Multi-Buyer Purchase Requisitions at IPSC
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Overview
The purpose of this document is to describe and lay out the specific steps for retrieving and processing
requests and orders for multi-buyer purchases through Maximo at IPSC.

This document covers:

e Assumptions and Data Requirements
e Requesting Items/Services through Desktop Requisitions
e Requesting Items/Services through Work Order Plans
e Processing Multi-Buyer Purchase Requisitions
o Create Purchase Order from Purchase Requisition
o Create Request for Quotation from Purchase Requisition

Assumptions and Data Requirements
These process depend on the following assumptions and data requirements:

e Users add lines to Desktop Requisitions and select either an Item or Standard Service from the
Item Catalog. Maximo would use the Commodity Code to Buyer mapping to automatically
associate a Buyer to the line. If the user enters a generic Material or Service line, the system
would require the user to select a value for the Buyer field (from a list of acceptable values).

e The Appropriate Buyer for each Commodity Code needs to be loaded in Maximo and IPSC needs
to ensure the Commodity Code/Buyer relationship is maintained.

e |[f generic items or services are requested, the user must select the appropriate buyer from the
value list.

e Buyers will process workflow when done with a record to remove the record from their Start
Center Assignment portlet.

Requesting Items/Services through Desktop Requisitions

1. Go To Desktop Requisitions/Create Requisition.
2. Enter all required information

&Y View Requisition (L] View Templates & View Drafts

Shipping Information = | Charge Information

hip to: IPPADDRESS.

5t Brush Weliman Rd

3. Click on New Row or Add Line Item.



Requisition Line items ~ [ Fiter * : H : 0-00f0

Line + Line Type ttem Description Quantity Line Cost Deliver To Contract Number Vendor Store Location
| New Row [) Add Line tem ¥
— — ——

NewRow | ((  AddLinetem v

= g

Favorite tems

L Spare Parts

Existing Requisitions

4. Enter all applicable and required information for each row.

]m, P Fifer Z T 1-1of1
| Line * Line Type tem Description Quantity Line Cost Deiver To Coniract Number Vendor Store Location
FILTER AIR, SIZE 24 X 24, 1.5 THICKNESS
|+ 1 mEM s0 5 W, STYLE PANEL, MFG PART HO. 5.00 0.00 » 6ss
VE-1103-2424-03, MFG BY DOLLINGER
Detais
# Line: 1 Reorder?[v/| Manufacturer: »
* Line Type: tem = Current Balance: 15.00 Modet,
tem: 50 % [FILTER AR, SIZE 24 X 24, 1.5 THICKNESS N, STYLE PANEL, | (5 Gilanity Cikrzolly Reserveld 0.00 Vendor: »
Condition Code: Q Quantity Available: 15.00 Catalog #:
* Quantity: 5.00 Buyer: D23849 @ |Nancy Bennett = Store Location: GSB
* Order Unit: EA Q GL Debit Account: Q
Issue Unit: EA Contract Reference:
Unit Cost: 0.00 Contract Reference Revision:
* Line Cost: 0.00 Contract Number: Q
Deiiver To: * Reservation Type: AUTOMATIC | v
R » * Required Date: 7/31/15 9:29 Al
e @ Inspection Required?| |

5. Add New Rows or Line Items as required.
6. When done adding rows, click on “Continue”.
a. Option: Click on “Save as Draft” if request is to be submitted at a later time.
b. Option: Click on “Back” if any information on previous screen needs modification.

Back Continue Save As Draft | I Cancel

7. After reviewing, submit the request.

submit | D  SaveAsDraft Cancel

8. Create a new Requisition or exit the application.



Create Requisition through Work Order Material Plan

(Assumes Planned Material)

Go to Work Order Tracking (Nuclear).

Filter records for desired Work Order.

Select the Plans Tab.

Select the Materials Tab of the Plans Tab.

Click on “New Row” and select Item, Material or Service related to the Work Order’s plan.

uhwNeE

Lo P

| Materials | ) Fiter > 0 i 1-1of1

[

| Tesk  LineType  fem Description Quantty ~ Unit Cost Line Cosi Storeroom Direct |
b ) |mEm @TER,OI_. SIZELXD 10X 2172 N, MICRON 100 OVER 10, [ 10.00 000 000 GSB » 00

|

Select Materials | | Select Asset Spare Parts

6. Repeat Step 5 as needed.

7. Save Record and route Work Flow as required or change Work Order status to Approved
(if applicable). Once approved, the planned material Purchase Request will be created and
routed to applicable buyer(s).

