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MAXIMO PURCHASE CONTRACTS

Overview

The purpose of this document is to define the steps required and usage of the Purchase
Contracts application in Maximo to manage work performed at IPSC by outside contractors on a
time and material basis. The Purchase Contract application manages an authorized monetary
amount for a contractor's labor, materials, and rentals to perform work.

The required steps outlined in this document are primarily directed to standard services which
are large dollar or require multiple payments relating to multiple WOs and need the additional
tracking capabilities.

Standard Services are unigue in the fact that there are no expected materials to be received at
the shipping dock which must be matched to a PO.

A standard service PR in Maximo, with its historical record of approval, is used to establish a
Maximo Purchase Contract. This contract will manage a defined maximum dollar amount to be
expended with a particular vendor in the performance of the services. These contracts can
secondarily define a maximum amount that can be spent on any one Contract PO during the
contract life.

Note: Many services performed by outside agencies can be completed with a PO ONLY,
which is a binding contractual document. Use a stand-alone PO whenever possible. A
formal written signed contract can be attached to a PO. (Purchasing can assist in determining
if the contract application or PO should be used.)

A PO which references a written contract, will clearly be identified in the PO
header description indicating a brief work scope overview and the words
“contract attached.” Example: Limestone Fines — Contract Attached.”

To maintain consistency and clarity, the PO line description will indicate the
following: Reference approved and attached contract no. ####.

CAUTION! The Purchase Contract will not automatically be associated to PR or POs that
originate from Desktop Requisitions (DR) or manually created PRs. ALL contract related
PRs must generate from the WO Plans tab and linked via a Standard Service item line on
the Services tab.
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Collaborative Discussion (Requestor and Buyer)

When a new contract is required, the Requestor must first review the contract process with
purchasing. (Reference Appendix Contract Tracking Sheets — Requestor (Appendix 1) and

Buyer (Appendix 2).
The Purchase Contract process requires three elements (standard service item, commodity

code, and purchase contract) properly numbered and linked through a WO to provide the
functionality and cost controls expected.

1.

The Buyer creates the standard service item, commodity code, and purchase contract at the
same time to allow numbering uniformity across all three elements. It is very important that
there is only one matching standard service item related to each purchase contract. The
purchase contract at this point in the process will just be in DRAFT status until an approved
standard service type PR is received to apply authorized money to a contractline.

The Buyer will complete the steps referenced in the Purchase Requisition Preparation
(Page 3) section.

The Buyer will notify the Requestor of the specification number to be added to the
contract specification document. This number is the same number created for the service
item, commodity code, and purchase contract.

The Requestor will obtain and create/revise the specifications required for the contract. The
complete contract specification and bidders list documents can be found on the S drive in
the Contract Documents folder.

The Requestor will discuss/review all insurance requirements with the Risk Analyst.

The Requestor and Buyer will review the specification to ensure that the specification
is complete and all HIGHLIGHTED yellow references are complete.

A designated Clerk will format the contract and review for proofing and grammatical errors.

NOTE: The Requestor will route the contract specification according to the
requesting department’s approval process prior to entering the PR.

Once the Buyer and Requestor agree that the specification document is complete and
correct, the Requestor will save the document in PDF format.

The Requestor will now complete the steps outlined in the Create a Standard Service
Purchase Requisition (Page 7) section.
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Purchase Requisition Preparation (Buyer)

The Buyer will complete the following steps to create the standard service item, commodity
code, and purchase contract.

Create a New Purchase Contract
To create a new purchase contract, the Buyer will complete the following steps.

1. Navigate to the Purchase Contracts application (Home > Contracts > Purchase Contracts).
Click on the “New Purchase Contract” icon on the tool bar or the “New Purchase Contract”
option under the Common Actions menu on the left sidebar to create a new Purchase
Contract. Maximo will suggest the next available number.

Q,@ EEE

e CL Advanced Search :w B Save Query :w u EBookmarks
| Go To Applications Contracts = Fiter > @, E"*; D-0of 0
D' | Available Queries Confract = Revision Description Status
All Bookmarks To find records, use the filter fields and then pre
For more search opfions, use the Advanced Sea
contracts To enfer a new record, select the Insert icon in 1

%7 Commen 1
< @ Mew Purchase Contract
b,

The new contract number suggested will be used when creating the related service item and
commodity code. (1104 in the example below.)

2. Enter a brief description of the contract. Buyers: To maintain consistency, the description
listed for the contract should also be the same description listed for the commodity code and
service item. The description should be as descriptive as possible for clarity for all approvers

[QEEREd Contract | ContractLines | Terms and Conditions || Log
M" Type: Status:
< 1104 [Biant Site Securi] V)& |purchase | @ DraFT
an\ Attachments
o = &
Details = Dates B Costs
Master Contract: Start Date: Currency:
» 8/22/17 iz UsD =
Vendor Reference #: End Date: Maximum Amount:
Buyer: Renewal Date: Maximum Release A
oS =l ]

3. Save the Purchase Contract record in DRAFT status and await the approved PR to
continue. (All other fields in the contract application will be completed in the final steps of the
process.)
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Create a New Commodity Code
To create a new commaodity code, the Buyer will complete the following steps.

