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DEFINITION

According to 8.5 Informally Bid Contracts (A/B Letter) Procedure, an “A” or a “B” letter is an LAUSD
informally bid contract for work. Informally bid contracts may be used when a contract is for a sum below
the applicable Public Contract Code Section 201111 competitive bidding threshold and:
1. Services are performed by a contractor who employs a type of skilled craftsperson not employed
by the District; or
2. Services can be economically performed by a contractor using specialized equipment; or,
3. Work is of an urgent nature or is small in scope.

An “A” letter informally bid contract is used when it is not possible to predetermine the extent of work
or services (scope of work) to be performed. It is strictly a "time and materials” contract.

A “B” letter informally bid contract is used whenever the scope of work is fixed or predetermined and
is a fixed price contract.

“A”or “B” letter informally bid contracts are not change orders to formal contracts.

“A” or “B” letter informally bid contracts are used for contracts with persons or entities with an active
Contractor’s License, service contracts and task order contracts. When work performed does not require
a Contractor’s License, the contract must clearly state a contractor’s license is not required and the scope
of work be appropriate.

“A” or “B” letter informally bid contracts may not be used to contract for professional services
(Architects, Engineers and those services requiring specialized training like inspectors, material testers,
etc.). Address questions concerning professional services to Facilities Contracts.

“A” or “B” letter informally bid contracts may not be used for the procurement of goods.

The A/B Letter (Informal Contract) guide is designed for the Facilities Services Division to track and
generate A/B Letter contracts in one system. This guide details step by step instructions on the bid,
award and payment process.

NOTE: To initiate an A/B Letter contract, you must first have a work order number. The work order
defines the school/site name, short description of the work/scope, funding and other pertinent information
to the contract. The work order can be in the status of WAPPR (Waiting for Approval) when advertising
the contract, but the contract may only be awarded against a work order that is in the status of APPR
(Approved) or greater and with valid funding.
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LOGIN

The OAR/Line Senior or Designee 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:
danny_lu |

Password:
|.------ |

Forgot Password?
New User? Register Maow

& Copyright IEM 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 Applications g= xJ

Work Order Tracking

Purchase Requisitions
Request for Quotations
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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.
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NEW RFQ

To initiate a new work order, click on the IE icon, located on the top toolbar.
tequest for Quotations

'~ Find: | (), |select Action [~] T & e %ﬁ@g g

List || RFQ ” RFQ Lines ” Vendors h Quotations: h Terms and Conditions ” Specifications |

Q Advanced Search  w Save Query ¥ I Bookmarks

RFQs: Friter > @ @ :  g-Oofd

A RFQ number will automatically populate. The status will begin as INPRG (In Progress). In the
short description field, type in the description/scope that you wish to print out on the A/B Letter
contract.

Note: When advertising a project over the $15,000 threshold, please include either of the words,
“Existing” or “Deteriorated,” as the Los Angeles County of Education (LACOE) audits our work

and it is important that the wording emulates Maintenance and Repair.
Request for Quotations

TIFirui:! Qvls\elecmcﬂnn TI@E&@ @%‘k‘ A @-”3@

List --i RFQ | RFQ Lines |i Vendors || Cuotations || Terms and Conditions _”- Specifications -!

#RFQ: 7722 !Replaoe Deteriorated Playground Equipment - L:l Status: IINPRG

Populate the following fields:

Requested By This field auto-populates with the login users’ employee number, but can be
changed as needed. Type the employg number of the A/B Letter initiator

directly in the field or use the lookup @ icon.

PO Type Type in “A” for A Letter or “B” for B Letter. You may also use the lookup @J
icon and select the type from the list.

Project Type Click on the BJ and select the appropriate project type.
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Craft Enter the 2-letter Craft code of the lead discipline. You may also use the

lookup [%J icon and select the code from the list.

License Type(s) Enter the License Type required from the vendor to bid on the contract.

Subcontractors Prohibited If you want to prohibit the use of subcontractors in the contract, you
may click on the Subcontractors Prohibited checkbox.

Ship To/Reply To In the Ship To/Reply To section, type the four-digit address/section of the
Office responsible for the A or B Letter.

Attention: Enter the employee number of the initiator.

If you are initiating an A Letter contract, enter a “not to exceed” amount.

Bulera 7 ¥ CoTo Reowrs  SadiCesler  Pofle  Jon Ol Mot

A Letter Not to Exceed

Mepsead for Quolations
- =T
i L O = seeztacten RRONS Pt K 3 - B 2@ 0
st | o | Arouess | wensors | Ousstecs | Tems anaconstons | Specficamsns
AP 15150 Reclace Detaronated PMaygrovnd Lavomeat = Statuy. | NPRIG Anpshosnty [
Drtaits T Dstes = Terms
Fincussing By | TRIS1E a Arsared Dain (i) Frmight Terma
Buyer =1 Mgty Date 2] e va 2
= Preety [ Prrma Date o Pgymam Terma
Tyee B a Close Date B FOB Pont

Werk Start Date:

Ertered Oy (DALY Seatus Date: |BEHND 1105 AM i)
Pruget Tyve, | MANTERANCE O B Ve Dale ik End Dale =
Craft [ » B Due Date: License Type: B a
Wdified: |[DARNYLU Wodifed: |[RZN13 1108 AM A Lt Nt o Exceed
ProCurex &
Subcoriractrs Prohbted?

Ship Ta = || RepiyTo
Ship To: 0R4D T4, MBO CENTRAL OFFICE i1} Reply To | 0843 S, | M50 CENTRAL OFFICE i3
aoress: 3335 BEAUDRY AVENVE, 2200 FLOOR Agoress: 3935 BEAUDRY AVENVE, 2210 FLOOR

28848

iy |LOS ANGELES oy |LOS ANGELES
Saaterovince: A Staterovince: [CA
ZPPustal Code. 50017 ZPPastsl Code BORIT
Amsntion: 785918 L |Ls, Danny n Anenton: | TE316 Y |Ly, Danny

—
Save the record, click on the & icon, located on the top toolbar.

4. ENTER THE SCOPE OF WORK AND CREATE RFQ LINES

. . s = I .
Click on the button to the right of the Description field [EJ A Long Description window appears.
Requiest for Quotations

"~ Find:| ) v |select Action ~]

Bf&en v BSEA B

List i| RFQ “ RFQ Lines | Wendors |I Quotations I Terms and Conditions |I Specifications |

RFQ: :?722 |Re|}laoe Deteriorated Playground Equipment Status: ill'.lPRG
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A Long Description window will appear. Type in or copy/paste the full scope of work. Click on the OK
button when done.

Long Description

Replace Deteriorated Playground

Equipment
S|t RARIBIUS|E c=El====g" R A" R~ 8B
B o sort v| Seofmedum *| Formatione v

The contractor will replace the deteriorated playground equipment located on the main
play yard. Contractor will be responsible for the purchase and installation of all
materials for this project including the new equipment. Contractor shall adhere to all
specifications and all State and Federal Laws applicable will apply. Any and all debris
generated from this project shall be removed off site promptly and disposed of in a lawfu
manner by the contractor. No interior walls have been tested for lead and/or asbestos.
All materials are assumed to contain lead and asbhestos. Contractor and staff members
are required to wear a visible identification badge at all times while working on the site.

[ Reset | [ clear |

EI
Save the record, click on the IT icon, located on the top toolbar.