Processing Multi-Buyer Purchase Requisitions

Purchase Requisition to Purchase Order
1. Loginto Maximo (or return to Maximo Start Center).
2. View “Purchase Requisitions Awaiting my Approval” portlet.
3. Sort or filter the Purchase Requisitions Awaiting my Approval portlet list if necessary and click
on the PR number to open the record.

30 - First Line Supervisors Support Service Purchasing Support Service Purchasing Supervisor

g Update Sta
( A 7
| Favorite Applications V=D | Bulletin Board | 7 Fiter > &
Create Service Request Subject Message Post Date Expiration Date Viewed
Work Order Tracking (Nuc)
There are currently no bulletin board messages to view.
Service Requests
( ) § ——
| Service Requests Assigned toMe © 7 Fiter > O © @
| Quick Insert = b
B - | Service Request Summary Request Type Status Status Date Reported Priori
% New Requisition [
+h, New Service Request 1409 fix the sink WR INPROG 5727115 9:42 AM 4
S 1419 test for micah WR INPROG SI27115 9:54 AM 1
1
q Purchase Requisitions Awaiting MyAwrovS) 7 Fiter > @, ¢ )
PR D Reguested By Status Status Date Reguested Date
1094 test JKH D98624 APPR2PROC 5/18/15 3:06 PM 5/18/15 3:06 PM
1133 Blaine Ipson Material D17309 APPR2PROC 5121715 9:57 AM §/20/15 9:08 AM
1137 phil finlinson material D24083 APPR2PROC 5/21/15 9:56 AM 5/20/15 9:10 AM
1156 Mike Steele - Something in this box.... D10188 APPR2PROC 5/21/15 9:55 AM 52115 9:27 AM

4. View the PR Lines list and filter if necessary, for the PR Lines that are yours (as the Buyer).



] ~ [ Fing: L, v [Select Action ~ T B F @ W er 3@“-@’@54}5
List | PR PR Lines Ship To / Bill To Specifications A
PR/1552 VARIOUS PARTS FOR GENERATOR STATION 1 & Status: WAPPR Waiting on Approval
PRLines | ZFiter > O : 1-10f1
= ;‘VuL mmisi_uyljii _ i Priority "Descm' tion m Order un i
= Em__> x ‘ Q|
< 2 221 » 021316 (L Micah Chase SPRING, EMG-TRIP LEVER B 100 EA @
Line tem
S 2 Attachments [7
Line Type: tem | Manufacturer: »
* tem: 221 % | SPRING, EMG-TRIP LEVER &) R

5. With the list filtered to contain only the PR Lines for the Purchase Order (PO), Route Workflow
using the “Route Workflow” Button

6. From the Workflow menu select “Create PO”
option.

PRI CEIOE

() Waiting On LA Approval
(O Request For Quote

€ PR to the Department Head for Re-Approval
O Send to the PR Reguestor for more information.

Memo:
[ ok | [ cancel |
7. Change the description if necessary and Click “Autonumber” button on the Create PO
window. Note the PO number if you wish to access the record immediately through the PO
application.
Create PO

0 Enter a purchase order number or generate one by clicking Autonumber. Click OK to

salelthe purchase order.
@ Blaine Ipson Material

[ ok | [ cance |

8. The PR remains available to the other Buyers until each routes workflow for PR closure via any
of the PR workflow actions (below).

() Waiting On LA Approval
(O Request For Quote
(O Create Contract

(O Send the PR to the Department Head for Re-Approval
O Send to the PR Reguestor for more information.

Memo:

[ ok | [ cancel




Purchase Requisition to Request for Quotation
1. Loginto Maximo (or return to Maximo Start Center).
2. View “Purchase Requisitions Awaiting my Approval” portlet.
3. Sort or filter the Purchase Requisitions Awaiting my Approval portlet list if necessary and
click on the PR number to open the record.

