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DEFINITION

The Storeroom Inventory Replenishment Guide details step by step instructions on how to procure
materials to replenish Storeroom inventory from a low value price determined (PD) vendor in Maximo.

TIP: For Low Value Purchases, please obtain Vendor quotes prior to initiating the requisition in Maximo.
Please also confirm that the Vendor has a District/SAP assigned Vendor number.

LOGIN
The Head Stock Clerk or Designee 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:
|danny.|u |

Password:
|....... |

SignIn

Forgot Password?
New User? Register Now

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

1. CREATE PURCHASE REQUISITION
START CENTER

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


http://awms.lausd.net/maximo

[ change Costenttaycut. | Dapay Setinge [ Create New Tenginie [ Vocy Exnang Temiate £ Undate Start Centee
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Under the Favorite Applications section, click on the Purchase Requisition application.

Favorite Applications @!:J

Waork Qrder Tracking

Labor Reporting

Purchaze Reguisitions

|
|
View Reguisition |
|
Request for Quotations |

Purchaze Orders

PURCHASE REQUISITION HOME

You will then be taken to the Purchase Requisition home screen; in this screen, where you can search
for existing Purchase Requisition records.

BT T G0T0  Bebe S Tesle  PriNE - e 0wl 8E 1M

= ros B = scthcon BT o R@ED DS
vt | m ;mu—- $hp To i BE To | [ — [T
2 Advanced Sewrch > [ saveduery + ] Doskmares
pRe | o Eme o O} ] o-gern % D =
m o0

NEW PURCHASE REQUISITION

Click on the @ icon to create a new Purchase Requisition.
Purchase Requisitions

T~ Fing:| ), = [select Action ~ & -R-'g‘i‘m@g

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

A new Purchase Requisition number will auto generate.
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" 10 —

'~ | Fing: (€ v |select Action FNHR ¢ @e® % - R BEBAEA S

List | PR | PRLines | Ship To/BilTo | Termsand Conditions | Specifications |

# PR 169857 _ (=) Req Type: @

In the Description field, use the following naming convention: Storeroom name (comma) Inventory
Replenishment (i.e. STORES-1, Inventory Replenishment).

If you would like to add an additional comment to the Description field, separate the additional
comment from the naming convention by a comma, and type your additional comment directly into the
Description field (i.e., STORES-1, Inventory Replenishment, Ballast).

. I = . . .
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.

—
'~ | Fing: (), '+ |select Action ~| s B -3

List PR PR Line=z Ship To / Bill To Termz and Conditions Specificationz

#* PR; | 304353 STORES-1, Inventory Replenishment, Ballast - L:J- Req Type: Q

Fill in the following fields:

PR Type Type PD (Low Value Purchase Order) or click on the magnifying glass l%] icon
next to the PO Type field and select the appropriate value.

Priority Enter a Priority Number for your Purchase Requisition (3 being Standard and 5
being Urgent)

Requested By The Requested By field will auto-populate based on your Maximo login. If you
would like to change the requestor, type in the employee number of the new

requestor or use the magnifying glass @J icon to select from a list.
NOTE: The employee listed as the Requested By field will receive an email if the
SAP Interface to create a PO number was successful or failed.

Supervisor Enter the employee number of your supervisor or search for it by clicking on the
lzjicon and selecting Select Value.

Required Date Enter the date you would like your purchase delivered.

Company (PD) Ifthisis a PD type purchase, enter the vendor number of the company whom you
wish to purchase the supplies/services. You may also search for the vendor

number by clicking on the &J icon and searching for it in the Select Value list.
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NOTE: You can only select a vendor with a SAP Vendor#. Vendors W|thout a SAP
Vendor # will reject in the SAP interface.

Sample screen shot

lanny.lu on MaxApp04
[~ Fina: | Q:v|5e|ecmcﬁun ?@Eé@ @-’.‘r ] @g

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

PR: |304398 | STORES-1, Inventory Replenishment, Ballast = Req Type: |PD @,

Details L. Dates

* Priority: 0 Status Date: |3/24/13 11:41 AM )
Requested By: | 783816 @, |Lu, Danny = Requested Date: | /24113 11:41 AM )
Supervisor: | 724260 % |Laughton, Robert (= Required Date: [10/1/13 12:00 AM
Vendor
A
Company: | 101668-A ¥ | ASSOCIATED OF LOS ANGELES E

Address: |WELLS FARGO DEPT 95158
City: |LOS ANGELES
State/Province: |C.A
ZIP/Postal Code: |90084-9518
Contact: | LUIS DE CASTRO @
SAP Vendor¥: | 1000002705
Phone: |323-268-8411
Contract Reference: | »

Contract Revision: |

0id Contract#: | »

To save, click on the floppy disk [E .

