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1. Overview

The Shop Activity Storekeeper Portal is designed to provide your organization’s storekeepers
with a single, easy-to-use portal to all the screens and functions required during their workday.
Storekeepers can use the Shop Activity Storekeeper Portal to perform the following functions:

e Manage Part and Commercial Requests

o Review request line items across multiple requests

o Act on (issue or order) multiple line items at one time

o Flag request line items to notify the technician that parts are ready to pick up
e Manage Parts Requisitions

o Review pending and open parts requisitions

o Add new parts requisitions

o Add new line items to parts requisitions

o Act on requisitions (convert to purchase orders or requests for bid/quote/proposal
(B/Q/P))

e Parts Ordering
o Review pending and open purchase orders
o Add new purchase orders
o Add new line items to existing purchase orders
o Receive line items
e Create New Parts
o Add new part records to the system

The look and feel of the Shop Activity Storekeeper Portal was designed specifically to make
data entry as easy as possible while maximizing its effect on the system.

It is possible to initially hide information on screens through Ul Controls. Refer to the
Administrator Guide for instructions to initially hide information and set up a More Info button.

On screens where information is initially hidden, click the More Info button to display
additional information. Click the upward facing button to hide the information.
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Requirements
Application 25.x

Web Modules 25.x

Assumptions

This guide assumes familiarity with workflows and configuration of the application.

% User defined required fields that do not appear in the Web Modules will return validation
messages.

! ) Special characters cannot be placed into the Web Modules fields or unanticipated results
may occur. This would include any character that cannot be typed with a standard keyboard.

© Do not use the browser’s Back button in the Web Modules as unanticipated results may
occur.

O Do not open or use the same instance of the web portals in multiple browser windows or
tabs. This can cause errors or unexpected performance issues.

General Portal Information

The information entered in this section applies to areas throughout the portal.

¢ When entering information in Task ID and Account ID fields, these fields will narrow
down according to entered IDs. If a task ID is entered, the Account ID field only display
accounts that support that task ID. If an account ID is entered, the Task ID field only
displays tasks that support that account. If neither of these items are entered yet, all
accounts or task IDs display.
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Understanding the Storekeeper Portal

2. Understanding the Storekeeper Portal

The Shop Activity Module displays and updates data based on the logged-in user’s associated
Employee ID. For a user to use the Storekeeper Portal, that user's ID must have a valid
Associated Employee ID.

After successfully configuring the Shop Activity Storekeeper Portal, a user may log into Web
Modules and click on the Storekeeper Portal tab. Click the Storekeeper tab, to open the main
Storekeeper page. This portal is a location based gadget portal.

My Storeroom Portal ~

Current Location: [AKT 1-1 - AKT SPACE 1-1 1 V][ Layout | Refresh
| New/Edit Part | ‘ Part Issues and Returns | | Direct Issues | ‘ Part Transfers |
Part Requests Requisitions
0 Pending Part Return Requests Part Return Requests 0 Total Requisitions
2 Total Work Orders
Purchase Crders
0 Open Line ltems Purchase Orders
0 Pending line items
0 Total Purchase Orders

Along the top of the portal, select the location in which you would like to view/manage work. The
location selection updates the part request, requisition, and purchase order information on the
page. The locations that appear in your drop-down selection box are limited based on your
system access settings (Supported PARTS Locations on the Employees — Primary Information
screen).

Similar to the Work Management portal, the Storekeeper portal is comprised of gadgets and the
main page layout is customizable.

The default layout for this portal shows Part Requests on the left at 50% and Requisitions above
Purchase orders on the right at 50%.

My Storeroom Portal -

Current Location: [AKT 1-1 - AKT SPACE 1-1" 1 [ Layowrt ) Refresh
| New/Edit Part | | Part Issues and Returns ‘ | Direct Issues | ‘ Part Transfers |
Part Requests Requisitions
2 Pending Requests Requests 0 Pending line items:
0 Pending Part Return Requests Part Return Requests 0 Total Requisitions
2 Total Work Qrders
Purchase Orders
0 Open Line ltems Purchase Orders
0 Pending line items

1. Click Layout to open the Edit Layout dialog.

2. Click and drag gadgets to customize your layout as desired.
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Understanding the Storekeeper Portal

Edit Layout x
Click and Drag Gadgets to Customize Layout
Available Gadgets
w Ad hoc Query: |Ad hoc Query | Click and drag gadgets
Metrics: - from Available Gadgets
o ’ [Metrics | to add gadgets to the left
p URL: |URL | or right column.
Customize the look of the
page by modifying the
Column widths.
Left Column % Right Column %
» Part Requests:

| Part Requests

» Requisitions:

| Requisitions

p Purchase Orders: |Purchase Orders |

Click Save to review your
layout-and to save the new——

d; o ?“' layout when finished

3. Inthe Refresh drop-down selection box, select the interval for page refresh. This allows

flexibility to refresh the page at various incremental time periods as desired.

My Storeroom Portal ~

Current Location: [AKT 1-1 - AKT SPACE 111 V][ Leyout | Refresh

Direct Issues | | Part Trpnsfers

[ NewEditPat | [ Partlssues and Retums | |

Every 5 minutes
Every 10 minutes
Every 15 minutes
Every 20 minutes

Part Requests

X Every 30 minutes | —
2 Pending Requests Requests Every 45 minutes item Requisitiol
0 Pending Part Return Requests Part Retum Requests Every 60 minutes  |tiong|

2 Total Work Orders

Purchase Orders

0 Open Line ltems Purchase Or|

0 Pandinn ling itame

4. After selecting the location, customizing the layout, and setting the refresh time period,
you can now use the storekeeper action buttons and gadgets as outlined below.
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Storekeeper Action Buttons

3. Storekeeper Action Buttons

The action buttons toward the top of the Storekeeper portal main page provide convenient
access to create and edit parts, open the Part Issues and Returns screen, open the Direct
Issues screen to make for direct issues of parts to equipment IDs, accounts, or departments,
and open the Part Transfers screen to make part transfers.

New/Edit Part Button

Clicking the New/Edit Part button opens the Part Definition Wizard. Please refer to the Part
Definition Pop-in, for more information on how to edit and create parts, add/edit part location
records, and add/edit vendor part records.

Storekeeper Portal
C jon. [1-0PS vl Layout | Refresh
|| New/Edit Part \|l]| Part Issues and Returns | | Direct Issues | | PartTransfers | | BinAssignment |
N, 4
Part Requests Requisitions

Part Issues and Returns Button

Click the Part Issues and Returns button to go to the Parts Issues and Returns screen where
you may perform part issues and returns.

Storekeeper Portal
Current Location: | 1- OPS v || Layout | Refresh
New/Edit Part | | Part Issues and Relurns) Diract lssues | | Part Transfers | | Bin Assignment |
Part Requests Requisitions

Parts Issues and Returns ADMIN MODE CHANGE REQUEST HELP PREFERENC

Select Filter -
Q o ®
Search | Reload Sort Select Sort - New

Parts Issues and

Ret
ems Parts Issues and Returns

[Row#  [WO location [-year [-number Equi D Task ID Work accomplished code Date

Page 5 of 175 Shop Activity Storekeeper - User Guide
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Storekeeper Action Buttons

Direct Issues Button

The Direct Issues button either opens the Parts Direct Issue Enterprise Portal screen, or opens
the Parts Direct Issues pop-in depending on whether the Use Direct Issues portal popin
instead of Enterprise Portal Direct Issues screen option is enabled or not. Refer to the
Storekeeper Administrator Guide for more information.

Parts Direct Pop-in

Click the Direct Issues button to go to the Parts-Direct Issues screen where you may perform
direct issues. This opens the Parts Direct Issues pop-in.

Storekeeper Portal

Current Location: | 1- OPS ] ayout Refresh
| New/Edit Part | | Part Issues and Returns |( Direct Issues | | Part Transfers | | Bin Assignment |
Part Requests Requisitions
Direct Issues x
Add Direct Issues - Line 1 -

N

Department ID: -

Account ID | |E|

pate b

o} Mumber |—|

Mot from Inventory ||

Issuing Location 1D I:l E‘

PartID | |-~ [ ][ ookup ||

Return O
Quantity on hand
Quantity

Unit Price

S —

Unit Of Measure

Commenis
Bin ID L
Inuoice Date P

Vendor Invoice | |

NFI Vendor ID 1
Position ID -
Installed Serial # | |B
Removed Serial# | |B
Service Request ID I:l E‘
Task 1D L
Operator ID |:| E‘

undo || add |

Pending Direct Issues

Line Assat ID Department ID Account ID Date Issuing Location Part ID Quantity
Cancel | | Save | -
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Storekeeper Action Buttons

Use this pop-in to enter information for direct issues. Fields include Asset ID, Department ID,
Account ID, Date, Document Number, Not from Inventory checkbox, Issuing Location ID, Part
ID, Return, Quantity on hand, Quantity, Receipt Unit Price, Employee ID, Unit of Measure,
Comments, Bin ID, Invoice Date, Vendor Invoice, NFI Vendor ID, Position ID, Installed Serial #,
Removed Serial #, Service Request ID, Task ID, and Operator ID.

To perform a direct issue:
1. From the main Storekeeper portal page, click Direct Issue.

The Parts Direct Issue pop-in displays.
2. Enter all the needed information for the direct issue in the pop-in.
3. Once all information is entered, click Add.

4. The pending direct issue displays in the Pending Direct Issues section at the bottom of
the pop-in.

5. When you are done adding direct issues, click Save.

Enterprise Portal Direct Issue

Click the Direct Issues button to go to the Parts-Direct Issues screen where you may perform
direct issues.

Storekeeper Portal ~

Current Location: | ACLOC1 v || Layout | Refresh | Off v

Direct Issues | | Part Transfers | | Bin Assignment

| New/Edit Part | | Part Issues and Returns |

The Parts Direct Issues screen displays where you may perform direct issues.

Parts - Direct Issues ADMIN MODE CHANGE REQUEST HELP FRE

Select Filter -
Q| o ®
Search | Reload Sort Select Sort - New
Direct parts issue
| Direct Issues
Direct Issues
|Row# |EquipmentID Department IO Account |D Date Document n|
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Storekeeper Action Buttons

Part Transfers Button

Click the Part Transfers button to go to the Enterprise Portal Parts - Transfers screen where
you can transfer parts.

Storekeeper Portal
Current Location: | 1- OPS v || Layout _| Refresh | Off v
New/Edit Part | | Part Issues and Returns | | Direct Issues |Q Part Transfers )| Bin Assignment |
Part Requests Requisitions

The Parts — Stock Transfers screen displays where you may perform part transfers.

Parts - Stock Transfers ADMIN MODE CHANGE REQUEST HELP Pl
Select Filter -
Q| o N ®
Search | Reload Sort Select Sort - New Copy Delete Edit Save Cance
Transfer ID
Basic Info
Comments Basic Info
Parts List Description ‘Work order ID
Messages From location 1D Equipment ID
To location ID
OUtpUT Control Intended for location ID Equipment serial number
Address 1D for deliveries
Part raquest 1D Q
Emplayes ID Priority 1D
Shipping reference Ling summary
Put-away shest ID Total
Requested
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Storekeeper Action Buttons

Bin Assignment Button

Click the Bin Assignment button to open the Bin Assignment pop-in where you can create a new
bin or assign a bin to a part location.

Current Location: | 1- OPS v || Layout | Refresh W

| New/Edit Part | | Part Issues and Returns | | Direct Issues | | Part Transfers |( Bin Assignment m
Py

‘ Part Requests ‘ ‘ Requisitions

The Bin Assignment pop-in displays.

Create New Bin |

Assign Bin to Part Location

Part ID | | ]
Part Suffix []

Part Location | | =]
Bin 1D | | [=]

Remove Old Primary Bin

e s
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4. Storekeeper Gadgets

The list of available gadgets for Storekeeper portal is shown in the sections below.

# To learn more about customizing your gadget layout and standard gadgets, refer to the

General Application Information guide.

Standard Gadgets

Ad hoc Query
Metrics

URL

Storekeeper Gadgets

Change Requests
Commercial Requests
Edit or Create New Part
Incoming Transfer
Invoices

Invoice Reconciliation
Part Labels

Part Requests

Pending Core Claims
Picking Cards
Purchase Orders
Purchase Order Review
Requisitions

Transfer Requests
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Storekeeper Gadgets

Change Request Gadget

The Change Request gadget can be used to respond to requests for changes submitted via the

Change Request Screen.

1. Click the ID link to view the change request.

Change Requests #
ID « ScreenID Screen Name Status

1 2010 Employees - PEMDING
Primary

2 2037 Work Order Center PENDING

3 2037 Work Order Center PENDING

5 2037 Waork Order Center PENDING

37 2445 Purchasing PENDING
Invoices

Description
REQUESTIMNG TC BE MOVED
TO THE LATE SHIFT MEXT

NEED TO RESCHEDULE
THIS WORK ORDER, EQ-

PUSHING BACK DUE DATE
OMN WORK ORDER, WE

MNEED TO RESCHEDULE
THIS WORK ORDER

LINK TO EMTERPRISE
PURCHASING INVOICES

The Change Requests screen opens and displays the selected record.

Change Requests

Qa o

Search | Reload Sort

Change request ID 3

+ Select Filter A
1

Select Sort -

ADMIN MODE CHANGE REQUEST HELP PREFERENCEE

® b v 7 4

New Copy | Delete Edit Export

Change reguested by

at |05/08/2014 18:12
Requestad from sareen I |0
Requestad from key values

Basic Info
Proposed Changes Basic Info
Changed Values Status PENDING
Notes A Description | FUSHIKG BACK DUE DATE ON WORK ORDER
ScreenID | 2037 WORK ORDER CENTER
Action type | UPDATE | =
INSERT  ~
Type WORK ORDER CENTER
Keyvalues | [188:2:ACLOCL][188:3:2014][188:4:8][189:6:0000988]

Apply chenges

2. Click Change Requests and then click Selected Record to review and approve the

change request.

Page 11 of 175

Shop Activity Storekeeper - User Guide
Version 25.x



Storekeeper Gadgets

ADMIN MODE CHANGE REQUE STREEEECUEERLTT m

NV T UTU

@ O ' u 7 4

MNew Copy | Delete Edit Export

3. Review and update information (if needed).

4. To approve the request, check the Approved checkbox. Then click Save.

see the Change Requests for New Parts/VVendors when Responding to Part
Requests section below.

# For more base information on Change Requests, see Change Requests — Reference
Guide.

Commercial Requests Gadget

The Commercial Requests gadget provides a summary of pending commercial requests and the
number of work orders associated with those commercial requests.

Commercial Requests

0 Pending Commercial Requests Requests

0 Total Work Orders

The Requests button takes you to the Request Management page. For more information
regarding this page, please refer to the Request Management Page section below.

Edit or Create New Part Gadget

The workflow is the same as the New/Edit Part button on the Part Definition pop-in, except
there are now two separate buttons for making a new part, or editing an existing report. For
more information on this workflow, refer to the Part Definition Pop-in section.

Edit or Create New Part

T — P -

Incoming Transfers Gadget

The Incoming Transfers gadget allows users who do not have the full administrative rights of a
storekeeper to receive transfers that come in to the current location.

Page 12 of 175 Shop Activity Storekeeper - User Guide
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Storekeeper Gadgets

Incoming Transfers

467 ACLOC1 - CARTWRIGHT HEAVY 1 23/12/2016 10:12 AM 03/01/2017 12:11 PM TRANSFER FROM ACLOC1 TO ACLOC2 ACLOC2 - CARTWRIGHT HEAVY
EQUIPMENT STORAGE
474 ACLOC1 - CARTWRIGHT HEAVY 3 03/01/2017 10:38 AM 03/01/2017 12:12 PM AC - URGENT TRANSFER LOC1 TO LOC2  ACLOC2 - CARTWRIGHT HEAVY
EQUIPMENT STORAGE
ey 475 ACLOC1 - CARTWRIGHT HEAVY 1 13/01/2017 09/01/2017 01:48 PM 09/01/2017 D1:49 PM TRANSFER REQUEST FROM PARTS ACLOCZ - CARTWRIGHT HEAVY

EQUIPMENT REQUEST SCREEN STORAGE

Showing 3 records

Find Transfer

|[eo]

Transfer ID ‘

The Incoming Transfers gadget provides the following functionality:

¢ View all incoming open transfers to the user's current location.
e Type or filter records for matches within the table by using the Filter field.
e View the Transfer Detail pop-in by clicking on a transfer ID.

¢ Go to a specific transfer not in the Incoming Transfers gadget list by using the Find
Transfer ID field. A non-open transfer or a transfer not being received at that location
can have no action taken, it can only be reviewed.

Incoming Transfers Receiving Process

To start receiving transfers, click on a Transfer ID to open the Transfer Detail pop-in.

Transfer ID 475

Description TRAMSFER REQUEST FROM PARTS REQUEST SCREEM

From Location ACLOCT - CARTWRIGHT HEASY EQUIPMENT To Location ACLOCZ - CARTWRIGHT HEAY STORAGE
Transfer Reguested 0012017 01:48 PM Required By 13012017

Date Transferred 08/01/2017 01:45 PM

Priority ID 2 i, Request ID 477384

Work Order 1D ACLOCZ-2018-2

Transfer Line Items

1 10140-0 - ARM-MIRROR : |1 oo
ARM, MIRROR, FLX-ALL,

<
Showing 1 record

e

Receive
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Storekeeper Gadgets

The Transfer Detail pop-in provides the following functionality:

e View all line items for the transfer.

e Edit information on the transfer lines.

e Receive the transfer.

¢ View quantity. This value is set to the quantity not yet received for each line item.

o If you would like to receive partial quantity for a transfer line item, you must either
generate a new transfer to track the remaining quantity or send the remaining
quantity back to the sending location.

The Bin ID choice-list takes into account if the part put-away process at that location is
AUTO or STAGED. For STAGED parts, only STAGED AREA bins will be shown.

4 Note: The header will adjust showing various fields if they exist on the transfer and will hide
header fields if no data exists.

Click the Receive button to initiate the incoming transfer. The transfer will be validated and
committed to the system. A sheet ID will be generated to group all generated put-away cards
related to the transfer.

The type of put-away process set for the part will determine how the put-away card will be
generated. A put-away process of AUTOMATIC generates a completed and approved put-away
card. A put-away process of STAGED generates a put-away card in PENDING status.

After successfully receiving the transfer, the Put-away Card Viewer pop-in will display. If the
put-away setting is set to ON RECEIPT, put-away sheet report generation will be triggered or
you will be prompted to print part receipt labels.

M

Put Away Sheet ID 164 Show Cards In Status:
¥/ STAGED ¥/ BEING STOCKED ¥ STOCKED ¥/ AVAILABLE
Put Away Card Count 1

Put Away Cards

| Select All | | Clear Sheet ID || Assign Existing Sheet ID ||  Assign New Sheet ID |
Card ID 149 Status STAGED | Edit |
Sheet ID 164 Qty 2
NO IMAGE Part ID - Suffix 10140 - 0 Completed N
AVAILABLE Transfer D 455 Released N
Expedited Allowed M

Close Print Selected Cards Print Selected Labels
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Invoices

If other users are entering invoice via the Invoice Reconciliation gadget, a Storekeeper can
review the state of invoices and number of pending (non-reconciled) invoice line-items in the
system using the Invoices gadget. Clicking Invoices will take the storekeeper to an invoice list
page to begin doing review of purchasing invoices.