30 - First Line Supervisors i Support Service Purchasing H Support Service Purchasing Supervisor
g Update Stal
LmeeAppiuﬁons ﬁﬂxHauneﬁnsoamj ZFiter > Q¢
Create Service Request Subject Message Post Date Expiration Date Viewed
‘Work Order Tracking (Nuc) | [
There are currently no bulletin board messages to view.
Service Requests OESSIEE. o -
i [ServioeRequesLsAssignedtoue{ Zriter > Q: @
L(Mck!nsert EJ P - - e - e
— — Service Request Summary Reguest Type Status Status Date Reported Priority
!‘..' New Requisition | ‘ I \ | [
2 New Service Request 1409 fix the sink WR INPROG S/27/15 9:42 AM 4
I“’& 1419 test for micah WR INPROG 5727115 9:54 AM 1
1
@rchase Requisitions Awaiting My Approval_>¥ fiter > C @ {1
PR ipti Requested By Status Status Date Requested Date
i \ \ \ \
1094 test JKH D98624 APPR2PROC 5/18/15 3:06 PM 5/18/15 3:06 PM
1133 Blaine Ipson Material D17309 APPR2PROC 5121715 9:57 AM §/20/15 9:08 AM
1137 phil finlinson material D24083 APPR2PROC §/21/15 9:56 AM §/20/15 9:10 AM
1156 Mike Steele - Something in this box.... D10188 APPR2PROC §/21/15 9:55 AM §/21/15 9:27 AM

4. View the PR Lines and filter as necessary so the list contains only the PR Lines for the
Purchase Order (PO), Route Workflow using the “Route Workflow” Button

T ~Find:| L+ [Sekect Action TR @ e A B e e
—— = i T 1
| List H PR | PRLines | shipTo/BilTo | Specifications |
PR: 1552 VARIOUS PARTS FOR GENERATOR STATION 1 & Status: WAPPR Watting on Approval
‘ PRLines | ZFiter > O : i 1-10f1
Line + tem Buver Name Priority Description Quantity Order Unit
> 3 | al
7 @21 7> D21316 ("L Micah Chase SPRING, EMG-TRIP LEVER = 1.00 EA a
Line tem
*iie 2 Attachments (7>
g | =
Line Type:|tem s Manufacturer: »
* ftem: 221 »> SPRING, EMG-TRIP LEVER B A

5. From the Workflow menu select “Request for Quote” option.

() Waiting On LA Approval

() Create Contract

() Create PO

O Send the PR to the Department Head for Re-Approval
() Send to the PR Requestor for more information.

Memo: First Time Paving Service| x|

[ ok | [ cancel




6. The PR Lines have been automatically added to the list of available PR Lines for an RFQ.
7. Go to the Request for Quotations Application in Purchasing

ministration
Condition Reports (Nuc) »
@ Contracts »
Q Inventory 3
Purchasing » Purchase Requisitions (Nuc)
@ Self Service » Purchase Orders (Nuc)
é Service Desk » Invoices
E Work Orders 3 Request for Quotations (Nuc >
Companies (Nuc)
| = [ Company Master
= Terms and Conditions (Nuc)
IP Checks

8. Give a brief description of the RFQ record, enter a value for the Buyer field and any
optional fields as applicable.

"Request for Quotations (Nuc)

\ '~ Fing: | () v | select Action

T WHEL @R e SRR DA S

] e Qv sekctacton FHE e v L SRAREE S

ust | RFa | RFalines | Vendors | Quotations | Terms and Condtions | Specifications |

#rre[[fl x| Micah Chase RFQ for Burner 1 tems 8 Status: INPRG
RFQLines | P Fiter > © ¢ i 0-00f0 3 Dovinlosd ;. o
Line « tem Description Storeroom Quantity Order Unit Conversion Factor Work Order

..No rows to dispiay..

Select Spare Farts | [ NewRow

9. Use Select Action menu to select “Copy PR Line Items to RFQ”, use checkbox to select
desired PR Lines and click OK.

- Copy PR Line Items to RFQ
Select Action) v : .
Workflow ¥ PRLines: D Fiter > G G 1-150r19 % e
as
‘f Change Status IR+ Buver Company fem Description ‘Storeroor Work Ordet Priority Quantity Requested By Required Date Copy to CY
% - 1042 D1381054 .338 LAPUA MAG 110BA SAVAGE 1071 P 2.00 D15057 51815
View History E % -
[] 1042 > D2131654 1321 WRENCH, SPANNER 1.00 MAXADMIN {m}
Copy PR Line ftems to RFQ <@ o v RUCK 1086 1 100 070371 s;sMs [
i HAMMER NO MODIFIER, HANDLE LG 17 IN,
Add/Delete Technical Terms s et ittt
A - 0 1194 » ‘T285 HEAD MTL COMPOSITE, HEAD WEIGHT 5 LB, 1100 1.00 D13810 512715 m
Unit of Measure and Conversion » MEG R, STAMLEX MEG PARTNO: 57550,
TYPE DEAD BLOW
Attachment Library/Folders » 0 1207 3 D21316 ﬁ;ﬁ@*ggmm;&" SCENTEL 1011 1.00 D98624 611S =
DUD"CBtE RFQ ] 1414 » D21316 'CREATE TEMPLATE TEST - JKH 1028 1.00 D98624 81715 {m}
[J 1460 > D38078 THING 3 1057 1.00 D21316 6120115 (m]
Add to Bookmarks
[] 1480 > D42266 THING 4 1057 1.00 D21316 6129115 {m]
Run Reports PULVERIZER MOTOR, PER THE ATTACHED
[ 1464 » D21316 SPECFICATIONS 1418 4 2.00 D98624 11516 =
Cognos Reporting il el PULVERIZER WOTOR, PER THE ATTACHED s Al e -