CREATE PR LINE ITEMS

Click on the PR Lines tab

Purchase Requisitions

Q-vis.elecmcﬁnn —| HE & @ T @g

List ” PR ” PR Lines || Terms and Conditions || Specifications |

# PR: 169967 AA 14183033 Fremont SH, Purchaze Bookcases LE Req Type: |BC Q
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Optional: Prior to creating the PR Lines, under the Default Table Data section, you have an option to

pre-fill the Storeroom location. If pre-filled, all new rows will auto-populate with the Storeroom
location.

Default Table Data

Work Order: > Asset

Location: » Storeroom: | STORES-1

W

New Row button. Click on the New Row button to create a new row.

Work Order Line Cost Tax Code

Wendor tems ] [ Select Spare Parts ] [ Contract kems ] [ View Contractz ] [HewRow

Enter the Storeroom Item number that you are replenishing in the Item field.

PRLines = [ Fiter * [ e ioEd
Line * ltem Description Quantity Order Unit
F 1 2850608000 » BALLAST ELECTRONIC 2-FO32T8 120V L:l 1.00 EA q
Line tem
# Ling: 1 Manufacturer: »
# Line Type: tem =] Model:
# tem; 2850508000  »* |BALLAST ELECTRONIC 2-F032T8 120V L:Jv Category: |STK
Remarks: = Catalog #:
Commodity Group: | 28500 q
Commodity Code: | 2850608000 q

the right of the Item field and click on Go To = Inventory.

PRLines : [P Fiter >  © : - 1ofd
Line * lem Dezcription
7 1 > =
Line ttem
# Line: 1
# Line Type: fem =]
# ftem: » =

Remarks: L4, Select Value =
@ﬁﬁ Classification

E&-

If you do not know the Storeroom Item number, you may search for it by clicking on the lEJ icon to
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You will be taken to the Inventory application. In the List tab, you can search for your Storeroom and
the Description of the item. Hit enter when ready.

danny.lu on MaxApp04
| "~ Fing:|

List | Inventory .E

Reorder

(), = [select Action

Defails | FRotating Assets | Where Used |

Q Advanced Search ' ¥ Save Query '™ l Bookmarks
| mventory | Friter > @1 & i 0-Oofo
ltem Des=cription Stereroom
| » |Ballast |=STORES-1 | 3%

A filter list of items will appear. Highlight the item you wish to replenish and click on the Return With
Value button.

= i 3 = [seect Acton P B

] ] Vbolony | Fwocder Deal | Relating Assels | WWhecs Used

@) ssvencessowreh ' [l cavecuery v | Bosimans

iventory ¥ Fae 0 0L @ & & 1707 b fomnva =
e o ; Descrpten ‘Shrsoien Cument Bawnce Commosty Ceoup Ratatng? SBCTvoe Eetadfe Sty

» tanat STORLE 3 1 =) ~0SOLLTE

2850808030 Tﬁf FIECTAIGNE o Py STORES- 115000 28500 28801 ACTVE &
288015270 BALLAST 2FAOTIZRS 277V sTaREs-t 240 28800 n3a04 acThE N
Ieso8TR0RT BALLAET 3-Fa0T LIS 350 130V STORES- 41020 78800 oate ACTHE &
2050808010 DALLAST ELECTRONC 3F0I3T8 1207 STORES-Y 000 28500 301 AETNE N
TBEDITIONE BALLAST MACKETIC UETAL HALDE 253 WM 52 STORES-1 1420 28500 anany ACTVE £
i BALLAST UAGNETC UETAL HALDE 1591/ e 2144 s ke i N

After you click on Return With Value, the Item number will be brought over to the PR Line.