1. Navigate to the Service Items application (Home > Inventory > Service Items). Under the
More Actions menu on the left sidebar choose “Add/Modify Commodity Codes”.

ft = Serviceltems

| Advanced Semch » [ Suve Quesy|
| e T Appiieations Services ' Ener =
(1] avamspie Quenies

28 Bonkmarks

f§7? Comenon Actinns

2. Ensure the IPP Commodity Group is selected in the top half of the dialog box. In the bottom
half of the dialog box under the Commaodity Codes for Commaodity Group IPP section, click
on New Row. In the Commodity Code field, enter the new record as “C” and the contract
number. (Example: C1104) Enter the description of the contract. Enter the appropriate
Buyer and click OK to create the new commodity code.

Add/Modify Commodity Codes / IPP Group
. Selected
Commodity Groups P Fiter $ 1-5 off
y
Commeodity Group Description 7 Service?
|} PP GENERAL SERVICES 4 i
U}
=] £
[P PERDEM PER DIEM 5 v 1
: TION = =
|} INSPECTION INSPECTION FEE = v :"’
" 5 &=
|} BULK MATEI BULK MATERIAL PER PAI 30 = v )
GEN 5 ) =
|> EN SVCS ANNUAL GENERAL SERVICES = v 3
New Row
Commodity Codes for Commodity Group IPP P Fiter > 4

Note: Entering a “C” and the contract number is for easy

c ity Code Desription . i . .
5 = recognition that this commodity code is related to a
4 EAOQ 1
purchase contract.
B o3 Fitters Ol Air. Auto Misc =
b o7 Gaskels = P H H iAt H
To maintain consistency, the description listed for the
B o3 Lens. Pilot L =

commodity code should also be the same description
listed on the contract. The description should be as
descriptive as possible for clarity for all approvers.

W C1104 Plant SMle Security

i

Details

ommaodity Code:
Service?
v
Buyer

D38079 @), Christi Palmer

IPlant Site Security




MAXIMO PURCHASE CONTRACTS

Create a New Service Item

To create a new service item, the Buyer will complete the following

1. While still in the Service Items application, click the “New Service Item” icon on the tool bar
or the “New Service Item” option under Common Actions menu on the left sidebar to create

a new Service Item.
#H

Service ltems

| Go To Applications
] available Queries
All Records
All Bookmarks
&/ Common Actions
J MNew Service ltem
5
((J& Create KPI

@ Create Report

3/ More Actions

L
(:.{\_ Advanced Search|: w Q Save Query i w H Bod
Services ¥ fiter > O =

Sernvice ltem Description

i ]

To find records, use the filter fields and|
For more search opticns, use the Advan|
To enter a new record, select the Insert

2.

C1104) Enter the description of the contract.

In the Service Item field, enter the record as “C” and the contract number. (Example:

In the Commodity Code field, enter the number or use the lookup to select the new
commodity code. (Example: C1104)

3. Select the NEW ROW option. Buyers: To maintain consistency, the description listed for the
contract should also be the same description listed for the commodity code and service item.
The description should be as descriptive as possible for clarity for all approvers.

0 To Applications e

wvailable Queries
ecords
okmarks

ommon Actions

New Service ltem T Sosmpe?

Save Service [tem
Clear Changes

Change Status

Commadity Code:

Item Set:
IPITEM

Status:
PENDING

Prorate?

Inspection Required?

Receipt Tolerance %

ca item/Qraanization Datails

Vendors | Fiter 0-00of0 =
Create Report
Vendor Catalog # Last Price Last Order Date Order Unit
lore Actions
There are no rows lo display
Status history
New Row




MAXIMO PURCHASE CONTRACTS

4. Inthe Last Price field, enter an amount of $1.00 and the Order Unit of “EA.” This will auto-
populate the information when the WO and PR are created.

Service ltem: Item Set: Attachmg
» (5 IPITEM &
Commodity Group: Stafus:
PENDING
Commodity Code Prorate®
Tax Exempt? Inspection Required?
Receipt Tolerance %:
Vendors B Fiter R R | 4 =
Vendor Catalog # Last Price Last Order Daie Order Unit
v » U)
Details
Vendor:
Calalog # Last Order Daie:
Promized Lead Time (Days): (8]
0 ~
Currency:
Tax Code:
Tax Exempt?
Default Vendor?

5. Click Save. Select “Change Status” under Common Actions in the left side sidebar and set
the Service Item to an ACTIVE status making it available for use.

— S0 TU APPICETOIS

U Available Queries

All Records

All Bookmarks
47 Common Actions
J New Service ltem

Save Service ltem

_@2 Clear Changes

'.‘-:;LJ Change Status
eport

7 More Actions
View Status history

Semvice ltem/Organization Details

Change Status

Item:
g Ciio4

1 Status:
4 PENDING

7 Mema:

PLANT SITE SECURITY

Pending

9 Roll Mew Siatus to Organizations?

OK Cancel

=

6. Return to step number 2 in the Collaborative Discussion (Page 2) section.
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Create a Standard Service Purchase Requisition (Requestor)

Create a Work Order

A WO is required to establish a contract. An existing WO which has the proper GL account can
be used or a new WO can be created for separation and clarity. The PR associated to the WO
number to establish a contract will not have an actual charge against the WO. This PR is an
"estimated cost" and for authorization to create a contract. The actual charges will be charged
later in the process with a contract PO. All of the various steps to create a WO will not be listed
in this procedure.

If a new WO is created, particular attention should be given to the following notes.

Failure Reporting | Specficaions

Work Type field should be
CW representing “Contractor
Work.”

s | Safety PlanJSA | Log | Data Sheat

Description field should
use wording such as
“tracking WO —C Contract
1075 Plant Site Security.”