Invoices

9 Invoice Lines Pending Reconciliation Invoices
13 Total Invoices

The Purchasing Invoice page will launch after clicking Invoices. Go to the Purchasing Invoices
Page section for additional information on this workflow.

Invoice Reconciliation Gadget

The Invoice Reconciliation gadget allows users to start the Invoice Reconciliation workflows.
Using the vendor invoice, identify possible purchase orders using the vendor and newest/oldest
receipt dates then click Match on one of probable rows. Each row represents a purchase order
with receipts that are waiting to be matched to an invoice or are waiting to be reconciled after
being matched to an invoice.

The gadget will default the status filter to the PO status set on the "Automatically update
purchase order header status when lines are closed and put-away cards approved" setting on
Enterprise Purchasing - Setup - Options screen.

nvoice Reconcliation

Filter by Status | WAITANVOICE - AWAITING INVOICE *

Action Purchase Order ID - Vendor ID {"j Receipts to Reconcile~  Most Recent Receipt Date Oldest Receipt Date
Match|  MAIN-201B-0000014 ACME - ACME CORP ) 5 11/05/2018 12:04 11/05/2018 12103
Match MAIN-201E DD012 ACME - ACME CORP 5 11/04/2028 16:17 1170172

Match MAIN-2018-0000011 ACME - ACME CORP 1 11/01/2018 13,00 11/01/2018 13,00

i

(4 Note: If a receipt already has a vendor invoice number, it does not mean it has been
automatically reconciled. Invoice Reconciliation is both identifying that the invoice number
matches the receipt and handling costs on the vendor invoice to the receipt.

The Invoice Reconciliation page will launch after clicking Match. Go the Invoice Reconciliation
Page section for additional information on this workflow.

Page 15 of 175 Shop Activity Storekeeper - User Guide
Version 25.x



Part Labels

This gadget allows you to reprint labels that were printed during various workflow processes.

Part Labels

Print Part ID - Suffix

Showing O records

Show labels for (#) Receipt ¥ Control ¥ Transfer ¥ Bin ¥ Rebuild

Description Keyword

Show labels for |14 days past
Search.

Manuf. Part No Datetime Printed

To use this gadget effectively, the system option "Track history of labels printed" must be
enabled on the Parts Setup Options screen in Enterprise Portal in order to have the system
record the data for labels when they are printed.

To reprint labels, click the Print icon which will display in the Print column. The default label
printer for the user will be set for the Printer ID and the choice-list is then filtered to the printers
with a label type that supports the selected label type.

The gadget provides quick filters that are saved on a per user basis, as well as many columns
for data on the printed labels. It is recommended that users review the table to select the fields

accordingly.

Part Requests Gadget

The Part Requests gadget provides a summary of pending part requests and the number of
work orders associated with those part requests.

Part Requests

7 Pending Requests
0 Pending Part Return Reguesis
Total Work Orders

Requests

Part Return Requests

The Requests button takes you to the Request Management page. For more information
regarding this page, please refer to the Request Management Page section below.

The Part Return Requests button takes you to the Pending Returns page. This button appears
only if your settings allow storekeepers to approve part return requests. If configured as such,
then it is enabled only if there are pending part return requests. For more information regarding
part return requests, please refer to the Pending Returns Page section below.
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Storekeeper Gadgets

Pending Core Claims Gadget

From the Pending Core Claims Gadget, a Storekeeper can see a list of Core Claims which do
not have an associated stocking ticket. When a tech brings the related Core to the Storekeeper,
they will be able to action the item to create an associated stocking ticket which is automatically
associated with the selected Core Claim.

Pending Core Claims

Claim ID =« Part ID Serial Number Work Order ID Equipment ID Vendor ID

| Receive Core(s) |

Picking Cards Gadget

On this gadget, use the Show Cards In Status checkboxes to choose which cards to display
(whether cards waiting to be picked, cards that are currently being picked, or have already been
picked). Use the Filter field to narrow down the displaying list of cards. The filter responds as
you type your filter entry.

Picking Cards

Show Cards In Status: (| Ty Be Picked ¥/ Being Picked ¥ Picked

Filter
MNotifications Card ID Status Bin Part ID - Suf
210 BEING PICKED BINM RGPARTOO1 - 1
20% BEING PICKED BINM RGPARTOO1 - 1
20& BEING PICKED BIN RGPARTOO1 - 1

Showing 5 records

View Selected

Find Picking Card

CardID ¥ Go

Card ID: The card ID opens the Picking Card Detail Pop-in.

Part ID - Suffix: This link opens the Parts — Primary Information Enterprise Portal screen to the
record for the part ID you clicked.

Transfer ID: This link opens the Parts — Transfers Enterprise Portal screen to the record for the
transfer ID you clicked.
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Storekeeper Gadgets

Find Picking Card: Use the choice-list to selects search criteria (such as card ID), and enter
the criteria in the search box. This field only allows exact matches, and does not accept
wildcards.

View Selected: Select one or more records and click this button to open the records in the
Picking Card Viewer. On the Picking Card Viewer, use the checkboxes on the top-right corner to
only display the cards needed. The red hyperlinks connect to the same pages as listed above
for the Picking Card gadget information. Click Edit to open the Picking Card Detail Pop-in.

L“

Picking Card Count 2 Show Cards In Status:
¥ TO BE PICKED ¥ BEING PICKED
¥ PICKED ¥ APPROVED
Picking Cards
Card ID 210 Stalus BEING PICKED iy
Shest ID Qty 3
Part ID - Suffix PART001 - 1 Qty on Hand 32238
NO IMAGE Part Desc MOTOR-WIPER Transfer ID 523
AVAILABLE Primary Bin BIN
Card ID 209 Status BEING PICKED | Edit |
Shest ID Qty 1
Part ID - Suffix PARTO01 - 1 Qty on Hand 32238
NO IMAGE Part Desc MOTOR-WIPER
AVAILABLE Primary Bin BIN
Close Print Selected Cards Print Selected Labels

Purchase Orders Gadget

The Purchase Orders section only displays if your organization supports Enterprise Purchasing.
The Purchase Orders section provides a count of Purchase Order IDs with PENDING or OPEN
line items, as well as counts of the PENDING and OPEN line items.

The Purchase Orders button takes you to the Purchase Order Management page. For more
information about how to use this page, please refer to the Purchase Order Management Page
section below.

Purchase Orders

4 Open Line tems Purchase Orders
FPending line items

2 Total Purchase Orders
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Storekeeper Gadgets

Purchase Order Review Gadget

The Purchase Orders gadget allows users who do not have the full administrative rights of a
storekeeper to receive purchase order line items.

Purchase Orders

Notifications Purchase Order ID Vendor Expected < Open Lines Total Lines Orderad Requirad Work Orders

ACLOC1-2014-0000001 LA-VENDOR-01 - GENERAL 02/27/2015 3 4 03/17/2014 13:46 2
VENDOR

ACLOC1-2017-0000001 10001-8361 - EMC ENGINEERING 01/18/2017 1 1 01/18/2017 12:04 1]

Showing 2 records

Find Purchase Order

Purchase Order ID GO

The Purchase Order Review gadget provides the following functionality:

¢ View all purchase orders with an OPEN line item that have been ordered at the current
location.

e Type or filter records for matches within the table by using the Filter field.

¢ Review a purchase order and update or receive line items on the purchase order by
clicking on a purchase order ID.

e Use the Find Purchase Order field to open purchase orders using various criteria.

¢ Receive notifications of expedited purchase orders in the notification column. Priority
codes and the threshold to determine high priority is set on the Locations — Primary
Information screen, Printer Info Tab.
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Storekeeper Gadgets

Purchase Order Receiving Process

To start the purchase order receiving process, click on a Purchase Order ID or find a purchase
order by using the Find Purchase Order field. The Purchase Order Detail pop-in will display.

“fendor LA&-VEMDOR-01 - GEMERAL VENDOR
| Purchase Order ID ACLOC1-2014-0000001
Purchase Type STOCK
| DCrate Ordered 031712014 13:48 Required By
Expected Delivery 02/27/2015 11:00
Lead Days MIA

Replenishment Batch D

Purchase Order Line Items

| New Mote || Comments || Files |

PENDING OPEN CLOSED ALL

Notifications Line Number &« Line Type

STOCK PART
STOCK PART
STOCK PART

COMMERCIAL

ek

4

Showing 4 records

Close

Review Receipts

Line Item Qty to Receive Unit Price Part Bin ID Shipping A1

10140-0 - ARM, MIRROR, 20.00 £10.25

FL¥-ALL, CURESIDE,

10016-0 - STOP, DOOR, 24,00 £ 72.50

FLX-ALL, TAILGATE, 1-

10016-0 - STOP, DOOR, 3.00 £ 72.50

FLX-ALL, TAILGATE, 1-

»
Receive Checked | | Review and Receive

The Purchase Order Detail provides the following functionality:

e Click on a Line Number to go to the Purchase Order Line Item Detail pop-in for that item.
Some information can be updated but is limited for Storeroom personnel without

administrative rights.

e Process more than one item at a time by checking the boxes for any number of line

items.

e Review receipts already made on the Purchase Order Detail by clicking the Review

Receipts button.

e Review related work orders by scrolling to the Work Orders column. Commercial lines
related to a multi-asset work order must be received one at a time.

¢ Available fields are limited to relevant fields that personnel who do not have
administrative rights can edit. This reduces errors and streamlines the workflow.

¢ Aline item cannot be selected if it is not in the OPEN status.

¢ Click Receive Checked to process checked line items.

Page 20 of 175

Shop Activity Storekeeper - User Guide
Version 25.x



o The Receival Info pop-in displays and fields that apply to line items for receipts
can be edited.

o BinID is available to be selected and is required for STAGED parts. It is needed
to track where the part is before it is stocked and released into inventory. Bin ID
will default to value depending on if the part follows an AUTOMATIC or STAGED
put-away process.

o Click Create Bin if you need to define a new bin.

Bin D ... || Create Bin

Sales Tax Rate

Shipping Amount

Allocate shipping amount te lines -
being received

“endor invoice

Batch ID
Use default Batch ID

Document Mumber

Cancel OK

._j If the Receive All box is checked when the Receive Checked button is clicked, the
Receipt Info — Receive All pop-in will display indicating it is for all line items. This will
receive all lines on the purchase order in a single transaction to generate multiple
receipts.

Once the receiving process has been started, the following occurs:

¢ Put-away card is generated in the state determined by the type of put-away process set.
o STAGED - Generates a put-away card in PENDING status.
o AUTOMATIC - Generates a completed and approved put-away card.

e Stocking ticket is generated and added to the put-away card under its movement
records.

e Serialized parts are managed depending on the type of put-away process set.

o STAGED - Serial numbers are optional if process is set to STAGED and part
return is not enabled. Serial number collection can be done as part of the
stocking process.
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Storekeeper Gadgets

o AUTOMATIC - Serial numbers are required and these numbers are added to the
completed put-away card.

e A purchase order header status is set to CLOSED once all purchase order lines are
closed and all put-away cards are completed and approved.

If commercial work is received, the user will be prompted with a dialog to distribute the costs of
the work among the child work orders. The dialog has built-in distribution functionality based on
if the child work orders are for non-linear assets, linear assets, or a mix of the two. Once the
distribution is confirmed, the commercial work will be issued to the child work orders as part of

the receiving process.

(4 Note: The “Include Commercial work on Purchase Order’” module setting must be
enabled for storeroom personnel to be able to view commercial work.

When the receiving process is finished and a put-away card was generated, the Put-away Card
Viewer pop-in will open and show the generated cards.

Put Away Sheet ID 169 Show Cards In Status:
B ¥/ STAGED ¥ BEING STOCKED ¥ STOCKED ¥ AVAILABLE
ut Away Card Count 1

Put Away Cards

| Select All | | Clear Sheet ID || Assign Existing Sheet ID || Assign New SheetID |

Card ID 153 Status STAGED Edit
Sheet ID 169 Qty 3

NO IMAGE Part 1D - Suffix 10016 -0 Completed M

AVAILABLE Purchase Order ID  EAM-5879-STAGED-REQUEST Released N
Purchase Order Line 1 Expedited Allowed Y
Receipt ID 3 Expedited M

Close Print Selected Cards || Print Selected Labels

Put-away cards can be grouped onto new sheets by selecting the card and clicking Assign
Existing Sheet ID or Assign New Sheet ID. Any newly created put-away cards will be
available for viewing, editing and processing in the Put-away Card gadget.

Click Print Selected Cards or Print Selected Labels to print any combination of sheets, cards,
or labels.

If the Part Put-away Settings are set to ON RECEIPT, automatic put-away sheet report
generation will be triggered and you will be prompted to print part receipt labels.
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Requisitions Gadget

The Requisitions section only displays if your organization supports Enterprise Purchasing. The
Requisitions section provides a provides a count of Requisitions with PENDING line items, as
well as a count of the line items that are still PENDING.

Requisitions

0 Pending line items Requisitions
0 Total Requisitions

The Requisitions button takes you to the Requisitions Management page to create, modify and
review purchase requisitions and turn the requisitions into purchase orders or request for
bid/quote/proposal (B/Q/P). For more information about how to use this page, please refer to the
Requisition Management Page section below.

Transfer Requests

The Transfer Requests gadget displays the number of transfer requests that the Transfer
Requests Awaiting Receipt list page displays as a quick reference.

Transfer Requests

1 Pending Transfer Requests Transfer Requests

New Transfer Request

Transfer Requests: Opens the Transfer Requests Awaiting Receipt page.

New Transfer Request: Opens the Parts Stock Transfer Detail pop-in.
Viewing Transfer Requests

To view transfer requests:
1. From the Transfer Requests gadget, click Transfer Requests.

2. The Transfer Requests Awaiting Receipt page displays.
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Storekeeper Gadgets

Transfer Requests Awaiting Receipt

Current Location: \ LOC1 - LOCATION1 v ‘
TRANS Loc1 Loc1 EMPLOYEE
523 TEST Loct Loct EMPLOYEE4 2

« I —

Back New Transfer Request

3. If needed, change the Current Location to see transfer requests from any locations you
need request information.

4. Click the Transfer ID to open the Parts Stock Transfer Detail pop-in to see more
information. Click Cancel to close this pop-in when you are done.

5. Scroll to the right to see more information.
Create a New Transfer Request
1. Click New Transfer Request from one of the following locations:
2. The Transfer Requests gadget from the main portal page
3. The Transfer Requests Awaiting Receipt page

The Parts Stock Transfer Detail pop-in displays.

Parts Stock Transfer Detail ®
Basic Info

Transfer ID 1363

Employee 1D -

To Localion ID 1

T

Description [

proty 10 =

Address For Deliveries ADDRESS-01 E‘ 1234 ADDRESS LINE 2 ADD

] L -] | I |

\ oo [ ook |

The Transfer ID, Employee ID and To Location ID fields display and are uneditable.
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4. Inthe header section, enter the From Location ID, Description, Priority ID, and
Address For Deliveries information, or use the chooser buttons to select information for
these fields from the list of entries.

5. Inthe Line Iltems section, enter the rest of the information. These fields include Transfer
Action (Request Transfer, Receive Parts In, or Canceled), Part ID, Part Suffix,
Quantity Requested, and Serial Number.

6. Once all information is complete, click Save, or click Cancel to close this pop-in without
saving changes.
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Request Management Page

5. Request Management Page

Click the Requests button in the Part Requests gadget on the main Storekeeper page to open
the Request Management page.

Request Management

Current Location:  [ACLOC1 - CARTWRIGHT HEAVY EQUIPMENT v Refresh
Pending Parts Requests: 5 || Pending Commercial Requests: 22 H Notify Requests: 0 H Ordered Requests: 0
] Priority Rank MNotify Qty Avail? Request ID Part ID - Suffix - Description Manufacturer Asset ID Waork Order
3 Y 10140-0-ARM-MIRROR: ARM, MIRROR, FLX-ALL, 2570 ACLOC1-2014-2
U @ 78644 CURBSIDE, EXTENSION, FLXIELE CORPORATI P
5 ¥ 10140-0-ARM-MIRROR; ARM, MIRROR, FLX-ALL, 2570 ACLOC1-2014-2
o LR CURBSIDE, EXTENSION, FLXIELE CORPORATI P
N 10015-0-STOP-DOOR; STOP, DOOR, FLX-ALL, AC-EQ-002 ACLOC1-2015-61
u @ SRLLE TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL P
N 10016-0-STOP-DOOR; STOP, DOOR, FLX-ALL, 0000024 ACLOC1-2014-5
D @ L TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL P
N 10200-0-MOTOR-WIPER; MOTOR, WIPER, FLX-ALL, 0000024 ACLOC1-2014-5
u @ JdZ540% WINDSHIELD, CURBSIDE, HAUSMAN BUS SA P

Current Filter | M
No filter defined.

‘ Define Filter |

Back for Checked ltems: | Set Notify Flag Process Print Pick Report

Clear Filter

Current Location Section

This drop-down shows the location for pending part requests in the list below. You may change
the location to view pending part requests at other locations as desired.

Request Management

Current Location:  [GAD1 - OPS GARAGE hd

Page Refresh Setting

Request Management

Now

Current Location:  [JHLOC1 - JH LOC M Refresh

Every minute

- i - 3 Every 3 minutes
Pending Parts Requests: 1 H Pending Commercial Requests: 0 H Notify Requests: 0 H Ordered Requests: 0 Every 5 minutes
Every 10 minutes [
[[] Priority R... Notify Qty Avail?  Request ID Requested By Part ID - Suffix - Description Mand Every 15 minutes
¥ JH-EMP-MY EMPLOYEE  JH-P1-0-ABS SENSOR; BRAKE ABS - SENSOR Every 20 minutes
o Every 30 minutes
Every 45 minutes
Every 60 minutes

The Refresh drop-down selection box provides flexibility to refresh the page at various
incremental time periods as desired. Choices are:
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o Off: No automatic refresh; the page only reloads upon exiting and returning.

¢ Now: One-time refresh that refreshes the page manually at the current moment.

e Every 1 minute — 60 minutes: Will automatically refresh the page on user-selected

timer.

Pending Parts Requests Tab

This section outlines some of the features of the Pending Parts Requests tab.

The Pending Parts Requests tab (default) lists the requests that contain line items that need

an action to be performed.

All columns can be re-ordered and are sortable with the direction of the arrow indicating the

direction of the sort.

@ 710 change the order of the columns in this table and other similar tables, click and hold on

the column title and drag it to the location where you would like it displayed.

Pending Parts Requests: 5

‘ Pending Commercial Reguests: 22 H Notify Requests: 0 || Ordered Requests: 0 |

5

N

N

Oooooogog

N

& & &8

Priority Rank  Notify = Qty Avail?
5 v

Part ID - Suffix - Description
10140-0-ARM-MIRROR; ARM, MIRROR, FLX-ALL.
CURBSIDE, EXTENSION, FLXIBLE CORPORATT
10140-0-ARM-MIRROR; ARM, MIRROR, FLX-ALL,
CURBSIDE, EXTENSION, FLXIELE CORPORATL
10016-0-STOP-DOOR; STOR, DOOR, FLX-ALL,
TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL
10016-0-STOP-DOOR; STOP, DOOR, FLYXC-ALL,
TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL
10200-0-MOTOR-WIPER; MOTOR, WIPER, FLX-ALL,
WINDSHIELD, CURBSIDE, HAUSMAN BUS SA

¥

Asset ID Work Order
P70 ACLOC1-2014-2
pa=n ACLOC1-2014-2
pAC-EQ-DE‘E ACLOC1-2015-61
P 0000024 ACLOC1-2014-5
P 0000024 ACLOC1-2014-5

o Checkbox: Check the checkbox located in the far left column of the list to select
individual line items for processing as discussed in the Perform Actions on Part

Requests section below.