PR Lines - [P Fiter » 1-10f1
Ling * tem Description CQuantity Order Unit
- 1 2850608000 | BALLAST ELECTRONIC 2-F032T8 120V ‘g | 100 EA =
Line ftem
# Line: 1 Manufacturer: | »
# Line Type. tem T| Modet: |
# tem: 2850508000 2> |BALLAST ELECTRONIC 2-F032T2 120V =3 Category: |STK
RETEIE Catalog #: |

Commodity Group: | 28500

Commodity Code: [2850808000 N

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

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

Quantity and Costs

Charge To
Quantty: | 5.00 Tax Code: [9.00 Storeroom: |STORES-1 | 9
Order Unit. |EA + Tax 481 Work Order: | »
issue Unit: [EA Loaded Cost: | 55.35 Location: | »
# Conversion Factor 1.00 Contract Reference: | Assat| »
Unit Cost: | 1028 Contract Typs: | GL Debit Account: | &)
+ Line Cost 515 Contract Reference Revision: | Reservation Type: | auTomaTC ||
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Click on the floppy disk E icon to save. If you have additional lines, click on the New Row button
and repeat steps.

ENTER SHIP TO/BILL TO INFORMATION
Click on the Ship To/Bill To tab.
Purchase Requisitions
danny.lu on MaxApp04
| '~ Fing: | (€L = |sekect Action S HE ¢ @9

| List || FR || PR Lines || Ship Te/BillT and Conditions || Specifications |

PR: |304398 |STORES-1, Inventory Replenishment, Ballast = Site: | LAUSD

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

s | m wu.u] Srolo."-Jllcl Tems #od Condions | Specications. |

R [ 20473 STORES1, Nventory Replenishment, Lasast i3 e [LAUSO Satos WARFR Total Cost: 5578
ship To = || wate
s To: 14z L | M0 MABTENANCE NORTH 1 = oo 1428 L |80 MANTEMANCE NORTH 1 =
adress |651.8 AALAOA BLVD Asdrean: 66518 BALBOA BLVD
Ciy. VAN HUYS Ciy. VAN NUYS

StaterFrence; |CA StateFrovings: | LA

ZFiFoainl Code: |G14068 ZPFeatl Code’ |G1405
Ameston (T83816 2, |, Danny i) Adfenlion. | TE018 4, |Lu, Danay. 23

Click on the floppy disk [E icon to save.

PRINT THE PURCHASE REQUISITION REPORT

Click on the Purchase Requisition Report icon located on the top toolbar to view the report.
Purchase Requisitions
danny.lu on MaxApp04

| '~ | Find: | Q ¥ | Select Action -] @ @

| Lizt || FR || PR Lines || Ship Te / Bill To || Terms and Conditions || Specifications |

PR: |3'I]~4393 |STDRES—1, Inwentory Replenizhment, Ballast =t Site: | LAUSD
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A new BIRT Report Viewer window will appear. Review the report and click on the printer _% icon to
print the document.

Page |1 of 1 (L N _._,ﬂJ

Los Angeles Unified School District Existing Facilities
?’m ‘E- Maintenance & Operations

Purchase Requisition

PR NO.: 304398 PR Type: PD PR Issue Date: 09/24/13 11:41 AM
Requested Delivery 10/1/13 Payment Terms:
Date: Freight Terms:
Requestor: Lu, Danny Responsible Person:Laughton, Robert
PR Modified By: DANNY.LU Area/Region:M&0 CENTRAL
Contract: Exp Date:

STORES-1, Inventory Replenishment, Ballast

Verify the PR Requisition has the correct dollar amount and item numbers. The Head Stock Clerk or
Designee is responsible for signing the Requestor line. Head Stock Clerk or Designee to obtain the
required signature in the Approved By field. The Approved By signature is determined by the Dollar
amount of the requisition.

CPM signs Requisitions for up to $10,000, AFSD for $10,001-$25,000 and RFD for $25,001-$100,000.

Submit the signed Purchase Requisition report to Clerical for processing.

CREATE PURCHASE ORDER

The Clerical department performs this function.

Review the Purchase Requisition report that was submitted to you by the Requestor. Sign the P.O.
Line on the report after reviewing/checking the document for accuracy and completeness (e.g. SAP

Vendor Code appears, Work Order has G/L Account line).

On the Purchase Requisition record, change the status to Ready to Interface (INTREADY). Click

7z
on the icon located in the top tool bar.

— ttons
danny.lu on MaxCron00

i
O

FHE e

T. Find: | Q : ¥ |Select Action

List | PR | PRLines Ship To/ Bill To | Terms and Conditions |  Specifications

PR: | 304358 | STORES-1, Inventory Replenishment, Ballast (= Req Type: |PD Q,
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The Change Status window will appear with Ready to Interface (INTREADY) selected as the New
Status. Click on the OK button.