% TABFLTR CMPT 1C12

% FABFLTR CHPT 1012

Location field should
reference the correct root
cost center corresponding
to the allocated budget.

Outside services work should be charged

to a 503 GL Account extensions based on
the root cost center of the WO which =
requested the service.

1-1af1 . = o

Enter the contract administrator
(CA). This will allow the CA to

Crew Work Group should control the WO until complete.
Responsibitty reference the crew number - =

assigned to the requestor.

Save the WO. Continue to the Create a Standard Service PR (Page 8) section.
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Create a Standard Service PR

To create a standard services PR, the standard service item will be added on the line of the
"Plans" tab of the WO. The Requestor will complete the following: Select the Plans tab of the
selected WO.

1. Select the Services subtab and select New Row.

2. Ensure the Line Type is Standard Service (not Service).

3. Select the Standard Service Item C1104 previously created by choosing "Select Value" from
the chevron options. (This will create the link to the contract.)

4. In the Justification field, enter note that PR is for establishing Purchase Contract 1104 and

why.

Enter text in the Planner Note field, if desired.

6. Inthe Quantity Field, enter the total estimated monetary amount the contract will be

authorized for.

In the Order Unit field enter SV (Service) or EA (Each).

8. In the Unit Cost field enter $1.00.

o

™~

Labor = Materials =~ Services

Services b Filter 1-10f1
Task Senvice Description Quantity Unit ¢}
7 @, |c1104 » PLANT SITE SECURITY =) 1.00 0

Delails

Task

Quantity Attachmenis

Line Type: Order Unit: Required Date
Standard Service 82317 328 PM Eo)
Service - Unit Cost: Requested By
C1104 22/ PLANT SITE SECURITY = D25895 @, Brandon Smith
: : = e Vendor,
D38079 @, Christi Palmer i3 0.00 »
Justification: Issue To PR
» »
z Sole Vendor? PR Line.

Planner Note:

Sole Vendor Explanation

9. Attach ALL applicable supporting documentation. Reference Attachment Labeling
Document (Appendix 3) to maintain labeling consistency. Each attachment should be a
separate file and in PDF format.

e Coordinating Committee Meeting resolution number (if over 500,000)
e Specifications (entire contract previously reviewed with purchasing)
e Justification memo

e Budgetary Information

e Drawings

o Bidders List

e Sole Source or Source Directed Memo

10. If the WO is still in a WPLAN or WAPPR status then "Route” the workflow to the FirstLine
Supervisor or Planner which will cause the WO to become approved to trigger financials.
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The WO requirement for the service will now be detected and processed in the Direct Reorder
for Services process which occurs at the top of every hour. This process will generate the PR
which will follow normal approval. After complete approval, the PR will route to the Purchasing
Section start center portlets in a status of APPR2PROC.

The fact that the PR line references a Standard Service and the PR description are clues to the
Buyer that this PR relates to a Purchase Contract.

NOTE: For consistency and clarity purposes, ONE parent WO should be created
to establish the contract. Other WOs should be written for any PRs related to the
contract. This should be followed whenever possible.

The Buyer will now complete the steps outlined in the Written Contract Processing (Page 10)
section.
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Written Contract Processing (Buyer)

Upon approval of the approved PR (created to establish the contract), the Buyer will complete
the applicable steps.

The buyer must create a contract folder. All related documentation must be saved to this
directory.

Create a folder in the S\: PURCHASING\MAXIMO CONTRACTS folder. The folder must
be titled the contract number (specification number) and the description.
EXAMPLE: 1104 Plant Site Security

Preparing Request for Quotes

1. Bid packages should be e-mailed when possible.

e The Bid E-mail document will be copied, pasted, and updated.
(Reference Bid E-mail document in Purchasing Contracts Master
folder.)

o Ensure all applicable additional bid information is attached to the e-mail.

If bid packages are mailed, the Buyer will complete the following steps:
o Prepare the cover letter
(Reference Bid Letter in Purchasing Contracts Master folder.)

e Submit entire specifications and any additional bid information to the clerical pool to copy for

each suggested vendor.
o E-mail the clerical supervisor the suggested bidder's addresses and request an over-
night envelope and address for each bidder.

Reviewing the Quotes
1. The Buyer will discuss/review the bids with the Requestor.

2. The Buyer will save ALL bids in PDF format in the S drive in the folder previously
created.

3. The Buyer will complete the Bid Transmittal macro and save the document in the
previously created folder.

4. The Buyer will route the completed Bid Transmittal document, specifications, and a copy of
each bid to the Requestor’s Department Head and COO for signature.
(Reference Bid Transmittal E-mail to Staff document in Purchasing Contract Master folder.)

5. After obtaining signatures, the Buyer will scan the Bid Transmittal document, save in PDF
format, and e-mail the Bid Transmittal document, specifications, and all bids (in PDF
format) to LA for signature.

(Reference Bid Transmittal E-mail to LA document in Purchasing Contract Master folder.)

10
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6. The Buyer will review any changes or requests from vendors and if applicable, submit for
legal review. Any approved changes to the contract will be completed by the assisting clerk.

Submitting and Awarding Contract
Upon completion of LA approval on the Bid Transmittal, the Buyer will complete the
following steps to obtain contract signatures.

Successful Bidders Signature
1. The Buyer will prepare the contract for the successful bidder's signature.

