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Material Tracking

There are 2 types of material charges.
1. Items that are already available in the shop, referred to as Stock items or Inventory.
2. Items that have to be purchased or Non-stock.

These items are documented in AiM in two different way.

Stock or Inventory Item Tracking

Material — In Stock

c
8 Complete Inventory
3 .
2 Work qrder in Ussee arline for Takes parts from
5 AiM _ the warehouse.
o (Grounds Site)
-
i
OR
= Change Status
| of Purchase
é Craate Bxternal Request to
2 Complete Inventory AiM Purchase " et Approve CLOSED
= 2 Review Purchase Charge to
= Usage online form  ==«=- Request created at B — 2 —> External
2 5 : Request in AiM Summarize H
2 (Grounds Site) Submittal Charge
- Charges H
g H
a H Charge appears in
Phase Cost Analysis

Stock usage will be documented using the Grounds Inventory Usage form. This can be done on a mobile
device or a desktop machine.

AIIM Facilities Services ‘;

Home Logout

Grounds
N

LOGIN

e Login to the Grounds website.

Weizome to the Grounds Website

Username

ACTION SELECTIOM

Welcome to the Grouna

Create Work Order e On the Grounds website, click

Inventory Usage

/EI I
[
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Inventory Usage

Date Used [05/10/2017 |

Property Being Worked On

Please use the 'Lookup Bidg' button above.

Work Order/Phase

Please use the 'Work Order/Phase’ buttol

Please use the Warehouse t

Quantity

Add Item

Inventory Usage
Date Used 05/10/2017

@ Find Building

o
+ (L3 T SWPSON BRILL #ieLD

Work Order/Phase
#@Find Work Order & Phase

Please use the 'Work Order/Phase

+ 161130-300869 001

« 161213-300968 001 document test
« 170224-303326 001 Fix pot hole

« 170306-303334 001 test

Warehouse ‘ Warehouse i 3
Warehouse
Please use the Wareho t =
« CHEMICAL
« GREENHOUSE
« IRRIGATION
« MECH-0947
« PEST

« REC-SPORTS
RESEARCH-1083
« YARD-0747

Please use the 'Part’ button above

**Information is selected based on the Work
Order/Phase the items are being taken for.

1. Choose Property
a. Clickon| rLookup nextto Property
Being Worked On (Optional)
b. Search for the property of the WOP.
c. Select property from list

2. Choose Work Order/Phase
a. Clickon| Lookup nextto Work

Order/Phase (WOP)

b. Hit the space bar to retrieve all WOPs
assigned to technician (person logged
in at the time.)

3. Choose the Warehouse
a. Click on | Warehouse
b. Choose the Warehouse the part is
being taken from.

**Only parts from ONE warehouse can be
documented on each form.

4. Clickon| Pat . Only parts from the
selected Warehouse will be pulled.
a. Hit the space bar to retrieve all parts or
type in a word to search.
b. Select the part from the list

Material Tracking - 4



@Find Part

Cosmandity Part ldaiihiar Decription uom

- ADHESIVES Napa Permatex Red Loctite 50ml Napa Permatex Red Loctite EA

« BATTERY Battery Battery EA

« BATTERY Battery Terminal Battery Terminal EA

« BATTERY Napa CRC Battery Cleaner 110z aeresol Napa CRC Battery Cleaner EA
« BELTS MORNING TEST MORNING TEST EA

« BELTS Serpentine Serpentine EA

« BELTS Timing Timing EA

« BRAKES 3M Brake cleaner 140z aersol 3M Brake cleaner EA

Quantity

=

BRAKES Brake pads Brake pads EA 2
Add ltem s

I£

5. Add the qty and click

= Quantity
= | |
Please use the 'Part’ bution above.
Add ltem
Line ltems
# Part Description Qty UOM
1 Brake pads Brake pads 4EA H

6. Parts will be listed as Line Items.
7. Add additional items.

8. Click JELS

*Items can be removed by clicking H

Once submitted, the following will be returned.

Inventory Usage

Material Request 120212 was successfully submitted on work order 161213-300968, phase 001

Another PR
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e Purchase Requests will accumulate on the WOP until time for completing the work order and billing.

e When reviewing charges for billing, the supervisor will summarize the charges and post them using
the External Charge screen.

Posting Charges using External Charge Screen

WORK ORDER

¥ 0 Work Management -- Work Order -- HEQ Waiting Material

e On the WorkDesk Work Order channel, click
on the query for completed Work Orders

Search

Work Order . Description e Choose the Work Order to review

Export .170504'3611's test

Print

150617-159426 0853 INSTALL AN ACCESS
EXISTING PADDOCK ALLEY
INFORMATION TO HF.O.)

