M&O Purchase Order Process Flow

January 21, 2017

~ Receiver Inspector
— Requestor Invoice _and Item(s) rec_elved. Review item(s) and sign
Q icition i Requestor Receive Item in Maximo 9
= Generate Requisition in Requestor mequestor ) h S Inspected By line in the PO
) Maximo and Submit Submit signed Purchase/ Submlt Purchase Order Rece!ver_to Sign Recel\(ed Details Report and submit
8 5 Purchase/Material Material Requisition Details Report to Vendor By line in the PO Details J back to Requestor
xr s Requisition Report to Report to Clerical Report an:i submit to i
] Approver for signature T Inspector fpr Inspected By
- Q £ signature
9 8 ~_ Note: Receiver cannot be
8 - the same person as the
=) requestor Reguestor Requestor
o Y Submit PO Details Report Submit signed PO Details
) » —» .
o to Approver for “Approved to Report and Invoice to
Pay” signature Clerical
o o y A
g8 3
0 o . .
=2y S Review and sign Purchase/ Review and sign Approved
q>_) a . % Material Requisition to Pay line in the PO Details
Oeg g Report and return to Report and submit back to
QSc 2 Requestor Requestor
219§
E [a) DI f
oy B
<
A y
8 Change Purchase . . . o ) Create Invoice record in Submit PO Details
= Requisition status in Maximo Email received from Maximo Print/sign/submit Purchase Maximo and change status Report and Invoice to
) to INTREADY (Ready to indicating successful Order Details Report to to PAID Accounts Payable
6 Interface) Purchase Order creation Requestor
4
‘ vy
Interface ’:iaﬁligtci)on details requisition No-» SAP Maximo
toqs AP totaling over PO Created/Released Post Goods Receipt to SAP
$25k?
o
<
0p) Yes
~ v
g SAP
= Generate Shopping Cart
?é Number
s Yes
Maximo

Inform requestor to submit
Requisition and Quote(s) to
Procurement for review

Procuremen
t

Review Requisition and
Quote(s)

Agree with
Vendor
selection and
Price?

No-»

Update SAP and inform
Requestor to match in
Maximo

Vendor

A

Execute order and submit
Invoice to Requestor

Accounts
Payable

Pay Invoice




