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Maximo 7.5 / Non-Stock Material Requisition over 25K (XPO) Guide
DEFINITION

The Non-Stock Material Requisition over 25K (XPO) Guide is used to purchase materials not stocked in
LAUSD Stores, not covered by Annual Contract, and totaling more than $25,000.

1. LOGIN
The Requestor will perform this function.

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

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

Tivoli.

Welcome to Maximo

User Name:
|dan ny_lu |

Password:
|....... |

Forgot Password?
New User? Register Mow

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

START CENTER

When you first login, you will be taken to the Maximo Start Center.
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2. REQUEST FOR QUOTATION (RFQ)

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

‘Favorite Appications #=x|

Work Order Tracking |

Purchase Requisitions |
Request for Quotations |

RFQ HOME

You will then be taken to the RFQ home screen; in this screen, you may search for any existing RFQ
through any of the displayed fields.

Eulees ] - Goia et ThnCew Do SgnOM me 1EM.
| Fma ) v semes acsen = W o vaRs@os
| wo | mwoues | vedes | owseos | e anscosmmn | sponcames
O sevncnssoares v [ wmoomy w ] octmain
T A A TR, SRR ) i
B Desorengn Eaen Bsly Dnie Lise D Sin
= = =LAUSD 8
NEW RFQ

To initiate a new work order, click on the @ icon, located on the top toolbar.

'~ Find: | (1~ |select Action FPME s e v aiR IR &

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

Q Advanced Search  w [ﬁ Save Query ¥ I Bookmarks

Rras | Friter > QG i 0-00f0

A RFQ number will automatically populate. The status will begin as INPRG (In Progress).
Request for Quotations
danny.lu on MXServerd

| T|Fmd:| Qv|5e1ectactiun q@ﬁqéé a.{f ‘@&3;

| List RFQ | RFQ Lines || Vendors || Cuotations " Terms and Conditions " Specifications |

#RFQ: 16455 = Status:|INPRG
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In the Description field, use the following naming convention: 2 Letter Craft Code (space) Work
Order Number (space) School Site (comma) Description of work (i.e. AA 14183033 Fremont SH,

Replace HVAC System). Optionally, click on the Long Description “““icon to add any special

—

or additional information on the order.

T HE ¢ @® R o

[+ Find: | (C v |select Action F e & -
Lt | RFQ | RFQLines | wvendors | Quotstions | Termsand Conditions | Spegifications
+ RFQ: 16455 |44 14183033 Fremont SH, Replace HVAC System = Status: [INPRG

Populate the following fields:

Requested By

PO Type

Craft

Bid Due Date

Attention

This field auto-populates with the login users’ employee number, but can be
changed as needed. Type the employee number of the XPO initiator
“icon.

It:ﬁ! i
p “—'icon and select the type

directly in the field or use the lookup

Type in “XPO”; you may also use the looku
from the list.

Enter the 2-letter Craft code of the lead discipline. You may also use the
&

lookup “— icon and select the code from the list.

Enter the date in which you would like all bids received by

Enter the employee number of the initiator.

Lst | RFQ [ RFQLines | Vendors

Quotations Terms and Conditions Specifications

RFQ|16455 AA 14183033 Fremont SH. Replace HVAC System = Status: INPRG
Details = | Dates = | Tems
Requested By:| 783916 aQ Required Date: Freight
Buyer aQ Reply Date: [i:61 3h
# Priority. 0 Printed Date: Payment
Type| XPO [ Close Date: = FOB|
Entered By, DANNY.LU Status Date:| 11/12/15 3:28 PM i) Work Star{
Broject Type Q Sid Walk Date: Work End
Craft|Na » Bid Due Date: License]
Modified| DANNY.LU Modified:| 11/12/15 3:42 PM Extra License]
A Letter Not to £
ProCure]
Subcontraciors Proh
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Ship To a M&O Area:

0 Select/ enter your M&O Area’s section code in the Ship To field. Enter the requestor’s
employee number in the Attention field.

* Ship To: 1429 . |M&0 MAINTENANCE NORTH 1 - i 2

Address:|6651-B BALBOA BLYD

Ship To

Gity: VAN NUYS
State/Province: | CA
ZIP/Postal Code: 91406

Attention:| 709044 Herweq, John Ethan il

Ship To a School:
0 Select/ enter the school’s section code in the Ship To field.