Description

e C(Click on the Phase number

001 wes test

Action

e Choose ViewFinder from the Action menu

Timecard

External Charge

001
wes test
et e 7os0a 303611 e This screen will show all screens associated
to this Phase.
e [If there is a link for Purchase Request, then
wes test Stock items were used on this WOP.

e C(Click on Purchase Request

Transactions Dacuments

Screens

Purchase Request
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LUl = ViewFinder ROLETEST About Logou

001

Transaction §

o If the status is REQUESTED, then the charge has not been posted to the WOP.
e Click on the Transaction number

wes test May 05, 2017 12:00 AM

= Ppurchase Request ROLETEST About  Logou
ck Edit New Search
_ 120210 Last Edited by GROUNDSUSER On 05/05/2017 09:47 AM  Status REQUESTED
IMS
ascription
] Work Order 170504-303611 Requested By 996622 Region 02
fined Fields et TEXAS ARM UNIVERSITY- COLLEGE STATION
wes tes
fistory WALTER DUFFARD
Fadlity 1
1ail
Phase [oi}
Documents Date Needed May 05, 2017 12:00 AM VET SCHOOL AREA
wes test Property 1156
Deliver To PHYSICAL PLANT ADMINISTRATION & SHOPS
Shop HEQ

Location

Grounds - Heavy Equipment

N

Line Line Type Part/Equipment Description uom Quantity Unit Cost Subtotal Status

1 Stock SELECT FILL SAND 2 cuYD 2.0000 50.0000 50.00 Open

2 Stock RIVERROCK 1 =g BG 1.0000 50.0000 $0.00 Open
ss

This screen provides the information on the inventory used.
1. Who took the items from the warehouse and the date taken.
2. The items taken
**[f unit cost has been entered into AiM, it will appear on this screen. If it has not been entered,

the supervisor will have to look up the cost. Cost information should be documented so that
the data can get entered into AiM.

3. Supervisor will total up the entire cost of the Purchase Request.

4. Click ¢ Bak  to return to the View Finder screen.

5. Gather this information for all Purchase Requests on this Work Order. This information will

be entered on the External Charge screen.
6. Once complete, Click ¢ Bk to return to the Phase screen

001 ¢ On the Phase Action Menu, click External

ViewFinder Charge
wes test
Timecard

External Charge

Purchaske"‘Reguest
Work Planner
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XLV External Charges

ROLETEST About Logot

Save Cancel
361307 Last Edited by ROLETEST On 05/10/2017 04:52 PM Posted Not Posted
s 1 } Post Date
- ) Stbladger
Total Amount
Work Order Part i i < Totals
Currency
i US Dollar
- Invoice Number [:
st ] 2 1
Work Code Quantity :J z'::’“"l ;]
i e C— )
% Tax Rebate I ——
Contractor @ Shop HEQ Markup :]
Groinds - Hiésvy Equipment i lliton L ]
1. Enter the description of Inventory Usage
2. Enter the total of the items in the Subtotal field
3. Click Save
Once saved, the Purchase Request needs to be closed.
External Charges
pet
: e Click € Back to return to the WOP
—
Email
Sent Email
Action
e Choose ViewFinder from the Action menu

Timecutd

External Charge

001

wes test

Work Order 170504-303611

e (lick on Purchase Request

wes test

Transactions Documents

Purchase Request
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LUV = ViewFinder

001 Transaction Date Needed

ROLETEST About Logou

wes test May 05, 2017 12:00 AM

e C(Click on the Transaction number

120210

IMS

.1 "W Purchase Request ROLETEST About  Logout

120210 b R e e REQUESTED ¥
Extra Description

Mnac 1

e (Click magnify glass next to Status

o

NEW e Choose GROUNDS PROCESSING

REQUESTED

GROUNDS PROCESSING

LY W Purchase Request

-
120210
Extra Description [ ] Cllck
Notes Log It

User Defined Fields

Status History

Related Documents

Work Order

Purchase Request

e C(lick again

120210
Copy

IMS
Email

Material Tracking - 9




7.1\ @ Purchase Request ROLETEST About Logout

Cancel

"
120210 et | | PARTIALLY RECEIVED Q.

Extra Description

(nac 1

e (Click magnify glass next to Status
e Choose Closed
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External Charge Approval

V.V" I WorkDesk

Add

Work Management
Accounts Payable
Asset Management
Contract Administration
Customer Service
Finance

Human Resources
Inventory

Property

Purchasing

Time and Attendance
System Administration

MNew Query
Edit Query

Restore

[:] Q Contractor
C Jasw
:] Q_ Work Order

Q Purchase Order
:] Q Equipment Profile

® 0 Work Management ~ Work Order ~ HEQ Waiting Material
® 0 Work Management ~ Work Order ~ HEQ Pending Budget Approval
® 0 Work Management ~ Work Order ~ HEQ Reviewed for Partial Bi
® 3 Work Management ~ Work Order ~ HEQ Billable Comple!