Change Status
PR: 304398 |STORES-1, Inventory Replenishment, Ballast =
Status: |VUAPPR |wating on Approval (wAPPR)
Memo:
# New Status: Ready to ||-|tBrfT|
# Status Date: 9/24/13 12:12 P i)
Memo:

The new status will be displayed on the Purchase Requisition.

"Purchase Reguisitions
danny.lu on MaxCron00

I '~ Fina:| O = select Action NP R e v R BEBA DS

List | PR I PRLines | ShipTo/BillTo | Terms and Conditions | Specifications '

PR: 304398 | STORES-1, Inventory Replenishment, Ballast l_:l Req Type: |PD. Q Status: |INTREADY -

INTERFACE SCHEDULE AND STATUSES

Maximo will interface the Purchase Requisition 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 PR to interface to SAP. If your PR is in this
status, you can still change the status back to WAPPR if you need to make changes to the PR.

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

Interface Rejected (INTREJECT) — The PR 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 PR rejected during the interface, the reason will be displayed on the PR tab.

Sample Screen shot of Reject reason

ons

T+ Find: (), = [ssiect Action NP few v » REAR B S

List | PR | PR Lings | Ship To/Bil To :_ Terms and Conditions |  Specifications |

Unit of measure SQ does not exist Unit of measure SQF
does not exizst

10

Interface Remarks:
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CLOSE - The PR completed its interface and the Purchase Order number was successful.
The Requested By employee and Clerical staff who changed the status of the PR to Ready to
Interface (INTREADY) will receive an email should the interface Rejects or was Successful. If the
Purchase Order number was created successfully, the PO number will appear on the email.

PRINT PURCHASE ORDER REPORT

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

Favorite Applications # 8 X J
Waork Qrder Tracking

Labor Reporting

View Requisition

Purchaze Reguizitions

Request for Quotation
Purchaze Crders

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 @J icon to search.
Purchase Orders

danny.lu on MaxCron00

| '~ | Find: | 4s0009009T | (¢ ct Action ~]

I| Lizt PO PO Linez Ship To/ Bill To Terms and Conditions Specifications

Q Advanced Search Save Query =¥ I Bookmarks

On the Purchase Order record, Click on the icon located in the top tool bar to run the Purchase

Orders Details report.
Purchase Orders

danny.lu on MaxCron00

| ~res @ v s acn HE¢ @D W o BEADE

List " PO " FO Lines " Ship To / Bill To " Termz and Conditiong ” Specificationz |

PO: |450008989T |STORES-1, Inventory Replenishment, Ballast = Site: |LAUSD

Revizion: | 0 | L_:l Bypazs Contract Revizion on PO Approval? [_

11
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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 ﬂn icon.

1 WMeSH® [F 35

Los Angeles Unified School District Existing Facilities
Maintenance & Operations

Purchase Order

PO NO.: 450009999T Purchase Req No. : 304398 PO Type (from PR or RFQ): BC
PO Revision No.: 0
PO Date: 3/24/13 Vendor: 101668-A Payment Terms:
Requested Delivery 10/1/13 Freight Terms:
Date:
Requestor: Lu, Danny Responsible Person: Laughton, Robert
PR/RFQ Modified By: DANNY.LU Area/Region: M&0 CENTRAL

Clerical staff signs the PO Details report. Attach the signed PR Report with the PO Report and
submit to Head Stock Clerk or Designee for confirmation and filing.

Head Stock Clerk or Designee to submit a copy of the PO Details report or provide the PO Number
to Vendor to initiate purchase.

OPTIONAL: MODIFY PURCHASE ORDER

The Head Stock Clerk or Designee performs this function.

You can only modify the Description, Quantity, Unit Cost, Tax Rate or the Work Order of a
Purchase Order. You cannot change any other information. If you need to modify any other

information, you will have to CANCEL the Purchase Order and submit a new Purchase Requisition.

To change the Description, Quantity, Unit Cost, Tax Rate or the Work Order, go to the PO record
in the Purchase Order application.

On the PO record, click on the Select Action dropdown and select Revise PO.

] fna @ +|scectAco o] e® v o RAR DS
’;.‘ Change Status
List PO PO Linez Ship To / Bill To Term} . .
View History

Copy PR Line kems To PO

Create Contract
PO: | 44001 AA 14183033 Fremont SH,

Site: |LAUSD
Complete Receip
Revwizion: o Revize PO Bypass Contract Revision on PO Approval? [_
View Revizion oy

12
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A Revise PO window will appear. To the right of the PO number, type in your justification for the
modification. You will also notice that the Revision number is now 1. Click OK when done.