Ship To

% Ship To; 8768 ), | MONROE HS =
Addrese: 5229 HASKELL AVE
City: NORTH HILLS
State/Province; CA

ZIPiPostal Cods: 51343

Attention:| 709044 (7}, |Herweg, John Ethan =

Ship To - Will Call:

o Enter WC in the Ship To field
0 Requirements for Will Call:
=  Will Call can be used for emergencies only
=  Only an AFSD can approve a Will Call requisition
=  The person who picks up the material must print their name and sign the packing
/ pick-up slip They must also take a picture of the material using a District issued
device
= Material must be installed / used within 48 hours +/- after it is picked up and a
photo must be taken of the installed material and attached to the work order
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Ship To

# Ship To; WC @, [wiLL caLL =t
Adﬁress:|
City|
Stat&.u'F'm'.-ince:|

ZIP/Postsl Cods: | S0017

Aftention:| 709044 L, |Herweg, John Ethan - =

e Bill To\Reply To:
0 Select / enter your M&O Area’s section code in the Reply To field. Enter the requestor’s
employee number in the Attention field.

Bill To

Reply To: 1429 L |M&O MAINTENANCE MORTH 1 _ =]

Address: B851-B BALBOA BLVD
City:| VAN NUYS
State/Provine e:i CA
ZIPiPostal Code: 91406

Attention:| 709044 ("L |Herweg, John Ethan if

Save the record, click on the E icon, located on the top toolbar.

CREATE RFQ LINE ITEMS

Click on the RFQ Lines tab.

‘Requestfor Quofations
ianny.lu on MXServerd’
'~ Fing: | (L |sslect Action FMNEE @D aoB I S -
List ” RFQ ]| RFQ Lines Quotations || Terms and Conditions || Specifications |
# RFQ: 16455 |44 14133033 Fremont SH, Replace HVAC System 5 Status:|INPRG

Click on the New Row button.



Q) = set

HEZ PP

i | Reo [ Aeoies | venie | Oustsbens | Tom et Condtere | Sesetcationn |

B3OS0 -

RFQ 1S Ak ANEIITA Framant S, Rapiacs HUAL System = e LALSD Siatn INERG

RFOLies b Fiter 0ot

Lyt e Raszmpnon S Quamts Oroige Und Cansnion Fycir. Woek Qegior

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.
Request for Quofations
lanny.lu on MXServerl

TIﬁm‘j:| Qviﬁelectﬁ.cﬁon _i@[ﬁééﬁt‘f | @L—‘:
List || RFQ | RFQLines || Vendors | Quotations || Terms and Conditions || Specifications |
RFQ| 16455 |44 14183033 Fremont SH, Replace HVAG System & Site: LAUSD
RFQ Lines = [p Filier » S TR PRy g
Ling = ltem Description
- 1/ 0310543043 | |AIR CONDITIONING AND HEATING MULTI-ZONE SYSTEN (=]
Line ltem
# Line: 1 Manufacturer:| Carrier
# Line Type: Item =] Model: X123
# ltem: 0310543043 DITIONING AND HEATING MULTI-ZOME SYSTEM [} i

Update the Quantity, Order Unit and enter the Work Order number.

Quanty.| 100 Commadity Group: 03100 @
Order Unit| EA Commodity Code:| 0310543043 (),
Issue Uni‘l:l Remarks:‘ L:l
Conversion Factul.l 1.00
Charge To Related Records
Storemom:l » Requisition: |
Work Order:| 25258367 Requisition Line:|
Location:| 513356 » PO »
Asset| » PO Line:|
GL Debit Account:|10:308000063837 & Contract,| »

Repeat steps if necessary. Save the record, click on the E icon, located on the top toolbar.

ENTER PROSPECTIVE VENDORS IN THE VENDORS TAB

Click On the Venors tab.

‘Request for Quotations
ianny.lu on MXServerQ)

[+ Find: |

List ” RFQ " RFQLines | Vendors

“w |Select Action MR @ i%eianiB I = ¥

| Terms and Conditions || Specifizations |

# RFQ: 16455 |AA 14183033 Fremont SH, Replace HVAC System =8 Status: |INFRG




i @ oot P E T TR

Ust | RFO | RFOLes | e | Cusistions |  Terma sna Cansiiens. | Speciestons
AFQ 16485 AR VATEIINI Fravsoet £, Rapiach VA Syalem 2 LasD Sistun INERG
RFQVendors o Fier - 0-0st0
angar Desorpaen Gamtm? Em
[Coonte 0 | | Cimate Coreact Merw Hirer

Enter the Maximo Vendor number in the Vendor field. The vendor name will auto-populate along
with the vendor detailed information. Update the Contact, Phone, Fax, and Email if necessary.

'Requestfor Quotations
lanny.lu on MXServerQ)

'+ Fina: | (), = [select action

Lst | RFQ | RFQLines :I Vendors |i Quotstions | Terms and Conditions |  Specifications |

FEE ¢ @@ e

!