® 0 Work Management ~ Work Order ~ HEQ Non Billablgs#6

Daily Tasks & ChargeOuts . @ ©

Equipment Rental

Purchase Orders

Shop Phase Manager

Daily Assignment Print

Timecard Entry L4
TIMECARD APPROVALS -
W 22 Timecards
Equipment Approval
¥ 0 Equipment Rentals
[ ]
5
Transaction E
Description ‘_c o
Trans Date F
Work Order |_:
External Charge Approval
°

Material Tracking -

ROLETEST About Logout

Daily

Jzomitnme. 5

Shop Phase Manager

Daily Assignment Print

Timecard Entry
a @ © [ TMECARD APPROVALS A GO
® 22 Timecards

Equipment Approval A @ O

® 0 Equipment Rentals

Internal Grounds Website & @ ©

Under Daily Tasks, click External Charges

The External Charge Approval screen will
open.
Click on the Approval query

Click

Execure

11



External Charge Approval ANNA About Help Logoul

Approve Reject Search

[7] SselectAll More Detail J§

rror

Approve Reject Search

[] WorkOrder 130702-010961 Phase 001
1507 IN THE PENTHOUSE AIR-HANDLER C,8,L-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO
Dascription THE AIR-HANDLER. THE ARE RUBBER SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS
GOING INTO THE HANDLERS.

Total Transactions 1
Total Cost $4,994.85

] WorkOrder 130716-012982 Phase 001
Total Transactions 4

0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON'AS POSSIBLE. IF YOU HAVE ANY
Description QUESTIONS CALL BILL BIELAMOWICZ AT 845-8903. Total Cost $313.32
INSIDE/107

The list of records appears in summary mode by Work Order.
Click BIGEEETN to expand the lines.

ANNA  About Help Logot

= External Charge Approval

] sonc Less et
Error Log
[7] WorkOrder 130702010961 Phase
o1 Total Transactions 1
1507 IN THE PENTHOUSE AIR-HANDLER C,B,L-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO THE AIR-HANDLER. THE ARE RUBBER Total Cost $4,994.85

Diecripion SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS GOING INTO THE HANDLERS.

Trans Date Transaction Description Subledger Total Cost

[] Apros, 2015 268882 REPLACE CANVAS CONNECTIONS Contract $4,994.85

N =
"] WorkOrder 130716-012982 Phase 001
Total Transactions 4

0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON AS POSSIBLE. IF YOU HAVE ANY QUESTIONS CALL BILL BIELAMOWICZ AT

Description 845-8903. Total Cost $31332
INSIDE/107

Trans Date Transaction Description Subledger Total Cost
[7] May 30,201 164252 23/328C PINE ULX EXTERIOR Material $7833

More Detail shows each transaction number, transaction date, description, subledger and cost.
Click on the Transaction number to see the full record
Check the box in front of the transaction to approve

ANNA About Help Logou

= External Charge Approval

Approve Reject
£ )
] WorkOrder 130702-010961 Phase 001
Total Transactions 1
1507 IN THE PENTHOUSE AIR-HANDLER C,BL-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO THE AIR-HANDLER. THE ARERUBBER  Total Cost $4,994.85
S

Desctintion SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS GOING INTO THE HANDLERS.

Trans Date Transaction  Description Subledger Total Cost

08, 2015 268882 REPLACE CANVAS CONNECTIONS Contract $4,994.85

N
] WorkOrder 130716-012982 Phase 001
Total Transactions 4
0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON AS POSSIBLE. IF YOU HAVE ANY QUESTIONS CALL BILL BIELAMOWICZ AT
Description 845-8903. Total Cost $31332
INSIDE/107
Trans Date Transaction  Description Subledger Total Cost
May 30, 2014 164452 23/32 BC PINE ULX EXTERIOR Material §7833
[v] May30,2014 164451 23/32 BC PINE ULX EXTERIOR Material §7833
[7] May30,201a 168447 23/32 BC PINE ULX EXTERIOR Material 57833
7] May30,201a 16453 23/32 BC PINE ULX EXTERIOR Material 57833

@il Approve

Message

Approved: 4 - Failed: 0

OK
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Error Log

Approved: 0 - Failed: 1 - "Check Error Log for details".

OK

b

If a record does not Post, this message will appear.

External Charge Approval

Approve Search

Unable to approve certain external charges. Check Error Log for detalls.