Pending Parts Requests: 5

‘ Pending Commercial Requests: 22 ” Notify Requests: 0 ” Ordered Requests: 0 |

O 5 Y
¥

N

N

&)
& & & &

N

[] PriorityRank  Notify = QtyAvail? Part ID - Suffix - Description
10140-0-ARM-MIRROR: ARM, MIRROR, FLX-ALL,
CURBSIDE, EXTENSION, FLXTBLE CORPORATT
10140-0-ARM-MIRROR: ARM, MIRROR, FLX-ALL,
CURBSIDE, EXTENSION, FLXIBLE CORPORATL
10016-0-STOP-DOOR; STOP, DOOR, FLX-ALL,
TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL
10016-0-STOP-DOOR; STOP, DOOR, FLX-ALL,
TAILGATE, 1-1/2 INCH X 1/4 INCH, FLXIBL
10300-0-MOTOR-WIPER; MOTOR, WIPER, FLX-ALL,
WINDSHIELD, CURBSIDE, HAUSMAN BUS SA

Asset ID Work Order
p 2370 ACLOC1-2014-2
p 2370 ACLOC1-2014-2
p AC-EQ-002 ACLOC1-2015-61
p 0000024 ACLOC1-2014-5
o oooonze ACLOC1-2014-5

e Select/Deselect All: Check the top box to select all the boxes in the list.

¢ Priority Rank: This column displays the priority rank of the request. Priority rank codes
may be configured by your organization.

¢ Notify: This column signifies parts are ready. The Parts Ready '@ icon indicates to the
technician/supervisor that the part is ready for pickup.

e Qty Avail: Displays a Y when the Quantity on Hand minus the Quantity Required is
greater than or equal to zero. Otherwise, the Qty Avail displays an N.
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location (Inventory-More Info: “Committed quantity not available for issue”).

¢ Request ID: Click this button to open the Part Request Detail page. For more
information about this page, please refer to the Part Request Detail Page section below.

Pending Parts Reguesis: 5 | Pending Commercial Requests: 22 || Notify Requesis: 0 || Ordered Requests: 0 ‘

[[] PriorityRank  Notify + QtyAvail?  RequestID Part ID - Suffix - Description Manufacturer Asset ID Work Ordar
o e o CLRBSIOR, EXTENSION, FLXIBLE CORPORATL pE B
= @ CURBSIDE, EXTENGION, FLIIBLE CORPORATI p=m A

= @ ' TAILGATE, 1-1/2 INGH % 1/4 INGH, FLXIBL. preEeo I

= @ " TAILGATE, -4/2 INCH X 1/4 INCH, FLXIBL pooooeas A

H @ " WINDSHHIELD, CURBSIDE, HAUSIAN 80 SA p oo e

e Other Request Details:
o Requested By

o Part ID - Suffix Description: Part ID is a link to the Parts - Location Information
screen

o Manuf Part No (and Manufacturer Name in parentheses)

o Comments: clicking the Comment = icon opens a dialog to view long
comments)

o Quantity Required, On Hand, On Order, Committed:

= Clicking the Qty on Order button takes you to the Purchase Order
Management page and filters for orders that have line items for this Part
ID (if your organization supports Enterprise Purchasing). For more
information about this page, please refer to the Purchase Order
Management Page section below.

= The Quantity Committed and Bin ID are provided.
o Action Comment
o BinlID
o Asset ID (Asset Viewer P icon displays if enabled)

= The Asset ID is a hyperlink that takes you to the appropriate screen to
view Asset information

(4 Note: If the asset ID is a part ID, as in the context relates to that part.

= [f enabled, the Asset Viewer - icon displays in the Asset ID column.
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= Clicking the Asset Viewer P icon takes you to the Asset Viewer. Please
refer to the Supervisor or Technician User Guides for additional
information about the Asset Viewer.

Work Order

The Work Order ID is a hyperlink to the Work Order Center screen or
Internal Work Order Rebuild Center screen depending on the type of work
order. Linear Work Order is also supported as a hyperlink.The Work
Order ID hyperlink only works if your organization uses Enterprise Portal.

Work Order Status
Delay

Account ID

Date Requested
Days Open

Date Required

Status: The status field shows the status of the part request such as pending,
ordered, partially received, received, canceled, and completed.

Issue Together: Chain icon == which indicates that the line items on the part
request are to be issued together.

Delivery Address ID: Displays the address ID (the code only, no description or
details) to storekeepers to verify that the correct address is being processed.

Purchase Order ID: Displays if the part is warrantable and assists with tracking
warrantable parts that start their warranty upon receipt.

Date/Time Received: Displays if the part is warrantable to indicate the date and
time it was received. This assists with tracking warrantable parts that start their
warranty upon receipt.

Pending Commercial Requests Tab

The Pending Commercial Requests tab functions and displays similarly to the Pending Parts
Request tab. All columns can be re-ordered and are sortable with the direction of the arrow
indicating the direction of the sort.

@ 1o change the order of the columns in this table and other similar tables, click and hold on
the column title and drag it to the location where you would like it displayed.
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Request Management Page

Pending Parts Requests: 10 || Pending Commercial Requests: 6 H Notify Requests: 4 H Ordered Requests: 13
[] Priority R.. RequestID Requested By Comments Action Comment Asset ID Manufacturer ID
O 479982 | MOLLY-EMP-MOLLY PLEASE RUSH pcncarioz FORD
O 479983 | MOLLY-EMP-MOLLY RUSH pcncarios FORD
O 479631 | CMEMPOOI-EMPLOYEE COMMENT FOR COMMERCIAL WORKS 3 pencarsse FCRD
001
O 479989 | MOLLY-EMP-MOLLY PLEASE RUSH P CnUNEARI0A

To Order an item that has been requested, do the following.
1. Check the box next to the line item.

2. Select Order from the Checked Items choice-list and click Process.

Line items to Order: 1

Work Order: CNLDC1-2014-258 (OPEN) Equpment: ) CNCAR102: ANCAR102 2012 FORD F150 CAR 102
Delay Status: Hat No: Parking Stall:

T COMMERGIAL

Action: ORDER v

Service Request ID:

WAC: [] mspeCTED Task ID: [-=] ELECTRICAL SYSTEM

Priority ID: =

Labar Cost s Taxable? (] Lsbar Hours

Parts Cost. 5 Taxable? E

Misc Cost % Taxable? ]

Date Required:  |1D/02/2015 o)

Comment: PLEASE RUSH

Action Comment:

[Purchase Order 0 _v|| I[=] Vender 10: cnvenooron] [..] ] Vendorconract1n: [ [
Account D [craccTooot | [=] unIT AccounT oot
| Back | | Save Changes |

[_5 Commercial line items on purchase orders, requisitions, and receipts display Labor,
Parts, and Misc Cost fields with a Taxable checkbox to indicate when the cost is

taxable.

3. Complete the Line Items to Order Pop-in and click Save Changes.

[_5 Note: If you have set the action to Order and have a quantity on-hand to cover the
needed items, a message displays confirming if you still want to order even though
you have quantity on hand.

Notify Requests Tab
This section outlines some of the features of the Notify Requests tab.
(4 Note: This tab does not display if you have a blank checkbox next to the Part request

ORDER action does not complete the request option on the Locations
screen - Inventory-More Info tab.
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¢ If you have checked the Default check part request notify flag upon receivel/issue
from receipt option on the Locations - Inventory - More Info tab, the Notify Requests tab
lists the requests to notify receive or issue from receipt.

¢ |f your organization does not use this workflow, you may choose to hide the tab using
User Interface (Ul) control.

4 Note: The Parts Ready icon in the Notify column indicates that the storekeeper has
set the Notify flag on the Request Management page, or checked the Parts are Ready
box on the Part Request Detail or Parts Issue/Order pages. The Default check part
request notify flag upon receivel/issue from receipt checkbox also automatically checks
the Notify checkbox.

Pending Paris Requesis: 1626 H Pending Commercial Requesis: 1 || Notify Requesis: 1 || Ordered Requests: 0 |

] Notify £ Status Request ID Requested By Part ID - Manufacturer Comments

D @ COMPLETED 470827 KE-KELLEY 202023-0-SOLVENT- WINDSH; SOLVENT, WINDSHIELD

WASHING, WITH ETHANOL, ONE GALLON CONTAIL

Ordered Requests Tab

% The Ordered Requests has data in it depending on your organization’s settings. The Part

request ORDER action does not complete the request setting drives whether or not the
Ordered Requests tab will have data in it. This setting is located on the Primary Information
screen (Setup > Organizational Structure > Locations > Primary Information). If it is set so
the part request ORDER action does NOT complete the request, the order action drops the
request from the Pending Parts Requests list and displays it on the Ordered Requests tab.

This section outlines some of the features of the Ordered Requests tab.

®) The Ordered Requests tab provides a list of items that have been actioned (to purchase
orders or requisitions) but not yet received.

User Interface (Ul) control.

Pending Parts Requests: 6 || Pending Commercial Requests: 0 || Notify Requests: 0 || Ordered Requests: 3 |

Notify Qty Avail? = Request ID Part ID Manufacturer Comments
Y - 0SEL01098-0-MACHINE SCREW-P; CORONA PART WITH A CROSS REF ALSTOM (24143CR)
4730977 PART

You may scroll to the right to see additional columns as shown in the following two screenshots:
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Request Management
Current Location: LMLOC1 - LM LOCATION 1 - SHOP v
Pending Parts Requests: 31 Notify Requests: 2 Ordered Requests: 13
Action Comment. Bin 1D Asset 1D Work Order Work Order Status Delay. Acce”
LMEINDOZ-C LM.MP2.TYT.CUV.05 LM-MP1-2010-1112 oPEN
LMMPOOLOL LM-MP1-2010-1089 QPEN
LMBINLOC101234567890 LMMPOOLOL LM-MP1-2010-1089 QpEN
LMMPOOLO1 LM-MP1-2010-1089 oPEN
LMMPOOLO1 LM-MP1-2010-1089 oPEN
LMMPOOLO1 LM-MP1-2010-1089 oPEN
LmEINDOL LMmpo0z LM-MP1-2010-1088 oPEN
LMEINDOL LumpoD3 LM-MP1-2010-1088 oPEN
LMMPOO3 LM-MP1-2010-1088 QPEN &
< 3
Request Management
Current Location LMLOC1 - LM LOCATION 1 - SHOP v
Pending Parts Requests: 31 Notify Requests: 2 Ordered Requests: 13
Accoun 1D Date Requested Date Required Expected Delivery. Vendor Staty el
03/03/2010 10:11 03/08/2010 03/03/2010 09:00 LMVNDOROZ - LM VENDOR 2 ORDERED -
02/05/2010 03142 02/05/2010 05100 LMUNDOROZ - LM VENDOR 2 ORDERED
02/05/2010 03:42 ©2/05/2010 05:00 LMUNDORD1 - LM VENDOR 1, TEST  ORDERED
02/05/2010 03142 02/05/2010 02:00 20018 - ARA APPLIANCE CORP, ORDERED
02/05/2010 03142 02/05/2010 03100 LMUNDORD1 - LM VENDOR 1, TEST  ORDERED
02/05/2010 03:42 02/05/2010 05:00 LMUNDORD1 - LM VENDOR 1, TEST  ORDERED
02/05/2010 02128 02/05/2010 03100 LMUNDORD1 - LM VENDOR 1, TEST  ORDERED
02/05/2010 03:28 ©2/05/2010 05:00 LMUNDORD1 - LM VENDOR 1, TEST  ORDERED
02/05/2010 03:28 02/05/2010 05100 LMUNDORO1 - LM VENDOR. 1, TEST _ ORDERED
<

Scrolling to the right shows the following additional columns: Action Comment, Bin ID, Asset ID,
Work Order, Work Order Status, Delay, Account ID, Date Requested, Date Required, Expected
Delivery, Vendor, Status, the Purchase Order/Requisition (PO/Req) that the line was actioned
to, and the Issue Together Chain Link (indicating the parts must be issued together). The
PO/Req hyperlink takes you to the default replenishment type. So if the default replenishment
type is requisition, the link will only take the user to the requisition, even if it has since been
moved to a purchase order. Please refer to the Purchase Order Detail Page and Requisition
Detail Page sections for more details about these pages.

Current Filter Section

The current filter section allows you to define filters for the part requests list. Follow the steps
below to define the filter.

1. Click the Define Filter button.
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Request Management Page

Pending Parts Requests: 1 ” Pending Commercial Requests: 0 H Notify Requests: 0 H Ordered Requests: 0 ‘

475748 JH-EMP-MY EMPLOYEE  JH-P1-0-ABS SENSOR; BRAKE ABS - SENSOR

Current Filter |

v]

N

Clear Filter |

| Define Filter D)

St rog

You are taken to the Define Part Request Filter page.

I~ Define Purchase Order Filter
Purchase order ID
Status
Date ordered range
Date expected range
Vendor ID
Vendor Stere |D
Vendor Contract ID
Purchase type
Approval
Replenishment batch 1D
Part 1D - Suffix
WO Loc/Yr/iNumber
Has unprintad lines
Has open or pending lines

Equipment ID

Quick Filter: |

¥ || Set as Default || Remove Default || Remove |

I
I

From|_i_r___

| m To[_r

I3

From|_/_/__

| @ To[_ii___

I3

I
I
(I
I
I
L ]
-l

Lookup |

|| I

r

— ]

Save Quick Filter as: | |

Cancel Apply Filter

2. Complete the fields as desired and click Apply Filter.
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back to the Request Management page. You can also save the filter as a Quick Filter
by entering a name for the quick filter in the Save Quick Filter as field and clicking
the Save button. Once a Quick Filter has been saved, it may be set as the default
filter for the Request Management page by clicking the Set as Default button. Click
the Remove button to remove the quick filter from the list. Click the Remove Default
button to remove the quick filter as the default filter for the Request Management
page. Enter a delivery code in the Deliver Address ID field to assign a delivery
address.

You are returned to the Request Management page with the filtered list displayed.

Current Filter | v

o status: o@

| Define Filter | | Clear Filter \

3. Click Clear Filter to remove the filter.

Current Filter | v

WO Status: OPEN

Define Filter ( Clear Filter P

The filter is removed and the entire list displays.

Actions Section

The Actions section at the bottom of the Request Management page allows you to perform the
following functions:

¢ Click the Back button to return to the Main Storekeeper page.

e Perform actions on part requests as shown in the Perform Actions on Part Requests
section below.

e Print a Pick List Report that lists all the pending line items for the selected location by
clicking the Print Pick Report hyperlink on the bottom right of the page.
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Request Management Page

Pending Parts Requests: 1 ” Pending Commercial Requests: 0 || Notify Requests: 0 ” Ordered Requests: 0
[] Priority R... Notify Qty Avail?  Request ID Requested By Part ID - Suffix - Description Manufacturer
O ¥ 475745 | JH-EMP-MY EMPLOYEE  JH-P1-0-ABS SENSOR: BRAKE ABS - SENSOR
< >

Current Filter | v|

WO Status: CPEN

| Define Fiter | Clear Filter |

for Checked ltems: | Set Notify Flag W Process < Print Pick Report >

R —————

(4 This link only displays if your Storekeeper Portal settings are configured with a Pick
List Report.

Perform Actions on Part and Commercial Requests

To perform actions on part requests from this page, select the desired part requests to perform
the action on by checking the box on the left side of the parts requests list and follow the steps

outlined below for each action type.

i Qty == _ _ inti Qty Qtyc
O Hotify 2% Requestin> (7 Requested By Part ID - Suffix - Description Comments el b
N Eonine T ANBREW T pooo1g -0 - BELTS; SELTS 4.00 o
= =
0o N 1000 D4 - ANDREW " po2o15-0 - BELTS: SELTS REQUEST FOR ALL REPLACEMENT 4.00 0
LMEMPIDO1 - CHAD P-1006 - 98 - BATTERY PROTECT:
O M WALKER BATTERY PROTECTOR .00 N

Set or Clear the Notify Flag

Setting the Notify flag notifies technicians when parts are ready for pickup.

1. Select Set Notify Flag from the For Checked Items drop-down box and click the
Process button.

L —
|| Back | for Checked @ Notity Flag_| Process | Print Pick Report

The selected part request is updated accordingly.
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Request Management Page

2. To clear the notify flag, select the desired part request by checking the box on the left
side of the part requests list. Select Clear Notify Flag from the For Checked Items
drop-down box and click the Process button.

S
| | Back | for Checked liem€ | Clear Notify Flag vD Process | Print Pick Report
=

The Notify Flag is removed.

= — ~
[]  motify A?:;‘{n Request ID ™ Requasted By Part ID - Suffix - Description Manuf Part No Comments m ?lta""‘;" m:’:‘ cﬂ?‘m.’t

O :] n 5596 LMEMPID - LYDIA ALARM MOUNT 1.00 0.00

PART ORDERED VIA

3 . R LMPART10 - 0 - MUFFLER ; IC SK/PART
[l Y 501 LMEMPID - LYDIA e e REQUEST LINE 1.00 2.00 8.00 0.00

Order Parts

To order parts from the Request Management page:

1. After selecting the specific part request (by placing a check in the box on the left side of
the Pending Part Requests list), select Order from the for Checked Items drop-down
box and click the Process button.

Request Management
Current Location [1000 - FULL SERVICE SHOP V] Refresh
Pending Parts Requests: 39 H Pending Commercial Requests: 1 H Notify Requests: 0 H Ordered Requests: 17
() Priority Ru. Notify Qty Avail? Request ID Requested By Part ID - Suffix - Descr... Manufacturer Commen! ts QtyReqd  QtyonHand Q
v 0O1-MOLLYTELLO | p-2003-0-CLEARLENS: | () 1 %
e & Soeiae
v LMEMPIDOI-CHAD | 16-19AS-0-+7; WIPER | ACDELCO () 2 s
= v =
v O0I-MOLLYTELLO | 10100034-0-GASKET, | AC DELCO (219-323) 1 s
] & Gasier
! v 001-MOLLY TELLO P-1002-0-GASKET; GASKET KD (12241) 1 18
O \ v 95| oLOLYTEL  poucsoaRAkoRUM 9t (42258 7240627) . s
BRAKE DRUM
O Checkbox(es)to [73] oowvowrmio  pawsomemmsn z =
select desired IHERMASTAT]
v 001-MOLLY TELLO PART009-0-0-A/ FILTER; () 1 16
u part requests AIR FILTER
¥ QLMOLLYTELLO  P-1013-0-STARTER 1 s
o
N 001-MOLLY TELLO ¥F12-19E616-CA-0-MOTOR () i 0
= P e v
= = e = R : =
< >
Gurent Fier
No filter defined Select ORDER from Click the
‘ Define Fiter | Clear Filter | dropdown list Process button
What do you want to do?
for Checked Items:[Order < Process > Print Pick Report

You are taken to the Line Items to Order page where the number of line items display at
the top of the page. If there are several line items, use the scrollbar on the right to see
the entire list of items. The work order information displays at the top of each line item.
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Request Management Page

Line items to Drder@

: C-1003: TERO3 2010 CHVRL CAVALTER NVY BLUE CHEV. CAVALTER 4 DOOR Edit

work Order: 1000-2010-28 (OPEN)

SEDAN O

Action Comment:

Purthass Order 1D V||

[Delay Status: Hat No: 12312 Parking Stall: YELLW
Pt ORDER ~ O ner part 1D Q [P-2003 - ElEH Lookup | #

Manuf Part No: Manufacturer:

Part description: CLEAR LENS; CLEAR LENS Scroll to see
we  [H e — LT additional lin
Quantity: 1.00 23 Qu Ordersd: 000 Uit Price: 25,5200 Est. Unit Cost: items
Qty Committed: wos: 0.00
Gy on Hand: 26.00 Qry Avail: V. Toral: 0.00 Date Requirsd: | [ :_j
Comment: Bin:

Vendor ID: [-1000 R Vendor Contract ID: B Parts are read)
Yy

Account 1D [

|

Work Order: 1000-2010-9 (OPEN)

Equipment: A-1002: A-1002-CHEVMALIBUOZ 2010 CHVRL MALIBU WHITE CHEV. MALIBU 4 DOOR SEDAN |  Edit

Delay Status: P - WAITING PARTS Hat No: 426 Parking Stall: YELLW
Aetion: ORDER v/ O wer patm: R [1818A5 J- [0 J[][ tookw |#
Manuf Part No: Manufacturer: AC DELCO
Part description: *7; WIPER BLADES
(- S r—
Quantity: 2. 00 EA Qty Ordered:  0.00 Unit Price: 23.5300 Est. Unit Cost:
ty Commited wos: 00
Qty on Hand:  25.00 Qty Avail: ¥ Toal: 0.00 Date Required:  [_4_[___ =
Commans: Bin: v
| Back | ‘ Save Changes

Lﬂ The Line Items to Order page looks slightly different when ordering for Pending

Commercial Requests (includes Labor, Parts, and Misc Cost and Taxable

information, etc.) but the basic steps remain the same.

