.

Go to the Release PO record in the Purchase Order application.
Purchase Orders
danny.u on MaxCron01

= | Find: | 15460 | ]

N N

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

fl Advanced Search " Save Query I Bookmarks

If the Fund Advanced/Reimbursement was/will be in the form of a check, enter the check number in
the Payment Terms in the Release PO record.

Internal? [_

Storeroom: | Q
Storeroom Site: | Q
Freight Terms: | IE}

Pavment Terms: | 1001 -

F
Click on the icon to change the status to Approve (APPR). A Change Status window will
appear. Verify that the New Status is Approve; click OK button when done.

Type: Q -
Change Status
BuyerCompany: | | @
Buer| @
— PO: [15480 | A 24068043 Fremont SH, Hammer =
Rempts_ Revision | 0 ‘ L‘i‘
e T Status: |WAPPR |watting an Approval (WAPPR)
= Memo: |
# New Status' Approved (APF |
Conpany: [E3288STIT] > | Ena A I |+ statvs s a1 26 b
Address: (2060 Hemickvenve | Memo
ciy:[snvaley ] _

17
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RECEIVE ITEM(S) IN RECEIVING APPLICATION
The Imprest Account holder will perform these functions.

Note: Only receive items after you have received the receipt(s) from the requestor.

Go to the Receiving application from your Favorite Applications list in the Start Center or from
Go To = Pyrchasing = Receiving.

Start Center  Profile  Sign Out  Help

@ AdminXration
=

gd Aszzets

@J Change k

% Contracts k
E IT Infrastructure k

Inwentory 3

Attachments
Planning 3 - @

Preventive Maintznance k

Releaze k Purchase Ordegs

Security k¥ Receiving

&5
iy
i\'
r Purchazing Purchaze Requisitionz
[&
(3]
=

Self Service k¥ Shipment Receiving

In the Receiving application, type in the Release PO Number in the Find field and click on the @
icon.

Receiving
danny.lu on MaxCron00

= | Find: | 15450

Lizt Material Receiptz Service Receipts

Q Adwvanced Search @ Save Query @ I Bookmarks

You will be taken to the PO record, Material Receipts tab; click on the Select Ordered Items button.

B V1T WG Te" Beasit B0 Carde Bl g0 O e 1M,
#0: (15080 \ £ _.- See: [LAUSD B0 Sate PR
Company IS Arew K2 nemal mgeest Azooent = Precax Taist 350 Fecepts; HOME
Abterden | TRYME Lu Doy 7 Racaived Ceat (11 Ordeced Dufe WHEHS 1257 U
Sactoens [
Muterisl Receipts [ Fier B-2old =
EQLng* fen SreErsten Quarty QuigrUng e ap. S Asteallae
|___Seect Recents in Vo [[__Setect toma tor Aetum T e L | Select Ordered derms -

18
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A Select Ordered Items window will appear. Check the box of the lines that match the receipt and
click on the OK button.

Select Ordered ltems

Storeroom: Q~,
Ordered ltems = | © 1-10f1 G4 Download @ =
[+] PO Line tem De=cription Packing Slip To Storercom  Quantity Due Quantity Ordered Invoice Remarks
V] 1 3207400000 Hammer | | 3.00 3.00 |
i | >
. . . . =9
The line(s) will be brought over back to your previous screen. Click on the “# jcon to save. The
Receipts status will be changed to COMPLETE.
Receiving Buletins: (1) =7 GoTo Reports  StartCe

lanny.lu on MaxCron00 BMXAA42051 - Record has been saved.

[~ Fina: | ), = [select cton A Y
Lst | Materal Receints H Service Receits |
\
PO: 15460 3 | AA 24068043 Fremont SH, Hammer = Sie: [LAUSD PO Status: | APPR
Company: | 202885 | Area N2 Internal Imprest Account =3 Pretax Total: | 3150 Receipts: | COMPLETE
Aftention: | 783916 |Lu, Danny 1= Received Cost: | 3150 Ordered Date: [9r1613 12:07 P
Aftachnents [
Material Receipts = B Fiter > 1-10f1
POLIne* fem Description Quantity Order Unt Tyoe 1nsp. Status ActualDate
3 | 1 |s207400000 3 Hammer = | 3.00 |EA Q RECEFT |conp 916113 4:37 Pl
[ seectReceptstovois | [ selectremsforRewm | | Select Rotating Asssts for Return |

CLOSE RELEASE PO
The Imprest Account holder will perform these functions.