2. The specifications document will be revised to include the contract agreement and bidders
documentation to create the final contract by completing the Contract PDF Revisions procedure.
(Reference: Contract PDF Revisions procedure in Purchasing Contract Master folder.)

o Ensure the bid information is replaced with successful bidder's pages.
¢ Revise the cover sheet.
¢ Insert updated Contract Agreement document.

Contracts should be e-mailed when possible.
o E-mail the completed contract to the successful bidder.
(Reference Signature Required E-mail document in Purchasing Contracts Master folder).

If contracts are mailed, the Buyer will complete the following steps:

o Prepare the cover letter.
(Reference: Signature Required Letter in Purchasing Contracts Master folder).

o E-mail the clerical supervisor the successful bidder's address and request an over-night
envelope and address label.

e Print the final contract for mail.

COO Signature

1. The Buyer will ensure the successful bidder’s signature is incorporated in the contract.
(The signature sheet may need to be replaced with the signature.)

2. E-mail the completed contract to the COO for signature.
(Reference Signature Required E-mail document in Purchasing Contract Master folder —
The e-mail message will be updated with applicable names and information).

LA Signature
1. The Buyer will ensure the COQ'’s signature is incorporated in the contract. (The
signature sheet may need to be replaced with the actual signature.)

2. E-mail the completed contract to LA for signature.
(Reference Signature Required E-mail document in Purchasing Contract Master folder —
The e-mail message will be updated with applicable names and information).

11
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Completing Contract Formalities
The following may be required to complete the contract process.

Rejection notices should be g-mailed when possible.

e The Rejection E-mail will be copied, pasted, and updated.
(Reference Rejection E-mail in Purchasing Contracts Master
folder).

If rejection notices are mailed, the Buyer will complete the following steps:

e Prepare the rejection letter.
(Reference Rejection Letter in Purchasing Contracts Master folder).

o E-mail the clerical supervisor the bidder's addresses and request an over-nightenvelope
and address for each bidder.

The Buyer will return bonds.

Initiating Written Contract
1. The Buyer will complete the following steps to finalize the written contract process.

Contracts should be e-mailed when possible.
o E-mail the completed contract to the successful bidder.
(Reference Approved Contract E-mail in Purchasing Contracts Master folder).

If contracts are mailed, the Buyer will complete the following steps:

e Print completed contract.

o E-mail the clerical supervisor the vendors address and request an over-night envelope
and address label.
(Reference Approved Contract Letter in Purchasing Contracts Master folder).

The Buyer will now complete the steps outlined in the Completing/Approving Contract
(Page 13) section.

12
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Completing/Approving Contract (Buyer)

Upon receipt of all required approval signatures for the written contract, the Buyer will finalize
and approve the Maximo contract.

Add the Standard Service PR to the Contract

To add the standard service PR to the contract, the Buyer will complete the following steps.

1.

Navigate to the Purchase Requisitions application and open the PR created to establish the
Purchase Contract. Alternately, select the PR from the Purchase Requisitions Assigned to
Me portlet on the Buyer’s start center.

Enter the awarded vendor.
Approve the PR.

Navigate to the Purchase Contracts application. Search for and select Purchase Contract
associated and created for the contract. (Example: 1104 Plant Site Security)

Using the More Actions menu on the left sidebar select "Copy PR Lines to Contract" and
select the approved PR from the list presented. The PR will immediately go to a CLOSE
status and PR Line is now the Purchase ContractLine.

NOTE: To reference the PR, select the More Actions menu in the left sidebar and choose
“View PR Line Items”.

Verify Contract Attachments

The Buyer will verify the following documents that may be attached to the contract in PDF
format. Ensure only current versions are attached. Documents must be labeled accurately.

DELETE the original specification (the document attached to the PR.)

¢ Contract ("Final Contract" prepared for and including signatures — all other versions deleted.)

o Justification (Memo)

e Budgetary information (Only the page referencing the approved contractamount)

e Resolution number (If contract is over 500,000 — obtained from Technical Services)
e Drawings

e Bidders List

e Bid Transmittal (only the approved document with all signatures)

e Each bidders quotes

13
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Completing Required Contract Fields

The Buyer will ensure the following contract fields are completed.

1. Inthe detail area of the Contract Lines, select the check boxes for “Change Quantity on
Use” and “Change Price on Use” are both checked. These check boxes allow the
generation of Contract POs to use only a portion of the contract amount.

Cuptty poe Covy

Ortes

Prapenies

Pl Sctetin vander e

On the CONTRACT tab, ensure the following fields are edited correctly. (These are

recommended settings and may not be applicable for all contracts.)

e Select Contract Administrator
e Enter start date and end date of the contract

o Requires PO?: Y
e Create Release?: Y
e Extendable: Y

e Can Exceed Amount?: N

e Add Lines on Use?: Y

e Add Buyer notes (example: 5 year contract with 1 year renewal option)
e Maximum Amount (the APPROVED PR amount)

Master Contract:
»

Vendor Reference #:

Buyer:
D38079

J» Christi Palmer

Currency:
usD

Start Date
M7
End Date.
6/30/24

Maximum Amouni)
10,000,000.00

Maximum Release Amount:

Create Release? Conditions for Extension:

CanErteed Amount?  Extension Period:

Payment Schedule?

Add Lines on Use?

v

Maintain Hierarchy?
|

< Overall Gontract Administral
»
Properties
"
/Retuires PO? Extendable? Acceptance Period:  Vendor Termination Allowed?
v o

Acceptance Loss?
o
Shipping Loss?