RFQ: 16455 | A4 14183033 Fremont SH, Replace HVAC System g

SAP Vendor:| 1000004859

Phone:| 800 942-1844

Fax:| 626 435-3066

the vendor field and click on Select Value.

Site: LAUSD
RFQVendors = [p Fiter > & i 1-10f1
Wendor Description
= 103517 » |CARRIER CORPORATION =t
Details
* \endor: 103517 CORPORATION =
Contact:| RICKY THOI @,

RFQVendors : [p Fiter > & L1t
\endor Diescription
E > | =
Details
#* endor: L;Jr
CDMact:! '-':4;
SAP Vendor:

If you do not know the vendor number, you can search for it by clicking on the L>—>Jicon to the right of

A Select Value window will appear. Type in the name of the vendor in the Description field and click
enter. The list will refresh and return with a list of vendors that match the description. Click on the

vendor name to select.

Note: You can only award a vendor that has a SAP Vendor #.



Select Value
iwrme > O g B 77 ShDovmked iR

Company F SAP Vendo® Address City State/Province
103522-A v L CALIFORNIA 1015 § AZUSA AVE CITY OF INDUSTRY CA

103519 Carrier Of Southem Calif. v 1850 3. Victory Blvd. Glendale CA

103522 CARRIER TRANSICOLD OF SOUTHERM v CALIFORMIA 1015 S AZUSA AVE  CITY OF INDUSTRY cA

135284 COPY CARRIERS o 5 19110 S VERMONT AVE GARDEMNA CA

1035174 CARRIER CORPORATION v 10000024258 PO BOX 53844 CHICAGO L

1035178 CARRIER CORPORATION I} L P O BOX 4808 SYRACUSE NY

103517 CARRIER CORPORATION i 1000004958 3050 ENTERPRISE ST. BREA CA

Cancel

Save the record, click on the icon, located on the top toolbar.
If applicable, repeat steps to add the next vendor.
GENERATE XPO REQUEST FOR QUOTATION REPORT

Click on the Select Action drop down and select Run Reports.

2

Q b dllsclect Actior
| |" g I ‘i{ Change Status
List | RFQ | RFQLines || Vendors | Quotatia
- ! View History
RFQy| 20526 | A4 14183033 Fremont SH, Rep Copy EXt 1me Remsio D
Unit of Measure and Conversion
RFQ Lines - [p Filter > : : : 1 Attachment Library/Folders
ek i D Duplicate RFQ
- 1 |0310543043 3
Line ltem Cognos Reporting

:FZONE SYSTEN |

Search for the Request for Quotation report. Click on the report name.
Reports

0 Select a report from the list, or click Create Report to create an ad hot report.
I On Demand Reports II Scheduling Status |

Reports to Run | 7 Fiter > & @ & ° Lot o4 Download : =
Description
|
= z
[oreate Repori  [Cancef
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The Request Page will appear. Click on the Submit button.

Request Page

Help Text P

Parameters

Schedule =

Immediate
\_J At this Time | %

65 Recurring @&

Email

Tao: &
Subject

Comments:

Report Delivery Format:

(®) Email with & file attachment
\_{ Email with & file URL

Submit

The Request for Quotation report will appear. Print and send this report to all prospective vendors.

.#“""'-“:q,' Los Angeles Unified School District Existing Facilifies
:iﬂ ’A%' Maintenance & Operations
3| 5:

O ||
0 o I_I"“"
REQUEST FOR QUOTATION
THIS IS NOT A PURCHASE ORDER
Please return your quotation using this sheet as the cover page
RFQ #: 20526 Bid Due Date: 1/11/18 Date: 1/5/18
Project AA 14183033 Fremont SH, Replace HVAC System
Description:
Scope:

Quotation request for the following:

Line # Quantity Unit Description

1 1 EA AIR CONDITIONING AND HEATING MULTI-ZONE SYSTEM - 30 TONS
Items to be Ship To: 0640

Bidder Instructions: To submit a bid, please fax/email this document to the contact below.

Contact Name:

Contact Number:

Contact Email:

Address: 333 S BEAUDRY AVENUE, 22ZND FLOOR, LOS ANGELES, CA 90017
Bidder Requirements: All vendors are required to accept MasterCard as payment.

10
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ENTER BID AMOUNT AND AWARD VENDOR

Click on the Quotations tab.

Request for Quotations
1anny.lu on MXServerD)
] ina € v seestgoron MR e v BRI DSH -

ust [ RFa | RFaunes | vendors | quotations | Specifcatons |

+ RFQ:| 16455 |AA 14183033 Fremont 5H, Replace HVAC System (=1 Status: | INPRG

o
Change status. Click on the change status " icon and select Sent to Vendor (SENT) and click on
the OK button

RF:| 16455 | A& 14183033 Fremont SH, Replace HYAC System

- INPRG I Progress (INFR)

Memu.‘
# New Status: T]
S T Cancel (GANGEL)

Ready to Interface (INTREADY)
Ready to be Sent (READY)

Mema:

‘ Sent to the Vendor (St

Click on the Vendor Name who you wish to enter the bid amount for. Next Click on the Select RFQ
Lines button under the Quotations for Vendor section.