Error Log [] select All

] WorkOrder 130716-012982 Phase 001

0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANT:
Description 845-8903.
INSIDE/107

Transaction Description

¢ Error Code: 6175 Work Order Actual and Encumbered Charges exceed the Work Order Budget]

k| ] May 30, 2014 164447 23/32 BC PINE ULX EXTERIOR

e Put cursor over the Red flag or click on the Error Log to see the issue
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Purchased Items

Material — Purchase

Complete Purchase

Work Orderin A~ ——9» Request Form

Technician

CreatePurchas e Charges appear on Work

Create Purchas e Order ——aw tems Purchased ——» Create Purchase Receives —» R e R OrderfPhae

Supendsor

Technician Makes Request
e Technician will request the purchase of items using the Purchase Request Form.
e This form will be available to print on the Grounds website.

e The form is submitted to the person with the purchase card.

Request to Purchase Non-Stock Material or Services
Requestor: Date Requested:
Work Order/Phase: Date Needed:
Vendor:

Part# Description Qty
Entered in AiM By: Date:
Purchased By: Date:
AIM PO #:

Manager Documents Charges using Purchase Order
e The person responsible for the purchase card must create the Purchase Order.
e Purchase Order should be created prior to the items being purchased.
e Each physical receipt is entered into AiM as a Purchase Order
e Upload an image of the physical receipt to the PO as a Related Document.
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.Y" I WorkDesk ROLETEST About Logout

Add Restore
Work Management Q Contractor Equipment Rental

S E—

Asset Management Purchase Orders

9 o Q Work Order a
Contract Administration — ger

Customer Service () Q Purchase Order Daily Assignment Print
Finance [: Q Equipment Profile Timecard Entry

Human Resources
TIMECARDAPPROVALS & @ O

Inventory

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 & ChargeOus & = Q

Equipment Rental

Daily Assignment Print
Timecard Entry e Under Daily Tasks, click Purchase Orders

TIMECARD APPROVALS a GO

W 22 Timecards

Equipment Approval ; O

¥ 0 Equipment Rentals

Purchase Order

Search

N e |
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V.U B Purchase Order ROLETEST About Help Logout
Sava Cancel

T s R [
Extra Description
| Type STANDARD PO QU]

Shipging Information

NeresLog 2 STANDARD PURCHASE ORDERS FOR ONE-TIME PURCHASE OF VARIOUS
Usor Disfined Fiekel Py —1
Starus History
Refatec Documants
PG Code: EC
Contractor  —| Crested T Currency
Subrotsl 5000
Feview [ —
B | Discount ]
e Tk 000
anikex Number
i [y Nesded £l I} . o
— Shigping
Contact
( a Markup Percert [ soon
R O | )| —
T
i ( 9] Total s000
tinefemType [ W

Line s T

B Lne Type Wendor Part Inventary Part Order Quartity LUOM Line Total Status:

Purchase Order

Purchase Order

Eitra Description
Shipping informatian
Nates Log

= i
Status History
Retatad Documents

¢ In the yellow highlighted area, replace the 0000 with the abbreviation of the shop.
o Abbreviation list is in appendix section.

o D m—

Toe
STANGARD PURCHASE CROERS FOR ONE-TIME PURCHASE OF YARIOUS e (lick the Q next to Type

Praced By ’70.
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Cancel

FREE OF CHARGE FREE OF CHARGE hd Choose GR P-CARD
post cost 5t disbursement
SERVICE SERVICE
STANDARD: PO STAMDARD PURCHASE ORDERS FOR
e A — ]
radescede Q)
e C(Click the @ next to Contractor

Bilanket Nurmibsr (v}

JCO0EULES T000EULES

J010aaa523 EAGLESTIOM [NSTITUTE
0493733 KEPWARE TECHNCOLOGIES
AHDS0TSE BRYAN TEXAS UTILITIES

e Search by typing part of the Vendor’s name
in the Description field
o Click BREEENE

Description

52 Eode = v] Q|
Ssad 7] [ ¥]
Foicinz C— 2
]
Show All Cancel
Contractor Description e Choose the identifier for the correct
1383728576 DLANT DEOPLE LLE Contractor
1742736925 PLANT EQUIPMENT ~ SERVICES
1742902355 ALEXANDER PLANT FARM
1770207697 PA *PLANTRONICS INC
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Currency Uso 4

Subtotal 50.00
Discount 50,00
s g e Enter the Markup Percentage that should be
added to the total.
Shipping 50.00
Markup Percent | iz | se00
Totat 500,00
Purchase Order ROLETEST About Help Logout
St drnatn l Toe
Mateslog - STANDARD PURCHASE ORDERS FOR OME-TIME PURCHASE OF VARIOUS
::U‘::: ?.-1: Piaced By 49
e | e e —
Subtotal 50.00
Address Code E Feren L] Discourt 50.01
- o f -
o [ a [ s
Expected = L]

Line Items

W Line Type

16 AseriMorks

e The Green highlighted section is used if all items are being purchased for the same Work
Order/Phase

e The Purple highlighted section is used if all items are the same Line Item Type.
e Click to create a line item.