Vendor Nofification Period

Customer Termination Allowed?

v

Customer Notification Period:

uyers Notes

3. Save the contract.

14
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Approving Maximo Contract

The Maximo contract is ready to be approved and authorized. The Buyer will complete
the following steps to finalize the contract.

1.

3.

»

In the Purchase Contracts Application, locate the contract (Example: 1104 Plant Site

simultaneously. if required, modify the
o e 3 =

Address

IPPADDRESS

IPPADDRESS

Cancel

OK Cancel

In the Common Actions menu in the left sidebar choose “Change Status” and set the
contract New Status field to Approved (APPR) and click OK. The contract is now ready for

Security). From the More Actions menu on the left sidebar select “Authorize Sites.”
Choose the Intermountain Generating Station site IGS and click OK.
1 T T
Authorize Sites Select Sites
Q ol Compamy na B o] Sites | e s -
Sites I Eiter > Description
Mendor Site Organization
_A There art
[ MATURAL GAS UNITS 3 & 4
A
N
E 0K
i
use at the authorized site and be associated to Contract POs for expenditures.
H Change Status
_E Contract:
[l 1104 Plant Site Security - Test for Procedure =
1 Revision:
1]
Status:
DRAFT Draft
Mew Status:
\
L 3 Date:
B/25/17 10:28 AM %
L Memao:
oK Cancel
The Buyer will send Accounting Clerks and Requestor an e-mail indicating the
contract number, vendor name, contract amount, and contract administrator.

The Buyer will send the Maximo Analyst an e-mail indicating the contract administrator.
This is to verify that the contract administrator is included in the Maximo group to receive
the monthly contract report.

The Requestor will now complete the steps outlined in the Expending Contract Funds
(Page 16) section.

15
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Expending Contract Funds

To expend money to an existing approved contract, the Requestor will complete the steps
SIMILARLY referenced in the Create a Standard Service Purchase Requisition (Requestor)
(Page 7) section.

1. The Requestor will create a new STANDARD SERVICE PR by choosing the standard service
item related to the contract number (C1104).

NOTE: The justification field on the new PR should clearly identify the purpose of the PR.
(Example: HAVC Contract — 2017 Projects)

2. The Buyer will receive the approved PR and will complete the following steps.
A. Navigate to the Purchase Requisitions application and open the PR. Alternately, select
the PR from the Purchase Requisitions Assigned to Me portlet on the Buyer’s start
center.

B. Approve the PR.

C. Create PO. (The Buyer will follow standard PO processing procedures to complete the
PO for approval.)

16
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View Release Costs

To view all charges related to a contract or to view the remaining balance available complete

the following steps.

1. Select Contracts on the left side bar from the Home Page and then select Purchase Contracts.

2. Search for and open the appropriate Purchase Contract. (View the current approvedrevision.)

3. From the More Actions menu on the left sidebar, select “View Release Costs”.

- More Actions

View History

Copy PR Lines to Contract
Copy PO Lines to Contract

Create RFQ

Create Release PO

View Release Costs

View RFQ Line ltems

View PR Line ltems

View Invoice Lines

4. The View Release Cost table shows applicable monetary values relating to the contract.
Refer to the table listed below for an explanation of each value.

Field Label

Explanation

Total Contract Amount

The maximum authorized amount for all Contact POs which can
be charged against the contract.

Number of Uncommitted
Contract POs

Uncommitted contract POs in WAPPR (waiting approval) status.

Number of Committed
Contract POs

Committed contract POs in APPR (Approved) or CLOSED status.

Uncommitted Cost

The total cost of all Contract POs in a status of WAPPR.

Committed Cost

The sum of all Contract POs in the status APPR (Amounts on
order, the amounts received, and the invoice variances.)

Amount on Order

The sum of all APPR status Contract PO lines that have not been
received.

Amount Received

The total cost of received Contract PO line receipts from all
Contract POs that have not been cancelled.

Contract Available
Balance

The sum of the Total Cost of the Purchase Contract POs minus the
Committed Cost.

Invoice Variance

The sum of all material receipt transactions and service receipt
transactions invoice records for all receipt lines from Contract POs
not in a status of CANCEL for this contract.
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Status of Approved Purchase Contracts Report

A Status of Approved Purchase Contracts report references all monetary details related to a
contract. This report lists all approved contracts. To view this report, complete the following
steps.

1. From the More Actions menu on the left sidebar, select “Run Reports”.

2. Click “IP Status of Purchase Contracts” and press “Submit” button. (Sample shown
below.)

Reports and Schedules

Reports | Schedules

¥ Eiter > O 4 1-40f4 4 =

Description =

Coniract List
IP Status of Purchase Contracts
Purchase Contract Details

Purchase Contract Print Mo Costs

Create Report Cancel

NOTE: The “IP Status of Approved Purchase Contracts” report is sent monthly to Staff and
Contract Administrators. This report is intended to be beneficial for Contract Administrators
to review contracts and complete any necessary action.