ReqUIE! fed Dualanons

Saniry.Ju on MX Serverd
= s 0, = setson P T v

w_]_ wo | aroues | Mm] [r— l Thma sd Conshenn | Spsclcator |

ARG 1845 A4 1H1BI03T Fremed SH, Replace HYAT Sratem. = sar|LaUSD Srven | SENT

Vendar _?_

| Vendors | raer kel

Asaize Desroton Comazt

(b p s comomation =3 sy Prowss i

|

| Guctations for Venor [ e 1 0-0e8

g e Crsin Ml Soaartey Oner Lne curmecy e Cong Hawe Curancy

A Select RFQ Lines window will appear. Click on the checkbox of the RFQ Line that the vendor
submitted a bid for and click OK.

fiy 4 Downioad 5|

Storeroom Quantity Crder Unit Conversion Factor Location GL Debit Account Reguired Date

110310543043 | AIR CONDITIONING AND HEATING MULTI-ZONE SYSTER| | 100 EA SN 100 |s-1335  |10.:808000083 |

11



Maximo 7.5 / Non-Stock Material Requisition over 25K (XPO) Guide

The line will now appear in the Quotations for Vendor XXXX field. click on the |2J icon to open

the details. Enter the Bid Amount in the Unit Cost field and tax if applicable.

Daensa @) v Q0T Depam ST Deeter  Ealls  SOAOQ LN

o Quotabons

BIDEO -~

<l Foa 0L et aetin FHE S e L
e | Aro | meouenm | vensen | ouemsers | e conosees | soscacatom
L AR T41B303] Fremant SH. Heglace rVAC Systee Sate [LAUSD Snaten |SENT
Vender | e
Vensses [ Fimer Tengt b Downises =
engr Dmacrigton Comag) Tetal Bl ameunt Siore Em Awneses?
| AL w* CARRIER CORPCRATION b RICHY THOMAS =1 (200 2180 625 435-3005 0 )
[Srasp PO | [Cowie corfrpct]  [Miowe Wi |
1181 o) Cowslond - =
Dexorgmee sangtenae ugrtes Deerumy Curmmey Ara Cog Base Cumenty Buse Une Cost Symeed]
AR CONDITICHING AN WILATING MULTI.ZONE SYSTEL () CamiE 100/ |84 51 s 4000000 | USD £0,00000 [] o
Manstactse CARRER
Maodal X123
Categary
' Cealog #
‘Quantry 800 CoN Dese Cosy Ceman
Currency |USD Cumercy USD smsrteat |
Cusnity o0 e Coar| 5000000 Custe Stan Date. m
ot Ut | E& UneCost| 5000000 Custe End Cate =
Un#Coar|  S000R0D Tt At 450000 Dboary Data (]
Lne Cost| 5000000 Daivery Tira
Tax Code 920 * Entered By DANNT L
Tax Amount 400 = Entered Dete 1E11315 4 18 PW m®
* Exosomic Order Cusnsty [T
EEUW haard AL

If applicable, repeat steps for each vendor.
toolbar.

Save the record, click on the Eicon, located on the top

AWARD VENDOR
On the Quotations for Vendor record of the vendor you wish to award, check the Awarded?
checkbox.
ustations tor Vendor 103611 b Fee 11601 =
Lo Rect Dascrpnen Marlpctyes Supetty Drges Unt Cunency Lt Con Dase Cumniy Bt Ut |
] 1000840041 | 3 AR CONDITIONING AND MEATING MULTLIONE STSTES :J CaRRES 100/ |€a o o 5000000 | USD $0,00000 [+ 13
Eect 100 Linés. m

Save the record, click on the Eicon, located on the top toolbar.

PRINT THE NON-STOCK MATERIAL REQUISITION (XPO) REPORT.

Click on the Select Action dropdown and select Run Reports.