RFQ Lines Click on the RFQ Line tab

| Fne | €} = [setect Acton YR L@ v B SAES
List RFQ ' RFQ Lines Quotations | Terms and Conditions ' Specifications |
RFQ: 7722 | Replace Deteriorated Playground Equipment E Status: |INPRG

e FErr) O E LT

Lat | FFO | RFOLres | Vensoen | Ouotatens | Termswsd Candtors | Speedessens

mFo T2 Meioce Deterer aled Paygroons Equgren! Six [LAPTD Tialv HPRG

W Lines b Fae Dol -

Loe ™ lem Uryewen Stcerzum sty LveUnt Gonversen facior Voo Oniet
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Iltem  Enter the following generic Item number that pertains to your Informal Contract.
Informal Contract Type Iltem Number
B Letter (Fixed Contract) 9700000000
A Letter (Time and Material) 9690000000
A Letter (Material Only) 9695000000
Requestfor Quotations
"~ Find: | )+ |select Action FYTE e o B SR E S
List || RFQ _! RFQ Linez : ‘Vendorz " Quotationz || Termz and Conditionz _” Specifications _!
RFQ: (15190 | Replace Deteriorated Playground Equipment [ Site: |LAUSD
RFQ Lines = [» Fiter * 1-10f1
Line * tem Description Storeroom
- 1 9700000000 > B Letters (Enter Description) [:J, »
Line ftem
# Line: 1 Manufacturer: | »>
# Line Type: tem T| Mudel:|
# ftem; 9700000000 X |B Letters (Enter Description) (=1 Cotenty: |

After entering the Item number, a generic description will appear (e.g. B Letters (Enter Description)).
Overtype this description with your RFQ description.

FEUEST IOl WUULaLUN S

[~ Find: |

.Q‘EES«BIB?{AcﬁDn MR E @i @*’3@

List ” RFQ || RFQ Lines |i endors |i Quotations |i Terms and Conditions H Specifications :

RFaQ: [15190

!Replace Deteriorated Playground Equipment Q Eite: |LAUSD
| RFQ Lines = [P Fiter 1-10f1
Line = ftem Description Storeroom
b 1 |9700000000 @ 3

!Replaoe Deteriorated Playground Equipment

Fill in the Quantity, *Order Unit and Conversion Factor (1) and *Work Order field.

RFQ Lines = [ Fiter > 1-1of1

Ling * tem Description Storeroom
= 1|9700000000 3> |Replace Deteriorated Playground Equipment =8 | »
Line kem
sline 1 Manufacturer: | »
Line Type: |kem =] Modek: |
tem: 5700000000 | %> |Re; Deteriorated Plavaround Equipment (= o]
Quantty: | 100 Commodity Group: 87000 @
Order unit: |[EA a Commodity Code: | aQ
Issue unt: | Remarks: =
Conversion Factor: | 1.00
Charge To Related Records
Storeroom: | » Requisition: |
Work Order: 24068043 % Requistion Line: |

7
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Note: It is important that you select an Order Unit that has LAUSD as the Site. Only Order Units with
the type LAUSD as the Site can interface into SAP.

Select Value
7 Fiter > CL RS 1-20 0f 329 P G4 Download @ =
Unit of Measure Abbreviation  Description Site

EA each (EA) LAUSD -

*It is also important that the Work Order is in an APPR or higher status and has a valid funding/GL Debit
Account line.

Charge To
Storeroom:; by
Work Order: | 24068043 by -
Location: |5-13475 2
Asszetl: by
GL Debit Account: CC:DDMBEEUU’I-HTS*I- ':.!;

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

5. OBTAIN ATU APPROVAL AND ENTER BID DATES ON THE RFQ

ATU Approval Obtain ATU Approval For Request to Advertise. This includes the Request
Environmental Assessment (Phase 1) and Abatement Design (Phase 2) and Request
for Observation of Environmental Work (Phase 3). This is required before you can
advertise a contract.

You may download a copy of the ATU documents http://www.laschools.org/new-
site/mo/awms under Procurement.

You may also contact the Asbestos Technical Unit at 213-745-1450 should you have
any question.
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Enter Bid Dates  Type in the Bid Walk/Due Dates in the RFQ tab.

| Dates =
Required Date: |
Reply Date: | |*_.§‘j
Printed Date: |
Close Date: |

Status Date: |BJ291'1 311:09 AN
Bid Walk Date: |9m1 312:00 AN

Bid Due Date: |9.|'&I'1 312:00 AM

gagag & &

WModified: |BQ‘3.I’1 3307 PN

Save the record, click on the [E icon, located on the top toolbar.
6. PRINT THE REQUEST TO ADVERTISE
After entering the Bid Dates, you may run/print the Request to Advertise report. On the RFQ application,

click on Select Action and select Run Reports from the drop down.
Request for Quotations

'~ Find: | QY.SelectAc‘tiun i+ R @Qg

'-';;‘ Change Status

List I| RFQ || RFQ Lines " Vendors " Quotatio ) )
. - View History

Copy PR Line tems to RFQ
RFQ: 15190 | Replace Deteriorated Playgrou Uit ot Measureand Conversion b Status: |INPRG

Attachment Library/Folders L3

Details Duplicate RFQ = || Dates
Add to Bookmar
Requested By: (783316 & R o Required Date: | i)
Buyer: | Q Cognos Reportin Reply Date: | Ej

A Reports window will appear. Click on the AB Letter 04 Request For Advertising report

Reports

@ selecta report from the list, or click Create Report to create an ad hoc report,

| On Demand Reports | Scheduling Status

ReportstoRun : Friter > O ¢ 4k $ 1 1-sor3 5p b Downbad : =

Dﬁcr@lmn
|

AB Letter 01 Main (Attachment
H)

AB Letter 02 Bid Tab (Attachment
G)

AB Letter 03 Detailed Project Scope
I AB Letter 04 Request For Advertising
AB Letter 05 Pre Bidwalk Sign-In Sheet

Create Report ] [ Cancel ]
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A Request Page will appear. Enter the RFQ Number and provide values for each of the questions. Click
on the Submit button when done.

Request Page
Help Text 8
Parameters Lz

# Enter RFQ Number: |
15190

Iz RFQ co=st projected to be under 315,000 (Y or N)?: N

Enter bid type (S = Sealed, N = Other - Email, FAX, phong, or other):

Work Type (1 = Carpentry, 2 = Electrical, 3 = Glazing, 4 = HVAC, 5= Metal, ...:

... or 11 = Tree Trimming, 12 = Floor Covering, 13 = Other}:

..or 6 = Paint, 7 = Paving, 8 = Pest Management, 9 = Plumbing, 10 = Roofing, ... |

Scope (brief): &
Replace =

A BIRT Report Viewer window will appear. Review the information and click on the printer ﬁ_n icon to
print the document.

Repcrl:t-i.ﬁa
Page 11 of 1
i';-g Los Angeles Unified School District

DRSS =)

OFFICE OF THE SUPERINTENDENT

gl

FACILITIES SERVICES DIVISION

Request for Advertising - A/B LETTERS

RFQ #:15190
Work Order Number * 24068043 Supervisor Initial *
Initiator * Lu, Danny Bid Walk Date/Time * Sep 1.2013 12:00 AM
Initiator Phone # * 213-241-0573 Bids Due Date/Time * Sep 8. 2013 12:00 AM
Description * Advertised by*
Replace Deteriorated Plavzround Equipment
Scope of Work (Brief):
Beplace Deteriorated Playzround Equipment
Maintenance Area / Region * Mé&O CENTRAL OFFICE
Work Type: Metal
Contract Work Type: MAINTENANCE

If there are any further details that you wish to include on the advertisement, handwrite those on the form
in the Additional Notes section after print. Print and obtain Supervisor Initial and submit the Request
for Advertising report to Clerical or Designee with a copy of the ATU Approval to Advertise for posting
on the LAUSD Bid Walk Registration Web Page: http://mo.laschools.org/fis/existing-facilities/m-and-
o/bidwalks/.

10
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7. ENTER REGISTERED VENDORS IN VENDORS TAB. PRINT THE PRE-BID WALK REPORTS
AND CONDUCT BID WALK.

Print the list of Registered Vendors from the Bid Walk Registration Web Page. This list can also be
obtained from Clerical or the designee responsible for entering the Request to Advertise on the Bid Walk
Registration Web Page.

On the RFQ, create an entry for each contractor (Vendor) who registered in the Vendors tab of the
Request for Quotations (RFQ). Click on the Vendors tab.