There are 4 types of line items.

Stock — items to replenish the warehouse
Catalog — items from a saved vendor list
Non-Stock — items not in inventory or a catalog
Service — Hiring a contractor to do the work
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Add New Line Item — Non-Stock

e Non-Stock is used to order parts not in inventory or a vendor catalog.
e These items are disbursed to a WOP.

Add New Line Item

e Choose Non-Stock

Please Select: e C(Click m

Stock
Catalog

e Non-Stock

.1l Purchase Order Line Item ROLETEST About  Logout

Cancel

View Last Edited by ROLETEST On 07/28/2016
Extra Description Subledaer
- Description of item 9 m
Activity Labor N
External Reference || Q
Expediting Actions ’
b ; Code Equipment
Notes Log Purchase Order Contract ‘
User Defined Fields
Subtotal $0.00
Tax 1
Green No v |%J
Tax 2 [s0.00 |
Tax Rebate [s0.00 |
Issue Factor ‘ | Shipping |$000—\
Markup 50.00
Unit Cost
Order Quantity Stock Quantity 0.0000  Line Total 50.00
Disbursement Defaults Add
W Sequence Work Order Description Warehouse Quantity Subtotal
1 $0.00

**For Non-Stock parts, all Red boxes must be filled in. Nothing will auto-populate.

e Description — Under the yellow area, enter a description for the line item

e Vendor Part — Part number being ordered; If a part number does not exist, use the best
description (ie. — Dirt)

e UOM — What unit of measure is being charged. Is the unit cost by each, by the oz, by the inch,
etc

e [ssue Factor — If item is bought as a box but will be charged to Work Orders individually.

o Ex: Box of 12 for $12.00 will be charged to 3 Work Orders at $1.00/piece
e Order Quantitiy — How many are being ordered
e Subledger (Top right corner) — Designation for the charge on the Cost Analysis
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e Add any known tax or shipping cost
e Click Totals to calculate the Line Total
e If a default Work Order was not entered on the first screen, click the Disbursement Defaults

Sequence number

/.Y W Disbursement Defaults

ROLETEST  About

Logout

Cancel
1 Last Edited by ROLETEST On 07/28/2016 11:45 AM Purchase Order 000007136
Line 2
y PRE-RINSE SPRAY FACE, PLASTIC, MFR.
Quantity 6.0000
Unit Cost $5.8300
Warehouse Transaction < Totals
Subtotal $34.98
Bin
Discount $0.00
Work Order [ % l Taxt $0.00
Tax 2 $0.00
Line
Tax Rebate $0.00
Phase l Q] Shipping 50.00
Markup $0.00
Sequence Total 53498

total amount.

/X" W Purchase Order Line

Click " Done

Item

Cancel

Enter a Work Order for the items to be disbursed to upon arival

. Quantity will default to the

ROLETEST About Logout

Last Edited by ROLETEST On 07/28/2016 Status
ot
Extra Description Subjed: Material
- PRE-RINSE SPRAY FACE, PLASTIC, MFR. MODEL # 001121-25, T& S ecgen A
Activity
External Reference | Q |
Expediting Actions Code
4
Notes Log Purchase Order 000007136
User Defined Fields
Vendor Part [ 10C468 Q ] Part 2 Totals
PRE-RINSE SPRAY FACE, Subtotal $34.98
UOM EA UOM Discount 5000—]
Tax 1
Green No |&
Tax 2 [s0.00
o E— —a
L $5.8300 Tax Rebate [s0.00
Issue Factor |‘1 Shipping [s0.00 J
Markup $0.00
Unit Cost
Order Quantity 6.0000 Stock Quantity 6.0000  Line Total $34.98
Disbursement Defaults Add

B Sequence

Work Order

160727-166152

Description

Material Tracking - 20
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Quantity
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e Click ©Dere toreturn to the Purchase Order screen or Click to enter additional
Line Items

e Once all Line Items have been entered, Click Save

e Supervisor provides the vendor with the Purchase Order number.

Add New Line Item — Stock

e Stock line item type is used when replenishing the warehouse

e Stock line item type can be used when buying specifically for a Work Order.

e Stock allows user to choose the item from the list of inventory items.

e In order to be added to the Purchase Order, the stock item must be in the Vendor Catalog of the
selected vendor.