Line items to Order: 3

Work Order: CNLOC1-2013-88 (OPEN)

Delay Status:
Line Type COMMERCIAL
Action: ORDER W

—
—

Service Request ID:

Priority ID:
Labor Cast s Taxabls? [
Parts Cost 5 Taxable? 4]
Misc Cost [15 Taxable? b
Commens: PLEASE RUSH

Action Comment:

Furchass Order 1D v/|| =]

Equipment: () CNLINEAR104: LINEAR ASSET 104 - ASSET TYPE=STRUCTURE LINEAR EQUIPMENT Edit | A

SNLINEAR104
[ masworar

Task 1D+

093012015 B

Date Required:

Vendor ID:

crvenporoa] [ ] Vendor Comtract Dz [ | [

Account ID [

IL=]

2. Click Edit to edit the Delay Status, Hat Number or Parking Stall information for the

work order.
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Request Management Page

Line items to Order: 3

Eaulpment: €-1003: C-1003-CHEVCAVALIERO3 2010 CHVRL CAVALTER NVY BLUE CHEV. CAVALTER 4 DOOR .W.
Work Order: 1000-2010-28 (DPE") T ot
SEDAN O
Delay Status: Hat No: 12312 Parking Gealli YELLW
[ ORDER v W= Part 1D Q [p-2003 - E”IH Lookup | #
Manuf Part No: Manufacturer:

Part description: CLEAR LENS; CLEAR LENS

P |l
Quantity: [ton Jes Qty Ordersd:  0.00  Unit Price: 25.5200 Est. Unit Cost:

G Commied wos: 000

Gty on Hand: 26,00 Qty Avail: v Total: 0.00 Date Required: B

Comment:

Action Comment:

Purchase Order 1D || ][ Jvendor m: [v-1000 |[] Quendorcontracem: [ [ ] ¥ pares are reacy
Account 1D [ I[=]

A Delay Status drop-down box displays along with editable Hat No. and Parking Stall
fields.

(4 Note: The Hat No. and Parking Stall fields do not display for Part Rebuild or linear
work orders.

Line items to Order: 3
o ST () Erem pc-:mus: IERO3 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit
Delay Status: Hat No: 12212 parking Stall: YELLW
Delay Status: | v| Hat No: 12312 Parking Stall:
Cancel | | Save
Action: ORDER NET Part 1D: Q |p-2003 - [ Lookup | # Remove
Manuf Part No: Manufacturer:
Part description: CLEAR LENS; CLEAR LENS
WAC: Task ID: B1 ... | PMB1
Quantity: 1.00 2 Qty Ordered:  0.00  Unit Price: 25,5200 Est. Unit Cost: 0.00
Qty Commicted: | 0.00 Wos: 0.00
Qty on Hand: 26.00 Qty Avail: ¥ Total: 0.00 Date Required: S A ';_]
Comment: Bin: v
Actien Comment:
Purchase Order ID v E‘uerdnr 10: [V-1000 .. | Q vendor Contract Ip: v | M1 Parts are ready
Account ID

3. Select a Delay Status or modify the Hat No. and Parking Stall information as desired.
4. Click Save to save your changes.
(4 Note: To stop a delay, select STOP DELAY from the drop-down list and click Save.

f_g Note: If you have set the action to Order and have a quantity on-hand to cover the
needed items, a message displays confirming if you still want to order even though

you have quantity on hand.
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Line items to Order: 3
Equipment: C-1003: C-1003-CHEVCAVALIERO3 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit
Werk Order: 1000-2010-28 (OPEN) SEDAN p
Delay Status: Hat No: 12312 Parking Stall: YELLW
Delay Status: | ~|  HatWo:|[12312 Parking Stalls [ YELLW
Cancel E Save %
Ot ORDER v N ParID: Q |p-2003 -0 ][ - Lookup | # Remove
Manisf Dart ha A

A Successful Update message displays.

& Successful update. Iq._____

Line items to Order: 3

Eguipment: C-1003: C-1003-CHEVCAVALIER03 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DDOR Edit

Work Order: 1000-2010-28 (OPEN) SEDAN p
& When the Action is ORDER, the Action type drop-down list (below) defaults based on

the Location setting for “Default replenishment generation item” as mentioned in the
important note below. You may also transfer parts from other locations by selecting
the Transfer From option from the drop-down list. When Transfer From is selected
on the part request when choosing the Order action, then the Supplied By location
will default as the location.

Line items to Order: 3

Work Order 1000-2010-28 (QPEN) seoan O
Delay Status: Hat No: 12312 Parking Stall: YELLW
Action: ORDER v [ patn:  Q [P2003 J-[0 [][  tookp |7~
Manuf Part No: Manufacturer:

Eguipment: C-1003: C-1003-CHEVCAVALIERO2 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DDOR Edit

Part description: CLEAR LENS; CLEAR LENS

wo  [E o B[] e
Quantity: EA Qty Ordersd:  0.00  Unit Price: 25,5200 Est. Unit Cost:
Qv Commiteed: wos: 0.00
Oty on Hand: 26,00 " =ik ooo Date Required: fea
Wction Type dropdown| Purchase Order ID, . ——

: . isiti in: [
Comment list only shows when Requisition ID, or
Action Comment: Action equals ORDER Stock Location ID List

. F‘Erdur 10: [V-1000 |[=] Quendorcontrace s [ ||| 4 pares are ready

Requisition ID f L
Transfer From I[=]

b,

=

Depending on your Locations default settings, part orders will either be converted to
purchase orders or requisitions. The Default replenishment generation item
setting (Purchase Order or Requisition) determines if part orders go to purchase
orders or requisitions. Follow menu path: Setup > Organization Structure >
Locations > Primary Information to set the default.

The hierarchy is as follows: If the Part ID has a default replenishment (set on the
Parts — Location Information screen, Replenishment tab), then use that. If not,
use the Location screen, Inventory — Enterprise setting for default replenishment.
Otherwise, use the Enterprise Purchasing default replenishment type.
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Work Order: 1000-2010-28 (OPEN)

Delay Status:
Action: ORDER ¥ O wex
we &

Quantity: EA
Quy Commitcad:
Quy onHand: 26,00 Quy Avail: ¥

Comment:

Actien Comment:

Equipment: C-1003: C-1003-CHEVCAVALIERO3 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DDOR

sepan 0O

Hat No: 12312

Part 10 Q
Manuf Part No:
Part description:
Task ID:

Quy Ordered:
Wost

Total:

Parking Stall: YELLW

[P2003 ]-[o =] [ tookw |7~
Manufaciurer:
CLEAR LENS; CLEAR LENS
[l
0.00  Unic Price: 25.5200 Est. Unic Cost:
0.00
0.00 Date Required:

|Purchase owerin v |

][ Jrendor m: [v-1000

B Qentoccommaror] | [l raeray

Account ID [

I[-]

éi |

Work Order: 1000-2010-137 (DPEN)

Delay Status:

Actien: ORDER v [ wer

WAC: [=] Excranee - nEw
N
PRPS—

QryonHand:  25.00 Quy Avail: ¥

Comment:

Action Comment:

Equipment: C-1003: C-1003-CHEVCAVALIERO2 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit

SEDAN O

Hat No:

Part ID:
Manuf Part No:

Part description:

Task ID:

Qty Ordered:

Q [10100084

Parking Stall: YELLW

- LIl

Lookup |7

213-323 Manufacturer:  AC DELCO

GASKET; GASKET

BRK-003 [i=] cHancE BRAKE FLUD

100 Unit Price: 32,5200 Est. Unie Cost:
1.00
2.00 Date Required:

i| Requistion D /||

| E‘/mdnr 1D: [V-1000

|[e] Qvendorconwmct s [ ][] I parss are ready

pecsmeio |

I[-]

|

To move a part request to a purchase order:

The following example shows a part request that is moving to a Purchase Order.

1. To assign the Part Request to a Purchase Order, enter the Purchase Order ID in the

field or click the Select icon
the PO ID and enter additional information).

The Parts Ordering pop-in displays.

to bring up the Parts Ordering selector pop-in (to select

i, Messages | W Web Screen | B Reports
Parts Ordering
im Storeksepel Order to PO O Use Existing ® Create New
FEiEsmErss Vendor ID [V-1000 |[=] NAPA AUTO PARTS - FULL SERVICE VNDR
PQID I |
Work Order: 1000-2010-28 (OPEN)
Description ‘
Delay Status:
Purchase Type [ v
Action: ORDER v AcctlD [ I[=]
WAC: l:l |z| | 0K | ‘ Cancel |
Quantity: 1.00 EL
Qty Commicted:
Qty on Hand: 26.00 Toral: 0.00 Date Required: 0 _:J
Comment: Bin:
Action Comment:
Purchass Order D V] | ndor 10: [V-1000 [] Quendor comtracetos [ ][] ¥ parts areready
Account ID [ ||z‘
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like the following screenshot and you would follow a process similar to the example
provided below for ordering to a purchase order.

Parts Crdering
Requisition O Use Existing ® Create New
Vendor ID [v-1000 |[.=] NAPA AUTO PARTS - FULL SERVICE VNDR
Requisition 1D | |
Description |
Purchase Type | V|
AcctID | |[=]
| OK || Cancel

Parts Ordering Pop-in for Ordering to Requisition

automatically default to Supplied by Location and would look something like this:

=

2. On the Parts Ordering Pop-in, the Vendor ID defaults from the Part ID Location record
(on the Parts — Location Information screen). To select a different Vendor, click the

Vendor ID Select icon and choose a vendor from the choice-list.

| Tranzfer From S

settings, the Vendors displayed may also display Approved, Rank, and Vendor
Contract information. Refer to the Shop Activity Storekeeper Administrator Guide for
more information about these settings.
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[ o0 3

Vendor ID Starts with: 199 item(s) found
|
1]s8|a]s]|c|p|e[r]e[u]i]a]k][m][n]o]r[R]s][T]u]v]w]x]
z
And|VendorID V|conta\ns:
‘ | Search H Reset |
Vendor ID Name Approved ~ Rank  Vendor Contract
1000 NAPA CAR AND PARTS ¥ 1 ¥
NAPBS0254510 NAPA AUTO PARTS Y 2 Y
860208157 SUBIA Y 3

ABT161775998 A B TRAILERSy LLC
ACC270058028 ACCESSORIES UNLIMITED INC
ACC542105218 ACCESSORIES DEPOT OF NM
ACLB50420442 A CLASSIC GLASS SHOP
ACMB50216187 ACME RADIATOR SERVICE
ACTB50410052 ACTION HOSE INC

ALB760757139 ALBUQUERQUE AUTO GLASS - TINT

3. Select the Use Existing radio button to order to an existing purchase order or click the
Create New radio button to create a new purchase order. The sample screenshots show
an example for Use Existing PO or Create New PO.

o Use Existing — Select the Use Existing radio button, select a PO ID from the
choice-list (the remaining fields populate from the existing PO), and click OK.

Parts Ordering |Se|=|:t Use Existing radio button. |

Order to PO se Existing O Create New

Vendor ID V-1000 NAPA AUTO PARTS - FULL SERVICE WYNDR
POID [1000-2010-0000002 | ...

o — Select the PO ID from the choicelist.
Description (Remaining fields populate from existing PO)
Purchase Type STOCK PART - STOCK PART PURCHA[v|
AcctID 0oooo1 ACCOUNT FOR ALL DEPT/LOCS

E OK ? Cancel

o Create New — Select the Create New radio button, complete the fields, and click
OK.

(4 Note: The PO ID field will automatically populate with the next PO number if
you leave the field blank.
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Parts Ordering

| Select Create New radio button. |
Order to PO O Use Existinreale New
Vendor 1D [v-1000 |[=] NAPA AUTO PARTS - FULL SERVICE VNDR
POID |1QUD,2011,QD[)0021 |_ The PO ID field auto-populates with
Description |LENS PO thei tal ,!DO number.
Purchase Type [PTYPE1 - PURCHASE TYPE ONE v
AcctID [ooooo1 |[-] ACCOUNT FOR ALL DEPTILOCS
Click OK.
|C OK _-/>|| Cancel

The PO ID is filled in on the Line Items to Order page.

€-1003: IEROZ 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit

Work Order: 1000-2010-28 (OPEN) SEDAN 0

Hat No: 12312 Parking Stall: YELLW

|-[0_ ][] Lok | #

Manufacturer:

Delay Status:

action: ORDER v O we parcio: Q [P2003

Manuf Part No:

Part description: CLEAR LENS; CLEAR LENS

wWAC: C &= Task 10 [=] Puai
Bt Uni Cost:

Quantity: 1.00 EA Quy Ordered:  0.00  Unit Price: 25.5200
Qty Committed: Wos: 0.00

Qty on Hand: 26.00 Quy Avail: ¥ Total: 0.00 Date Required: ’j
Comment: Bin:

Action Comment:
Furchase Order 1D | [1000-2011-0000021 |- [vendor 1o: [v-1000
Account ID [ ||Z|

|[a] Quendorcontraceoi [ ][] ¥ parts are rendly

changes to the line item.

: €-1003: IERO3 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALTER 4 DOOR Edit

Work Order; 1000-2010-28 (OPEN) SEDAN O

Parking Stall: YELLW

|- ][] todke | #

Manufacturer:

Delay Status: Hat Ne: 12312

Action: ORDER O wa paip:  Q [p-2003

Manuf Part No:
Part description: CLEAR LENS, CLEAR LENS

WAC: 1= Task 1D [] Pt
= gme

Quantity: 1.00 EA Qty Ordersd:  0.00  Unit Price: 25,5200

Qty Committed: WOs: 0.00

Qry onHand:  26.00 Quy Avail: ¥ Toral: 0.00 Date Requirsd: lj
e -

Action Comment:

[ =] Quenor contrace s [ ][] ) parts are ready

|[=] AccounT For AL DEPTRLOCS

Purchase Order ID_ | [1000-2011-0000021 ][ Jvendor 1: [v-1000

Account ID [ooooo1

Back £ Save Changes 3/

4. Complete additional fields as desired and click the Save Changes button to save the

5. Repeat the same steps to enter th
items.

e PO ID on each line item if there are multiple line

6. Click the Remove button to remove a line item from the order as shown in the example

below.
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Line items to Order: 1

: C-1004: IERO4 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit

Work Order: 2000-2010-12 (DPE") SEDAN p
Delay Status: HatNo: 8 Parking Stall: YELLW \‘
o ORDER W= Part ID: Q [p-2008 J-[0 J[-][ Lo ]# ([ Remove [
Manuf Part No: Manufacturer:

Part description: THERMASTAT, THERMASTAT

we, o Jme rao [ [
Quantity: £A Qty Ordersd: 20,00 Unit Prices 213.7400 Est. Unit Costi

R — o
Qty on Hand: 16.00 Qty Avail: ¥ Totals 20.00 Date Required: 03r18/2010 5

Comment:

Action Comment:

[Purchase Order D v| | [z Jvendor 1: [v~-1000 |[a] Quendorcontractmos [ ][] [ parts are ready
Account ID [ I[]

Back ‘ | Save Changes

A red X indicates the line item was removed from the order.

Line items to Order. 1

€-1004: IERO4 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit

Work Order: 2000-2010-12 (OPEN) SEDAN p
Delay Status: Hat No: & Parking Stall: YELLW
Action: ORDER v NFI Part1D: Q [p-2009 -fe [ Lookup E
Manuf Part No: Manufacturer:

Part description: THERMASTAT; THERMASTAT

WAC: 10 | INSTALL Task ID: 001 e | HVAG

7. Review the information and click Save Changes to complete the order.

After successful processing, you are returned to the Request Management page where
the number of pending parts requests has decreased by the number of line items

ordered.

Issuing Parts for a Multi-asset Work Order

Issuing parts for a multi-asset work order follows a similar process as a regular issue parts
process with some differences.

1. Select the multi-asset work order.

2. Select Issue from the For Checked Items drop-down box and click Process.
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Request Management Page

Multi-asset Work Order Part Issues - 1 of 1

Asset Selection NON-LINEAR
Multi-asset Work Order ID  LL-LOCAO1-2018-155 Work Order Type REPAIR
Stock Location LL-LOCADM Nead By 04/16/2018
Part ID QA-PT-01-0 - PART; BASIC PART 001
Manuf Part No: Manufaciurer: QA-01
Requested Qty

Work Order 1D Asset ID Asset Description Quantity Prev. Issue Qty
LL-LOCAD1-2018-156 LL-OTHERDS ’:I 1.00
LL-LOCAD1-2018-157 LL-OTHERDS l:l 2.00
LL-LOCAD1-2018-158 LL-OTHERDZ 1.00

Totals

Total Issue Qty 1.00 EA

Total Request Qty Remaining  1.00 EA

3. Specify the Quantity to issue to each child work order.

o Non-linear assets will have the available part quantity up to the requested
amount evenly distributed.

o Linear asset will have the available part quantity up to the requested amount
distributed based on each work order’s linear area.

o Ifissue quantities are manually entered and exceed the requested amount, the
storekeeper will be asked to confirm they intended this when saving.

o If partial issue is performed, any committed quantity on the request is reduced by
the partial issue’s part quantity. When performing a final issue that will satisfy
remaining request, the part request will be actioned as COMPLETE. The related
work order line on the purchase order line for request that is PARTIALLY
RECEIVED will have quantity adjusted to the received amount. This allows any
remaining ordered parts on the purchase order line to be received into inventory
instead of forced to be issued on the work order.
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Request Management Page

Multi-asset Work Order Part Issues - 1 of 1

Asset Selection LINEAR

Multi-asset Work Order ID MAIN-2018-7 Work: Order Type REPAIR

Stock Location MAIN Need By 033172018
Part ID HEADLIGHT-FLUID-0 - HEADLIGHT FLUID - KEEP HEADLIGHTS WORKING

Manuf Part No: HF-1000 Manufacturer: ACME MANUF
Requested Qty 50.00 QT Available Oty 3,355.81QT

Select Assets

MAIN-2018-3 RD-2P0-000021F O 17514 - 19493 E ADDLEWAY AV 14 2.00
MAIN-2018-10 RD-5P0-000021E O 17514 - 19453 E APRLEWAY AV 15 10.00
MAIN-2018-11 RD-5PO-000021D O 17514 - 19433 E APPLEWAY AV 16 10.00
MAIN-2018-12 Ro-spo-conozic O 17514 - 19493 E APPLEWAY AV 16 10.00

MAIN-2018-12 RD-5P0-0000318 O 17514 - 19433 £ APPLEWAY AV 16 10.00

Totals

Total Issue Qfy 8.00QT
Total Request Qty Remaining  0.00 QT

4. (Optional) Click Skip to individually skip requests.