: ] e @ v |select Acton MR e e B SR ES
List | RFQ | RFQLines | Vendnm- || Terms and Conditions | Specifications |
RFQ: 15190 |Replace Deteriorated Playground Equipment B Status: | INPRG

s B = ot acen “HhEd et @A DS

um | o | #roines [ \'er:,;ls] Gucumons | Terms acd Candtsan | Specfcaien

AFQ 18198 Fiapiace Datareratad Sayground {qopmest &= Ste |LALSD St | NPRG
G Venaors B-0ato -
e Dracrpan Sactesd Lo Ea
[z

In the Details view, enter the *Vendor Number in the Vendor field.

RFQ Vendors [P Fiter > o S A
Vendor Dezcription
¥ 156076 > 'RACO INDUSTRIES =4
Detailz
# Vendor: 158078 -.me INDUSTRES =
Contact: | @
SAP Vendor#: | 1000001382 -
Phone: |300-445-1991
Fax: |508-593-3682

NOTE: The Vendor Number is typically the old IFS Vendor Number, however in some cases; it may be
the new SAP Vendor Number. It is important that your Vendor has a SAP Vendor Number; an Informal
Contract can only be awarded to vendors who have a SAP Vendor #.

11
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If you do not know the Vendor Number, you may search for one by clicking on the 2 icon to the right of
the vendor field and click on Select Value.

Detailz
# endor: o &
Contact: L, SelectValue a
E Go To Companies
SAP Vendor:

A Select Value window will appear. You may search for a vendor by any of the following fields:
Description, SAP Vendor#, Address, City, State/Providence. To select the vendor, click on the
vendor/company number/name and it will be return to the Vendor field.

Select Value
. F Fiter : 1-80f8 4 Download : =

Company Description i SAPWendor# Address City State/Province,

| playground
1148273 MIRALEE EEAYNHOURD S Esdoinotusre see 780 SOUTH VAN BUREN STEG ~ PLACENTIA CA

122077-A
1156164 PLAYGROUNDS PLUS INC v 13569 LAWRIN CIRCLE SANTA FE SPRINGS CA
|158200-9 A B CPLAYGROUND SAFETY v 1000004783 2235 W 243RD STREET LOMITA Ca
1152123 PEACEFUL PLAYGROUNDS INC 1000002957 17575 COLLIER AVE UNIT 5 LAKE ELSINORE Ca
| 186245 PROGRESSIVE DESIGN PLAYGROUNDS 2585 WISTA PACIFIC DRIVE OCEANSIDE Ca
1182438 INNOWVATIVE PLAYGROUNDS CO LLC 1000004077  P.O. BOX 1552 FONDULALC wi
| 183748 OPERATION PLAYGROUND 3158 W ADIRONDACK COURT THOUSAND DAKS Ca
1185758 GREAT WESTERN PARK AND PLAYGROUND INC. v 2593 W. 5700 S. WELLSVILLE uT

Detailz
#Vendor: 155200-5 B C PLAYGROUND SAFETY =t
Contact: | JEFF DAVIS L'}
SAP Vendor¥: [ 1000004783
Phone: |310-380-5126
Fax: | 310-325-5028
E-mail:
# Currency:. USD L

Repeat steps for each additional vendor who registered for the Bid Walk. Save the record, click on the
=]
icon, located on the top toolbar.

12
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Note: If you cannot identify the vendor from the list, you may contact Leticia Tungol
(Leticia.Tungol@lausd.net) and request her create a Temporary Vendor Number. If Leticia Tungol is
not available, you may contact the Maximo Team for assistance. Temporary Vendors may bid on jobs;
however a contract cannot not be Awarded to a Temporary Vendor.

If a Temporary Vendor is the lowest bidder, to award the vendor you must have them register for a
permanent SAP Vendor number and contact Leticia to create the permanent vendor number in Maximo.
Update the vendor number in the RFQ and award.

After entering the Vendors, run/print the Pre-Bid Walk reports. On the RFQ application, click on Select
Action and select Run Reports from the drop down.

atations

"~ Fina: () = |sekect Action [~ faw P iR 3K 2
I =:.' Change Status
List RFQ RFQ Lines Vendors Quotatio X . ations

View History

Copy PR Line tems to RFQ

RFQ: 15190 Replace Deteriorated Playgrou Unit of Measure and Conversion # Status: |INPRG
Attachment Library/Folders L3
Details Duplicate RFQ = | pates

Add to Bookmarks |
Requested By: | 783916 ':J‘, Run Reports Required Date: %
Buyer: ':5 Cognos Reporting Reply Date: Ehj

A Reports window will appear. Print the following reports for the Pre-Bid Walk.
Reports

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

‘ On Demand Reperis | Scheduling Status

ReportstoRun | PFiter > (L 0 4 4  1-50f31 3 04 Downbad ;@ =

AB Letter 01 Main (Attachment H) — Select S for Sample Watermark
AB Letter 03 Detailed Project Scope

AB Letter 05 Pre Bidwalk Sign-In Sheet

AB Letter 06 Safety Prequalification Notice

AB Letter 07 ACORD Insurance Certification (Attachment B)

AB Letter 09 Bid Pack Cover Letter

AB Letter 10 Phone / Fax / Email Bid Form (Optional)

AB Letter 12 Insurance Requirements (Attachment C)

AB Letter 13 Letter of Assent (Attachment O)

10. AB Letter 14 Performance Bond (Attachment E)

11. AB Letter 15 Prevailing Wage Certificate - If project greater than $15,000
12. AB Letter 16 Sealed Bid Form (Attachment J)

13. AB Letter 17 LAUSD Code of Ethics

14. AB Letter 19 Job Start Checklist - If project greater than $15,000

15. AB Letter 21 Notice to Public Entity - If project greater than $15,000

16. AB Letter 22 Public Works Payroll Form - If project greater than $15,000

CoNoOOA~MLONE

Make one copy for each of the registered vendors (bring extra in case of walk-ins).
Bid Walk: Conduct the Bid Walk according to the existing practice.

13
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8. RECEIVE BIDS, CHANGE STATUS OF RFQ TO SENT AND ENTER BID RESULT INFORMATION
IN QUOTATIONS TAB

For Sealed Bids

Clerical receives, time-stamps, and opens Sealed Bids using the existing process. Clerical routes the
Bid results to the OAR/Line Senior or Designee for entry into Maximo

For Telephone, Fax, E-mail or Other Bids
The OAR/Line Senior receives Telephone, Fax, Email, or Other Bids submitted on the
Telephone/Fax/E-mail Bid Form. Clerical routes bid results to the OAR/Line Senior or Designee. The

OAR/Line Senior or Designee posts all Bid results in the RFQ Quotations tab using the instructions that
follow.

On

the RFQ record, click on the Vendors tab.

—

] Fine:| ¥ | Sekect Acton MR e v L BRIPEPS

List RFQ RFQ Lines Vendors Terms and Conditions Specifications

RFQ: | 15190 |Replace Deteriorated Playground Equipment = Site: |LAUSD

RFQ Vendors = [P Fiter * S & o 1-303

[ [Wendor Description Contact

[ » |RACO INDUSTREES (=l
b 159200-9 » AB CPLAYGROUND SAFETY = JEFF DAVIS
Y 192436 » INNOVATIVE PLAYGROUNDS CO LLC = SHEILA STETTBACHER

Click on the twistee lEJ icon for each Vendor to open the Details. Enter the Bid Type, the Contact and
any comments needed for this Vendor in the Comments field (e.g. Did not submit bid).

For all Sealed Bids, enter the date and time the Bid is opened in the Date of Vendor’s Reply field. For
all other bid Types, enter the date and time the Bid was received in the Date of Vendor’s Reply field.