Request for Quotations
lanny.lu on MXServerd

v e o B I BEH~

12

T‘ Find: | Q w | Select Action
— , ";f Change Status
List | RFQ ]| RFQ Lines || Vendors || Quotstig , Lations |
View History
RFCr| 16455 |44 14183033 Fremont SH, Repl Copy PRt Line ltems BP0 Status:[SENT
Unit of Measure and Conversion »
Details Attachment Library/Folders 3 = | ‘ Dates
Duplicate RFQ
Requested By: 783918 & Ayito Boskmers Required Date:|
Euyer.} Q Reply Date: |
Pnonlﬂ (1] Cognos Reporting

Printed Date’| 1112115 4:11 PM

i)
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A new Reports window will appear. Click on the green arrow to find the Non-Stock Material
Requisition report. Click on the report name.
Reports

0 Select a report from the list, or click Create Report to create an ad hoc report.
On Demand Repors Scheduling Status

Reports to Run = 7 Fiter » (1 4 9 @o5-360t38 =
Deescription

AB | etter 23 Fringe Benefit Statement

AB Letter 24 Encumbrance Pay
(Attachment N}

AB Letter 25 Confractor Mofice of
| Completion (Attachment [}

AB Letter 26 Enclosure Pick-Up

lAB Letter 27 Confractor Performance

Ewaluation

AB Letter 28 - Confirmation of
Contractor Bids

AB Letter 28 - Modification Memo

AB Letter 30 Subcontractor Listing

AB Letter 31 - Sole Source Justification

IMemo

Buyer Card Materizl uizition

|
Maintenance Material Bid Form

Non-Stock Material Requisition

| Create Report | [ Cancel |

A Request Page will appear. Enter the RFQ number and the appropriate responses for each field (if
applicable). Click on the Submit button.

Request Page
Help Text =
Parameters =
* s
Enter RFQ #: 15455
Delivery date:| 61

Deliver to Bldg / Rm:;

Requestor comments:|

Enter basis of award (A=Competitive, D=Sole Source, E=O‘ther}:.A

If "SolefSingle Source”, explain:|

If "Other Basis of Award”, explain:|

if "Other’ basis of award, explain:

13



Maximo 7.5 / Non-Stock Material Requisition over 25K (XPO) Guide
The report will appear. Click on the printer 8icon to print the document

BesEE] s @ i =@ -] 5Ok el
L] FE
"""“‘.,‘ Los Angeles Unified School District Exisiing Facilities
P E = {" '31! Maintenance & Operations
B 55 % g
¢ R/l
1) NON-STOCK MATERIAL REQUISITION
RFQ #: 16455 Date: 11/16/15 Budget FY: 2016
Beguestor Tulo:
Vesrdur Code| 103587 Ruvgp Avma: 1
‘m: ::““ e :Zﬂ;n: :4uul.l NTRAL CFTCL
BREA, CA, 52821 Phure: I;]-Bl—ﬂﬁ‘!
Phone: | D00 9421084 FAN: TL)- 241 0060
FAKI| 626 4353066 Commentss
Aftwndion: | RICKY THOMAS

The Preparer is responsible to signing the Preparers line. Preparer to obtain the Regional Facilities
Director (RFD) in the Approval line.

sSSpe, Lo Angeles Unified School District Existing Facilities
-?‘iﬂ f‘c% Maintenance & Operations
|

L e

o“:’:;‘—g-@:“

NON-STOCK MATERIAL REQUISITION

RFQ #: 16455 Date: 11{16]15 Budget FY: 2016
Approval danny.lu
PREPARER PREPARER'S Signature / Date
Approval
RFD / DESIGNEE APPROVAL RFD / DESIGNEE'S APPROVAL Signature /
Date

Comments / Justification:

Submit the signed Non-Stock Material Requisition report to Clerical for processing.
10. INTERFACE RFQ

The Clerical department will perform this function.

- F)
On the Request for Quotation (RFQ) record, Click on the change status " icon and select Ready
to Interface (INTREADY) and click on the OK button.

Request for Quotations
danny.lu on MXServerd)

RFQ:| 16455 |AA 14183033 Fremont SH, Replace HVAC Systam

1 Status:| SENT | Sent ta the Vendor (SENT)
Memo:
Project Type:| | 8 + New Status: Ready to inter = |
Claﬂ:lNA | % #* Status Date: Cancel (CANI
S . Approved fo create PO (COMP)
Modified:| DANNY.LU | Memo

In Progress (INPRG)
| Ready io inisitace (INTREADY) | [ok]

14
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INTERFACE SCHEDULE AND STATUSES

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

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

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

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

Note: All XPO interfaces will reject because it is above $25,000 and requires the review from
procurement. The interface remark will provide you with one of the following:

e “Please change account assignment category to asset.”

If you get this message in the Interface Remark, submit the Non-Stock Material Requisition
Report and supporting documents to our Financial Services Unit, Perla Yu at
perla.yu@lausd.net. She will create a Shopping Cart number for you. Once you get the
shopping cart number, please submit the Shopping Cart number, Non-Stock Material
Requisition Report and supporting documents to Procurement, Hon Chan
(hon.chan@lausd.net).

e “Shopping cart #1000378720 created for RFQ...”