5. Click Save.
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Send Parts Out

1. From the Request Management page, click the Picked Requests tab.

2. Check the boxes next to the line items you want to process.
Request Management
Current Location: | MAIN - MAIN LOCATION v
Pending Parts Requests: 9 Picked Requests: 4 Pending Commercial Requests: 0
|| Type Priority ID Notify Qty Avail?  Request ID Requested By
o T i EMPOQ - EMPLOYEE #0
¢ 575 (DEFAULT EMF)
\8_~ ’ e
D T N 612 p=ta}
D T o 709 f=13)
3. Inthe For Checked Items drop-down list, select Send Parts Out.
Current Filter | = |
Mo filter defined.
Define Filter | | Clear Filter | Employee | | E\
Send Parts Out v Process
4. Click Process.
5. The Request Bulk Actions page displays.
Transfer ID 559 Work Order 1D
Description TEST 123 Asset ID 2017 ACME FRT2==Meters: 1-0 MILES; 2-0
From Location AA - ASSET ADMINISTRATION
To Location MAIN - MAIN LOCATION SR:;PPi"S
Delivery Address ADDRESS-01- 1224 ADDRESS LINE 2 ADDRESS erenee
D Part Request ID O
Employee ID Priority ID 2 - URGENT
0 Line ltems Requested 1 SentOut 0 Received 0 Declined 0 Total 1
EAR PLUGS-0 - SAFETY; DISPOSABLE FOAM EARPLUGS Qty on Hand 110052
e I —|
Status REQUEST TRANSFER Employee 1D
Qty Requested 1 Qty to Send [17 ] otypefersd 0 Label Qty i
T —
6. Enter the needed information on this page and click Save.

The items are processed and the status is set as Send Parts Out.
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6. Pending Returns Page

If configured to approve/deny part return requests, the Part Return Requests button shows on
the Main Storekeeper page when pending part return requests exist. The button is grayed-out if
no pending part return requests exist and you are configured to approve/deny part return

requests.

1.

Click the Part Return Requests button to begin the approval process.

My Storeroom Portal #

Current Location: [CNLOCT - REPAIR SHOP 1 V|| Customize Refresh
New/Edit Part

16 Pending Part Requests Requests 20 Pending line items
4 Pending Part Return Requests C Part Return Requests 12 Total Requisitions
11 Total Work Orders /

Purchase Orders

15 Open line items Purchase Orders

10 Pending line items

15  Tetal Purchase Orders

After clicking the Part Return Requests button on the Main Storekeeper page, the
Pending Returns page displays with the pending returns for the selected location.

Current Working Location
[CNLOC1 - REPAIR SHOP 1 v
Pending Returns
Work Order: CNLOC1-2014-116 Equipment: CDC-CARD22: 123456789 2012 FORD F150 CAR 022 o
Task Part Qty WAC ‘Reason
CNTASKOO1 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES CNPARTOO03 -0 499; STOCK PART 003 1.00 test
Work Order: CNLOG1-2014-172  Equipment: CNCAR200: SNCAR200 2014 FORD F150 GAR 200 - UNDER WARRANTY ©
Task Part Qty WAC Reason
CNTASKOO1 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES CNPARTO40 -0 BRAKE ASSEMBLY; BRAKE PAD/ROTOR KIT 040 1.00 test
CNTASKOO2Z - TASK 002 - SUPPORTS ALL ASSET CATEGORIES CNPARTO43 -0 BRAKE ASSEMBLY; BRAKE PAD/ROTOR KIT 043 1.00 test
CNTASKOO3 - TASK 003 - SUPPORTS ALL ASSET CATEGORIES CNPARTO040 -0 BRAKE ASSEMBLY; BRAKE PAD/ROTOR KIT 044 1.00 test
2. Click the Process Requests button.
Current Working Location
[CNLOC1 - REPAIR SHOP 1 v
Pending Returns
Work Order: CNLOC1-2014-116  Equipment: CDC-CAR022. 123456789 2012 FORD F150 CAR 022 0 < Process Requests >
Task Part Qty WAC Reason
CNTASK0O01 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES CNPARTOO3 -0 499; STOCK PART 003 1.00 test
Work Order: CNLOC1-2014-172 Equipment: GNCAR200: SNCAR200 2014 FORD F150 CAR 200 - UNDER WARRANTY 0

The Process Returns page displays for the selected work order.
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Work Order Info
Asset ID

Station Location
‘Work Order ID
Job Type

Unit In

Meter 1

Tasks Completed

Process Returns

CDC-CAR022: 1234586789 2012 FORD F150 CAR 022 O

CNLOCT - REPAIR SHOFP 1 Repair Location
CNLOCT1-2014-116 Job Status
REPAIR Technician
07/22/2014 01:25 PM Due

0 HOURS Meter 2
0/1(0.00%) Projected

Completion Date

Task: CNTASK0O1 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES

CNLOC1 - REPAIR SHOF 1
OFEN

CDCEMP3 - CLINT CAMSTER EMPLOYEE 3

07/23/2014 01:25 PM
0 FLOW

04/27/2015 03:32 PM

WAC:
Returned Part:  CNPARTO03 -0: 499; STOCK PART 003 Qty: 1.00
Issue Location: CNLOCI - REPAIR SHOP 1 Employee: CNEMPOO1 - EMPLOYEE 001
Return Reason: test Date: 03/16/2015 02:12 PM
Action: @] Approve O Deny
Reason:
| Back |
3. Select Approve or Deny and enter a Reason if desired.

Work Order Info

Asset ID CDC-CARO022: 123456785 2012 FORD F150 CAR 022 0O

Station Location CNLOC1 - REPAIR SHOP 1 Repair Location CNLOC1 - REPAIR SHOP 1

Work Order ID CNLOGC1-2014-116 Job Status OPEN

Job Type REPAIR Technician CDCEMP3 - CLINT CAMSTER EMPLOYEE 3

Unit In 072212014 01:25 PM Due 0712312014 01:25 PM

Meter 1 0 HOURS Meter 2 0 FLOW

Projected .

Tasks Completed 07/ 1(0.00%) Completion Date 04/27/2015 03:54 PM

Process Returns

Task: CNTASK001 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES WAC:
Returned Part:  CNPARTO03 -0: 439; STOCK PART 003 Qty: 1.00
Issue Location: CNLOCI - REPAIR SHOP 1 Employee: CNEMPOO1 - EMPLOYEE 001
Return Reason: test Date: 03/16/2015 02:12 PM
Action: pprove ':::' Den
Reason:

4. Click Process. Continue same steps until finished processing returns.
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Work Order Info

Asset ID CDC-CAR02Z: 123456789 2012 FORD F150 CAR 022 O

Station Location CNLCC1 - REPAIR SHOP 1 Repair Location CNLOC1 - REPAIR SHOP 1

‘Work Order ID CNLOC1-2014-116 Job Status OPEN

Job Type REPAIR Technician CDCEMP3 - CLINT CAMSTER EMPLOYEE 3
Unit In 07/22/2014 01:25 PM Due 07/23/2014 01:25 PM

Meter 1 0 HOURS Meter 2 0 FLOW

Projected

Tasks Completed 0/1(0.00%) Completion Date

04/27/2015 03:54 PM

Process Returns,

~ Process | yask: CNTASK001 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES WAC:

— —
Returned Part:  CNPARTO03 -0: 499; STOCK PART 003 Qty: 1.00
Issue Location:  CNLOCI - REPAIR SHOP 1 Employee:  CNEMPOO1 - EMPLOYEE 001
Return Reason:  test Date: 03/16/2015 02:12 PM
Action: ® Approve @] Deny
Reason:

Back |

A message displays to indicate approval or denial.

Work Order Info

Agset 1D CDC-CAR022: 123456789 2012 FORD F150 CAR 022 0
Station Location CMNLOC1 - REPAIR SHOP 1 Repair Location CNLOC1 - REPAIR SHOP 1
Work Order ID CNLOC1-2014-116 Job Status OPEN
Job Type REPAIR Technician CDCEMP3 - CLINT CAMSTER. EMPLOYEE 3
Unit In 07/22/2014 01:25 PM Due 07/23/2014 01:25 PM
Meter 1 0 HOURS Meter 2 OFLOW
Projected

Tasks Completed 0/ 1(D.00%) 04/2772015 03:56 PM

Completion Date

IO Request approved.No more return requests for this work order. I

Process Returns

| Back |

A message displays to indicate the approval or denial occurred

Back on the Pending Returns Page, the number of pending part return requests is
decreased by the number of approvals/denials you made.

Current Working Location:

[CNLOCT - REPAIR SHOP 1 vl

Pending Returns

Work Order: CNLOC1-2014-172 Equipment: CNCAR200: SNCAR200 2014 FORD F150 CAR 200 - UNDER = = -
WARRANTY 0 __rocess eques

Task Part Qty WAC Reason
CNTASKOO1 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES CNPARTO40 -0 BRAKE ASSEMELY; BRAKE PAD/ROTOR KIT 040 1.00 test
CNTASKDO02 - TASK 002 - SUPPORTS ALL ASSET CATEGORIES CNPARTO043 -0 BRAKE ASSEMBLY; BRAKE PAD/ROTOR KIT 043 1.00 test
CNTASKOO3 - TASK 003 - SUPPORTS ALL ASSET CATEGORIES CNPARTO040 -0 BRAKE ASSEMBLY; BRAKE PAD/ROTOR KIT 044 1.00 test
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The Part Return Requests button on the Storekeeper Main page will be grayed out
when there are no pending part return requests remaining.

Wy Storeroom Portal #
Current Location: [CNLOCA - REPAIR SHOP 1 V][ Customize | Refresh

| New/Edit Part |

16 Pending Part Reguests Requests

20 Pending line items | Requisitions |

@‘ending Part Return Requests Part Return Requests 12 Total Requisitions
11 Total Work Orders

Purchase Orders

15  Open line items | Purchase Orders |

10 Pending line tems

15 Total Purchase Orders
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Part Request Detail Page

7. Part Request Detail Page

% Storekeeper portal pages with a Part ID field and choice-list include a Lookup button linked
to the Parts Lookup dialog. This lookup functionality allows for the added lookup of parts
through cross reference IDs, with Storekeeper Parts Search Setting, Default Part Lookup
Part ID Search Option, set to allow lookup by Xref. The Lookup button will appear as
shown in the image below.

Request Detail
Request ID 476575
Location ID AWLOC1

Issue Together

Line Items: 1

Work Order: AM0172-2013-12 (OPEN)
Delay Status:

Line Type PART
Action: v

Service Request ID:

WAC:

(PENDING)

v

Date and Time Requested 05/05/2015 14:14
Requested By JK EMPLOYEE
Equipment: ) 0000001: 04RE104872 2005 DETROIT DIESEL S50CNG SERIES 50 DETROIT DIESEL GAS Edit
L
ENGINE
Hat No: Parking Stall:
NFI Part ID: Q [1000 -0 .|| rookup |Z
Manuf Part No: GARRETT1000 Manufacturer: GARRETT
Part description: HOSE-SILICON(RU; HOSE, SILICON, ID 2-1/2 INCHES, LENGTH & INCHES, INSTALLS OF
Task ID: (I

To view part request detail:
1. Click the Request ID button you need on the Request Management page.

Request Management
Current Location: (1000 - FULL SERVICE SHOP v Refresh
Pending Parts Requests: 39 ” Pending Commercial Requests: 1 H Notify Requests: 0 ” Ordered Requests: 17
[] ®riority R... Notify Qty Avail?  Request ID Requested By Part ID - Suffix - Descr..  Manufacturer Comment ts Qty Reqd  Qtyon Hand Qf
. it Bmin AGULLTLLL FALiERG Ui B A=) . e
- 203 FILTER ~
O Y LMEMPID01-CHAD P-1006-58-BATTERY 0 1 4
WALKER PROTECT; BATTERY
] Y 1000-11-MARY SMITH  05046-2-BATTERY A/C (574830) 2 24
PROTECT; BATTERY
] v 1000-11-MARY SMITH  05046-2-BATTERY A/C (574830) 4 24
PROTECT; BATTERY
] v 1000-11-MARY SMITH  10W-30-0-TRANSIT; OIL-  CA (3479503) 1 27
10W/30
0 ¥ " " 1000-11-MARY SMITH  OL8-2-%7; DEX COOL 0 8 25
] Y 1000-11-MARY SMITH  P-1000-0-OIL FILTER; OIL  BG (435734) 1 38
FILTER
] N 001-MOLLY TELLO EEDZE700A-2-7; SEAL 0 1 o
o @ ¥ LMEMBIDO1-CHAD 10255506-0-; LOCK/LATCH () 1 30
WALKER GLOVE BOX v
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The Part Request Detail page displays.

Request Detail

Line Items: 1

‘Work Order: SRMC-2014-30 (OPEN)

Delay Status: Hat No:

Line Type PART
Action: PenpinG) L nFr Part ID:
Service Request ID:

Manuf Part No:

Part description:
WAC: 1 Task ID:
.
Quantity: EA Qty Ordered:
Qty Committed: wos:
Qty on Hand: 4.00 Qty Avail: ¥ Total:
Comment:
Action Comment:

Vendor ID:

Account 1D 1000.111101.00001.000.00000 ‘ lz‘ TEST
<

Request ID 475731 Date and Time Requested
Location 1D ACA Requested By
Issue Together O

Equipment: ) S)-CAR-TYPEA: TYPE A 2010 TOYOTA CAMRY BILL TYPE A - CAMRY

Ca—L

07/30/2014 14:23
TJ TEST

Parking Stall:
Q [1000 |-[0 ][] [ tookup |#
GARRETT1000 Manufacturer: GARRETT

HOSE-SILICON(RU; HOSE, SILICON, ID 2-1/2 INCHES, LENGTH & INCHES, INSTALLS ON

a— Lo

0.00 Est. Unit Cost:
0.00
0.00 Date Reguired: ¥

Bin:

NONEODDODODDD! W

[ arts sre resd

N E—
Y E—

The Part Request Detail page provides header information at the top of the page
including: Request ID, Date and Time Requested, Location ID, Requested By, and
whether or not the parts are to be Issued Together.

(4 f your organization supports Enterprise Portal, the Request ID is a link to the Part

Requests screen.

The work order header information displays at the top of the line items as shown below.

Line ltems: 2

Egquipment: 001207: 1FAFP5825YG187558 2000 FORDX TAURUS WHITE FORD TAURUS STATION WAGON Edit
Work Order: 1000-2011-1 (OPEN) 4DOOR p
Delay Status: Har No: Parking Stall: YELLW
Action: (penome) [ ner Part ID: Q [oLs - EH Lockup | #

Manuf Part No: Manufacturer:

Part description: *7; DEX COOL
WAC: =l TaskID: B [a]ems
Quantity: 8.00 E Qty Ordered: 0,00 Est. Unit Cost:
Gty Committed: Wos: 0.00
Qty on Hand: 25.00 Qty Avail: v Total: 0.00
Comment: Bin:
Action Comment:

[ parss sre rescy

The bottom portion of the page shows the
order for the part request.

Click Edit to set a delay status or edit the

total number of line items and details by work

hat number and parking stall information. To

stop a delay, select STOP DELAY from the drop-down list.
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[_5 Note: The Hat No.

work orders.

and Parking Stall fields do not display for part rebuild or linear

Line ltems: 2

Work Order: 1000-2011-1 (DPEN)

Equipment: 001207: 1FAFP5825YG187558 2000 FORDX TAURUS WHITE FORD TAURUS STATIQN WAGON @
ELLG L s]
Hat No: Parking Stall: YELLW v

Delay Status:

Delay Status: | v] Hat Nos | Parking Stall: [ YELLW

| Cancel | | Save |

G +| (eEnpmE) NFI Part ID: Q loe -2 Lookup |
Maznuf Part No: Manufacturer:

Part description: *7, DEX COOL

3. Click Save to save your changes.

Line items without an action against them may be updated. Whereas, the only field that may be
edited for line items that have actions against them is the Parts are ready checkbox.

Line ltems: 2
Equipmen:: 001207: 1FAFPS825YG187558 2000 FORDX TAURUS WHITE FORD TAURUS STATION WAGON
Work Order; 1000-2011-1 (OPEN) a000R O
Delay Status: Hzt No: Parking Stall: YELLW
action: (eenome) | wer Part ID: Q [oLs |- EH Lookup ‘/
Manuf Part No: Manufacturer:
Part description: *7; DEX COOL
WAC: =] Task10: B |[-]ems
Quantity: 5.00 EA Qty Ordersd: 0.0 Ext. Unit Cost:
Gty Committed: wos: 0.00
Gty on Hand: 25.00 Qty Avail: ¥ Total: 0.00
Commens: Bin
Action Comment:
Account 1D [1103z34010 |[] cARE coorpinaTION
Action V]  (eENDING) I [ patn;  Q [P-1000 J-[0 (][ tookwp |#
Manuf Part No: 435734 Manufacturer: BG
Part description OIL FILTER, OIL FILTER
WAC: =] Task1D: B [-]eme
Quantiy: 1.00 EA Qy Ordersd: 2,00 E=t. Uni Cost:
Gty Commitzed: wos: 3.00
Gty on Hand: 38.00 Qty Avail: ¥ Total: 6.00
Comment: Bin:
& rtinn Camment:
| Back | | Save Changes |

[_J To view many line items, use the scroll bar on the right of the page.

To update a line item with no action against it:

1. Select an action from the Action drop-down box.
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Line Items: 2

Delay Status:

Action:

Action Comment:

=

Work Order: 1000-2011-1 (OPEN)

‘ORDER
vca |
CANCELED N

teenome) [ e

=

25.00 Quy Avail: ¥

Furchass Order 1D v| |

&

Equipment: 001207: 1FAFP5825YG187558 2000 FORDX TAURUS WHITE FORD TAURUS STATION WAGON Edit

aDoOR O

Hat Na:

Parking Stall: YELLW

Part ID: Q [oLs |- ][ Lok |#
Manuf Part No: Manufacturer:
Part description: *7. DEX COOL
Task I0: B ]ems
Qry Ordersd:  0.00 Uit Frics: 43.8750 Est. Unit Cost:
Wos: 0.00
Toral: 0.00 Date Required: o)
8in:
vendor: [0 (2] @ vendorcommerme [ 2] Dl ars reresdy

[1105234010

| (=] care cooroinaTION

wsuuw

{_ﬂ The Edit Part Pencil icon takes you to the Part Definition Wizard to edit the part

information. Please see the Part Definition Wizard section below for more

information. The Part Location Information Zoom button @ takes you to the
Parts- Location Information screen to update part location information as desired.