List | RFQ | RFOLines | Vendors | OQuotations | Termsand Conditions | Specifications
RFQ: [15190 Replace Deteriorated Playground Equinment B Site: |LAUSD Status: INPRG
RFQ Vendors D Fiter * @ 1-30f3
Wendor Description Contact
156076 » RACO INDUSTREES = @
[ 1ssz008 » A B C PLAYGROUND SAFETY = JEFF DAVIS @
B 192438 » INNOVATIVE PLAYGROUNDS CO LLC = SHEILA STETTBACHER @
is
Vendor: | 156076 ¥ |RACO NDUSTRES = Ship Via: | @
Contact: |Danny Lu [ ¢ FOB Point
SAP Vendor#: | 1000001382 Bid Type: | SEALED BID ‘74‘
Phone: |£00-448-1981 Payment Terms:
Fax: |509-693-3892 Freight Terms. =
E-mail; Pay Tax to Vendor? [V
# Currency: USD @ Comments:
Vendor Quote ¥
Vendor Reply Date: |9/812 10:00 AW ii )

Repeat steps to capture all vendors that registered, attended the Pre-Bid Meeting and/or submitted a bid.

=]
Save the record, click on the |'i' icon, located on the top toolbar.

14
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Change Status: The Status of the RFQ must be changed to Sent to Vendor (SENT) to enter the bid

amounts. You may click on the 'Vlf icon to change the status or the Sent {j icon to initiate the status
change.
Request for Quotations

'~ Find: | ~ | 5elect Action

Q -1 &l

List || RFG i| RFQ Lines || Vendors || Quotations " Terms and Conditions i| Specifications i

RFQ: (15180 |Replace Deteriorated Playground Equipment = Stte: |LAUSD

A Change Status window will appear. Make sure the New Status is Sent to Vendor (SENT). Click OK.

rFQ: [15190 |Replace Deteriorated Playground Equipment =
Status: |INPRG |in Progress (INFRG)
WMemo: |

# New Stalus: Sentio the Ver = |

# Status Dater &/29/13 414 Pl i)

Memo: |

Quotations Tab: Click on the Quotations Tab to insert the bid amounts.

AR e o RIA DS

T|1=iru1:| Q ¥ |Select Action

tst | Rra | RraLines | vendors || Quotations Conditions | Specifications |

RFQ: (15180 | Replace Deteriorated Playground Equipment = Site: |LAUSD

Quotations for Vendor: 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.

st i Ata | N_DI.I_!- i \Mﬂﬁllj Tuctaicnn ] Tm-’_dml i B |

RRG 18180 Hepaacn Ceteres atmd Fugrosnd Egsprent = sam [LAUSD St SENT

venser | tem

Vendors B ram + 1.30f3 b Bipnkied < =

engar Dencrgton g Tosat et vt fRgee ™ wartnst
B s -3 RACD MOUSTRES s Danry L £y B4 1081 s sy ey (m] o
potmes  » A D€ PLAYGA0UND RPF DAVE Y 1108008128 01060008 o 0
b » BHOVATIVE PLAYGROUNDS €O LLC .7 SHLLA STETTRACHIA -} 562) GUI-520 (562 B350 m 'LTj
[Cmatnrn | [ cresiecomtracs | [Ciewiow |
Guotations for Vendae B Fler 0.0afd -
g Bee Omcuien Manadaciurer Qumsity Crserlnd Currency UndCoal Base Currency
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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.

Select RFQ Lines

RFQ Lines @ [» Fiter > i it o Downioad : =
Line tem Description Storeroom Quantity Order Unit Conversion Factor Location GL Debit Account Required Date
¥ 1 9700000000 Replace Deteriorated Playground Equipment | 1.00 |EA Q, 1.00 | S-13475 | CC:0001858500
The line will now appear in the Quotations for Vendor XXXX field.
R p—
wengars [ Faer L 1-30f3 Cf Drwnioes © =
Yandor Descrgnen Loracy Tetal B Ameure Phpag Emx Awarded?
P [1see » RACO NOUSTRES Daney Ly B00-845-1991 5058933692 O 0]
b 156200-8 » A B C PLAYGROUND SAFETY . JEFF DAV 4 00805126 Ne25-5020 ':
b 162438 » NNOVATIVE PLAYGROUNDS CO LLE . EmELA STETTBACHER |} (562) 8925200 (EE2) 853-51% ‘;‘
[[Creae o | [ CeateContact | [ MewBow |
Quotations for Vendor 156076 B Fer 1-10f1 b Qomskeas | =
Lg tem Dagsronen Uangtetiure Quasity Qe yng curttacy 18 Cont ase Cumncy Dase une Cant &
3 1 GTR00N0000 N Replace Detercrated Payiriund Lavoment 4 150 LA s uso vs0 L]
Seiect AFQ Lines.

On the Quotations for Vendor XXX line, click on the .EJ icon to open the details. Enter the Bid
Amount in the Unit Cost field. Remember to change the Tax code to 0.

Quotations for Vendor 156076 = [ Fiter * e R
Line ftem Description Manufacturer
7 1 /9700000000 > Replace Deteriorated Playground Equipment =l
m
Line: 2
Line Type: |tem T
ftem: | 9700000000  »* | Replace Deteriorated Playground Equipment =
Remarks: =
Quantity and Costs Base Costs
Currency: [USD Currency: |USD
Quantity: 1.00 Unit Cost: | 24,000.00
Order Unit: |[EA @ Line Cost: 24 000.00
Unit Cost: 24,000.00 Tax Amount: 0.00
Line Cost: 24,000.00
Tax Code: |0
Tax Amount: 0.00
# Economic Order Quantity: 0.00

=]
Repeat steps for each vendor. Save the record, click on the & icon, located on the top toolbar.

16



Maximo 7.5 / A/B Letter (Informal Contract) Guide

IDENTIFY VENDOR TO AWARD, ENTER CONTRACT DETAILS AND CHANGE RFQ STATUS TO

9.
INPRG AND ENTER WORK START/END DATES.

In the Quotations tab, click on the name of the vendor you wish to award in the Vendor section. The bid
amount will appear in the Quotations for Vendor XXXX section. Check the Awarded checkbox.

wat | ara | Aroines | vendors | Cuctatons | Termawed Condecns | Specifcatoms
(18180 Fitpiace Detercried Payaronnd Lawament Site [LAUSD st SONT
‘s hen
Vendoes [ Fier - 1 % Dewnosd =
enger Descrition Sanact Tomal Big dmount Bageg x Amardes?
b neoe » HACD ROUSTAES Daany L o £09.453. 3607 L )
by B A8 CALAYGROUID 54 EFFDAVE ELE 31255028 o
B » WHOVATIVE PLAY GROUNDSYLO L 1 SHELA STETTRACHER 1 (642} 8a1820r 562} 650515 ®
Create PO | | Creme Contract | | ew Row |

1-1at1

Gusalations for Vendor 158008 b Fae
Leg tan Lraerorcn
] 1) wmototons M Regiace Detericrated Paygrouns fqupment

arytactyrer Sustity Gegar yot Curmency unt Cogt ase Curency
100[£4 1 ] E

In the Quotations tab, click on the .EJ icon of the vendor that you awarded in the Vendor section.