IPSC
ntermountaln Fower Service Corporation

Status of Approved Purchase Contracts

{excluding Blanket & Pricing Contracts)

Sepiember 18, 2017

Amount Contract % Contract % Contract Remaining

Total Contract Committed On Awvailable Available Contract Contract Duration PO Payable
Amount Balance Balance Start Date te  Remaining Amount

{See Mode 1) [See Mode 2 [See Mole 3) [See Male 4) [See Mode §) (S £ G} (SeeNole7)  (See Moted)
1002 REPAIR & REHABILITATION OF SCRUBBER MODULES §,080,708.13 285063310 322107494 52.97% B30M5 123116 0.00% B31,042.04
Vendor: APF Industrial
Buyear: Les Lovell

Contract Administrator: Andrew Dutson
MANAGEMENT, JANITORIAL, AND GROUNDS LABOR

1005 SERVICES - SHIELDS CLEANING (MANUAL RELEASE 2421,02814 227214704 149,781.10 6.18% 1114 a9 IT.84% 362,386 44
POS)
Vendor: Ehields Cleaning Inc
Buyer: Chrisfi Palmer
Contract Administrator: Scoft Robison
1006 FIRE SYSTEMS REPLACEMENT 5,490,894 81 3,620,982 28 1,869 912.53 34.05% 51514 548 15.55% 781,187.15
Vendor: Alarm Control Systems Inc
Buyer: Chrisfi Palmer
Contract Administrator: Brent Smith
1003 SUPPLEMENTAL MAINTENANCE SERVICES 25,482,008.00 11,143,884.35 15338,123.65 57.92% 1£2815 1U2T19 33.90% 27211844
Vendor: APF Industrial
Buyer: Les Lovell
Contract Administrator: Drean Wood
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Adding Funds to an Existing Contract or Purchase Orders

To add additional funds for expenditure to the contract, the Requestor will create a PR to
be added to the contract.

If the contract total maximum limit has been reached and additional funds are still required, the
Requestor will create a PR to add funds to the related contract and a PR to add funds to an
existing Contract PO gr a new PO.

Increasing a Purchase Contract

To add money to an existing approved contract, the Requestor will complete the steps
referenced in the Create a Standard Service Purchase Requisition (Requestor) (Page 7)
section.

1. The Requestor will create a new STANDARD SERVICE type PR referencing the contract.

NOTE: The justification field on the new PR should be clear that the purpose of the PR is to
increase an existing Purchase Contract.

All Contract lines must be a Standard Service PR type only.

2.  The Buyer will revise the contract and copy the PR to the contract.

NOTE: The Buyer must increase the “maximum amount and maximum release” fields with
the total of the approved PR amount and the existing approved amount.

3. The Buyer will approve the contract.

Once the contract has been approved, the Requestor can create a new standard service PR for the

expenditure of funds.

Increasing a Contract Purchase Order

To add money to an existing approved Contract PO the Requestor will complete the steps
referenced in the Create a Standard Service Purchase Requisition (Requestor) (Page 7)
section.

1. The Requestor will create a new SERVICE type PR referencing the contract.

NOTE: The justification field on the new PR should be clear that the purpose of the PR is to
increase an existing Contract PO.

PO can only reference a single Standard Service. This is the tie to the contract.

will still decrement from the Purchase Contract amount and are recorded as a variance.

Buyer Note: When revising a contract PO, select the “Bypass Contract Revision on PO
Approval?” check box on the PO tab, if there has been a revision to the contract.

A Standard Service type PR will be line one on an existing approved Contract PO. A Contract

Additional Contract PO lines must be a Service type PR only. Subsequent Contract PO lines,

2. The Buyer will revise the referenced Contract Purchase Order and add the service PR
line to the PO. The Buyer will approve the Contract Purchase Order.
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Invoicing Contract Purchase Orders

The Vendor’s invoice is received and follows standard invoice procedure for payment. Approval
of the invoice will automatically complete the receipt into the system and apply the actual costs to
the associated WO, PO, and Purchase Contract. The steps to enter and approve the invoice are

outlined as follows.

ﬁ Invoices

1 Go To Applications
U Available Queries

All Records

All Bookmarks 0000 8632 STAYWELL PLUS 1673
ALL INVOICE
e} 8352 Tech. Services 2422
PENDING FILE
10002 8616 Sisywall Flus 202¢
All Invoices
003 f352 Converter Station £.7.18
0005 0826 PO E5TZ Mtland
10007 854 ANDREW DUTSON 1870

1. Log into Maximo and navigate to the Invoices Application in the Purchasing Module.
Suppart Service Accounting | Maxime KPI
* @ ) Bulletin Board b s
-I;- R | ' There are currently no bulletin board messages to view.
_\ Ans ]
JJ Aszets L3
|':|j——| Building Information Models » FE]VDI’ite Applicalions
I Condition Reports 1 Si'- on
J Contract [ @
F Checks
i Financial
tem Master
% Lxetoey ' Purchzse Orders
IP Applications [3 Recsiving
;| 3 Service Requests
j- Self Sarvice Wiew Requisition
2.  Select the New Invoice icon.

E L @ g
= "-.!L Advanced Search | W D Save Query | w H Sockmarks
i . ™ S I 1 =0
Invoices ¥ Eiter » CL = . 4 1 - 20 of
Invoice Pay Reqguest Check # Description

|
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Enter a Description for the invoice. (preferably in the suggested format)

A+ HEL DS

- nvoice || Invoice Lines = Terms and Conditions |~ Specifications
Il‘l ¥pe

Enter the applicable Payment Type for the invoice. (invoice, service, or CCTS)

| Go To Applicat
| Go Te Applications Invgice:

20071

PO XOOXVENDOR NAME

G Available Queries

Fay Request
All Records

Using the chevrons next to the PO, go to the Purchase Order app to ensure the Contract

Administrator field is populated with the name of the person responsible for payment
approval. Use the return button (top right corner) to return to the Invoice app.