2. Complete the fields as desired. Clicking the Task ID Select icon limits the selection
to those tasks that are associated with the work order.

o

Fields vary depending on the action taken. When issuing, the Vendor ID and
Core Value fields display. Refer to the Perform Actions on Parts Requests,
Issue Parts section for additional information about issuing parts. When
ordering, the Date Required, PO ID, Vendor ID, and Vendor Contract ID fields

display.

wm

L!' Note: For Order actions, the Vendor ID choice-list can be configured to show

Approved Vendor, Rank, and/or Contract details. See the Shop Activity
Storekeeper Administrator Guide for setting information to show the
additional details.

Serialized parts show a serial number box and a removed serial part box. Parts
that require positional information will display a Position field. Refer to the
Perform Actions on Parts Requests, Order Parts section for additional

information about ordering parts.

3. Click Save Changes to save your entries.
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Work Order: 1000-2011-1 (OPEN)

Equipment: 001207: 1FAFP5B25YG187558 2000 FORDX TAURUS WHITE FORD TAURUS STATION WAGON

Parking Stall: YELLW

Part ID: Q [owe |—|Z|| Lookup |7

Vendor 10: [1£-1000 [l veworcommseero: [ o] Oeansarere

apoor O
Dalay Status: et o:
Action: eenome) [ wer
Manuf Part No:
Part description:
wac: [o] NsTALL Task IDs
Guantity: 800 EA Qty Ordersd:
Qy Committads wos:
Qryonband:  25.00 aty avail: ¥ Tozal:
Comment: MY COMMENTS
Action Commen t:
Purchase Order 10 v/ || 1=
Account 1D [1103234010

Back ‘ CSave Changes

Manufacturer:
=2; DEX COOL

(CO—
0.00 Unit Price: 43.8750 Est. Unit Cost:

0.00

0.00 Date Required: |D4/30/2015 B
Bin

J[] caRE coorpinaTION

ady

You are returned to the Request Management page where the Parts Request no longer
shows in the Pending Parts Requests list if actions were performed on all line items of

the request.
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Cancel a Part Request

To cancel a part request line item, follow the steps below.
On the Part Request Detail page, select the action, CANCELED, on a particular line

1.

item.

2. Click the Save Changes button.

Part Request Detail
Request ID S
Location

Issue Together O

Line ltems: 1

Work Order; 2000-2010-12 (OPEN)

oy Cammiced:
Qty on Hand: 16.00

Comment:

Action Comment:

Delay Stats:
Action: [GANCELED Vb (penomG) [ wet

waG: [ msTavy

Equipment: C-1004: C-1004-CHEVCAVALIER04 2010 CHVRL CAVALIER NVY BLUE CHEV. CAVALIER 4 DOOR Edit

SEDAN O

HatNo: 8

Part ID: Q [PaRTD0S-0

Manuf Part No;
Part description
Task ID:

Qty Ordered:
WOs:

Toral:

Account ID

7
Back | C Save Changeij‘

j Time Requested

03/25/2010 09:26 AM
MOLLY TELLO

Parking Scall: YELLW.

e =g

Manufacturar:

A [ FILTER; AIR FILTER
C—

0.00

You are returned to the Request Management page and the pending part request no
longer displays in the list if actions had been performed on all line items of the request.

Approved Parts Ordering

If enabled, settings will allow for defaulting of approved parts vendors and ranking vendors for
preference. Vendors can be ranked by order of approval. Upon creation of a purchase order,
this setting will require approval prior to ordering from an unapproved vendor or will require
manual override to allow the item as Ok from unapproved vendor.
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' Parts Ordering Popin * f
Parts Ordering
Order to PO © Use Existing ® Create New I
Vendor ID |
POID [
(Bsaies | Vendor ID Starts with: 6779 item(s) found
Purchase Type [ |
Acct ID g lal2]3]4]s]sl7][8[s[a[c|p|y|K]L[m[O[P[Q[R[T|V]|W]
And [Vendor ID v contains:
| | Search || Reset |
Vendor ID ‘Name ipproves  Rank  vendor Contact
1000-1322 WILLIAMS DISTRIBUTORS i 1 v
10001-8361 EMC ENGINEERING Y 2
1001-6276 CHRIS WRIGHT & TOMICA JACKSOMN Y 3 ¥
1002-1323 MELANIE M. FISHER Y
1003-6277 TONYA SPEAR Y
1004-1325 PAYNE, VICTOR E. ¥
1005-6278 SHEATS, ROBERT & &
100-5661 SYNAPSE ENERGY ECONOMICS, INC.
1006-1326 CLARK, SONII
1007-1327 PERDUE, ALICIA

Page 1 of 678 Next

Requiring Approval for Purchases from Defined Vendors

The option Approve vendor for part can be selected from the Vendor/Part Information screen.
If checked, the vendor and part have been approved for order. Users can set certain vendors as
approved and to require approval of other vendors.

Vendor/Part Information ADMINMODE CHANGE REQUEST HELP PREFERENC
Select Filter -
Q o ®
Search | Reload Sort Select Sort e New Delete Edit Save e E
Vendor ID
Part ID
Basic Info Part suffix
More Info
'W'a"ant).I Ba SIC |I'If0
Unit of purchase Warranty start | UPON INSTALLATION =«
Purchasafissus factor EONIDETVERY, -
Manufacturer part number Enin d
( Approved vendor for part ’
Current erder unit price ‘endor ran|
Price type Discount percentage
Expiration date J_J___ Surcharge percentage
Comments
[Row# [Delete [Unit of measure Description [ty range low [aty range high Unit price
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Also included in this release is the new Purchase Types checkbox, Require approved vendor
for STOCK PART line items.

If Require approved Vendor for STOCK PART line items is set and a vendor is not set as an
approved vendor for the part, the Storekeeper cannot OPEN the PO without selecting to
manually approve the selected vendor.

The checkbox on the Enterprise Purchasing — Purchase Orders Line Items tab that allows you
to indicate OK from unapproved vendor. If this box is NOT checked, it will return a validation
error message as shown in the screenshot below.

™ Check the box OK from unapproved vendor to approve a line item that requires approval
of the vendor

A This OK from Unapproved Vendor checkbox is also available on the following
pages in the Storekeeper portal:

Purchase Order Detail Edit pop-in:

Line ems: 2

Line Item Status: ALL
Part or OK fram Unapproved Qty Qty not yat. it pri
Line # Ty Manuf Bart No. Manufacturer Vendor ord ‘Recaived Unit pric
1000-0: HOSE, SILICOM, 1D
1 2-1/2 INCHEE, LENGTH € GARRETTL000 GARRETT ' | 5o

8-0; HOSE, SILICON, 1D

100
2-12 INCHES, LENGTH & &4 2 2.00

INCHES, INSTALLS CN

< >

| Cancel m)

< = >

Part Vendor pop-in:

Part I

Zutfix Part Vendar

r— part 1001-0 - PLUG, BRASS, SIZE 1/8 INCH, TYPE WEATHER HEAD, MUST BE PACKA
sendor I RA-VENDOR Q RICHARD'S VENDOR FULL SERVICE

Short Deseri
Unit of Purchase Ex | QERCH

Product Catent
Manutacturer Part Number

Part Classiical

Currert Order Unit Price  0.0000

Price Type .|
Expiration Date [ :j
Discount Percantage 0.000
Sl
Commerts
‘endor Lead Time (days) 0
Minimum Order Quartity 100 e
Core Crecit VYalug 0.0
Morths  Meter Units
Warranty Lite a o
Expected Lite 0 o :
Warranty Start * on Install
On Delivery —
Cancel
Cancel Save Delete
Delate
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Approved Vendor Sorting and Ranking

To encourage use of an approved vendor when creating a PO from a parts request, approved
vendors will now show all approved vendors first, and sort them by rank.

The option for setting rank of the vendor is available with the Approve vendor for part on the
Vendor/Part Information screen, Basic Info tab:

Vendor/Part Information ADMINMODE CHANGE REQUEST HELP PREFERENC
Select Filter -
Q| TN ®
Search | Reload Sort Select Sort e New
Vendor ID
Part ID
Basic Info Part suffix
More Info
‘|,l\f'a"ar|t}.I Ba SIC |I'If0
Unit of purchase Warranty start | UPON INSTALLATION -
Purchass/issue factor N s
Manufacturer part number Entry complete
A duendor for nadt
Current erder unit price t Vendor rank )
Price type ISCOUNT percentage
Expiration date J_J___ Surcharge percentage
Comments
[Row# |Delete  [Unit of measure [ Description [ty range low [ty range high [Unit price

From the Parts Ordering Pop-in, when actioning a Part Request in Storekeeper Portal to a
Requisition or Purchase Order, choose the Vendor ID Choice-list

S —————p

Parts Ordering
Requisition © Use Existing @ Create New
Vendor ID
Requisition 1D ACA-2015-0000002
Description
Purchase Type STOCK - STOCK -
Acct ID SRMC-0001 E] SEMC BLANKET ACCOUNT

OK Il Cancel
Page 60 of 175 Shop Activity Storekeeper - User Guide

Version 25.x



Part Request Detail Page

In this choice-list you will now see if the Vendor is approved, what their rank is, and if there is an
active Vendor Contract:

e —

Vendor ID Name Approved ~ Rank Vendor Contract
1000-1322 WILLIAMS DISTRIBUTORS 1

1179-5009 DIAMOND DISTRIBUTORS INC.

1278-7250 PTC INDUSTRIES, INC.
1303-7260 APPLIED INDUSTRIAL TECHNOLOGIES

Part Lookup, Edit, and New ID Request

From the New/Edit Part button, you can access the Part Definition pop-in where you can
search, enter, or update the Part ID on the request.

Part Definition
Edit Existing Part 10 |:| - D |:|| Lookup | | Edit | [ Mewpsrt |[ RequestMewran |
Part ID JH-P1 Q Manufacturer Mame l:lm Q
Suffix o Manufacturer Part Number | |
kepwors 55 sENEOR ][] Q ss sewsom
Shart Deseription [SRAKE ABS - SENSOR |
Froduct Categary E‘ Q COMMON-COMMON ITEM
Part Clazsification E‘ Q ROUTINE
Basic Info H Recent Purchase Orders H Recent Work Orders H Cross References H Tasks ‘
Stock Locations: 1 ADD
Location &  Primary Bin uoM Qty on Hand Unit Price Preferred Vendor
V' Q  HLoCL- M LOC EA 11 415.3800 100-5661 - SYNAPSE ENERGY ECONOMICS, INC.
Wendors: 1 | ADD | | Request New Vendor
Vendor - Manufacturer Part ID Order Price Comments
I Q  100-5661 - SYNAPSE ENERGY ECONOMICS, INC. 0.0000
| Cancel || Apply |

(4 Note: There is a Serial Numbers tab that also displays on the Part Definition Pop-in if the
part you are working with is a serialized part.

From here, you can choose from the following:

o Click Edit the selected part.

e Click the New Part button to enter a new part; this clears the form to enter a new part
directly on this page.

o Click the Request New Part button to request a new Part ID. This opens the Change
Request form for the Parts — Primary Information Screen:
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Parts - Primary Information

Basic Info

Stock Mgmt
More Info
Purchasing Info
Purchasing Notes
Replenishment
Repair

Comments

.

Select Filter

Select Sort

o —

R VN el =i CHANGE REQUEST [ ai=l o o

B O

Save | Cancel

ot [
Basic Info
Keyword v
Short description |
| Tire
Product category ID v |PRODUCT CATEGORY 01 ] core
Part dassification 1D l:l v || Controlled substance
|| Ttem is fabricated/rebuilt wi
VMRS code I
Kit type [NONE =
Date and timeadded | _J/_J/__ _ : ASSEMBLED

Assodiated file

UNASSEMBLED ~

¢ Click the Request New Vendor button to request a new Vendor ID.

These ID requests are then shown in the Change Request Gadget discussed in the
Storekeeper Gadgets section.

For more details on New Part ID Requests see the Part Definition Pop-in, Request a New ID

section.

Page 62 of 175

Shop Activity Storekeeper - User Guide
Version 25.x



Invoice Reconciliation Page

8. Invoice Reconciliation Page

On the Invoice Reconciliation page, tabs display with a table of all non-commercial receipts and
commercial receipts tied to the purchase order. Each row allows you to see the receipt costs in
order to assign a vendor invoice humber, to either match or enter invoice costs, and to identify
discrepancies. Commercial and non-commercial receipts vary but the fields shown as
commercial receipts support a labor, parts, and miscellaneous cost compared to a quantity and
unit cost.

Invoice Recanciliation

Vendor ACME - ACME CORP Purchase Order ID MAIN-2018-0000012
Select Vendor Invoice For Mew Lines  ACME-18-10-1102101 - Imvoice ID: 22 hd Show only non-reconclled receipis [}
Receipts Pending Reconciliatior || Commaercial Pending Reconciliation
Hatch Line = Receipt Description Wendor Invoice Date Received Is Return oty Price Total
13 FLUID; HEADLIGHT FLUID - KEEP | 1t/fo1/2018 13:05 7.00 % 10.00 $ 70,00
HEADLIGHTS WORKING =
2 14 DENT: EODY KIT FOR MINDR DENMT Sl 11/01/2018 13:05 2.00 § 2B.75 $ 57.50
pepaiily ACME-18-10- | ..
2 20 DENT; BOOY KIT FOR MIMOR DENT ACME-1E-10-1102101 11/01/2018 12106 1.00 % 28.75 §28.75
REPAIR
5 58 SHIPPING CHARGE [ 11/04/ 2018 15145 1.00 5 14.40 5 14.40

Showing 4 records

Recaipts Toial 528196

Invoice Tolal 5 163.08

Discrepancy Tolal 5-36.43
Back Save |

It is expected that a user would have a stack of vendor invoices from the vendor either
electronically or on paper outside of the system. The first and most critical action is to enter a
vendor invoice number and do the first pass of identifying receipts to the invoice.

To enter a vendor invoice number:

1. Create a new purchasing invoice within the system using the Add New Invoice button
on the bottom-right of the page. This will present the user with a dialog.
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2. Enter the invoice date and vendor invoice number.
3. Click Save.

Once the user has saved this information, a purchasing invoice record will be created in the
system with the vendor ID and vendor invoice number that can be matched to a receipt.

New Purchasing Invoice %

Invoice 1D 42 Vendor ID ACME -ACME CORP
Description |ACME PARTS |
Vendor Invoice |ACME—1 2-11111156

Invoice Date 11/11/2018 ’:

| Cancel | | Create |

4 Note: The system uses a purchasing invoice ID in conjunction with a vendor invoice
number to allow the system to have a unique and known ID regardless of the form/usage of
the vendor invoice number.

At the top of the invoice reconciliation page, there is a drop-down list to select a vendor invoice
number to default onto the receipts. This list will include the newly created vendor invoice
number and its purchasing invoice date as well as any existing vendor invoice numbers and
purchasing invoices on receipts. Any action performed on a receipt that does not have a vendor
invoice number will automatically be populated with the selected vendor invoice number.

list without a purchasing invoice ID tied to it. They will show on the receipts but the page
will not allow receipts to be saved without creating an invoice.

Vendor ACME - ACME CORP Purchase Order ID MAIN-2018-0000012
Vendor Invoice | ACME-12-11-111104 - Date: 11/11/2013 v | |#| Show only non-reconciled receipts
Receipts Pending Reconciliation Commeraial Pending Reconciliation
N
[ ] Match  Line » Receipt Description Vendor Invoice Date Received
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By default, only receipts that are non-reconciled are shown to help guide users to work that
needs to be done. A toggle checkbox "Show non-reconciled receipts" will force the table to
show only receipts that can be actioned on or allow the user to see all receipts in case they
need to review other receipts tied to a vendor invoice number already.

Select receipts that match to the vendor invoice. Each of the following scenarios could be the
case:

1. For receipts that match the invoice with no difference in costs (meaning no discrepancy
between the receipt entered into the system and the vendor invoice), click the Match
checkbox. This will select the receipt, add the vendor invoice number, enter the invoice
quantity and costs, mark the receipt as reconciled, and will enter the default resolution ID
for a match.

2. For receipts that are on the invoice but do not match, the user should enter in the invoice
quantity and/or costs (this will also automatically select the receipt and enter in the
vendor invoice no selected above). After entry, the page will check if the entered values
match and calculate any discrepancy.

(4 Note: The portal settings can allow automatic reconcile and default resolution ID if
the entered invoice quantity and/or costs are less than the values entered on the
receipt in the system.

3. Aslong as a receipt is not reconciled, users can revisit the receipt to adjust the invoice
values, or reassign the vendor invoice number.

Receipts Pending Reconciliation Commercial Pending Reconciliation
Match Line « Receipt Description Vendor Invoice Date Received
’ v 1 13 FLUID; HEADLIGHT FLUID - KEEP 49 11/01/2018 13:05
HEADLIGHTS WORKING ACME-12-111J) ...
" 2 14 DENT; BODY KIT FOR MINOR DENT ACME-18-10- 11/01/2018 13:05
REPAIR :
2 20 DENT; BODY KIT FOR MINCR DENT ACME-18-10-1102101  11/01/2018 13:04
BEFPATR

Clicking the save button will commit the receipt and invoice data. It will process each purchasing
invoice until all receipts are saved.

4 Note: The Invoice Reconciliation page supports creating a shipping receipt quickly using
the "Add New Shipping Receipt" button. However, this does require a reload of the page if
a new receipt is made to ensure any data is entered and saved.
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Invoice Reconciliation Page

New Receipt x

Line Item Type

Date Received

Description
Other 1D

Price

Net Price
Sales Tax Rate

Total Cost
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Purchase Order ID:  MAIN-2018-0000012

SHIPPING

1111212018 00:03 @

ISHIPPING CHARGE

SHIPPING CHAF E| SHIP CHARGE
2113

21.1300

21.13 k

Line No: 6

Sales Tax Amount  0.00
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Purchasing Invoices Page

9. Purchasing Invoices Page

On the purchasing invoice list page, the storekeeper will be shown a full list of purchasing
invoices entered into the system and some summary information. The purchasing invoice list
provides support for quick filters that the storekeeper can define and save for usage to help filter
down invoices they intend to review.

By default, the table will show all invoices that are not in a CLOSED state, have invoice lines
that need to be reconciled, and have invoice lines tied to receipts at the current working
location.

Current Location MAIN - PRIMARY GARAGE v
Search...
Invoice ID Description Puchase Order ID  Vendor Invoice Number Status Invoice Date Vendor Receipt Total Invoice Total Discrepancy Total

19 g(E:ngE WENDOR INVOICE Multiple (2) ACME-18-10-11021232  INV-PENDING 03/11/2018  ACME - ACME CORP $ 159,33 $177.00 $17.67
20 MAIN-2018-000001%  ACME-18-10-11021232  INV-PEMDING 02/11/2018  ACME - ACME CORP 4 136,83 + 78,00 $ se.83
29 MAIN-2Z018-0000012  ACME-12-10-11021232  INV-PEMDIMG 02/11/2018  ACME - ACME CORP § 136,82 $ 107,323 $ 29,50
2 MAIN-2018-0000012  ACME-18-10-1102101 INV-PENDING 02/11/2018  ACME - ACME CORP $ 62,73 + 55,75 t 698
% MAIN-2018-0000014  ACME-14-1105121% INV-PENDING 0S/11/201%  ACME - ACME CORP 4 18625 4 100,00 4 26.25
a4 TEST INVOICE MAIN-2Z018-0000014  ACME-1102808 INV-PEMDING 02/11/2018  ACME - ACME CORP $ 20,00 $ 0,00 $ 20,00
19 BRAKE PARTS MAIN-2018-0000007  MAPA-PL10000L INV-PENDING 11/11/2018 gi?ﬁé MAPA AUTO § 540,00 40,00 $ 540,00
42 ACME PARTS MAIN-2018-0000012  ACME-12-11111156 INV-PENDING 111172018  ACME - ACME CORP 4 14.40 $0.00 4 14.40
an INVOICE TEST Multiole 21 ACME-12-11-111104 INV-PENDING 1171172018  ACME - ACME CORP 4 &10.00 40,00 ¢ 81000 T

Current Filter v

Has lines to reconcile: YES

| Define Filter | Clear Filter

The Purchase Order ID column displays the ID associated to the purchasing invoice. Clicking
the link will take you to the Enterprise Portal Purchase Order Screen if you have rights to view
that screen. If more than one purchase order is associated with the purchasing invoice, the
column will show “Multiple” and you can click the link to see a list of the associate purchase
order.