List RFQ RFQ Lines Wendors | Quotations | Terms and Cenditions Specifications
RFQ: | 15150 Replace Deteriorated Playground Equipment E* Site: |LAUSD
endor ftem
Vendors - [P Fiter » & 1-30f3
Vendor Dezcription Contact
“F |156076 » RACO INDUSTRIES L:J. Danny Lu
4 J58200-% » A B C PLAYGROUND SAFETY LE' JEFF DAVIS
182438 » INMOWATIVE PLAYGROUNDS CO LLC LJ' SHEILA STETTBACHER

The Contract Details for the vendor will be displayed. Fill in all the Contract Details fields.

b Downag - =

vesdor | mem
Vendors | [ Fite ¥+ 1.3013
g Lescrpten Leraagd Totsl B Amount Ehgng [ Awaoes?
+ 156078 *» RACO NDUSTRES i+ Danery Ly Z 00-a4d- 1551 S350 3652 ] ':,
[ » A0 € PLAYGROUND SAFETY B JEFF DAVES 4 30-000-6126 252028 it
[T » NOVATIVE PLAYGROUNDS CO LT SHELA STETTBACHER 1 {562) B93-5201 (882 BII-E15 m
Detain
Wendor, | 196076 ¥ |RACO MCUSTRES She v
Centset Danny Lu . | FOB Peint
BAP Verdord: | 1030001353 Pay=en! Termm
Frescht Terms:

Phone: 800-£48-1091
Py T to Wendor? [+

Fac S03-650-3652

C-mat Vinder Qucte ¥
= Currency. LS 4 Werstor Roeply Date: | 975/13 10:00 Al [+5)
B Tukee By | 3EALED B0
Contract Detals
38 Humbe: 4123 Comractr Cassdeaton B Firancisl Rsting(s)Auto, Lisbity): &, &
Ay g, Exp. Date: 1001113 = Listiy ins. Exp. Dt 1671113 = Wiorkers Comp Exp. Date: 15¢113
Ingurmnge Verified By M. Merrick insurance Verfied Date: 100113 m Safety Pregual Date: 100113
Craane PO Creane Contracy Mew Row

[=]|
Save the record, click on the = icon, located on the top toolbar.
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o
Change Status: Click on the Change Status %= icon in the toolbar.
tequest for Quotations

TlFinﬁ:I- QE'|S???'[AL‘:HDH FHE & @it SR ES

List || RFQ || RFQ Lines ” Vendors “ Quotations || Terms and Conditions || Specifications |

RFQ: |15180 |Replace Deteriorated Playground Equipment E Site: |LAUSD

A Change Status window will appear. Select In Progress (INPRG) as the New Status and click OK.
Change Status

RFQ: 15130 | Replace Deteriorated Playground Equipment =
Status: |5ENT |5-Bnt to the Vendor (SENT)
Memo: |

# New Status: |n Progress (INT
# Status Date: 8/29/13 4:48 PM i)

Memo:

Click on the RFQ tab.

'~ Find:| (), |select Action q@ﬁqﬁ«ﬁﬁb'{r I @ﬂg

|| Vendors || Quotations || Terms and Conditions || Specifications |

List | RFQ

RFO: 15180 | Replace Deteriorated Playground Equipment = Status: | INPRG

Enter the Work Start/End Dates in the Terms section.

Terms L

Freight Terms: |

Ship Via: | @

Payment Terms: |

FOB Point: |
Work Start Date: | 9/15/13 i
Work End Date: |8/28113
License Type: |B [}

A Letter Not to Exceed: |
ProCure/RX #: |

Subcontractors Prohibted? [+

Save the record, click on the E icon, located on the top toolbar.
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10. VERIFY WORK ORDER GL ACCOUNT

On the RFQ Lines tab, click on the .jl icon to the left of the RFQ Lines to view the details.

Lizt RFQ RFQ Lines Cluotations Terms and Conditions Specifications
RFQ: 15190 Replace Deteriorated Playground Equipment l:r Site: |LAUSD
RFQ Lines : [P Fiter > g : - q-1ofd
Line * ltem Dezcription
I 15700000000 2 Replace Deteriorated Playground Equipment =4

The RFQ Lines details will display; verify that the Work Order number you entered has a valid GL Debit
Account.

List RFQ RFQ Lines Vendors Quotations Terms and Conditions Specifications
RFQ: {15190 | Replace Deteriorated Playground Equipment E— Site: | LAUSD
RFQ Lines = [P Fiter * : : R
' Line * tem Description Storeroom
- 1 |9700000000 @ 2% Replace Deteriorated Playground Equipment i;} »
| Line tem
# Line: % Manufacturer: | >
Line Type: |tem =] Model: |
tem: | 9700000000 = 2* |Replace Deteriorated Playground Equipment =2 Cateauy |
Quantiy: | {00 Commadity Group: | 87000 Q
Order Unit; |EA @, Commodity Code: Q
lzsue Unit: Hemaiks| LE
Conversion Factor: 1.00
Charge To Related Records
Storeroom: » Requisition:
‘Work Order: | 24068043 » Requisition Line:
Location: | 5-13475 » PO: »
Asset: » PO Line: |
GL Debit Account: | CC:0001865001-11731 @ Contract: | »

If the GL Debit Account value is missing, please go to the work order and enter the appropriate GL Debit
Account. Return back to the RFQ Lines and re-enter the work order number to update the information.
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11. PRINT PRE-AWARD DOCUMENTS

On the RFQ application, click on Select Action and select Run Reports from the drop down.

e RESRAES

Q ¥ |Select Action
"i I [ -{i Change Status o

List i| RFQ | RFQLines | Wendors | Quotatio . talions |
. . . " View History !

'~ Find: |

Copy PR Line tems to RFQ
RFQ: 15190 | Replace Deteriorated Playgrou Uit ot Measureand Conversion b Status: |INPRG

Attachment Library/Folders L3

Details Duplicate RFQ = Dates

Add to Bookmarks
Requested By: |753918 & R e Required Date: | i)
Buyer: | Q Cognos Reporting Reply Date: | Ej

A Reports window will appear. Print the following reports for the Pre-Award.
Reports

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

[ |
| On Demand Reports | Scheduling Status :

‘ Reports to Run . “# Fiter > CL & 4§ ‘5. 1-50f31 B C4 Downioad & =

1. AB Letter 01 Main (Attachment H) — Select D for Pre-Award Watermark
2. AB Letter 02 Bid Tab (Attachment G)
3. AB Letter 08 B Letter Checklist
Submit reports to Director or Designee for review and signature.
12. DIRECTOR OR DESIGNEE REVIEW/APPROVES (SIGNATURE) THE PRE-AWARD DOCUMENTS

The Director or Designee performs this function.

The Director or Designee reviews the Pre-Award Documents. Upon approval (sign the Checklist and AB
Letter Bid Tab), the DIRECTOR or Designee routes the package to Clerical to generate the PO number.

13. CLERICAL GENERATES PO NUMBER
The Clerical Department performs this function.

After receiving the signed Pre-Award Documents; Go to the RFQ record and click on the Change Status

e
@ jcon in the toolbar.
LEQUESL 10T WIOLEUUNS

=] Find: | ) '+ |select Action [~ & & @D

List | RFQ | RFQ Lines | vendors | Quotations |i Terms and Conditions | Specifications |

> ERERE

RFQ: |15190 |Replace Deteriorated Playground Equipment =t Site: |LAUSD

20



Maximo 7.5 / A/B Letter (Informal Contract) Guide

A Change Status window will appear. Select Ready to Interface (INTREADY) as the New Status and
click OK.

Change Status
RFQ: |15190 Replace Deteriorated Playground Equipment C
Statuz: |INPRG In Progrezs (INPRG)
Memo:
# New Status: Ready to Interf = |
# Statue Date: 8/28/13 5:25 PM %
Memo:

This status change will trigger Maximo to interface the RFQ information into SAP to generate a PO
number.

If the interface is successful, the status of the RFQ will change to CLOSE. The person who changed the
status to INTREADY and initiator of the RFQ will receive an email of the status and the generated SAP
PO number.

If the interface rejected, the status of the RFQ will be changed to INTREJECT. At this point, clerical will
inform the requestor that there is a rejection. Requestor to resolve the rejection and inform clerical to
change the status back to INTREADY to repeat the interface process.

Repeat process until status is changed to CLOSE.

List RFQ RFQ Lines endors Quotations Terms and Conditions Specifications

RFQ: (15190 Replace Deteriorated Playground Equipment l:- Status: |CLOSE -

14. PRINT AB LETTER POST-AWARD DOCUMENTS AND SUBMIT TO THE DIRECTOR OR
DESIGNEE FOR APPROVAL

The Clerical Department performs this function.

On the RFQ record, click on the Select Actiongdrop down and select Run Reports.