Navigate back to the Release PO record in the Purchase Orders application from the Start Center or
Go To = Pyrchasing = Purchase Orders.
Start Center  Profie  Sign Out

Help

Admini

Aszets k
Change 3
Contracts k
IT Infrastructure L
Inventory k
Planning [

Preventive Mainijgnance k

Purchasing Purchaze Requisitions
Releaze Purchaze Orders
Security L Receiving
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Search for the Release PO in the find field.
Purchase Orders
danny.Ju on MaxCron01

= | Find: | 15480 ]

Lizt PO PO Line=s Ship To / Bill To Termz and Conditionzs Specifications

f:'l Advanced Search % Save Query I Bookmarks

F‘
On the Release PO record, click on the icon to CLOSE the Purchase Order. A Change Status
window will appear, make sure the New Status is Closed and click on the OK button when done. .

P S

ey Sypas Contact Rvilon o 0 Approvas [

Change Status

PO: |15480 | A 24068043 Fremont SH, Hammer 8
Revision:| 0 | =

Status: |APPR |Approved (4PPR)

Memo: ‘
# New Stalus: Closed (CLOSE ¥ |
* Status Date: 916/13 4:43 P

Memo: ‘

ISSUE PAYMENT

The Imprest Account holder will perform these functions.
Were the item(s) purchased through a Fund Advance?
e YES. Skip this step. Payment already issued.

e NO. Issue payment to requestor.

ARCHIVE DOCUMENTS

The Imprest Account holder will perform these functions.

File completed Petty Cash Release reports and Receipt(s) according to existing procedures.
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16. CHECK IMPREST ACCOUNT BALANCE

The Imprest Account holder will perform these functions.

Go to your Purchase Contract record in the Purchase Contract application.
e -

lanny.lu on MaxApp02

/Area-NZ Imprest Acco ¥ | Find: | ), |select action = 1% B & 4o G =
List | Contract || Properties ” Contract Lines |i Terms and Conditions |
Contract: | 1012 | Area NZ Internal Imprest Account = Type: | BLANKET (=8
Revision: | o | Ljv

Click on the Select Action dropdown list and select View Release Costs.
Purchase Contracts
Janny.lu on MaxApp02

Area-N2 Imprest Accu7| Find: | Q ‘v

Lizt Contract u Froperties || Contract Lines || View History |
Copy PR Lines to Contract
Contract: |1ﬂ12 |Araa N2 Internal Imprest A Copy FO Lines to Contract
Revision:| 0 | Create RFQ
Create Release PO
Details View Release Costs
View RFQ Line tems 1
Master Contract: | View PR Line ftems

A View Release Costs window will appear. The window will display the Uncommitted, Committed
Cost and the Amount Remaining against the account. Click OK button to close.

View Release Costs
Release Costs =
TotalCost: | 3,000.00
Amount on Order: | 0.00
Number of Uncommitted Releases: | o
Amount Received: | 31.50
Number of Committed Releases: | 1
Amount Remaining: | 2,968.50
Uncommitted Cost: | .00
Invoice Variance: | 0.00
Committed Cost: | 3150
Purchase Orders = [» Fiter > e S nEd G Download : =
PO Release # Description Site Ordered Date - Status Receipts Total Cost
15460 > | 1 |AA 24068043 Fremont SH, Hammer LAUSD 916013 12:07 PM APPR COMPLETE | 3434

17. LOW ON IMPREST FUNDS?

e NO. Stop here.
e YES. Proceed to step 17 for Imprest Account Replenishment Process.
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18. CLOSE EXISTING BLANKET PO

[ Fl
On your Purchase Contract record, click on the change status " icon. Select Closed under the
New Status dropdown and click on the OK button.

Change Status

Contract: |1D12 |Area Wz Internal Imprest Account L:J-

Revizion: | 0

Status: |AF‘F‘R |A|:r|:rr|:w5d
#* New Status. Clg=ed T|
# Status Date: /2813 4:44 PI i)

Memo:

Carce

19. DUPLICATE PURCHASE CONTRACT RECORD

On the CLOSED Purchase Contract, click on the Select Action dropdown and select Duplicate

Purchase Contract.
Purchase Contracts
danny.lu on MaxApp02

|Area-N2 mprest Acco ™ | Find: | (), = [select Action
’;{ Change Status'

List Contract || Properties || Contract Lines || . )
View History

Copy PR Lines to Contract

Contract: |1D12 |Area N2 Internal Imprest A Copy PO Lines to Contract
Revision:| 0 | Create RFQ
Create Releaze PO
Details View Release Costs
View RFQ Line tems
Master Contract: | View PR Line tems

View Invoice Lines
Vendor Reference #: |

Authorize Sites

Buyer: | Asgsociate Commodities
Associate SLAs
plesdon Revise Contract
View Revizion Hiztory
Company: |202'BBS » |Area N2 | Apply Price Adjustment
Address: |3ﬂﬁﬂ Herrick Avenue Change Line Status

City: |5un Valley Unit of Measure and Conversion ¥

Attachment Library/Folders
State/Province: |CA

Duplicate Purchaze Contract
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A new Purchase Contract record will be created. Change the status of the duplicated Purchase
Contract to Approve.