10. Use the Vendor Tab of the RFQ to select a value for the Vendor Field.



[ '~ Find: | Q v sel
‘{7 st | Rrra | RFQLh%@M RFQVendors | | Fiter > | i 4-toft
RFQ: 1011 Micah Chase RFQ for Burner 1 fte Vendor Description Contact
) V5 7 Baugh's Auto Parts B
| RFQVendors [ Fiter > @ ol =
o sk 77 | Baugh's Auto Parts B
7 »
Details
* Vendor: @

11. Insert New Row and select as many vendors as necessary for the RFQ. Route Workflow
for the RFQ using the Route Workflow button.

RFQVendors : [» Fiter >  : 4% 1  1-20f2
Vendor Description
B s »> Baugh's Auto Parts

% Bradshaw Auto Parts

12. Route Workflow for the RFQ record using the Route Workflow button 4%

SRR =A%

\ ] Fines| Q -~ Er=EEm FHE £ i@ %

r r | |
‘ List H RFQ h RFQ Lines “ Vendors ” Quotations ‘\ Terms and Conditions “ Specifications ‘

RFQ: 1011 Micah Chase RFQ for Burner 1 ftems. L:V‘ @NT)
c]

RFQVendors = [ Fiter > @ $: 1-2012
Vendor Description Contact E-mail Phone Fax
P s 7> Baugh's Auto Parts = Q
b 62 »» Bradshaw Auto Parts =4 @
Create PO | I Create Contract | E

Purchase Requisition to Contract
1. Loginto Maximo (or return to Maximo Start Center).
2. View “Purchase Requisitions Awaiting my Approval” portlet.
3. Sort or filter the Purchase Requisitions Awaiting my Approval portlet list if necessary and click
on the PR number to open the record.



- —— e
30 - First Line Supervisors | Support Service Purchasing H Support Service Purchasing Supervisor 3
g Update Stal
[Favomenppicaﬁons 0=x”auneﬁnsmmgvraw > @t
Create Service Request Subject Message Post Date Expiration Date Viewed
‘Work Order Tracking (Nuc) | ‘ |
There are currently no bulletin board messages to view.
Service Requests S -
[Sewicenememusignedtoueé Priter > Q@
‘ Quick Insert = \ S
Service Reguest Summary Request Type Status Status Date Reported Priority
!.’ New Requisition | ‘ [ [ [
|
7 New Service Request 1409 fix the sink WR INPROG 5/27/15 9:42 AM 4
B G || 1419 test for micah WR INPROG 5/27/15 9:54 AM 1
1
Purchase Requisitions Awaiting My Approval - 9‘%{ NG 8
PR :SCTIpUO! Reguested By Status Status Date Reguested Date
\ \ \ \ \
1094 test JKH D98624 APPR2PROC §/18/15 3:06 PM §/18/15 3:06 PM
1133 Blaine Ipson Material D17309 APPR2PROC 5121115 9:57 AM §/20/15 9:09 AM
1137 phil finlinson material D24083 APPR2PROC 5121115 9:56 AM §/20/15 9:10 AM
1156 Mike Steele - ing in this box.... D10188 APPR2PROC 5/21/15 9:55 AM §/21/15 9:27 AM

4. Open the PR record that you want to create a Contract from.
5. Filter the PR Lines to contain only the lines that need to be part of the Contract

] 1 1 T T
‘ List H PR J| PR Lines I‘ ShipTo/Bil To | Specifications |

PR: 1552 VARIOUS PARTS FOR GENERATOR STATION 1 L,\} Status: WAPPR

Watting on Approval
PRLines | " Fiter > O | - 1-10f1
Line + ftem Buyer Name Priority Description Quantity Order Uni
» RS x

6. With the PR Lines filtered as needed, click on the Route Workflow Button and select “Create
Contract” from the Input menu.