=] Find: (), = |zekect Action MM E S @R v o R SEAEE
84 C e =
List RFQ RFQ Lines ‘endors Quotatio » J'?Iﬂngh_St ) ations
View History

Copy PR Line tems to RFQ
RFQ: 15180 Replace Deteriorated Playgrou Unit of Measure and Conversion Status: |CLOSE

Attachment Library/Folders L3

Details Duplicate RFQ = Dates
Add to Bookma
Requested By: | 783916 C.g Run Repuﬂsh Required Date: LS@)
Buyer: C¢ Cognos Reporti Reply Date: @j

21




Maximo 7.5 / A/B Letter (Informal Contract) Guide

A Reports window will appear. Print the following reports for the Post-Award.
Reports

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

| On Demand Reportz Scheduling Status

Reports to Run =~ Filter '-'1_. 'f_:i“ ¥ 1-50f31 IZ"} G4 Downlpad - B2

AB Letter 01 Main (Attachment H)

AB Letter 15 Prevailing Wage Certificate

AB Letter 25 Notice of Completion (Attachment I)

AB Letter 27 Contractor Performance Evaluation

Purchase Order Details Report (Purchase Order Application)

agrONE

Submit reports to Director or Designee for review and signature.

15. DIRECTOR OR DESIGNEE REVIEW/APPROVES (SIGNATURE) THE POST-AWARD
DOCUMENTS

The Director or Designee performs this function.
The Director or Designee reviews and signs the Post-Award Documents. Upon approval, the Director or
Designee signs the A/B Letter contract and any necessary supporting documents and routes the package

to Clerical.

16. CLERICAL SUBMIT SIGNED POST-AWARD DOCUMENTS TO OAR/LINE SENIOR OR
DESIGNEE

The Clerical Department performs this function.
Clerical to submit Post Award documents to OAR/Line Senior or Designee.

17. OAR/LINE SENIOR OR DESIGNEE TO OBTAIN SIGNATURE OF AWARDED CONTRACTOR ON
AB LETTER CONTRACT

The OAR/Line Senior or Designee performs this function.

The OAR/Line Senior or Designee to obtain the signature of the awarded contractor on the A/B Letter
contract (provide copy of contract to contractor). Keep original copies in holding file until final vendor
invoice.

18. OPTIONAL: MODIFY A/B LETTER

The OAR/Line Senior or Designee performs this function.

You can only modify the Description, Quantity, Unit Cost, Tax Rate or the Work Order of a

A/B Letter contract. You cannot change any other information. You may refer to the Additional

Unforeseen Work (G-A-3) document for more information. If you need to modify any other information,
you will have to CANCEL the Purchase Order and generate a new RFQ.
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To change the Description, Quantity, Unit Cost, Tax Rate or the Work Order, go to the PO record
in the Purchase Order application.

Go to the Purchase Order application through the Start Center Favorites application or Go To
dropdown - Purchasing = Purchase Order.

Stari Comes

anny ju on BaxApols

[ Enasge conteesiayonn [ usty Sead 3 Ansen
crange
(G contracts

Favenite Applcations. # T K| Bulletio Board  # Faee )
Lasor Sekiect _Muaain Pt Date _ Excialion Dule.

Work Order Tracking

Sl Sy There &t curmently na bulen Boars MES8a0es 15 Vit e

Company Waster ) Prevestve Munteeance »

Vew Begatn | Purcheaing Bl furchass foowetns
Purcrase Requstons [ Geesse . Purchasd Ordan
Tisgquesi for Custates B securey . L

Purcrase Orsers L serseree , Shipeant Fackving
[—— ,E. Service Desh " voces

PURCHASE ORDER HOME

You will be taken to the Purchase Orders home screen. Type in the SAP generated PO number in the

find field and click on the @J icon.
Purchase Orders

dannylu on MaxApp05

| v | Find: | 4500008088 | () Action -]

Li=t PO PO Lines Ship To/ Bill To Terms and Conditions Specifications

Q Advanced Search =™ E Save Query W I Bookmarks

You will then be taken to the PO record.

anny.lu on MaxApp05
] oo L v seect cion FElEded v BRAR PSS

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

PO: |4500099999 |Replace Deteriorated Playground Equipment = site: |LAUSD

Revision: | ] | L} Bypass Contract Revision on PO Approval? l_

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

danny.lu on MaxApp05

| '~ Fing:| Q:vlsmecmcﬁun T| @#gr a@@g

t‘f Change Status

List” PO " PO Lines " Ship To / Bill To || Terms ST
iew History

Create Contract

Complete Receip

PO: |4500099999 | Replace Deteriorated Playgn Site: |LAUSD

Revise PO
Revision: | o | View Revision Hory Bypass Contract Revigion on PO Approval? [—

Wiew Related Records
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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 may insert additional justification language in the long description by clicking on the

[BJ icon. You will also notice that the Revision number is now 1. Click OK when done.

Revise PO

PQ: |45[]-[Ir|]99999 # | Modifying bid amount due to unfore=esn conditions. =
Revision: | 1
Internal Change? ]

Allow Receiptz and Invoices? v

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).

Janny.Ju on MaxApp05

~lre A TEES e e RAR B

tst | po | pounes | shipTospiiTe | Termsand condtions | Specifications |

PO: |4 !Replaoe Deteriorated Playground Eguipment [:l Site: |LAUED Status: |PNDREV

Revision: | i unt due to unforeseen conditions. = Bypass Contract Revision on PO Approval? O

IEMC

= B ot o SO - R EADSS

im | fo | Boine | SheTeiSaTo | TemssndCosotons | Soecficatoss

o [4sgoomme Heiace Deterrated Paygousd Equgmes 7! sty LAUSD. s [IOREY Tomicost | 2500000
Fgvmen 1 Uaafyng B a0 due [ ustireseen Senstons .
PoLnes b Foer 1-1601
e fom Descrgsgn Susprchy Orsjer og UskCow Sprerom  WarkOrer e Cou
] 15 5700000000 |30 Riagiace Deterorated Payground Equpment o} 1.00 | £4 =4 500000 2400041 =) 75,000.00

[enderiems ] [ ] [ SectSeantan | [ Vendordneam | [ View Conbucts ]

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

Purchase Orders
anny.ju on MaxApp05

'~ Find: | ) = [select Action q@ﬁé@ = T @

List ” PO ‘ PO Lines “ Ship To/ Bill To ” Terms and Conditions " Specifications !

PO: | 4500089999 |Replace Deteriorated Playground Equipment =8 Site: | LAUSD Status: | PNDREV

Revision: | 1 !Modifying bid amount due to unfore=zeen conditions. =
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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 icon.

I of 1 e @B P =

Los Angeles Unified School District Existing Facilities
Maintenance & Operations

Modified Purchase Order

PO NO.: 4500099999 Purchase Req No. : PO Type (from PR or RFQ):
PO Revision No.: 1 Modifying bid amount due to unforeseen conditions.
PO Date: 5/4/13 Vendor: 156076 Payment Terms:
Requested Delivery Freight Terms:
Date:
Contract: Exp Date:
Replace Deteriorated Playground Equipment
Vendor: Ship To: Bill To:
SAP Vendor: 1000001392 Name: M&C CENTRAL CFFICE
Maximo Vendor: 156076 Address: 333 5 BEAUDRY AVENUE,
Name: RACO INDUSTRIES 22ND FLOOR
Address: 5450 CREEEK RD LOS ANGELES, CA, 30017
CINCINATI, OH, Phone:
45242 FAX
Phone: 300-446-1991 Attention: Lu, Danny
FAX:509-693-3692
Attention: Danny Lu

# |School Name G/L Account ‘Work Order | # |School Name |G_IL Account Work Order
OO01|FREMONT SH CC:0001865001- 24068043
11731

Item # / Description, Mfg,
Line Commeodity Acct G/L Account / Model, Catalog Tax Total
# Qty Units Group Line School Name Code, Notes Craft Unit Cost Tax Code Line Cost Line Cost
1 1.00 EA 9700000000 oo1 CC:0001865001-Replace Detericrated 25,000.00 0.00 25,000.00 $25,000.00

97000 11731 Playground Equipment e

The OAR/Line Senior or Designee is responsible for signing the Modified PO report. The OAR/Line
Senior or Designee to obtain the Director or Designee signature in the Approved to Modify line.