It is expected that the storekeeper searches out invoices with discrepancies to perform
adjustments. It is intended they would use the Discrepancy Total column to identify and review
these. Clicking on the Invoice ID will redirect to the Invoice Detail page.
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(uick Filter: ¥ Set as Default Remove Default Remove
Define Invoice Filter
Invaice 1D |:| ’TI
Vander ID [-] Acme core
Vendor invoice | |
Status [=] PENDING DATA ENTRY
Invoice Date | [ | ﬂ
Has lines to reconcile E
Reset Fiters | Save Quick Filter as: [ACME FENDING | E"’ITLK
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10.Invoice Detail Page

Invoice 1D 19 Wendor ID ACME - ACME CORP

Invoice Numh% ACME-18-10-11021232

Description ACME VENDOR INVOICE DESC

Slalus INV-PENDING « PENDING DATA ENTRY

Invoica Total $ 27000
Invoice Date 11032018 =)

Receipt Total $15933
Discrepancy Total $-11067

Delete  Purchase Order ID Line Number »  Receipt Description Is Return Receipt Gty Receipt Price Receipt Labor Receipt Parts Receipt Misc Receipt Total Invoice Qty Invoice Price

MAIN-2018-0000012 3 15 CLEANING SERVICE 0.00 50.00 554.78 s21.22 s3.33 579.33
MAIN-2018-0000014 3 17 BATTERY; AUTO BATTERY 1.00 5 80.00 §0.00 50.00 50.00 5 80.00 2 90.00

The Invoice Detail page is divided up into several sections and provides support for several
aspects of the invoice as a whole:

¢ Basic Info - High level invoice information. The most important of these will likely be the

Status for closing out invoices upon review to a CLOSED state. We also show a high
level of invoice total vs receipts total from invoice lines.

e Invoice Lines - The table provides similar functionality to Invoice Reconciliation but with
a few differences.

o Users can delete invoice lines entirely if need be. This would remove a receipt's
reconciled information tied to the invoice line if done.

vy

.[__!1 Note: The delete checkbox is only available if the user unchecks the
reconciled checkbox. This is done to ensure you intend to do this.

o Purchase Order ID links directly to Purchase Order Detail page

¢ Notes and Comments support for coordinating and noting actions taken on invoice. It is
expected this will be used by storekeepers for recording brief notes on activities taken to
handle a discrepancy on an invoice line.

o Files support for viewing and uploading files.

It is expected that a storekeeper will make use of Enterprise Portal screen alongside the Invoice
Detail page for performing corrections as dictated by their organization's process. This can

include part/inventory adjustments, work order charges, and direct charges to departments and
accounts.

Once all invoice lines are reconciled and all information is put on the invoice detail to then put
the invoice into a status of CLOSED.
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11.Requisition Management Page

This section provides an overview of the Requisition Management Page.

®§ On the Main Storekeeper page, click the Requisitions button.

Requisitions

0 Pending line items | Requisitions |

0 Total Requisitions

The Requisition Management page displays.

Requisition Management
Current Location [ACA - ASSET CENTRAL ADMINISTRATION V][ NewRequston |

Requisitions: §

Requisition ID Status Requested  ~  Days Open Lead Days Need by Vendor
ACA-2015-0000006 OPEN 04/25/2015 43 N/A
ACA-2015-0000004 OPEN 04/28/2015 44 WA
ACA-2015-0000005 OPEN 04/28/2015 44 N/A
ACA-2015-0000003 OPEN 04/28/2015 44 WA
ACA-2015-0000001 OPEN 04/14/2015 58 N/A
< >

Has Lines Mot Actioned: YES

Define Fiter || Clear Filter |

Current Location Drop-down

The Current Location drop-down allows you to select the location from which to view the
requisitions.

Reguisition Management
Current Location 11000 - FULL SERVICE SHOP
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New Requisition Button

The New Requisition button takes you to the New Requisition page. See the Create a New
Requisition section below for details on how to create a new requisition.

Requisition Management

—
Current Location 1000 - FULL SERVICE SHOP v {C_ MNew Requisition )|

Requisitions Section

The Requisitions section displays the total number of requisitions at the top with a list of
Requisitions and various details about each. The default view shows requisitions that have line
items that are not actioned.

The columns are sortable and the section is scrollable. Click the column title to sort on it. The
direction of the arrow shows the direction of the sort.

(4 If your organization uses Enterprise Portal, the Vendors are hyperlinks to the Vendors —
Primary Information screen.

Requisition Management

Current Location / 1000 - FULL SERVICE SHOP » New Requisition
Requisitions(4) o
Requisition 1D Status eed by Vendor e LinesNol TotalCost P"r’“':';’e Approval FS."T::
1000-2010-0000007 opEN 03/23/2010 pa2onzaMinAsv 1 1 £12.00 STOCK PART

V-1000 - NAPA AUTO

1000-2010-0000003 OPEN 03/01/2010 PARTS - FULL SERVICE 1 1 $5.00 STOCK PART

VNDR, V-1000-03
V-1000 - HAPA AUTO

1000-2010-0000004 OPEN 03/01/2010 PARTS - FULL SERVICE 1 1 $0.00 STOCK PART
VNDR, V-1000-01
V-1000 - HAPA AUTY

o
1000-2010-0000005 OPEN 03/01/2010 PARTS - FULL SERVICE 2 1 $690.29 STOCK PART

VNDR, V-1000-01

‘ ®

Current Filter: v

Current Filter Section

The Current Filter section allows you to create filters for the requisition list. See the Current
Filter Section above to understand how to create a filter as a similar process is followed for
creating filters throughout Web Modules.

Current Filter- | v|
Has Lines Not Actioned: YES

| Define Filter | | Clear Filter |

| Back |
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Back Button

Click the Back button to return to the Main Storekeeper page.

Current Filter: | v
Has Lines Not Actioned: YES

Define Filter | | Clear Filter |

Back

Create a New Requisition

Follow the steps below to create a new requisition.

1. Click the New Requisition button.

Requisition Management
Current Location [ACA - ASSET CENTRAL ADMINISTRATION C v New Requisition )

Requisitions: 5

Requisition 1D Status Requested - Days Open Lead Days Need by
ACA-2015-0000006 OPEN 04/23/2015 43 NfA
ACA-2015-0000004 OPEN 04/28/2015 44 NfA
ACA-2015-0000005 OPEN 04/28/2015 44 NfA
ACA-2015-00000032 OPEN 04/28/2015 44 NfA
ACA-2015-0000001 OPEN 04/14/2015 58 NfA

Vendor

The New Requisition page displays.

MNew Requisition

Purchase Type [sToCK |[ ] sTock

Requisition ID [cNLOC1-2015-0000012 |
Location 1D [CNLOCT - REPAIR SHOP 1 V|
Description | |
Vendor ID | |E|

Vendor Store 1D | |E|

Needed By v 13

Account ID [cNACCTO0D1 ||I| UNIT ACCOUNT 0001
Status [OPEN - OPEN M
Funding Source | |E|

Notification Template | |E|

(4 The Funding Source field is used for tracking grant or capital funding source
information with your requisitions and purchase orders. If you have licensed Capital
Planning, you may setup funding sources on the Capital Funding Source Type
screen (Setup > Equipment Management > Capital Planning > Funding Source
Types). While entering a requisition, purchase order, or a receipt, you may select a
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funding source for that element. If you do not have Capital Planning licensed, then
you may still enter in a funding source at the element level, but it will not be

validated.

2. Complete the fields and click Save.

requisitions, purchase orders, etc. (Enterprise Purchasing > Options > Purchase

Types).

The Requisition Line Item Number 1 page displays.

Requisition Line ltem Number 1
Vendor 20206 - A-1 BATTERY
Requisition |0 MSTLOC-2012-0000001 Edit Requisition
Purchase type FTYPE1
pate oncered
Replenishment batch ID

Line Item Details
Line item type STOCK PART « | Dateordered| /¢ :] Action v
Part D Q v L2 [ Verified Vaiid Part D
Ianuf Part No Manufacturer
Part description Product Category E]
Description Other ID B

Default Unit Price Fuelfluid Type B
Qty ordered Unit Price Unit of Measure B
Status PENDING - FENDING b Date Required ! i :]
Location MSTLOC () MsT LocATION 1 - sHoP
Vendor Contract ID [:]
Account D KACCT2 (=) 2no Acer
Funding Source FRIMAR'Y FUND [] PRIARY FUNDS
Eq Planning Project ID D
External Rebuild Serial No Q
Work Qrders: 0
Delete Location Year Number Qty Task ID WAC Equipment ID  Department ID
O (-] (-] (-] -] (-] (-]
<
Accounting Info
Shipping Amount Sales Tax Rate |7.0000
Back ] [ Save ]

Account ID

The Requisition Header information displays on the top-left of the page with a hyperlink
to the Requisition Detail page (if your organization uses Enterprise Purchasing).

the EP Requisition screen if you are on the Requisition Detail page. However, if you
are on any other requisition page (other than the Requisition Detail page), the link

takes the user to the Requisition Detail page.

Refer to the Edit Requisition and New Note sections below for information about editing

the requisition and adding a note to the header.
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3. Enter Line Item Details, Work Order, and Accounting Info if desired and click Save to
save the line item.

o Line item type choices are: Stock Part, Non-Stock Part, Commercial, Fee,
Shipping, Fuel, Ext Rebuild, and Equipment.
o Action choices are Purchase Order and Request for B/Q/P.

o Status choices are displayed as Status ID — Description and are customer
created. Statuses can be created on the Enterprise Purchasing > Setup >
Statuses.

o Task ID choices are limited to tasks associated with the work order.

Regquisition Line ltem Number 1
ACA-2015-0000008
STOCK (L
ed D6/11/2015 07:23 PM Edit Requisition | Attributes ‘
Needed By NewNole || Comments
Replenishment batch
D
Line Item Details
Line item type STOCKPART | Date ordered [06/11/2015 07.25 M _| (7] Action] > 1[=]
PartID ][ie -0 V][] toomp |# [ verfies valia Part 1D
Manuf Part No Manufacturer
Partdescripon  [PART 300 | Product Category [1.] ProducT GATEGORY 001
Description [REQUISITION DESGRIPTION | other D I
Default Unit Price 00000 FueludType [ | :|
Qiy ordered Unit Price [15.0000 Unit of Measure [ ercH
Status [OPEN -OPEN <] OsteRecured [ ___ |7
Locstion ACA [1-] ASSET CENTRAL ADMINISTRATION Lead Days
T —
Eq Planning Project
B [
External Rebuid
Serial No [ 1]
Work Orders: 1
Delete Location Year Number Qy Task ID WAC Equipment ID. Department ID
n = w— e ] moe - e ohmemwdl.] Fee A
S 1P 1T ] 11T -1 I =1 [ he
< >
Accounting Info
Shipping Amount[0.00 | sates Tax Rate[0.0000 |
Back I Save

% The Storekeeper portal pages with a Part ID field and choice-list now include a
Lookup button linked to the Parts Lookup dialog.

This lookup functionality allows for the added lookup of parts through cross
reference IDs, with Storekeeper Parts Search Setting, Default Part Lookup Part
ID Search Option, set to allow lookup by Xref.

Part ID Q|1D |-||:I v||1| Lookup &
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Stock Location ‘ AWLOCT - ALEX LOCATION v ‘
— Search by Text Search by Defined Lists
Part 1D contains ¥ |[10 |[No xref v
Description contains ¥ ] Task D | ‘E‘ Lookup |
Product Category| contains ¥ | |
| Reset | | Search |

[~ Please choose a Part ID - Parts found: 3

Search

97-9999-600-0

1000 0 ;':csk‘iss"l"'\‘c;"_f‘“‘usu O”:SE SEE, I BV A I =S, UELEiE B.999 365.00 0.00 SNP1000-0 SNAP ON

. ALSTOM1000-0 ALSTOM

BTK1000-0
ALSTOM10006", ALSTOM
HOSE-0 GARRETT
GARRETT10006°,  BOMBARDIER
HOSE-0
BOMBARDIER-1000-0

R :ngusE?gé_plTl\l; KIT, BUS AVL INSTALLATION, KIT CONSISTS OFALL | 400 . I

‘ BUSAVL-0
amn o RADIO- AVL; RADIO, AVL, BUS, MOTOROLA MCS-2000 RADIO, USED IN

L.999 150.00 4.00 Cross References:
EIESAD FCN1639A-0 -

Showing 1 to 3 of 3 entries

| Cancel |

4. To add new line items to the requisition, click the New Line Item button and follow the
same steps as above.

I Requisition Detail
Vendor
Requisition ID ACA-2015-0000008
Purchase type STOCK New Line ltem Files
Date ordered 06/11/2015 07:23 PM -
n Attributes
Needed By
Lead Days WA New Note Comments
Replenishment batch
]
I Line ltems: 1
PENDING | OPEN = CLOSED [ EditLine ltems ][ Expand Al || Collapse All |
ACA - ASSET
D B lIl 10-0 - PART 300 $ 15.00 OPEN CENTRAL
ADMINISTRATIOH
ACA-2015-7 p MIRABEAU PARK - 55.51 ACRES SPOKANE PARKS - PARKS AND ELECTRICAL - CIRCUTT BOARD /
VALLEY CITY PARK =S [T AED B
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12. Requisition Detail Page

After creating a requisition or clicking on a Requisition ID button on the Requisition
Management page, the Requisition Detail page displays.

Requisition Detail
Vendor

Requisition ID
Purchase type

Date ordered

Needed By

Lead Days
Replenishment batch
D

Line ltems: 1

PENDING OPEI

Work
L ordars

Work Order
D

ACA-2015-7

Back

ACA-2015-0000008

O = 10-0 - PART 300

STOCK New Line ltem Files
06/11/2015 07:23 PM - — .
Edit Requisition Aftributes
A New Note Comments
N | CLOSED | ALL EditLine ltems || Expand Al || Collapse All
- Vendor Part Manuf Part Qty Unit _
Line # Part or Comment o Manufacturer g e Status Location
ACA - ASSET
2.00 $15.00 OPEN CENTRAL
ADMINISTRATION
Equi t rtment Account Hat Task
quipmen Departme: ccou . as! Qty
O MIRABEAU PARK - 55.51 ACRES SPOKANE  PARKS - PARKS AND ELECTRICAL - CIRCUIT BOARD / 2.00
PRINTED C.B. :

VALLEY CITY PARK

Line ltem(s) Action ~| 1D

.. || Apply to Checked | | Apply to All | Print Selected Lines

® Click the Requisition ID hyperlink on the Requisition Management page to go to the
Requisition Detail page.

Requisitions: 6

ACA-2015-0000004
ACA-2015-0000005
ACA-2015-0000003

ACA-2015-0000001

Requisifion Management

Current Location [ACA - ASSET CENTRAL ADMINISTRATION

sisifjon ID
ACA-2015-000000f OPEN
= 06 OFEN

OFEN

OPEN

OPEN

OPEN

Status. Requested

06/11/2015

04/23/2015

04/28/2015

04/28/2015

04/28/2015

04/14/2015

b Days Open

V| New Requisition

Lead Days Need by

0 N/A
43 N/A
44 N/A
44 NfA
44 /A

58 NfA

Vendor

The Requisition Detail page displays and defaults to ALL statuses. However, the last Line Item
Status selected on a currently viewed item is remembered.

Line Items: 1

Work
L orders

PENDING OPEN CLOSED

Line #

ALL

Part or Comment

O = 10-0 - PART 200

Vendor Part
No

Edit Line ltems || Expand All [ Collapse All
Manuf Part Qty Unit _
No Manufacturer Ordered Price Status Location
ACA - ASSET
2.00 % 15.00 OPEN CENTRAL

ADMINISTRATION
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The top left of the Requisition Detail page has detailed requisition header information including
hyperlinks to the Vendors — Primary Information and Enterprise Purchasing — Requisitions
screens.

4 For the Vendor and Requisition ID link to work, your organization must have Enterprise
Portal installed and configured.

The top right section of the Requisition Detail page shows notes (if any) from the requisition and
allows you to add a new line item, edit the requisition header, add a note, files, attributes and
comments. Please refer to the Edit PO Header, Add a New Line Item, Edit the Requisition, and
Add a New Note, Add a File, Add Attributes, and Add Comments sections below for instructions
on how to perform these tasks.

MNew Line [tem Files
Edit Requisition Attributes
New Mote Comments

Add a New Line ltem

To add a new line item to a requisition, follow the steps below. Note: Only a single multi-asset
work order is allowed per line item when the line item type is commercial

1. Click New Line Item.

Requisition Detail
Vendor 20208 - A-1 BATTERY
Requisition 1D
Purchase type FTYPE!
Date ordered

MSTLOC-2012-0000002

Replenishment batch 1D

Line ltems: 1

O Line #

O 02401001-0: FILLER-BATTERY COMPL ETE

Part or Comment

<
Actions

Line Itemis) Action 3

Back

o
@w Line Item F Files

]
Attributes ]
]

[ Edit Requisition | |

[ New Note ] [ Comments

Line ltem Status: © PENDING ©OPEN € CLOSED @ ALL [ Edit Line fems | [ Expand All_| [ Collapse All ]

Manuf Part No

Manufacturer

Qty Orderad  Unit Price Status

MSTLC

1 $0.00 BENDING Pote

Apply to Checked

J(

Apply to All Print Selected Lines
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You are taken to the Requisition Line Item Number # page for a new line item.

Requisition Line ltem Number 2
‘Vendor 20208 - A-1 BATTERY
MSTLOC-2012-0000002
PTYPE1
Replenishment batch 1D
Line ltem Details
Line tem type STOCK PART ¥ | Dateordered|_J/_{_____ o action N =
Part D q v L7 [ verified Valid Part D
Menuf Part Ho Manufacturer
Part description Product Category J
Description Other D J
Defautt Unit Price Fuelfluid Type [D
Qty ordered Unit Price Unit of Measure =]
Status PENDING - PENDING v Date Required o T_J
Location MsTLOC () usT LocATION 1 - sHOP
Vendgor Contract I [
Account D KACCT2 [ 2np aceT
Funding Source PRIMARY FUND () PRmary Funos
Eq Planning Project ID E]
External Rebuild Serial No [
Work Orders: 0
Delete Location Year Number Qty Task ID WAC Equipment 1D Department ID Account ID
O (-] (-] [ (-] [ ()
< >
Accounting Info
Shipping Amount Sales Tax Rate | 7.0000
[ Back ] [ Save ]

2. On this page, you may choose from the following drop-down selection boxes:

o Line item type (Stock Part, Non-Stock Part, Commercial, Fee, Shipping, Fuel,
External Rebuild, or Equipment)

o Action (Purchase Order or Request for B/Q/P)

o Status (Potential statuses are PENDING, OPEN, and CLOSED). The Status
displays as Status ID — Description (created on the Data > Enterprise
Purchasing > Setup > Statuses screen).

number, users must go to the GUI and set the following option: "Enterprise
Purchasing Setup Options - Default Data for New Parts Added During Ordering."
Users also need to set the default product category ID, and any other default
information for this checkbox to work properly.