Revise PO

PO: |441]-I]-1 #* Modifying line 1 quantity and unit cost. =
Revision: |
Internal Change? |_

Allow Receiptz and Invoices? |F

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

'+ Find:| (0, = [select ction FlaE @i eia @gg

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

PO: [44001 | A4 14183033 Fremont SH, Purchase Bookcases =) site: |LAaUSD Status: |PNDREV

Revizion: | 1 quantity and unit cost, = Bypass Contract Revigion on PO Approval? r

Eten {07 W GoTe W S Civier Bl T OVt

IBM,

FoLines [ fam # rders ob Quomias =
Liog * e Crstmlen Guarity Coder Und Uk Caal ne e T Dobiaded?

¥ EETTE | S5pong and Handing 2 s0afEa =) 2008 18000 [Els r-f{; 5

b ERE S [— w0 200 EA Y 12985 =an =M O B @

b 3 MEI000M0 3 Flocr Brush i 100 Eh a =7 2% e g 3:: ﬁ‘

» 4 EREI000000 3p e Gan 7% 10 EA q 8500 8800 LT B =

[ Werordem | [ Costmctioms | [ SectBarsPats | [ Vewocdnsyse | [ VewCorrsch | [ DatbunCests | [ ewfow |

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

Purchase Orders

] Foa @ = skt Acton BTN T

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

PO ‘AWZHM |AA14183033 Fremont SH, Purchase Bookcases = Site: |LAUSD Status: |PNDREV

Revigion ‘ 1 ‘Mud\fy\ng line 1 quantty and unit cost. L:‘

13
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A new BIRT Report Viewer window will appear. Review the Modified Purchase Order report for
accuracy. To print the report, click on the printer in icon.

Reporting
Page |1 of 1 LR N 3 =)
s@mcte,  Los Angeles Unified School District Existing Facilities
f” i“i Maintenance & Operations
E e H
B H
ag“ ’::‘ g
o ke
Modified Purchase Order
PO NO.: 44001 Purchase Req No. : PO Type:STD
PO Revision No.: 1 Modifying line 1 quantity and unit cost.
PO Date: 7/19/13 Vendor: 113403 Payment Terms:
Requested Delivery 8/1/13 Freight Terms:
Date:
Contract: Exp Date:
AA 14183033 Fremont SH, Purchase Bookcases
Ship To: Bill To:
SAP Vendor Codel 3562 Name:|M&.0 MAINTENANCE SOUTH Name:| M&0 MAINTENANCE SOUTH
Vendor Coded] 113403 : :
Name:|OLD MASTER PRODUCTS Address:|£620 11TH AVE. Address: |60 11TH AVE.
INC LOS ANGELES, CA, 50043 LOS ANGELES, CA, S0043
Addressi| 7751 HAWENHURST SWE Phone:|323-755- 5000 Phone:] 323-785- 5000
FAX] FAX]
‘Attention:| Lo, Danry ‘Attention:| Lo, Darry
Attention:| CARL HILASKD

& [School Neme G/L Account (Work Order | & |5\:hmzl Name G/L Account [Work Order

001 |FREMONT SH CC:0D0LB65001-10520  [14183033

The Head Stock Clerk or Designee is responsible for signing the Modified PO report. Requestor to
obtain the required signature in the Approved to Modify line. The Approved to Modify signature is
determined by the Dollar amount of the requisition.

CPM signs Requisitions for up to $10,000, AFSD for $10,001-$25,000 and RFD for $25,001-$100,000.

Submit the signed Modified PO report to Clerical for processing.
The Clerical department performs this function.
Go to the Revised PO record in the Purchase Order application. You may search for it by entering

the PO number in the search field and click on the @ icon. Make sure you are on the Revised
PO; the status will also be in PNDREV.

| Fing: | 44001 @ FEE & @9 v BREHEARA S

List PO PO Lines Ship To / Bil To Term$ and Conditions Specifications.

PO: | 44001 AA 14183033 Fremont SH, Purchase Bookcases = Site: | LAUSD Status: |PNDREV

Revision: 1 quantity and unit cost. = Bypass Contract Revisien on PO Approval? 1

14
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If you are not on your revised PO record, click on the List tab. The result set will display both PO
revisions. Select the rvision that was submitted to you on the Modified PO report.