28 “Fo || FoLines | St To/BETe || Torms and Condions | Spec

Details = Dates

CCTS Invoice Type

An invoice type entered as "CCTS” will trigger the workflow routing to go from
the Accounts Payable Clerk to the Associate Technical Analyst for QA review of
supporting WorkTech documentation. The Associate Technical Analyst will then
workflow the invoice, which will route to the Contract Administrator for approval
and ultimately directly to the check run, or as a pay request if over $30,000.

Service Invoice Type

An invoice type entered as “Service" will trigger the workflow routing to go from
the Accounts Payable Clerk to the Contract Administrator for review/approval of
the invoice.
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For both “CCTS” and “Service” type invoices, enter the PO Number (this will populate
information from the PO), Invoice Number, Invoice Date (date on vendor invoice), and Due
Date (date payment will be issued).

waice Details = PO Detai

On the Invoice Lines tab, select the Copy PO Lines button. The dialog window displayed
will show all of the lines listed on the PO with columns referencing both Ordered Quantity
and Uninvoiced Quantity. (Note: Place a check next to “View all lines that are not invoiced”
at the top of the window to isolate only uninvoiced lines.)

a~- FEE  D|nS

4 \n‘.’oics Lines Terms and Conditions Spef

Invoice:

Go To Applications

Available Queries 22971 PO XXHAX-VENDOR MAME
Pay Reguest
Copy PO Lines
< & Viaw sllinas thst sre not inviced
POLines = Malerials |~ Services

PO Lines P Eiter 1-10f1 + =
PO » Line » fem Description Quentity Uninvoiced Queniity Unit Cost  Line Cost Uninvoiced Cost
- MOTOR, TYPE MODUTROL, HP OR KW 25 W, ELECTRICAL RATING 120 V, 0.25 A, MFG TR I
16841 141713 Bapr o) A41368 1000 MEG BY HONEYW o 100.00 0.00 3034200 38,342.0000 0.18

oK Ceancel

Place a check next to the line that correlates to the invoice and click OK.

H Copy PO Lines

&) Vigw slllinas

Wiew all lines thet are not invoiced

PO Llines = Materials | Services

H POLines P mier 1-1of1 + =
PO « Line » ltem Description Quantity Unimvoiced Quantity Unit Cost  Line Cost  Uninvoiced Cost
MOTOR. TYPE MODUTROL, HP OR KW 25 W, ELECTRICAL RATING 120V, 0.25 A, MFG . P -
@41 141713 PART NO. M41258 1008, MFG BY HONEYWELL 00.00 0.00 383.4200 30.342.0000 0.18
oK Cancel
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10.

The system defaults the lines to the remaining uninvoiced quantities and costs. Enter the
line (Quantity, Cost, etc.) to the correct payable amounts, if the invoice is for only partial
amount of the remaining uninvoiced line.

__| Go To Applications
I07] Available Queries

Al Records

A1l Boakmarks

My Invoice Ready fo be Paid
My Pending Invoices

Al Invoices

[IPlinvoices Ready to be Paid

List All Paid Pay Reques

[IP] Pay Request Invoices

[IP] Service Invoices Assigned to me

A~ Wl ||
~ Line Type:
Item -
Item
41713 3 MOTOR, TYPE MODUTROL, HP OR KW 25 W, ELECTRIC
Entered By
D33310 Gena Rowlette

Entered Date
912117 3:24 PM [
Classification

pod

Class Description

[IP] Checks Voided in Wrong Status

‘Quantity and Costs

Tax Code:

View History

| Allocate Services

Change Vendor from PO
Reverse Invoics

View Related Records
Attachment Library/Folders

Duplicate Invoice

SOUTHSALT @
(WACCA PAYREQUESTS -
Tax Code 2
WLADWP PAYREQUESTS -
4
|%* common Actions Issue Unit: Tax Code 3
(#] Mew Invoice 2 =
‘ Conversion Factor: Tax
4 o 110.94
# Clear Changes
e Tax 2
;_4 Change Status 0.00
@ Create Report Line Cost Tax 3
1,573.6700 0.00
.7 Wore Actions !
Loaded Cost
Workflow » 1,684 6100

Prorated Gost
0.00
Contract Reference:

Contract Type

Contract Reference Revision:

=

=

Model:

Category:
STK

Catalog #:

Commeodity Group:
PP @
Commadity Cade:
323999 (S8

Charge To

Storercom:
GSB

Work Order.

Receipt Requirsd?
v

Charge to Store?
Distributed?

Prorated?

Prorate Service?

>

Task

Location

Asset

GL Debit Account

8101-801 @,
GL Credit Account:
8610-860 @,
Site

125 @,

Attach the invoice, ensure that the amount of the Maximo invoice is the same as the vendor
invoice. Select the Workflow button.

| Go To Applications
Available Queries

Il Records

Ll Bookmarks

y Invoice Ready to be Paid
Ity Pending Invoices

Il Invoices

Plinveices Ready to be Paid

P] Service Invoices Assigned to me

@ -d?_( g
Bl  Invoice | Invoice Lines | Terms and Conditions ~ Specifications
Invoice Type Status:
34570 PO 15445-TOWNLEY ENGINEERING & MFG COMPANY IN (5} INVOQICE @ IPRTP Ready To Pay
Pay Reguest: Payment Type: Jota.
CHECK @
Accrued Tax? e fiation Complete?
>
Most Recent Memo:
Invoice Details = PO Details
Original Invoice: PO Contract Reference:
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Closing a Contract

The Buyer, Accounting, and Contract Administrator will review the contracts application, IP
Status of Approved Purchase Contracts report, and PO past due reports. When a contract has
met the contract “end date,” the following will be verified.

e Contact end date is valid

¢ Contract invoices have been paid — NO outstanding invoices remain

Upon verification, the Buyer will change the status of the contract to
“close.”

