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Contract Tracking

Charges for using a contractor to complete the work are documented through the Purchase Order and
Purchase Order Invoice screens.
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c
k4 Complete Purchasef
E IR ALL) Service Request Form
-

Service Requested and Create Purchas e Order Charges appear on Waork

Completed 3 Invoice 3 Order/Phase

Create Purchas e Order ——a
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V.Y" I WorkDesk ROLETEST About Logout
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Asset Management Purchase Orders

. . Q Work Order
Contract Administration P age
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TIMECARDAPPROVALS & & O
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Property ® 0 Work Management ~ Work Order ~ HEQ Waiting Material ® 22 Timecards

Purchasing ® 0 Work Management ~ Work Order ~ HEQ Pending Budget Approval

Time and Attendance ® 0 Work Management ~ Work Order ~ HEQ Reviewed for Partial Bill
System Administration ® 3 Work Management ~ Work Order ~ HEQ Billable Complete ® 0 Equipment Rentals

® 0 Work Management ~ Work Order ~ HEQ Non Billable Comg

Internal Grounds Website & & ©

Daily Tasks & ChargeOuts & ¢ QO

Equipment Rental

Timecard Entry e Under Daily Tasks, click Purchase Orders

TIMECARD APPROVALS a GO
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Purchase Order

Search

V.U B Purchase Order ROLETEST About Help Logout

e s S [

Extra Description
bt =
Nates Log 4 STANDARD PURCHASE ORDERS FOR ONE-TIME PURCHASE OF VARIOUS
User Diefined Fielels Fiaced By [ 1q
Status History
Relatad Documans
PG Code: 35489
= — e i
Subrorsl 5000
Feven [—
sgmco [ ) 2] Discount 5000
e Tak 5000
i | ) S ) N -
Contact.
( Q Wiarip Parcent [ %
S e [ E) B
L ( q) Totsl so00
N L — ea ]
Prase 8in — =«
L tams (oo [ oo | v

B Lline Type

Purchase Order

Purchase Qrder

Evira Description:
Shipping informetian
haes Log

Liser Defrad Fisds
Status History
Refatad Documents

¢ In the yellow highlighted area, replace the 0000 with the abbreviation of the shop.
o Abbreviation list is in appendix section.
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o D S—
Type STANDARDPOD Q4

STANDARD PURCHASE ORDERS FOR CONE-TIME PURCHASE OF VARIDUS (] Clle the Q next to Type
Placed By ’70.
PO Code 38483
= Purchase Order Type
Show All
e
FAEE OF CHARGE FREE OF CHARGE * Choose SERVICE
GR P-CARD: post cost &t disbursement
s
STANDARD PO STANDARD PURCHASE ORDERS FORC
e A — ]
=
e Click the @ next to Contractor

Blanket Nurrbar a

Cont raactor U = 1t
=

JC008LILBS 10008ULBS *
J0riiaaa523 EAGLESTION [NSTITUTE

A010433739 KEPWARE TECHMOLOGIES

A IDE0TESE BRYAN TEXAS UTELITIES

e Search by typing part of the Vendor’s name
e in the Description field
1098 Code q e C(Click Execute
— = ==
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Contractor

Show All

Contractor Description e Choose the identifier for the correct
1383728575 PLANT PEORLE LLC Contractor
1742795925 PLANT EQUINENT - SERVICES
1742902355 ALEXANDER PLANT FARM
1770207692 P “PLANTRONECS INC
Currency Uso 4
Subtotal S0.00
Discount 000
s g e Enter the Markup Percentage that should be
added to the total.
Shipping 50.00
Markup Percent 12 | 50.00
Total 50.00
Purchase Order ROLETEST About Help Logout
B | )
s [ e
Naotes Log ) STANDARD PURCHASE ORDERS FOR ONE-TIME PURCHASE GF VARIOUS
— sl —)
e — s G s
Subtotal 50.00
‘Address Code E e ’j, Discount 50.00
- — j o
72 ( a [ s
- e [ m) -
5000
e —)
O S

e rED

Line Items

W Line Type

16 AseriMorks

¢ In the Green highlighted section search for or enter the Work Order/Phase number.
¢ In the Purple highlighted section choose Line Type of Service.
e Click to create a line item.
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.1L" W Purchase Order Line ltem ROLETEST Abour Logout

View 1

Last Edited by ROLETEST On 05/27/2017 09-10 PM Status
Extra Description
Install new landscape Subledger
Activity. 1
= { External Reference
Expediting Actions L ] i Q

Motes Log
User Defined Fields

Purchase Order LCON36500

Unit Cost ] 2 Totals

subtotal 50.00

Do

Order Guanty T
Tax2 50.00

receone
Shipping 50.00

mours 4 Nariun 5000

Line Total So.00

Disbursement Defaults

Remove

©2016 AssetWorks

1. Enter the Description of the service being requested.
2. Enter the dollar amount of the service
3. Click Done

Iii i! Purchase Order ROLETEST About Help Logows

LCON26500 Last Egited by ROLETEST On 05/27/2077 0509 Pt Status

Extra Desription l

Shipping Information
Natzs Log

Use Defined Sieids Purchase Order Status

Flzczd @y ‘70_

Status History
Reizted Documents

PO Cote 36500 F p—
conactor 1405355 cressd T curtency =a caearen neweo
R SERVICE ORDERED SERVICE GRDERED
ALEXANDER PLANT FAGIA .
ubtotst
CLotED cLosen
Review
sddressCode 000 [-]
pooaEt CAncEED CANCELED
Slanket Number a T suam
Needed I -