Purchase Orders

"~ | Fing: | (0L = sekect Action e @i

| [ (|
Lizt || BO h PO Lines || Ship To / Bill To h Terms and Conditions || Specifications ‘

Q Advanced Search ¥ Save Query '™ I Bookmarks

pos: Friter > Qi Fi@ @ 1 1-2012

PO Revision Description

44001 | |

44004 A 14183033 Frement 3H, Purchase
Bockcases

44004 1 AA 14153033 Fremont SH, Purchase
Bookcases

|| Select Records 4

[ F
On the Revised PO, click on the change status %" icon and select INTREADY (Ready to Interface).

Purchase Orders

"= Find: | 44001 (), [select Action FlRE & @ e > K 28

List PO ” PO Lines. " Ship To / Bil To " Terms and Conditions ” Specifications. |

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

Revision: | 1 |Mud|fy|ng line 1 quantity and unit cost. = Bypass Contract Revisien on PO Approval? r

Select Ready to Interface on the New Status dropdown and hit OK.

Change Status
PO: | 44001 | A4 14183033 Fremont SH, Purchase Bookcases (=
Revizion: | 1 |Mudifying line 1 quantity and unit cost. L,_Jr
Status: | PNDREV |Pending Revision
Memo: |

#* New Status: Ready to InterfT|
# Status Date: 7/213 10:29 AN i)

Memo:

15
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The Modified PO will interface through the same cycle as before with email notifications. If
successful, the Modified PO record status will automatically be changed to APPR.

|+ Fin: | O, = [select Action FlWE fie@iteia @gg

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

PO: |44001 | A4 14183033 Fremont SH, Purchase Bookcases =) site: [LAUSD Status: | APPR

Revigion: | 1 ‘Mod\fying line 1 quantity and unit cost. = Bypass Contract Revision on PO Approval? [_

After the status is changed to APPR, submit the Modified PO report back to the Requestor.

Head Stock Clerk or Designee to submit a copy of the Modified PO report to Vendor.

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 utilizing

Center  Profile Sign Out Help

b
3
13
Contracts 3
IT Infrastructure 13
Inventory [
Planning L3 Allachnents @
'\' Preventive Mai
Purchasing Purchase Requisitions
Release Purchase Orders =
Security Receiving
Self Service Shipment R
Service Desk Invoices

Service Level Request for \giotations

System Configuration Companies

PEP b BE&T

Task Management Company Master

3
»
*
3
»
3
»

Work Orders

[y

Terms and Conditions

: o : . :
In the Invoices application, click on the IE icon to create a new Invoice record.
—— -

| | Find: | () [select Action ~| # i @

Ligt || Invoice ” Invoice Lines " Termz and Conditions ” Specifications

(1 Adwvanced Search ¥ Save Query = I Bookmarks

16
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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
danny.lu on MaxCron00
|| Find: (), |[seket Action i e B AR EE
List || Invoice " Invoice Lines. ” Terms and Conditions || Specifications |
* Invoice: | 272687 |STORES-1, Inventary Replenishment, Ballast Site: |LAUSD * Type: | INVOICE Q@
Invoice Details = PO Details L.
Original Invoice: | » PO: | 4500009997 »_Cnntrad Reference: | »
Reverss Invoice: | » Site: |LAUSD Contract Type: |
Wendor Invoice: ‘ Company: |1D1BB&A Contract Reference Revision: |
Approval#: | Currency: |USD Payment Schedule: | @
# Entered By: DANNY LU Buyer: |
Receipts: |NONE
Total Cost: | 5573
Uninvoiced Total | 585.73

Click on the floppy disk E icon to save.

ORDER RECEIVED, HEAD STOCK CLERK OR DESIGNEE RECEIVE LINE ITEM IN RECEIVING
APPLICATION AND SUBMIT INVOICE/RECEIPT/PACKING LIST TO CLERICAL

The Head Stock Clerk or Designee 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

[Fmriteﬂu:icnﬁms » = XJ

Work Order Tracking

Labor Reporting
View Requisition
Purchase Reguisitions

Request for Quotations

Purchase Ord
Receiving
Preventive MalNgenance

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

Recein

danny.lu on MaxCron(0

'~ | Find: | 4500009997

Q E2

Lizt Material Receipts Service Receipts |
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You will then be taken to the Materials Receipt tab of the record.
Récm— = Bulletins: (11) = GoTo Reports |