Open Purchase Orders Relating to a Contract
Open POs relating to the contract will prevent the contract from being closed. A
System Message will indicate that there are open POs referenced to the contract.

Revision:

System Message

AR BMXAADTTEE - Could not change confract 1054 status to CLOSE.
e BMXAADT3ZE - This confract is referenced on an open PO, Maore
nformation

OK

o -

All POs in an “APPR (Open)” status will need to be closed prior to changing the status of the
contract to “close.” (The PO can show as receipts complete and payment has been made.
OPEN status will remain in affect one year unless the status is manually changed.)

The Buyer will verify that any OPEN POs can be changed to a close status.
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Contract Tracking

Requestor
Title: Buyer:
Total Amount: Bids Due:

Completed

Collaborative Discussion

Collaborative Discussion (Requestor and Buyer)

Obtain Spec No. (Also commodity code, service item, contract no.)

Obtain Specifications (S drive in the Contract Documents folder.)

Risk Analyst (review and insurancefliability requirement)

Final Purchasing Review (prior to submitting PR)

Create a Standard Service Purchase Requisition

Obtain Existing/Create Work Order No.

Create a Standard Service PR (standard service line type)

Add required attachments (label correctly and in PDF format)

Reviewing Bids

Review with Buyer
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Contract Tracking
Buyer

Title: Requestor:

Total Amount: Bids Due:

Contract Administrator:

Done

Collaborative Discussion

Collaborative Discussion (Requestor and Buyer)

Create Commodity Code, Contract, Service Item

Final Purchasing Review (prior to submitting PR)

Processing a Standard Service Purchase Requisition

Add approved standard service PR to contract

Complete Required Contract Fields

Prepare Request for Quotes

Reviewing Bids

Review with Administrator

Prepare Bid Transmittal Document/Obtain Signatures

Legal Review (if applicable)

Submitting and Awarding Contract

Revise Specification (include contract agreement, bidders documentation, cover sheet)

Obtain Signatures

Completing Contract Formalities

Submit Rejection Notices

Return Bonds

Initiating Written Contract

Send Successful Bidder Contract

Notify Accounting/Requestor (vendor name, contract amount, number, administrator)

Notify Maximo Analyst (ensure contract administrator is listed in CA group to receive report)

Completing/Approving Contract

Update Attachments (delete or add current versions)

Authorize Contract Site

Approve Contract
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Attachment Labeling

In order to maintain consistency, all attachments should be labeled as outlined below.

NOTE: Attachments should be in PDF format. (IPSC can send 200MB file size.)

1. When saving an attachment, two fields are available for entering text.

e The first field, “Name the document” will reference the TYPE of attachment.
e The second field will reference the DESCRIPTION of the attachment.

C

Choose File ile chacer

Select a Folder:
Attachments -
Specify a file

Mame the document:

2.

Refer to the following table when labeling attachments.

NAME THE DOCUMENT DESCRIPTION
Backup Additional Approval, Memo, Justification, Acknowledgement, Approved
SDS

Bidders List Bidders List

Bid Transmittal Approved Bid Transmittal

Contract Approved Contract

Drawing Drawing

Quote Company Name

Resolution No. Resolution No.
Backup------------------- All documents pertaining to the purchase. Identify each document in the “Description”
field
Bidders List ------------ |dentify as Bidders List
Bid Transmittal-------- Identify as "APPROVED” Bid Transmittal. (Includes all signatures)
Contract ----------------- Identify as "APPROVED” Contract (Includes all signatures)
Drawing------------------ Identify as Drawing
Quote----------s-enneee- Identify with each company name
Resolution No. ------- |dentify as Resolution No.
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Email ar hand
delivered Vendor

invoice for all

be sent to and start
in Accounting.

Service Invoice Routing

*Services” should -

S

Does Vendor invoice 2
3 5 Is Vendor tracked in

require a Contract v b
Ty WaorkTech CCTS?
Administrator 1 2
review?

No Yes

Note:
Contract Administrator is responsible for “Receipt Completing” under-received POs

with a receipts status of “Partial” once all expected invoices have been processed.
All others will complete automatically if payments equal or exceed the PO line.

Contract Administrator
Invoice Type “SERVICE® reviews to ensure Vendor
i and supporting
CCTS documents, if Invoice Payment Type
applicable, are Ok_ “CHECK” routes to
Check Run workflow.
Approved by COO.

Accounting creates
Maximo invoice with
Vendor inw attached
for reference. Contract Administrator

is listed on the PO

Correction Required

Correction Required

Invoice Type "CCTS” h =
: Valerie reviews Vendor
invoice against CCTS

supporting documents

Accounting creates RUEKE Cies o)

Invaice Type “INVOICE”

Accounting creates

Maximo ice with
; g and attaches them to the

Vendor i attache 2 Sl
Maximo invoice.
for reference.

Invoice Payment Type
"PAYREQUEST™ routes to
Pay Request workflow
which includes LA & IPA.

Maximo invoice with
Vendor invoice attached
for reference.
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