4. Click the Magnify Glass next to Status
Choose Service Ordered. (No changes can be made at this point.)
6. Click Save

**Charge will appear as Encumbered on the WOP.

9]
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Purchase Order Invoice

Service Purchase Orders are charged to the WOP through the Purchase Order Invoice.

a G ©DulyTek&ChageOt: o o @

Work Management @ Work Order PO Invoice
Accounts Payable I:I Q Purchase Order quipment Rental
Azzer Management . Extzrnal Charges
Contraz: Acminiswation [ o CipmentPofie Burchas Orders

Customer Service Shop Phase Manager

Daily Assignment Print
Timecard Entry

i Finance

® 0 Purchasing ~ Purchase Crder - LCOM - Fully Received Purchase Crders

Human Resources

(S 1 Purchasing ~ Purchase Order ~ LCON - Open Purchase Orders

Project Management @ 0 Work Manzgement ~ Work Order ~ HEQ Waiting Material TIMECARD APPROVALS A3 O
Property ® 0 Work Management - Work Order ~ HEQ Pending Budget Approval =

Purchasing ® 0 Work Management - Work Order ~ HEQ Reviewed for Partis! Bill

Time and Attendance ® 4'Work Management ~ Work Crder ~ HEQ Billable Complete Equipment Approval a B o

® 0'Work Management - Werk Crder - HEQ Non Billable Complete

Systsm Administration # 0 Equipment Remals

Report Listing a G o
h’ §72-AVAIL & LOST TIME DSH
Mo »-

Internal Grounds Website. & o @

Daily Tasks & Charo-, Juts 4

PO Inwvoice

Equipment Rental

Bxvernal Charges e Under Daily Tasks, click PO Invoice

Purchaze COrders

thop Phase Manager
Craily Assignmment Print
Timecard Entry

Purchase Order Invoice

= Purchase Order

Execute

e Search for the Purchase Order the invoice is
New Que Purchase Order = fOI‘.

PO CDdE =
View
Description

contains

Action Operator

Contractor =
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Purchase Order

e C(Click on the Purchase Order number to see
the line item

e Check the items that are being invoiced.
e Click Done

Install new landscape

ROLETEST About Help Logo

Last Edited by ROLETEST On 05/29/2017 01:08 PM Status GENERATED Q

Extra Description

Type SERVICE
Notes Log P
User Defined Fields i Purchase Order LCON36500
Status History

Related Documents

Contractor 1742902355 Invoice Mumber | 1 Currency Code usp
Subtotal $4,000.00

ALEXANDER PLANT FARM

Discount 50.00
Address Code o0 e 5000
Blanket Mumber Invoice Date IMEV 29,2017 B 2 shipping 50.00

Line Total $4,000.00
Contact

Markup 50.00
Term Code

Grand Total $4,000.00

Line s [heroe | o

W Line Description Quantity  Accepted Quantity  Invoice Cost Accepted Cost Line Total Alow Voided

B 2 Install new landscape 0.0000 0.0000 50.0000 500000 5400000 Yes No

e Enter the Invoice number
e Enter the Invoice Date
e Click on the Line Item numbers to open the detail
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XLV Purchase Order Invoice Line Item

ROLETEST About Logout

=l o
b 1 Last Edited by ROLETEST On 05/29/2017 01:10 PM Voided No =
Exra Desaription Tnscall new landscape Allow, Yos v
potlog EcemlRefeenceCode Q)
User Defined Fields
Subledger Contract
Transaction 32677
st St il o Aecepeed
Invoice Unit Cost Unit Cost
Sten e
Prior Invoiced Amount 50.0(
Due B
Tt -
Quantity Tax2
T2
ToxRebice LL
bRy Shipping sheens
Markup $0.00
Invoiced Total $4,000.00  Line Total $4,000.00
Disbursement
Sequence Work Order Phase Description Warehouse Bin Quantity Sequence Total
1 170516-303739 001 $4,000.00
-
e Quantity Block
e Original Amount — Dollar amount from Purchase Order

Invoiced Block
These fields will default to the amount on the Purchase Order. If the amount on the invoice

differs from the purchase order, the fields can be updated. This captures an accurate picture
of the invoice values.

Accepted Block
These fields will default from the Purchase Order. These fields can be updated to reflect

the amount actually being paid to the vendor.

Status

Type

Purchase Crder

ROLETEST About

Help

[ GENERATED

a

SERVICE

LCOMIGSHD

These are the totals that will post in the final transaction.
Disbursement
List of Work Orders that the charge will post against.
After updating the information, Click  bene  to return to the previous screen.

Logo
e Back on the main invoice screen,
update the Status
e Generated — New, still editing
e Approved — Charge is posted to
the Work Order
e Rejected — Invoice will not be
paid.
o Click BEET
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e Ifthe total on the PO has been
Close the PO 265007 invoiced, this message will
appear.

 Click [EZIN

Contract Tracking - 10