=] Fina: | ) [select action =] g amp iR LB
List | Material Receipts “ Service Receipts |
PO: [450009999T 5% |STORES, Inventory Replenishment, Ballast = Ste: |LAUSD PO Status: |APPR
Company: | 101668 A | AssocIATED OF LOS ANGELES (= Pretax Total: | 5125 Receipts: [NONE
Attention: 783916 | Lu, Danny (=1 Received Cost: | 0.00 Ordered Date: |8/24113 12:15 P
Attachments [z
Material Receipts © [# Fiter > 0-00f0
PO Line* tem Description Quantity Order Uni Tuge Insp. Status
Ho rows to display..
[ sekctRecsptstovold | [ selectremsforRewrn | | Select Rotating Assets for Return
Click on the Select Order Items button.
Material Receipts [ o 0s0ot0
Edine < fen QDescronon

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
Storercom: Q
Ordered Items = |~ 7= * gt Cf Download © =
[¥/] PO Line ttem Deszcription Packing Slip To Storercem  Quantity Due ntity Ordered Invoice
[v] 1 2850605000 BALLAST ELECTRONIC 2-FO32T8 120V STORES-1 | 5.00 |
i | >

You will taken back to the previous screen with the item in the Material Receipts section.

Riscarving — WEASET YY) = GaTO B T I Canle Pt 0 O e I3,
anry Ju & MaxCrondl .
= fna €L = semes acton Tl e W B
ot | uaewscecn | senves Raceons
PO ASDIGISIT 2 | STORES-1. inventory Repinisment, Bakast See LAUSD PO St APPSR
Company 1018834 ASSNCIATED OF LOS AKGELES Peotax Tolad B3 Recepts HOME
aneruen. (TEINE L Cusary Epcanwa Coat 1] ramins e, BAANT 1278 B
Mstorist fucoigts | [ Faer | e o Gimnbs | =
Efliie * leo Cowarmtus Cuantty Order link Tiug . Sabay Acal Daie
| 11| 050600000 |3 | BALLAST ELECTROMC 2FO0ETE 120V W} S000Ea () |RECERT Iooup 131224 P [+
[ Semcthnceststovon | [ Sewcsimm for Ao | Sonc ocatng vty o ters | [ St Oramews | [ v howe |

Note: When an inventory item is received, the balance automatically adjusts with the received amount.

To verify/change the Bin Number, click on the lLJ icon to open up the Material Receipts line.
Material Receipts - [P Fiter > & G

PO Line = fem Description
i 3 EZESDGD-BDIJEI » | BALLAST ELECTRONIC 2-FO32T8 120% L:J,
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The details of this line will appear. Verify that the correct bin number is entered. You may change the
bin number if you like.

Materiat ecoipts b Faer 1-1att
EULes® Bem Deacreten Quwactty Qrierint Tius [EL ASctu Late:
- 1| 2850808000 | BALLAET ELECTRONK. 2F002T2 1200 (ol S00/lEA i RECEFT CONP WREI 1224 PU %
Lo tem
* PO Line. 1 Manutacturer » Teo Location. | STORES-1
Lne Type: | ITEN Manufscterer Let Tu Condtiun Code.
Rem [2B5DEOE0C0 0 | BALLAST ELECTROMIC 2-FOIITE 120V = Wadel To Bin | 03401

EI
After you are satisfied with the Bin location and have received all items. Click on the floppy disk
icon to save the record. The Receipts status will be changed to COMPLETE if all items were received.

danny.lu on Mafodnl)D

| '~ Fing:. “w |select Action -~ & R D[R
List | MaterialReceipts | Service Receipts
PO: |450009898T % |STORES-1, Inventory Replenishment, Balast = Site: | LaUSD
Company: |101688-4 | ASSOCIATED OF LOS ANGELES =1 Pretax Total: | 51.25
Attention” 783915 |Lu, Danny = Received Cost: | 0.00
Material Receipts [ Fiter > @ e
PO Line* tem Description Quantity Order Unit
B 1 2850608000 O BALLAST ELECTRONIC 2-F032T5 120V a | 500 EA @
[ SelectReceiptsto void | 3

Head Stock Clerk or Designee to obtain Inspected By, Received By and Approved to Pay
signatures on the PO Report. 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 utilizing

Center  Profile Sign Out Help

ﬁ"! Change

£
A
5]
@ Contracts
2
]
3

IT Infrastructure

Inventory

* v v w w w w

Aftachments @

Planning

Preventive Mai

Purchasing Purchase Requistions

'_% Release Purchase Orders =
(&) securty ’ Recsiving

g Self Service L3 Shipment R

& Service Desk 3 Invoices

Ly Service Level 3 Request forNgiotations.