= Add New Line Item

Cancel

e Choose Stock

« Cick [N

Next - Quick Key: >
Please Select:

e Stock

Catalog

Non-Stock

/.Y Purchase Order Line Item ROLETEST About Logout

Cancel

Last Edited by ROLETEST On 07/28/2016  Status
1 1121 AM

Extra Description

Subledger

Activity
Expediting Actions (E:):,::n alficference I_Q‘
Z
Notes Log Purchase Order 000007136
User Defined Fields
Vendor Part [ Q] Part ( Q| < Totals
Subtotal 50.00
vom Discount [ $0.00 |
Tax 1 (
[ Green No l‘%l
Tax 2 | s0.00
G oo G
nit Cos m Tax Rebate | 50.00
Issue Factor ( ] UoM Shipping (s0.00 ]
UnicCost Markup $0.00
Order Quantity 0.0000 Stock Quantity 0.0000 Line Total $0.00

Disbursement Defaults

B Sequence Work Order Description Warehouse i Quantity Subtotal

@ 1 $0.00

e C(lick the Magnify glass next to Part
e Search for the inventory part number
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Inventory Part Profile

Cancel

Part Description
£10FW FLAT WASHER, SAE, STEEL, ZINC FIN e Choose the part number
SURFACE FOR FASTENERS AND FXT e The Purchase Order Line Item screen will
#105LW SPLITLOCK WASHER, STANDARD, S reappear with the Vendor data populated
THICKNESS 0.047, PACKAGE OF 100
#12FW FLAT WASHER, SAE, STEEL, ZINCFIN
SURFACE FOR FASTENERS AND FIXT
SPLIT LOCK WASHER, STANDARD, S
) THICKNESS 0.056, THICKNESS TOLE
/.Yl Purchase Order Line Item ROLETEST About Logout
Cancel
Vi . =
Extra Description )
A SPLIT LOCK WASHER ZINC FITS #12 PK 100 ELbiedos Material
External Reference [ Q
Expediting Actions Code -_—
4
Notes Log Purchase Order 000007136
User Defined Fields
Vendor Part [ 6DYUS Q ] Part ‘#‘IZSLW—Q]
SPLIT LOCK WASHER ZINC FITS Subtotal $0.00
Uom PK SPLIT LOCK WASHER, STANDARD, ~ Discount ([s000
Tax2 [s0.00
e Coss Tax Rebate [W
Issue Factor [1—] uom Shipping [5000—]
SisCos Markup $0.00
Order Quantity 0.0000 tock Quantity 0.0000  Line Total $0.00

Subtotal

Disbursement Defaults

B Sequence Work Order Description Warehouse Quantity

$0.00

e Enter the Quantity to order
e Add any known tax or shipping cost
e C(Click Totals to calculate the Line Total
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/YW Purchase Order Line Item ROLETEST About Logout

Cancel

View Last Edited by ROLETEST On 07/28/2016 Status

Extra Description

» SPLIT LOCK WASHER ZINC FITS 12 PK 100 Subledger Materal
Activity —_—
External Reference [ Q ‘
Expediting Actions Code
4
Notes Log Purchase Order 000007136
User Defined Fields

Vendor Part [GDYUB Q] Part [#15LW Q < Totals

SPLIT LOCK WASHER ZINC FITS Subtotal $5.97

UoMm PK SPLIT LOCK WASHER, STANDARD, ~~ Discount (s0.00 ]

Green No Tt

| Tax 2 50.00 )
Unit Cost Tax Rebate $0.00 ]

Issue Factor [‘1 | uom Shipping |5000_]
Sl Markup $0.00
Order Quantity 3.0000 Stock Quantity 3.0000 Line Total $5.97

Disbursement Defaults

Quantity

B Sequence Work Order Description Warehouse

©2016 AssetWork
https://sscaimapp.assetworks.com:8443/fmax/screen/PO_LINE_ITEM_EDIT#

e [f a default Work Order or Warehouse was not entered on the first screen, click the
Disbursement Defaults Sequence number

V.Yl Disbursement Defaults ROLETEST About  Logout

1 Last Edited by ROLETEST On 07/28/2016 11:21 AM Purchase Order 000007136
Line 1
4 SPLIT LOCK WASHER ZINC FITS #12 PK 100
Unit Cost $1.9900
Warehouse | FACILITIES Q| Transaction 2 Totals
Subtotal $5.97
FACILITIES WAREHOUSE
Discount 50.00
Bin (2129241 Q| - <000
—_— ax .
Work Order | Q Tax 2 $0.00
I Line
Tax Rebate 50.00
Shipping $0.00
Phase [ Q l
—_————— Markup $0.00
Sequence Total $5.97

e Enter a Warehouse or Work Order for the items to be disbursed to upon arival. Quantity will
default to the total amount. Multiple disbursement locations can be setup.
e Click Dore
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Activity