If you get this message in the Interface Remark, please submit the Shopping Cart number,
Non-Stock Material Requisition Report and supporting documents to Procurement, Hon Chan
(hon.chan@lausd.net).

SUBMIT SUPPORTING DOCUMENTS TO FACILITIES CONTRACTS
The Requestor will perform this function.
Submit the supporting documents to Facilities Contracts to review.

Note: If the total awarded amount is above the Annual Adjusted To Bid Threshold for Contracts
Awarded by School Districts (http://www.cde.ca.gov/fg/ac/co/bidthreshold2017.asp) which is
currently at $90,200; the requestor is also responsible for filling out the Request for Procurement
Action Form (RFPA)
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/Domain/98/REPA.pdf.

After review, Procurement will select the appropriate vendor and generate the Purchase Order. If
Facilities Contracts selects the same vendor as the one you previously selected, the PO will
automatically be generated in Maximo.

15
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If the Facilities Contracts, selects a different vendor then the one that you approved. You will have to
update the RFQ to reflect the correct vendor.

To update the RFQ to reflect a different vendor, change the status of the RFQ to INPRG and add a
new Vendor row in the Vendors tab. Next, change the status to SENT and go to the Quotations tab
to unchecked the previously awarded vendor’'s Awarded checkbox. Next, select the new vendor and
click on the Select RFQ Lines button. Enter the bid awarded amount and check the Awarded
checkbox button. Notify the Maximo team and they will create the PO in Maximo.

PRINT PURCHASE ORDER REPORT

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

Favorite Appiications # = xJ

Work Order Tracking

Laber Reporting
View Regquisition

Purchaze Requizitions

Request for Quetation
Purchase Orders

PURCHASE ORDERS HOME

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

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

= | Find: | 44001

List PO ” PO Lines ii Ship To J Bill To li Terms and Conditions || Specifications |

CLAd'.fanDBd Search = v Save Query ¥ I Bookmarks

i

On the Purchase Order record, Click on the D icon located in the top tool bar to run the
Purchase Orders Details report.

jase T

'~ Find: | ), |seket Action FlEAR @ e o B BRE

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

PO: | 44001 | A4 14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD

Revision: | o | L,_Jv Bypass Contract Revigion on PO Approval? [_
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A new BIRT Report Viewer window will appear. Review the Purchase Order Details report for
accuracy. To print the report, click on the printer ;lJ icon.

= Ri rti
e eporting

Narme:|OLD MASTER PRODUCTS

Attention:| CARL RILASKT

Page |1 of 1 (LK R & IE' =
Purchase Order
PO NO.: 44001 Purchase Req No. : 1700432 PO Type: STD
PO Revision No.: o
PO Date:7/19/13 Vendor: 113403 Payment Terms:
Requested Delivery8/1/13 Freight Terms:
Date:
Requestor: Responsible Person: Laughton, Robert
PR/RFQ Modified DANNY.LU Area/Region: REGION-CENTRAL
By:
Contract: Exp Date:
AA 14183033 Fremont SH, Purchase Bookcases
Vendor: Ship To: Bill To:
SAP Vendor Code:| 10000035582 Name:|M&0 MAINTENANCE SOUTH Name: |ME0 MAINTENANCE SOUTH
Vendor Code:| 113405 L 2

Address:|520 1175 AVE.

Address:|s620 117# avE.

LOS ANGELES, CA, 50043

LOS ANGELES, CA, 50043

Phone:|323-758-5000

Phone:|323-758- 5000

FAX|

FAX]

Attentions|., Daroy

Attention:|Ls, Daroy

Clerical staff signs the PO Details report. Attach the signed PR Report with the PO Report and
submit to Requestor for confirmation and filing.

Requestor to submit a copy of the PO Details report or provide the PO Number to Vendor to

initiate purchase.

13. CREATE MAXIMO INVOICE RECORD

The Clerical department performs this function.

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

Aszets

Change
Contracts

IT Infrastructure

D& R b REE Y SR

Inventory

Planning

Preventive Main
Purchasing
Release
Security

5

Self Service
Service Desk
Service Level
System Configuration
Task Management

Work Orders

Aftachments [
g

Purchase Requistions

Purchase Orders =

Receiving

Shipment R
Invoices
Request for
Companies

Company Master

L3
L
»
L3
L3
L3
»

Terms and Conditions

17
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In the Invoices application, click on the IB icon to create a new Invoice record.

| '~ | Fing: | () sekect Action =] : 4
I Lizt ” Invoice || Invoice Lines || Terms and Conditions ” Specifications .
Q Advanced 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

[+ Fina:| €~ [select Action
List || Invoice ” Invoice Lines H Terms and Conditions. ” Specifications
#Invoice: 150677 |44 14183033 Fremont &K, Purchase Bookeases Site: [LAUSD #Type: INVOICE |
Invoice Details = || PO Details B
Original Invoice: | » PO: | 44001 Contract Reference: | »
Reverse Invoice: | » Site: |LAUSD Contract Type: |
Vendor lvoice: | Company: [113403 Contract Reference Revision: |
Approval # | Currency: |USD Payment Schedule: | 28
+#Entered By: DANNY.LU Buyer: |
Receipts: |NONE
Total Cost: | 50128
Uninvoiced Total | 50128

Click on the floppy disk icon to save.