System Configuration  » Companies

[y Taskanagement s Company Master

EJ WWork Orders L] Terms and Conditions
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Search for your Invoice record by the PO in the List tab search fields.

Bollstins {11) =~ GoTo  Rep

Q | Select Action

v BrES

Lines: | Terms and Condtions | Specifications

sveQuery ' || Bookmarks

invoices | Frter > Q& i 0-00f0
Inveice Deseription Status Vendor nvoice PO Site i)

[ | & | | @ | 4s0009999T
To find records, use e f

For mi

To entsl

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

s
iy u on MaxCrontr

=P T, = |seect acton

Ll lenvuice Evoe Lows Tevms and Cundduns Sveafmalies

Ievaice: [ 2raeer |STORLS-1. invantary Fisplenishmant, labast = Ges: |LAUSD Tyse: NVORL L}

Status: [ENTERLD
Altochmenty [
Irmvoice Details. = | poDenils = | Dmes
fngnnl nvaics Por | aspooaaaT B Costrart Rndorence: E Emtesnd Date: | Q0413 1220 PM
Reverse hvoles: | sae: [LALSD Contract Type: involce Date: | 164713 i
Wengor bwoks: | A1ZM5 Conpany: | 1015684 CoMbeL FEtseate Favibion: * GiL Fostng Date; S04 1220 510
Approval g Ccurenty: [US0 Paymant Schedue: o Due Date; m
= Letered Uy: | DANNY LU Buyst Fad Date: | @
Recewis. NONE
Tolal Cost 5578
Uninveices Tatat E573

Click on the floppy disk E icon to save the record.

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

T VVF G T M S Dl i e O e 12M,

" HEL @t - RBR D
Lot | doee
vike |IT0ET Pretax Tota [T Trae: [ BVOEE 8
Line Totat: L1 Sun [ENTERED
nvoce Totst o Ste LAUSD
Invoke Lings [ Fter G-0810 N =
bibs® e Esparoios ] Eosig Quanity. Szt Cogt Tax Line Cost
Transsctons Duirbuce Comes | | tew fow |

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

(&) View alllines
() View all lines that are not invoiced

| PO Lines | Materials Services

PO Lines | [ Fiter > i il i EGM;E‘
[ PO = Ling = ftem Description Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
[] 4500099997 1 2850608000 BALLAST ELECTRONIC 2-FO32T8 120V 5.00 5.00 51.25 51.26 LAUSD

=—
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oy i) o B ol

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

- Teg UL wlsesesacnen LRLN
Lot | bweige | sl | Terms wed Contuss | Seecificatoss
Rvoke | ZTNET STORESY, rvsstory Repianiahment. Datast

Ivoice Linss [ Fiter 1-4ae)

Depcromgn
P 1

IEROIN

ALLAST ELECTRON J.FEXITE K0V Lok

Y N

Fretax Tatat
Line Totat

Inaice Tatst

ste [LAUSD
4 Demnosd =
B0 Saw Cuanity s Coml Tax Line Cost
4S00MNT LAUSD [T 1034 “at was By 5
[ comproines ) Salec) o Buackons: [_owomvscows ) [ ewrow ]

—
Click on the floppy disk icon to save the record.

nVoices

MaxCron00

[~ Fing: | () = [seket Action

Invoice: 52?2637 !5TORES—1, Inventory Replenizhment, Ballast

List | Invoice “ Invoice Lings H Terms and Conditions H Specifications

P T v GaTo ek BalCese Bale 3500V TR0

IBK,

e ot G
Staun: |ENTERED

SR E ¢ @i

Change the status of the Invoice record to PAID by clicking on the @ icon located on the top toolbar.
mny!u‘;n

B A =

Site: |LAUSD

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: |2?265T

Status: |ENTERED |Invoice Entered (ENTERED})

Memo: |

#* New Status: paid (PAID)

-

1 # Status Date: 9/24M3 12:38 PM %
i Wemo: |

Cloze PO? [+

|STORE5.-1, Inventery Replenizhment, Ballast

-I‘:_Ev

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 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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