V.Y W Purchase Order Line Item

Extra Description

Expediting Actions
Notes Log
User Defined Fields

Last Edited by ROLETEST On 07/28/2016

11:21 AM
SPLIT LOCK WASHER ZINC FITS #12 PK 100
4

Vendor Part [ 6DYUs Q] Part HZSLW—QJ

SPLIT LOCK WASHER ZINC FITS
UOM PK SPLIT LOCK WASHER, STANDARD,
Green No
Unit Cost
Issue Factor [1i Uuom

Unit Cost

Order Quantity 3.0000 Stock Quantity 3.0000

Disbursement Defaults

B Sequence Work Order Description Warehouse

@ 1 FACILITIES 2129.2.41

ROLETEST About Logout

Subledger Material

External Reference [
Code

Purchase Order 000007136

Subtotal

Discount
Tax 1

Tax 2

Tax Rebate
Shipping
Markup

Line Total

Remove

Quantity

3.0000

Q)

< Totals

$5.97

$0.00 J
Ew )
G

$0.00

$5.97

Add

$5.97

e Click oere to return to the Purchase Order screen or Click to enter additional

Line Items

Once all Line Items have been entered, Click Save

Add New Line Item — Catalog

Catalog parts are items that have been created and stored in a Vendor Catalog in AiM.

Only items not associated to an inventory part can be selected through this method.

These can only be disbursed to a Work Order.

Please Select:

Stock

e Catalog

Non-Stock

Add New Line Iltem

Cancel

e Choose Catalog

. crick [
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/.Yl Purchase Order Line Item ROLETEST About Logout

Cancel
View Last Edited by ROLETEST On 07/28/2016 Status
Extra Description Subledger
Activity
Expediting Actions Eﬁ;ﬂal feference -—QJ
V.
Notes Log Purchase Order 000007136
User Defined Fields

Subtotal $0.00

uoM uoMm Discount 50.00
Tax 1 $0.00
(so00 ]

Green No
N

Tax 2 $0.00
UneCos X o
nit Cost $0.0000 Tax Rebate 50.00 |
Issue Factor ] Shipping 50.00 ]
Markup 50.00
Unit Cost
Order Quantity 0.0000 Stock Quantity 0.0000  Line Total $0.00

Phase Description Warehouse Bin Quantity Subtotal

Disbursement Defaults

B Sequence Work Order

@ 1 $0.00
e Click the Magnify glass next to Vendor Part
e Search the Vendor Catalog for the part number
Vendor Part
Cancel
Vendor Part 4 Description
08500/558-935 TECMATE PRO SERVICI e Choose the Vendor part number
10A990 DIAGONAL CUTTER 7- e The Purchase Order Line Item screen will
10C458 CARTRIDGE ASSEMBLY reappear with the Vendor data populated
10C459 CARTRIDGE ASSEMBLY
10C468| PRE-RINSE SPRAY FACE
108798 HIGH VISIBILITY VEST,(
10K299 HIGH VISIBILITY VEST,(
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/.Yl Purchase Order Line Item ROLETEST About Logout

Cancel

View Last Edited by ROLETEST On 07/28/2016 Status
EE e (=]

Extra Description

PRE-RINSE SPRAY FACE, PLASTIC, MFR. MODEL # 00112145, T& S dubkecger Wil
Activity —_—
External Reference [ QJ
Expediting Actions Code R
4
Notes Log Purchase Order 000007136
User Defined Fields
PRE-RINSE SPRAY FACE, Subtotal 4.98
oM EA UOM Discount | $0.00
Tax 1
. No N (o0 ]
Tax 2 [50,00
- Tax Rebate (s0.00 |
Issue Factor (1 } Shipping |W‘
Markup 50.00
Unit Cost
Order Quantity Stpck Quantity 6.0000  Line Total $34.98

Disbursement Defaults

B Sequence Work Order Phase Description Warehouse Bin Quantity Subtotal

8 1 6.0000 $34.98

e Enter the Quantity to order
e Add any known tax or shipping cost
e Click Totals to calculate the Line Total

V.Yl Purchase Order Line Item ROLETEST About Logout

View Last Edited by ROLETEST On 07/28/2016 Status
2 11:45 AM

Extra Description

) PRE-RINSE SPRAY FACE, PLASTIC, MFR. MODEL # 001121-45, T& S Subledger Mastiia
Activity

External Reference Q]
Expediting Actions Code

Notes Log Purchase Order 000007136
User Defined Fields

Vendor Part 10C468 Q Part < Totals

PRE-RINSE SPRAY FACE, Subtotal $34.98
uom EA uom Discount (s0.00 |

Tax 1 )
Green No h l&l

Tax2 [50.00
UneCo E—. ECI
$5.8300 Tax Rebate 50.00

Issue Factor 1 Shipping lsoTl
Markup $0.00

Unit Cost
Order Quantity 6.0000 Stock Quantity 6.0000  Line Total $34.98

Disbursement Defaults

B Sequence Work Order Description Warehouse i Quantity Subtotal

$34.98

e If a default Work Order was not entered on the first screen, click the Disbursement Defaults
Sequence number
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/.Yl Disbursement Defaults ROLETEST About Logout