Submit the signed Modified PO report to Clerical for processing and a copy of the report to the
contractor.

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 gjicon. Make sure you are on the Revised

PO; the status will also be in PNDREV.
mm,_,_‘ — .

[~ Find: 4500008008 (), ERCEZIE N R @Egg

List PO PO Lines Ship To / Bill Te TermsVand Conditions Specifications.

PO: | Replace Deteriorated Playground Equipment Er Site: |LAUSD Status: |PNDREV

Revision: | 1 Imount due to unforeseen conditions. L:l Bypass Contract Revision on PO Approval? (Ml
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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 revision that was submitted to you on the Modified PO report.

danny.Ju on MaxApp05
[ '~ Fing: | )+ [seket Action FlMEvion v aoaRB3 @R BEESS

1
ines " Ship To / Bill To ” Terms and Conditions |l Specifications |

QAdva ced Search © v Save Query ¥ l Bookmarks:

pos: Friter > Qi Fi:  Hi 12012
PO Revision Description Satuz
|=4500099989 | | | @
o Replace Deteriorated Playground APPR
nesias Equipment
Rep.laoe Deteriorated Playground PNDREV
Equipment
[] Select Records

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

@) |select Action FlHE @it i EEE ]

List I| PO |i PO Lines i| Ship To/ Bill To. ” Terms and Conditions: }i Specifications |

PO: 4500099999 | Replace Deteriorated Playground Equipment B Site: |LAUSD Status:  PNDREV

Revision: ‘ 1 EMud\fy'u'lg bid amount due to unforeseen conditions. (= Bypass Contract Revision on PO Approval? l_

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

Change Status
PO: |4500089959 |Replace Deteriorated Playground Equipment =
Revizion: | 1 !Modjfying bid amount due to unforezeen conditions. L:}
Status: |PNDREV |Pending Revision
Memo: |

#* New Status. Ready to InterfT|

# Status Date: 9/4112 5:27 P i)

Kemao: |

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.

st | ro | Poiines. | shpTorsitTe || Temsand condtions || specifications:. |
| | Il Il Il |

PO | 4500099999 | Replace Deteriorated Playground Equipment 5 Site: |LAUSD Status: | APPR

Revigion: | 1 |Mudify'mg bid amount due to unforeseen condtions. L_,.é Bypass Contract Revigion on PO Approval? [—
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19. WORK COMPLETED. OAR/LINE SENIOR OR DESIGNEE OBTAINS SIGNED CONTRACTOR
NOTICE OF COMPLETION, RECEIVES VENDOR INVOICE AND RECEIVES LINE ITEM(S) IN
RECEIVING APPLICATION.
The OAR/Line Senior or Designee will perform these functions.

WORK COMPLETED

Verify that the work has been completed. Obtain both the Contractor and District Representative
signature on the Contractor Notice of Completion document.

INVOICE RECEIVED
The OAR/Line Senior or Designee will review the Vendor Invoice to ensure all information is correct. If
information matches the PO Details Report, proceed with receiving the line in the Receiving application.

If the invoice does not match the PO Details Report, modify the PO per step 18.

Go to the Receiving application through the Start Center Favorites application or Go To dropdown 2>
Purchasing 2 Receiving.

[ crange Contentiayess g Domciny emy 2l o * | uecity Exmey Trrpiaie G Upsate Start Center

# T X pubetin Board  F Fmer () x
Sutect Hessage Foat D Expraon Qece Viewed

Thare are carmenitly 10 Eubstn BEard Measages 1 view.

RECEIVING HOME
You will be taken to the Receiving home screen. Type in the SAP generated PO number in the find field

and click on the @J icon.
Recewving-

| '+ | Find: | 4500099999 ct Action =

Lizt : laterial Receiptz i: service Receipis

You will then be taken to the PO record. Make sure you are on the latest PO record. One way to check if
you are on the latest is if the Pretax Total matches your invoices as well as the PO Status is APPR.

Buleins| (3) ¥ GoTo Beporis

| Fin:| 0} v |seket Acton MR a@d B
Ust | Waterial Receints |I Service Receipls
PO: | % |Replace Playground Equipment (=1 Site: | LAUSD PO Status: | APPR
Company: 156076 |RACO MDUSTRES 18 Pretax Total | 25,000.00 Receipts: |COM
Attention: (783916 |Lu, Danny [ Received Cost: | 25,000.00 Ordered Date: 914113 4:29 PI
Attachments (7
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re not on the latest PO record, click on the List tab and select the PO that is in the APPR status.

T 1
List ipts 1 Service Receipts |

Q Advahced Search @™ E Save Query © ¥ I Bookmarks
‘ pos: Priter > O G2 F 1-20f2
PO Description PO Status
|=4500098592 | | @,
2500059598 F‘.ep.laoe Deteriorated Playground REVISD
Equipment
Replace Deteriorated Playground
4500099999 5 APPR
'[] Select Records
On the PO record, click on the Select Ordered ltems button.
oy o MazAnp0S Tebetea T W GuTo T Begiel Sisd Dol ot T 0o MY TEM.

= UL | Sainct aen a2 es I3

L | Uaterial Recets | Servics Becriota

PO 4500090905 3> Mesiece Deterorates Paypraund Esugment See |LAUSD PO Statua: | APRR
Company: (158076 RACD ROUSTRES PrecTout | 2500000 Racects: [NOKE
Adenten: |TE36M L, Cany Arcerved Cass e Oraerss Gme: A3 425 Pl

Ampcheedty [
Matnrial Bocoipts [ i B.fai0 -
Eokoe * hem Dovnsmn Quartiy e Uad Tum g, Sty e
[ cocirmorpmuvon ) [ Sewctoems tormnen | [ Swwtitaing Aves ermatern | [ el oeseres tee

A Select Ordered Items window will appear. Check the box for each PO Line row and click OK.

Select Ordered items

Storeroom: Q
Ordered ltems = | 7= > 1-10f1 G4 Download & =
[¥] PO Line tem Description Packing Slip To Storeroom  Quantity Due Quantity Ordered Invoice
ol 1 aroooocono REPIace Deteriorated Playground { 1.00 1.00
11 | >

—
The PO Line will be returned to the Materials Receipts section. Click on the floppy disk icon to save
the record. The Receipts status wjj be changed to COMPLETE.

- s () v | seect aczen - 2
TR [T pre—
O 4500099598 % Regiece Dessriorated Paypracnd Exusment St |LAUSD PO Status: | AFFR.
Camgary | 166G RALD HOUSTRES Pretax Totat Hhw Fececm. MONE
Atietan | TR L, Danay Arceiad Cast Ll Oraered Dae: | SAMI 42 P
sachostis [
atnrial Hocoipts [ Foe (TR 4 Downosy =
Plilie* bem Descioten Castty Quder Und Taoe ima_Slatuy ciust Dty
b v |sreososoin | b T Ty p—— 3 T m 51 mcter cous B3 55 P = o B
[ SeeciRecemmvoa | [ SewctsemaforRenem | | Seiect Rotating Ansess for Retam | [ SeectOrserestema | [ mewRow |
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20. COMPLETE CONTRACTOR EVALUATION, OBTAIN SIGNATURE ON PO REPORT AND
SUBMIT POST AWARD PACKAGE TO CLERICAL FOR PAYMENT

The OAR/Line Senior or Designee will perform these functions.

CONTRACTOR EVALUATION

Complete the Contractor Evaluation form that was printed in the Post Award package. Note: If a revise
PO (Price Change) was initiated after the PO was created, you will have to re-print the Contractor
Evaluation form (AB Letter 27 Contractor Performance Evaluation).

PURCHASE ORDER REPORT

Obtain the “Inspected By,” “
Order report.