Contract: | 1014
Revigion:| 0

Status: | DRAFT |Dratt
* New Status: Approved

# Status Date: 9/24/13 £:43 P

Wtemo:

20. IMPREST REIMBURSEMENT REQUEST

Print the Imprest Fund Claim Form report. Click on Select Action dropdown list and select Run
Reports.

Purchase Contracts
anny.Ju on MaxApp02

QEV

List H Contract H Properties H Contract Lines H

reaN2 mprest Acca ¥ | Find: | Select Action

& Change S

View History

Copy PR Lines to Contract
Contract: |1012 | Area N2 Internal Imprest A| P B
Revision:| 0 | Create RFQ

Create Release PO

i | I View Releasze Costs

View RFQ Line tems

Master Contract: | View PR Line tems
Vi I Li

Vendor Reference # | S invoies Lines
Authorize Sites

Buyer: | Aszsociate Commodities

Associate SLAs

e ———) P55 Contract

View Revision History

Company: |202865 % |areanzy Apply Price Adjustment
Address: |mHarid( Avenue Change Line Status
City: |&n Vall Unit of Measure and Conversion »

Attachment Library/Folders L3
State/Province: |CA
Duplicate Purchase Contract

ZPPiPostal Code: |31352 Add to Bookmar
Contact: |Robert Smitheal Run Reports
Dhone: [242 204 2400 Cognos Reporting
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A Reports window will appear. Click on the Imprest Fund Claim Form.

Reports

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

| On Demand Reports | Scheduling Status

Reports to Run © 7 Fiter > CL & : 1-5ofg=p Ok Downlad : =
Description

Purchase Order Details
AB Letter - Modified

AB Letter 01 Main (Attachment
H)

FSS Imprest Fund Register

Imprest Fund Claim Form

[ Create Report ] [Canoel]

A Request Page will appear. Type in the Purchase Contract number that you just closed in the
contract number field and click on the Submit button.

Request Page

ot 3

Parameters

Enter contract number:
[1012

Notes: |

Schedule

(=) Immediate
O At this Time ‘

() Recurring ‘

Email

o: | &)
Subject: |

Comments:

File Type: Report Delivery Format:

(=) POF (&) Email with a file attachment
O XLS O Email with a file URL
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A new BIRT Report Viewer window will appear. Click on the f_n icon to print the report.

Reporting

LR N

Los Angeles Unified School District
Accounting and Disbursement Division
Aecounts Payable Branch

of 1

IMPREST FUND CLAIM FORM Contract Ref. #:1012

Section A

Date: [9/24/13

Claim Mo: |

Final Claim: |:|‘l’es I:l"“ |

Obtain the AFSD or Designee’s signature and submit signed form to Accounts Payable branch for
processing.

Los Angeles Unified School District
Accounting and Disbursement Division
Accounts Payable Branch

IMPREST FUND CLAIM FORM Contract Ref. #: 1012

Commonly Used GL Accounts *
410010 Textbooks - General Purpose
420010 Other Books - General Purpase
420040 Other Books - Elementary
430010 Instr Material-General Purpose
440001 Non-Capitalized Equip-All Other
430001 General Supplies
430002 Advisory Committee Expenses
430003 Maintenance/Operations-Supplies

* - GL Account is also known as Commitment ltem

430004 Reprographic Services
520002 Travel/Conference Attendance
530001 Dues and Membership
560011 Rental Of Equipment

560005 Repair Of Equipment

560006 Maintenance Of Equipment
580012 Contract Bus Services

580001 Tel, Pager,Postage Fees

Section A
Date: ‘91'24!13 Claim No: ‘ Final Claim: D Yes D No
Vendor Name: ‘ Area N2 Intemal Imprest Account ‘ SAP Vendor #
Prepared By: lLu, Danny ‘ Phone:213-241-0573 ‘ Emailjdanny. lu@lausd.net
Section B
Date Check Release SAP Cost Center/ |SAP
Rec'd Description No. G/L Account ™ PO # Amount|SAP Fund |Functional Area WBS. 110
9/16/13 Hammer 1001 CC: 15460 $34 34 (010-8150  |0p00-8100-11731 0001865001
0001865001-11731
TOTAL $34.34
| certify that 1) the above statement is correct and that all materials listed thereon have been received; 2) there is no profit of any kind for
me in this claim and that is in accordance with Section 60071 of Cgfffornia Education Code; and 3) charges to donation are within the
donor's stipulated allowable use.
Signature of Administrator Print Name of Administrator Date

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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