Cancel
1] Last Edited by ROLETEST On 07/28/2016 11:45 AM Purchase Order 000007136
Line 2
4 PRE-RINSE SPRAY FACE, PLASTIC, MFR.
Unit Cost $5.8300
Warehouse Transaction < Totals
Subtotal $34.98
Bin
Discount $0.00
e ( % Tax 1 50.00
Tax 2 $0.00
Line
Tax Rebate $0.00
Phase | Q Shipping 50.00
Markup $0.00
Sequence Total $34.98

e Enter a Work Order for the items to be disbursed to upon arival. Quantity will default to the
total amount. Multiple disbursement locations can be setup.
o Click  Dore

/{1 W Purchase Order Line Item

ROLETEST About Logout

Cancel

Last Edited by ROLETEST On 07/28/2016 Status
ety

Extra Description

PRE-RINSE SPRAY FACE, PLASTIC, MFR MODEL 7 00112145, T& S SUEEtgey fiacerisl
Activity
External Reference [ Q]
Expediting Actions Code —_—
Z
NotesLog Purchase Order 000007136
User Defined Fields
Vendor Part [10C468 Q] Part 2 Totals
PRE-RINSE SPRAY FACE, Subtotal $34.98
UOM EA UOM Discount (50.00
Tax 1 (
Green No |L|
Tax 2 50.00 |
e EE ] .
netest m Tax Rebate [s0.00 |
Issue Factor ‘17| Shipping |5000_J
Markup 50.00
Unit Cost
Order Quantity 6.0000 Stock Quantity 6.0000  Line Total $34.98
Disbursement Defaults Add
B Sequence Work Order Description Wsrehouse Bin Quantity Subtotal
8 1 160727-166152 001 6.0000 $3498
e C(Click pere to return to the Purchase Order screen or Click to enter additional

Line Items
e Once all Line Items have been entered, Click Save
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Statuses —
e Open—
o Items can be added to the Purchase Order.
o Cost can be edited.
o Work Order numbers can be edited.
e Fully Received —
Cost is correct.

O

Items have been purchased.
Lines match receipt line items.
Once PO is saved in Fully Received, the dollar amount will appear in the Cost

O

O

Analysis as an Encumbered expense.

Once the Purchase Order is saved in Fully Received, proceed to the next step.

Purchase Receives

Once items have been purchased, do the following steps to post the charges to the Work Order/Phase.
On the WorkDesk, click on the query for Fully Received Purchase Orders.

WORK ORDER

® 1 Purchasing -~ Purchase Order -- LCON - Fully Beceived Purchase Orders

el - T o b LT I Y T teme LT

B 0 Work Management -~ Work Order -- HEQ Waiting Material

PO Coded Purchase Order k

e (Click the PO Code next to the Purchase
36292 LCON36492
b Order number

LOOM - Fully Received Purchase
Orders

LOOMN - Open Purchase Orders
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-

Purchase Order

WiewFindar

e C(Click on Purchase Receive

1742

ROLETEST Abouz Help Lo

T 12017
34641 Created By ROLETEST Cn 05/24/2017 0856 PM Stats

- ford
Ertra Description Last Edited by ROLETEST On 05/24/2017 08:56 PM q
Shipping Information I

PO Code 3631
NotesLog

E

e (lick the magnify glass next to the Status box
e Choose Fully Received
o Click BEET

Purchase Disbursement

Once purchased items have been received in AiM, a Purchase Disbursement needs to be completed.
The Disbursement screen sets which Work Order/Phase the items were charged to.

Purchase Receive

e Once the Purchase Receive is saved, the
Purchase Disbursement link will appear.
e (lick Purchase Disbursement
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/.1l Purchase Disbursement ROLETEST About Help Logout

Cancel

Last Edited by ROLETEST On 07/29/2016  Type Purchase Receive
10055 03:10 PM

Extra Description

Notes Log

Total $6.00

Component Quantity leeavr:e‘ri:

Line Item

Line

Invoice  Vendor Work Order Phase Warehouse Bin G Total CEy

B Line Transaction Item Number® Part Group

001 1.0000  0.0000 $6.00 USD

e Confirm the Work Order/Phase to disburse to.
e C(Click Save

1234

C
on
vl
N
=N
Iw

160727-166152

Meszage

Close the PO 364927

=m| -

e Ifall items on the PO have been received and disbursed, this message will appear.

-+ Click [N

Charge will now appear on the Work Order/Phase Cost Analysis.
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