() Waiting On LA Approval
() Request For Quote

iCreate Contract

() Create PO

Memo:

() Send the PR to the Department Head for Re-Approval
(©) Send to the PR Requestor for more information.

[ ok | [ cancel

7. Choose Auto Number or manually identify your Contract as procedures dictate.

Create Contract

0 Enter a contract number or generate one by clicking Autonumber. Click OK to create the contract.

Contract:| El
# Contract Type: Purchase ContTi

LADWP Training - Purchase a New Dozer

C Autonumber __D[ ok | [ cancel |

8. Go to the Purchase Contract Application in Contracts




G Reports Staﬁ;;emer Profile  Sign Out  Help =

Administration 13

=
g

@@ Condition Reports (Nuc) ¥

@ coen

I’ Inventory » Lease/Rental Contracts
v Purchasing b Labor Rate Contracts

£ selfservice N Master Contracts

é Service Desk 13 Warranty Contracts

" Work Orders » Terms and Conditions (Nuc)

9. Open the Purchase Contract Record and enter Select type of contract.

10. Enter/Select all applicable information on the Contract Tab.

Contract: 1010 |LADWP Training - Purchase a New Dozer |8 *Type: PURCHASE | @
Revision:| g | =

Master Contract, | % StartDate: 717115 | (&)
Vendor Reference #: 12468ASD | End Date: ]
Buyer: D21316 5> |Micah Chase = RenewalDate: | [2) Maxim|
Company:[16 > [Holis And Company | Email Sent?] |
Address: C/O Tusco Inc | Freight Terms: 1
Ciy: Price ] FOB Point: DESTNATION |
State/Province: UT | shpvia:1 | @
ZPIPostal Code: 84501 | PaymentTerms:5
Contact: Ryan Hansen & Pay Tax to Vendor?[v/
Contact Emait torown@edatal.com | Inspection Required?[ |
Prone |
Customer#: |

11. On the Properties Tab select applicable contract properties.

10



#Type: PURCHASE = @

Status: DRAFT
Total Cost500,000.00]

Requires PO?[V

Create Release?

Can Exceed Amount?[
Payment Schedule?
Add Lines on Use?[

Maintain Hierarchy?

Acceptance Pemdi
Acceptance Loss?[/
Shipping Loss?[ |

[ R R R

Vendor Termination Allowed?v
Vendor Notification Period:
Customer Termination Allowed?[v

‘Customer Notification Period:

Contract: 1010 |LADWP Training - Purchase a New Dozer

Revision:| o |

12. On the Contract Lines Tab, view and edit lines from the PR as needed.

#Type: PURCHASE | O

Status DRAFT. |
Total Cost:|500,000.00

*Entered By: D21316

* Entered Date: 7117/15 10:27 Al

Remark !.""

DeiveryTme:

AALL PIPE FITTINGS AND PIPE MUST CONFORM
TO APPLICABLE ASTM/ANSI SPECIFICATIONS
/AND BE OF DOMESTIC

PLEASE ACKNOWLEDGE THIS PURCHASE ORDER
IN WRITING TO BUYER

PLEASE SHOW IPSC PART NUMBER ON PACKING
SLIP INVOICE AND MATERIAL SHIPPED.
ADVISE BUYER IF

IPSC WILL BE RESPONSIBLE FOR INCOMING
FREIGHT CHARGES

IPSC WILL NOT BE RESPONSIBLE FOR INBOUND
FREIGHT CHARGES WITHOUT PRIOR
NOTIFICATION AND AGREEMENT

PLEASE FURNISH A RECEIPT FOR ANY EXPENSE
THAT EXCEEDS TWENTY-FIVE ($25) DOLLARS,
INCLUDING AIRLINE

THE VENDOR HAS BEEN INSTRUCTED TO ISSUE
/A CREDIT MEMO THAT MAY BE USED TO COVER
THE COST OF THIS

ALL NYLON SLINGS WILL BE MARKED WITH A
'SEWN ON LEATHER TAG WITH HOT BRAND
'MARKINGS. WIRE SLINGS

14. Review Draft Purchase Contract and edit as needed
15. Change Purchase Contract Status as applicable

11



Change Status

‘LADWP Tral;ng- Purchase a New Dozer J =

< * New Status: =)

* Status Date:|:

Memo:

Approved

Canceled
Closed
Watting on Approval

12