ORDER RECEIVED, REQUESTOR RECEIVE LINE ITEM IN RECEIVING APPLICATION AND
SUBMIT INVOICE/RECEIPT/PACKING LIST TO CLERICAL

The Requestor performs this function
After receiving the item(s) from the vendor, requestor to receive item in Maximo. In the Start Center

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

‘ Favorite Applications o= ,‘J
| Work Order Tracking

| Laber Reporting

| View Requigition

| Purchase Reguizitiocnz

| Request for Quotations

: Purchase Ord

| Receiving

Preventive MalNjenance

18
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In the Receiving application, enter the PO number in the Find field and click on the @J to search
for the record.
Receiving

List

Material Receiptz

Service Receipts

Q Advanced Search =¥ Save Query ¥

I Bookmarks

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

Setn’ 9 o To Tesedy - Starl Gemter  Pree i Ont el TEM.
- Fra: 0w seect amen B e R B
m_] Illx-ulr-e:ee-n-l Service Risseces
b (B AR 14183633 Frmesrt SH, Burchase Hoskcane o e (LD B0 Staun |aeR
Company |10T6TRA W GRAMIGER NC o Brwtan Toast e Becepts [NONE
Azeston = Hecewed Coat (1] Ordered Dule: |38 215 P
Apachoenty [
o] — B.0810 & -
Dlee* b Omasimien Coaslty et ok Tizs a2, Zaba Ariun Cate
[ Becmecsottved | [ Beecdmematreem | [ SckeciRolang et b Betun | [ Beoci Gderodtomn | [(NewRow ||
Click on the Select Order Iltems button.
Material Receipes b Faer B-0s810 . =
PQies® hem Dmproian Oumntey Qrigryrg Tizs LR Srnplate
[ Sekcimeceotstevor | [ Sekclbematorfsten | [ Seiect Rolaling Aseels e ohuen | [ Seiect Ordoes ke

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
Find
Ordered ftems - | ~i=r * 1-10f1 G4 Downioad : =
[¥] PO Line ttem Description Packing Slip To Storeroom  Quantity Due
[ 1 3207400000 mmﬂz‘l

ntity Ordered Invoice

Remarks
[ 3.00 | {
il . >
h

19
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You will taken back to the previous screen. Click on the floppy disk laicon to save the record. The
Receipts status will be changed to COMPLETE if all items were received.

——

DRCARAZ0S - Record has been seved.

W W GRANIGER NC

[P PR——

Quartty Qegar yng Tri

[ 1 W0Ta00000 | Sesra, Woed 172 32 BOX RECEPT TE1 T4

o8 [owsinss =

:1)&‘!{ [ [ ne-um; |

) [ Seectorersitem |

| SeectRecepmisved | | SeectbermiorRenm | | Select Rotatng Assess for Astum

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

Purchase Order
PO NO.: 4500155896 Purchase Req No. : 346548 PO Type (from PR or RFQ): PD
PO Revision MNo.: 0
71015
Lu, Danny Date
Inspected By (Print Mame | Signature | Title) Date
Received By (Print Name | Signature / Title) Date
Approved To Pay (Print Mame | Signature | Title) Diate

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.

o0 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.

20
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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.

Purchase Order
PO NO.: 4500155896 Purchase Req No. © 345548 PO Type (from PR or RFQ): PD
PO Revision No.: 0
71015
Lu, Danny Date
Inspected By (Print Name | Signature | Title) Date
Received By (Print Name / Signature / Title) Date
Approved To Pay (Print Mame [ 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 and Vendor Invoice to Clerical to pay
the vendor.

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

The Clerical Department performs this function.

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

% BB L3

Change L3

% Contracts L

5‘; IT Infrastructure LS

@ Inventory L3

gg Planning i Attachments Eg

£ Preventive Main

I—D Purchasing Purchase Requisitions

[—%‘ Release Purchase Orders = |
- @] Security L3 Receiving |
Igr Self Service 3 Shipment Refllid

L3 Service Desk » Invoices

ffi Service Level r Request for

System Configuration » Companies

E Task Management L3 Company Master

|§J Work Orders 3 Terms and Conditions

(), |setect Action B = e S Y i) 2

Lines Terms and Conditions | Specifications.