Received By,” and “Approved to Pay” signatures on the Purchase

r - I%'!. Las Angeles Unified Schaol Disiricr Existing Facilities
_f ‘L= Mameenance & Operanons
55 1155
o .“nr‘
Modified Purchase Order
PO NO.: 4300099539 Purchase Req No. : PO Type (from PR or RFQ):
PO Revision No.: 1 Medifying bid amount due to unforeseen conditions.
PO Date: 24113 Wendor: 136076 Payment Terms:
Requested Delivery Date: Freight Terms:
Contract: Exp Date:
Replace Deteriorated Playground Equipment
Vendor: Ship To: Bill To:
SAP Vendor: 1000001392 Mame: M&O CENTRAL OFFICE
Maximo Vendor: 156076 Address: 333 5 BEAUDRY AVEMUE,
Name: RACO INDUSTRIES 22NDFLOCR
Address: 5450 CREEEK RD LOS ANGELES, CA, 80017
CINCINATI, OH, 45242 Phone:
Phone: 300-446-1291 FAX
FAX: 502-603-3602 Attention: Lu, Danny
Attention: Danny Lu
# |School Name GiL Account Work Order | # |S{:hul Name GiL Account Work Order
001 [FREMONT 5H CC0001885001-11731 | 24068043
Item # |
Line Commodity Acct GIL Account/  Description, Mfg, Model, Tax Total
# Gty  Units  Group Line  School Name  Catalog Code, Notes Craft Unit Cost  Tax Code Line Cost Line Cost
1 1.00 EA @700000000 001 CC: Replace Deteriorated 25.000.00 oo 2500000 $25000.00
@7000 0001865001-117: Playground Equipment 0%
FREMONT SH
Total Line Cost (before tax): $25,000.00
Total Tax: $0.00
Total Shipping & Handling:
PO Total Cost: $25.,000.00
Sep 6, 2013 1:186 PM
danny.lu Date Approved to Modify Date
Inspected By Date Approved to Pay Date
Received By Date

Submit the completed original Contractor Performance Evaluation, a copy of the signed Purchase
Order, Notice of Completion, A/B Letter Contract and Contractor Invoice to Clerical staff for
payment. Make a copy of each document for your personal file.
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21. CREATE INVOICE RECORD

The Clerical Department performs this function.

Review the completed, Contractor Evaluation, signed Purchase Order, Notice of Completion and
Contractor Invoice for completeness.

Contracts LS
IT Infrastructure 3
Inventory » | Aftachments @
Planning 3

T '» Preventive Maintelance
erms \
(T g Purchase Requisitions
Freight Té f[:j Release Purchase Orders
Security 4 Receiving
Shig
@ Self Service L Shipment Regiving

Payment Te Service Desk *

a
FOB La Service Level 3

INVOICES HOME

You will be taken to the Invoices application. Click on the @ icon to create a new Invoice record.

T BEARES

Q w |Select Action

List || Invoice “ Invoice Lines ” Terms and Conditions. || Specifications |

A new Invoice number will auto-populate. Type in the same PO description in the description box.

Q ¥ | Select Action

List || Invoice “ Invoice Lines ” Terms and Conditions. || Specifications

#Invoice: 271475 |Replace Deteriorated Playground Equipment Site: | LAUSD #Type: INVOICE 8]
Invoice Details = || PO Detsile ]
Original Invoice: | » po: 4500089098 | 3 ontract Aeference: | »
Reverse lnvoice: | » Site: [LAUSD Contract Type: |
Vendor Invoice: | Company: | 156076 Contract Reference Revision: |
Approval# | Currency: |USD Payment Schedule: | |
* Entered By: DANNY.LU Buyer: |
Receipts: |NONE
Total Cost | 25,000.00
Uninvoiced Total | 25,000.00
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Enter the Vendor Invoice number and the Invoice Date.

Invoices Buliefins: (8) = GoTo Reporis  StariCenter Profie

danny.lu on MaxApp7
[ %] Fin] QL [seketscon A e v BB G

| st \7 Invoice H invaice Lincs | Terms and Conditions |  Specificatons |

Invoice: (271475 |Replace Deteriorated Playground Equipment (=3 Site: [LAUSD Type: [INVOICE aQ Status: |ENTERED.

Attachments (7

Invoice Details = | PO Details = | Dpates
Original Inveice: | » p0: [ 4500000888 | % Contract Reference: | » Entered Date: (8/4/13 5:36
Reverse hvoice: | » ste: [LaUSD Contract Type: | Invoice Date: |9/10113
Vendor Invoice: | 412345 Company: | 156076 Contract Reference Revision: | * GiL Posting Date: 8/4/13 5:36 FIA
Approval | Currency: |USD Payment Schedule: | [} Due Date: | e
* Entered By: DANNY.LU Buyer. | Paid Date: |

Receipts: | COMPLETE
Total Cost: | 25,000.00

Uninvoiced Total: | 25,000.00

Click on the Invoice Lines tab

Invoices
danny.lu on MaxApp07T
| < roa @ [seect Acto T HELed v BARDS
| List Invoice Invoice Lines nditions " Specifications |
Inveice: i2?1475 |Fte|:|laoe Deteriorated Playground Equipment L} Site: !].AI.JSIJ

On the Invoice Lines tab, click on the Copy PO Lines button.

Invoices- Bilens: 8] = GoTo Reporis  Stant Cemter

danny.lu on MaxApp07
| T~ Find:| Qv\SelmAc\m T‘@Ez@*ng @ @g
List H Invoice | Invoice Lines |! Terms and Conditions: ‘l Specifications ‘

Invoice: 271475 | Replace Deteriorated Playground Equipment & Prefax Total: | 0.00 Type: |INVOICE ®]
Line Total | 0.00 Status: |ENTERED
Invoice Totat | 0.00 Site: [LAUSD.
Invoice Lines = [P Fiter * Fi ! D-0Dof0
Line* fem Description =) PO Site Quantity Unt Cost Tax

.o rows to display.

A Copy PO Lines window will appear. Click on the check box for all of the lines that match the invoice
and click OK.

Copy PO Lines

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

| PO L\nBS| Matarials| Services

| PO Lines | [p Fiter > @ Sl 1inh o4 Download © =
PO+ Line + ftem Description Quantity Uninvoiced Quantity Line Cost Uninvoiced Cost Site
4500008993 1 9700000000 [PIo0® Deteriorated Playground 459 100 2500000 25,000.00 LAUSD
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The line will be returned to the Invoice Lines section. Click on the floppy disk icon to save the
record.

[ '~ | Finat: | Q:vISeleaAminn H@E ) gf ;@ [@g
Lizt Invoice | Inveice Lines " Termz and Conditions || Specifications |
Invoice; | 271475 |Replace Deteriorated Playground Equipment = Pretax Total | 25,000.00
Line Total: | 25,000.00

Invoice Total: | 25,000.00

Invoice Lines [P Fiter * : R Tt
Line = fem De=cription PO
'3 | 1 |9700000000 3> |Replace Deteriorated Playground Equipment = 4500098939 3>

Y
Click on the change status %" icon and select Paid in the New Status dropdown and click OK.

|_NI = Pavaround £ |E
Originalinvoics: [ % Po: oot mece: N >
Reverseinvoice:| W Change Status
Vendor invoice:
Approval # .'- 4 -
Invoice: |271475 IReplane Deteriorated Playground Equipment =
#Entered By: DANNY.LU |
Status: |EMTERED Invoice Entered (ENTERED}
Memo: |
#* New Status: Paid (PAID) T‘
L # Status Date: 9/6/13 1:28 PM
S e
Close FO? [

Note: The status of the Purchase Order in Maximo will automatically be changed to CLOSE.

Submit the Contractor Evaluation to Angela Worshim-McCloud (angela.worshim@lausd.net)

Submit the signed Purchase Order, Notice of Completion, A/B Letter Contract and Contractor
Invoice to Accounts Payable for payment.

Should you have any questions on this guide, please contact Danny Lu (danny.lu@lausd.net / 213-241-0573), Mark Merrick
(mark.merrick@lausd.net / 213-241-0334), or John Herweg (john.herweg@Iausd.net / 213-241-6271).
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