@, Adv: Search ¥ | Save Query ' || Bookmarks

Invoices 7 Fitter Q; % : D-00f0
Invoice Deseription Status Vendor invoice PO Sie PO

& |44001
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On the Invoice record, enter the Invoice number from the vendor’s invoice in the Vendor Inv0|ce
field and the date you received the Invoice in the Invoice Date field.

DORStAEC 101 W GO T BEooAy  JHATHANT  Profie

| F | 150877 ), [setect Actin = E s B L RREN™
List vnier mvnice Lines | Trrms and Conszons Specificatians
Al
nunies 150678 A4 14153033 Framens SH_Purchase Bnnkenses i) an |LALSD Type: [VOKE ) Simius: |ENTERED
Irrvwice Detads. = || PO Detsils ™ || Dates
Girginal nvnies: » a0 44201 e Contract fieterencs » Enipres Date: [ THEA3 431 PU i)
Reverse hvoie. » 4. |LAUSD Contraci Type hvuice Dale. (81113 =
Vendor Bvore: |A12aE Company: 113403 Contract Betarence Eievision: ® GiL Posting Date: | 71113431 AW
approvale Currency: |USD Payment Eonesuin a e Ot
* Entersd By, DAKNY.LU Huyue Faid Dals. cx)
Recents: [NONE
Total Cost: CF- ]
Uninvniced Totst (1]

Click on the floppy disk icon to save the record.

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

Billeting’ (0] w7 GoTo  Heporie  Start Center

Bl A R ePw e BHBeDS
Ust | nwoice | invoice Lines | Specifications |
Invoice: | 150678 | A4 1413083 Fremont SH, Purchase Bookeases. (= Prefax Total | 0.00 Type: [INwOICE [
Line Totat | 0.00 Status: |ENTERED

Invoice Total: | 0.00 Site: [LAUSD

invoice Lines = b Fiter = i 0-00f0
Line* tem Deseription PO PO Site Quantty Unit Cost Tax
No rows to display
Gy Fo Lnes

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

() View all lines
C} View all lines that are not invoiced

‘ PO Lines ” Materials !I Services i

| PO Lines : [P Fiter > & % 1-dof4 G4 Download : =
[F] PO+ Line* tem Description Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
[/| 44001 1 9628600000 Shipping and Handling  5.00 500  100.00 100.00 LAUSD
[7/44001 2 3500500000 Wood Adhesive 2.00 200 259.90 259.80 LAUSD
[#44001 3 3851000000 Floor Brush 1.00 100 3276 32.76 LAUSD
[7]44001 4 4453000000 Staple Gun 1.00 100 65.00 65.00 LAUSD.

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

Qi (00 G T Beears St etkar Brole — Sign Ol e TOM.

=] P | 120877 ), v /seectacen

e I B e
wvoce: 160678 AR MTBI0E] Fremont S, Purthase Dackcases
fvoice Limes. P & tedute

e bem Smien
b 1 |vezse000e 3 Sheaing wrd Hanging
b 2 assotomes 3 o
» EREHET Faor Brusn
b o aasomn Stapls Gun

U e o BBAGDS

Friux Totat e
Line Toeat o
Imveice Tetat 56128
-

o 031 »

aost »

La0m »

sa0m »

Tyee: WVOCL ]
St ENTERED
s LasD
r4 Downises =
ol Quarity MntCoy Tax L Cont
Lausn 50 20 875 wiow |l @
LAUSD 200 12088 FoET) e [ @&
Y
LALED 100 b EEL] 2w By &
LAWSD ("} ason au wo By @
[EomrPOine | [ Sekct Congrment Transactiors | [ Dolribute Costs | [ New Bow |

Click on the floppy disk icon to save the record.

Change the status of the Invoice record to PAID by clicking on the ) icon located on the top
toolbar.

~ Find: | 150677 () = [select Action HE @R v B B ®
List \| Invoice || Invoice Lings. ii Terms and Conditions. I Specifications :
Invoice: [150878 | A4 14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD Type: | INVOICE aQ

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

Status: |ENTERED

Memo: I
* Mew Status: paid (PAID) Tl
# Status Date: 7/159/13 4:40 PM
Memo:

Close PO? [+

!M 14183033 Fremont SH, Purchase Bookcases

| Invoice Entered (ENTERED)

i)

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

Accounts Payable.

Should you have any questions on this guide, please contact Mark Merrick (mark.merrick@lausd.net / 213-241-8620), or John
Herweg (john.herweg@lausd.net / 213-241-1127).
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