4 The Edit Part Pencil icon takes you to the Part Definition Wizard to edit the part
information. Please see the Part Definition Wizard section below for more

information. The Part Location Information Zoom button @ takes you to the
Parts- Location Information screen to update part location information as desired.

3. Complete the fields as desired and click Save to save the new line item.
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(4 The Work Orders section of the Requisition Detail page shows more information
when you scroll to the right including: Labor Cost, Parts Cost, Misc Cost, Est Total
Cost, Position, Request ID, and a Service Request ID drop-down. Commercial
multi-asset work orders will display the number of assets associated with the work

order.

Requisition Line ltem Number 2

Vendor 20206 - A-1 BATTERY
Requisition ID MSTLOC-2013-0000002
Purchasa type. PTYPE1

Date ordered

Replenishment batch ID

Edit Requisition

Line Item Details

~| Date ordered [01/28/2013 05:45

|55 Action|PurchasE croER 3|

Verified Valid Part 1D
Manufacturer

| Product Category |ﬂ25 |E BODY PARTS - BUS

| Gther ID |ALL | @ APPLIES TO ALL LINE TYPES

untpres[ ]

Wendor Contract ID

L&
fecez |20 scer

Account ID
Funging Source

Eq Planning Project ID

I |

Line tem type [ sToCK PART
o Qw80
Manuf Fart No
Part description [saTTERY
Description [sus BATTERY
Defautt Unit Prics
Qty ordered
Status | FEnDING - FENDING v/
Location () wsT LocaTion 1 - sHoP

PRIMARY FUND (L] PrRIARY FunDS

Fuebfiuid Type

—(r
rmnns |5

Unit of Measure

Date Required

External Rebuild Serial No |

]

Work Orders: 0
Delete i

Year Number

Qty

Locatiol
0w Q) e |

0

o [ Il

G

<
Accounting Info

Shipping Amuuml:l Sales Tax Rate |7.0000
Back C Save 5

Task ID WAC Equipment ID Department ID Account ID
|[v= @ [ ] [ | [mw |[) [msTacett
Il = — al al
>

You are returned to the Requisition Detail page with the new line item at the bottom of

the list.

Requisition Detail

Vandflr 20208 - A-1 BATTERY [ Nemlinsllen 1 [ Files l
Requisition 1D MSTLCC-2012-0000002

Purchase type PTVPE1 [ Edit Requisition ] [ Attributes l

Date ordered

[ New Note H Comments ]

Replenishment batch 1D

Line ltems: 2

Line tem Status: ©PENDING ©OPEN ©CLOSED ®ALL [ Edit Line tems | [ Expand Al [ Collapse All ]

D Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Unit Price Status

D 02401001-0: FILLER-BATTERY COMPL ETE 1 £0.00 PENDING rﬂs&ﬁ
| D PART00001-0: BATTERY 1 £0.00 PENDING rﬂs&
< k3
Actions
Line hem(s}A:tiun‘ "H | [ Apply to Checked ] [ Apply to All Print Selected Lines
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To edit the requisition header, follow the steps below.

1. Click the Edit Requisition button on the Requisition Detail page.

Requisition Detail

Vendor 20208 - A-1 BATTERY [ New Line ltem ] [ Files ]
Requisition 1D MSTLCC-2013-0000002

Purchase type FTYPE1 @dil Requisilm[ Attributes I

Date ordered

[ New Note H Comments I

Replenishment batch 1D

Line ltems: 2

Line ltem Status: O PENDING OOPEN O CLOSED ®ALL [ Edit Line tems ][ Expand Al ] [ Collapse All_]

O Line # Part or Comment Manuf Part No Manufacturar Qty Ordered  Unit Price Status

D 02401001-0: FILLER-BATTERY COMPL ETE 1 $0.00 PENDING rﬂsgﬁ

D PART00001-0: BATTERY 1 $0.00 PENDING rﬂs&ﬁ
< 2

Actions
Line ltem(s) Action ~ Apply to Checked ] [ Apply to All Print Selected Lines

You are taken to the Edit Requisition Header page.

Edit Requisition Header

Vendor 20208 - A1 BATTERY =
Files
urcl

MSTLOC-2013-0000002

[ New Note I [ Comments

Replenishment batch ID

Requisition Detail

Location ID JMSTLOC E MST LOCATION 1 - SHOP
Purchase Type PTYPE1 [E PTYPE1 DESC
Vendor ID 20206 [E A-1BATTERY
Vendor Store ID E]
Account ID BLUELINE B BLUE SERVICE LINE
Status PENDING - PENDING v
Funding Source |PRIMARY FUND E PRIMARY FUNDS

Back ] [ Save ]

2. Complete the fields as desired and click Save to save your entries. Please refer to the
Add a File, Add Attributes, Add a New Note, and Add Comments sections below for
instructions on how to perform these tasks.

an Order or Request for B/Q/P action to be performed on it.
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Edit Requisition Header

Vendor
Requisition ID
Purchase type

20208 - A1 BATTERY
MSTLOC-2013-0000002
FTYFE1

Date ordered

Replenishment batch ID

] [ Comments

l New Note

Requisition Detail

(] MsT LoCATION 1 - SHOP
Purchase Type (-] PTvFE1 DESC

Vendor ID (] A1 BATTERY

Vendor Store ID l:l B

Location ID

AccountlD  [BLUELINE (] BLUE SERVICE LINE
Status |oPEN - OPEN v

Funding Source |PRIMARY FUND B PRIMARY FUNDS
E_see >

Back

You are returned to the Requisition Detail page with the header information updated

accordingly.

Add a New Note

To add a new note to the requisition, follow the steps below.

1. Click New Note on the Requisition Detail page.

Requisition Detail

Vendor 20208 - A1 BATTERY

Requisition I MSTLGG-2013-0000002
Purchase type FTYPE1
Date ordered 01/28/2013 10:00

Replenishment batch ID

Line ltems: 2

[ New Line Item ] ’ Files ]
[ Edit Requisition ] Attributes
E New Note * Comments

Line ltem Status: & PENDING ©OPEN OCLOSED @ALL [ Edit Line tems | [ Expand Al | [ Collapse All_]

- Line # Part or Commaent Manuf Part No Manufacturer

O E 02401001-0: FILLER-BATTERY COMPL ETE

O PART00001-0: BATTERY

Qty Orderad  Unit Price Status
MSTLC

1 $0.00 OPEN Local

MSTLC

1 £0.00 CLOSED lorsi

You are taken to the Requisition Notes page.

Requisition Notes

Replenishment batch 1D

Existing Notes

Vendor 20208 - A-1 BATTERY
Requisition 1D MSTLOC-2013-0000002
Purchase type PTYPE!

Date ordered 01/28/2012 10:00

New Note

Line number:

Back

] [ Save New Note
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2. Select the line item number for the note (or leave blank for the note to apply to the
Requisition Header).

3. Enter the note, and click Save New Note to save the note.

You are returned to the Requisition Detail page where the new note displays in the notes

Requisition Detail

Vendor 20206 - A1 BATTERY -- 01728/2013 10:06 - MOLLYT - MOLLYS ID —- . T

Requisitien 10 MSTLOC-2013-0000002 AEELIZS TO LINZ NUMBER 2 —— L Now Line Item J [ Files ]
Purchase type FTVRET FLERSE RUSE. [ Edit Requisition | [ Amributes |

Dte ordered 0172872012 10:00

[ MewNote |[ Comments |
batch 1D
Line ltems: 2
Line ltem Status: © PENDING O OPEN © CLOSED ® ALL [ Edit Line tems | [ Expand Al [_Collapse All ]

] Line # Part or Comment Manuf Part No Manufacturer QtyOrdered  Unit Price Status

O 02401001-0: FILLER-EATTERY COMPL ETE 1 $0.00 OPEN e

O PART00001-0: BATTERY 1 $0.00 CLOSED. e
= i | 3
Actions
Line ftem(s) Achon‘ "H | - [ Apply to Checked ] [ Apply to All ] Print Selected Lines

Back

Add a File

To add a file, URL, or report link:
1. Click Files.

(4 Note: The Files button can be accessed through the Requisition Detail page or
Purchase Order Detail page.

Purchase Order Detail

Vendor

Purchase order ID CAZ2014-4004514
Purchase type CAPITAL

Date ordered New Line ltem ' Files
Expected Delivery Edit PO Header
Needed By

Lead Days MNiA

Mew Note Comments

Replenishment batch
ID

Line Items: 1

PENDING = OPEN = CLOSED | ALL | | EditLine ltems || ExpandAll || Collapse All |
Work . Vendor Part Qty not Unit - Line Iten
L Ords Line # Part or Comment No (h'::'l’ﬂl na;git'd price Status Location Type

The Related File Links pop-in displays.

2. Select the desired line numbers and click Add Link.
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Line Numbe

Feader |

ALL
Header
1

)

The Add Link dialog displays. Choose to upload a file, scan in a file, add a URL link, add
a report link, or cancel.

|

4 Upload File

2 Scanin File

€® Add URL Link
[ Add Report Link

O Cancel

The subsequent dialog that displays will be one of the following (for more information,

see the appropriate section directly below this list):

o

o

Page 83 of 175

Upload File: Enables you to upload a file with an optional title and description.

Scan in File: Enables you to scan a file with a title and description.

Add URL Link: Enables you to link to a network resource (e.g., a web site or a

shared network file on your company's intranet).

Add Report Link: Enables you to point to a Web Modules report (currently only

Crystal Reports are supported).

(4 Note: For report links, farpt:/// is automatically added to the file name when

you save.

Cancel: Closes the dialog. You can also press Esc or click the X in the top right

corner.
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Upload File

To upload a file:

® Enter the file, title (optional), and description (optional), and click Upload to upload the
file.

(4 Note: As a precaution, do not upload .exe and .dll files, or extremely large files.

_

File: C\Users\Public\Pictures\Sample Picturesitruck.jpg Browse...
Title: [TRUCK PICTURE |
Description: |CUSTOMER REVIEWS

|
Cancel H Replace | Uplead Update Info

The file displays in the Related File Links section.

Related File Links

x / -(I;rltljgslfrgir‘:ﬂtEEREVIEWS P
Once a file has been added, you may delete, update, or view the file as shown below.
To delete an uploaded file:
1. Click the IZI icon to delete the link to the file.
A dialog will confirm that you want to remove the link to the file.
Message from webpage u
""'\-I Remove link to this file?
- (The file will not be deleted.)
I [ 0K ] ’ Cancel ]
2. Click OK to remove the link.
To edit a file:
™ Click the edit pencil icon to update the file.
The Upload a file edit dialog displays with the following buttons:
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Current Link:

fafile:///45fadEbe-dT76c-443f-aed0-68eadiB81cb47 jpg

Onginal Name:  truck jpg —
File Type: image/jpeg, 15038 bytes

Uploaded: 10/21/2015 15:41 (GMT-T)
Title: [TRUCK PICTURE |
Description: [CUSTOMER REVIEWS |

Cancel | | Replace | Update Info

i. Cancel: Closes the dialog. You can also press Esc or click the X in the top, right
corner.

ii. Replace: Allows you to replace the uploaded file with a different uploaded file,
but keep the same basic information.

a. Click the Replace button and a validation message displays.
b. Click Yes.

c. Inthe new Upload a file dialog, enter the new information and click
Upload.

The original file is not deleted from the server, but unless you preserve
the original fafile:/// URL, you will not be able to access the old file any
more.

iii. Update Info: Allows you to update the title and/or description. Enter the correct
information and click the Update Info button.

a. Hover over the zoom icon to view the file information and click the

zoom icon to go to the file.

Click to view uploaded file: @

Title: Truck Picture

—————
Onginal name:  truck.jpg
File type image(jpeg, 15038 bytes
Uploaded: 10/21/2015 15:41 (GMT-T)

Customer Reviews
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Scan in File

When you click Scan, the ActiveX control uses a scanner to scan and upload an image. If the
ActiveX control is not loaded, the Scan button is disabled.

Title: |CUSTOMER REVIEWS |
Description: [2015 BEST TRUCKS |
Add URL Link

To add a URL link:
1. Click Add URL Link.

2. Enter the Path and Description and click Test Link to test the link.

3. Click Add to add the link.

Add Link x

Link to an URL or network file  [Change]

Path: |h11p:ﬁgoogle.com |
Description: |MY SEARCH ENGINE |

Gaen | [ pae |

The URL link displays in the Related File Links section:

Related File Links

Truck Picture
X 7 CUSTOMER REVIEWS £

hitp://google.com
X 7 MY SEARCH ENGINE »

Once a URL link has been added, you may delete, update, or view the link.

To delete a link:

1. Click the IZI icon to delete the link.

A dialog will confirm that you want to remove the link.
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r
Message from webpage ﬂ

I.-"""\-.I Remove link to this file?
-'\_ E

- (The file will not be deleted.)

II_ [ ok || conca |

2. Click OK to remove the link.

To edit a link:
® Click the pencil icon to update the link.

The Add Link Edit dialog displays where you may change, update, and test the link.

Cpaaton

Link to an URL or network file [ Changz]

Path: |http:ﬁgoog|e.com |
Description: MY SEARCH ENGINE |

o ] [ ]

o Change: Allows you to select a different type of link.

o Update: Allows you to update the title and/or description. Enter the correct
information and click the Update Info button.

o Test Link: Allows you to test the link.

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right
corner.

o Hover over the zoom icon to see the message, or click the zoom icon in
order to view the URL link in a new window.

Click to view in a new window @
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Add Report Link

The Add Report Link button enables you to point to a web modules report (currently only
Crystal Reports are supported).

i

(4 Note: For report links, farpt:/// is automatically added to the file name when you save.

To add a link to a report:

1. From your web browser, copy the part of the report's URL that identifies the report. This
link contains the folder name (seen below as Shop Activity) and the name of the report
(Work Order Detail.rpt).

For example:

o http://host/icapp/reporting/Shop Activity/Work Order Detail.rpt

becomes

o Shop Activity/Work Order Detail.rpt
2. Paste the report identifier string (path) and description.

3. Click Test Link to test the link.

4. Click Add to add the report link.

Link to areport [Change]

Path: |eu:|uipme nt infoffa-eqinvlist.rpt |
Description: |[EQUIPMENT INVENTORY LIST |

o ] [

The report link displays in the Related File Links section:

Related File Links
x / Truck Picture

CUSTOMER REVIEWS

http:/igoogle.com
X 7/ MY SEARCH ENGINE

X /7 farpt:/i/fequipment info/fa-eqinvlist.rpt
EQUIPMENT INVENTORY LIST

Once a report link has been added, you may delete, update or view the link as described
below.
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To delete the link:
1. Click the IZI icon to delete the link.

A dialog will confirm that you want to remove the link.

F
Message from webpage g

2. Click OK to remove the link.

To edit the link:
1. Click the edit pencil icon to update the link.

The Add Link dialog displays where you may change, edit, update, and test the link.

Chatmc ]

Link to a report [ Change ]

Path: |equipment infolfa-eqinvlist.rpt |
Description: |[EQUIPMENT INVENTORY LIST |

] [

o Change: Allows you to select a different type of link.
o Add: Enter the correct information and click the Add button.
o TestLink: Allows you to test the link.

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right
corner.

2. Hover over the zoom icon to see the message to click the zoom icon in order to view the
report in a new window.

Click to view in a new window @
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Add Attributes

1. To add attributes to a requisition, click Attributes.

Requisition Detail
Vendor 20208 - A1 BATTERY —— 01/z8/2013 10:06 - MOLLYT - MOLLYS TEST ID — [ Hew Line ltem ” Files ]
Requisition ID MSTLOC-2012-0000002 APFLIES TO LINE NUMBER 2 --
Purchase type PTYPET PLEASE RUSE- Edit Requisition Atiributes
Date ordered 01/28/2013 10:00
oo [ New Note ][ Comments ]
Replenishment batch ID
Line ltems: 2
Line ltem Status: O PENDING ©OPEN OCLOSED ®ALL [ Edit Line tems | [ Expand All_| [ Callapse All_]
] Line # Part or Comment Manuf Part No Manufacturer QtyOrdered  Unit Price Status
O E 02401001-0: FILLER-BATTERY COMPL ETE 1 $0.00 OPEN e
@ PARTO0001-0: BATTERY 1 $0.00 CLOSED C
L 3
Actions
Line ltem(s) Acl\unl v H l Apply to Checked ] l Apply to All Print Selected Lines

The Attributes pop-in displays and existing attributes, if any, appear in the list.

|

‘ Attributes ] ‘
Line: New Attribute
Search: |
L2 Attribute ID ¥ Attribute Name Text Value Numeric Value D:
Number
No data availzble in table
>

2. To create an attribute, select the desired lines from the drop-down and click New

Attribute.

|

‘ Attributes x
- P
Line:@/ <E New Attribute P
Search:
L= Attribute ID ™ Attribute Name Text Value Numeric Value D:
Number
No data available in table

>
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The Attributes pop-in displays.

Attributes ]
New
Line Mumber Date Value Attribute 1D
7 I
MNumeric Value Text Value Comments
| | | | |
Path and File name [ Save ]
| | P ’ Cancel ]
Line:
Search:
Nuljm":er Attribute ID ~ Attribute Name Text Value Numeric Value D:

No data available in table

|
|

3. Complete the fields and click Save to save the attribute to the list.

Attributes x ‘
New
Line Mumber Date Value Attribute 1D
01/28/2013 | ) WEIGHT (...] weieHT
Numeric Value Text Value Comments
[70 | 70 Ibs | [battery weight pya
N
Path and File name C Save _j
|http:;’f\n\«'\n\r\-\f.Scrapmet:aIforum_comfsmf—shop.lr | = ’ Cancel ]
Line:
Search:|
- 'j“:e Attribute ID ™ Attribute Name Text Value Numeric Value D:
umi r
Bm Aok —aemilablm im b= bl

(4 Click the magnifying glass icon to open the Add Link pop-in as mentioned in the Add
a File section above.

The attribute is added to the Attributes pop-in list.

(4 Note: The header or line number is highlighted in the drop-down list when it has an
attribute is associated with it.
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|

‘ Attributes x ‘
Line: New Attribute
Search: |
L= Attribute ID ¥ Attribute Name Text Value Numeric Value Dat
Number
Edit Delete 1 WEIGHT WEIGHT 70 LBS 70 01/28/2

|

4. Continue adding attributes to line numbers as desired by selecting the line number,
clicking New Attribute and following the above instructions.

5. To edit an attribute, click the Edit link.

Attributes ] ‘
Line: [+ New Attribute
Search: |
/ Nnum“:er Attribute ID ¥  Attribute Name Text Value Numeric Value Dat
elete 1 WEIGHT WEIGHT 70 LBS 70 01/28/2
It Delets 2 WELGHT WEIGHT 100 LBS 100 01/28/2
6. Edit the information accordingly and click Save.
Attributes ]
Edit
Line Mumber Date Value Attribute 1D
01/28/2013 | () WEIGHT ... weiGHT
MNumeric Value Text Value Comments
|75 |75 LBS |[BATTERY WEIGHT Lt
Path and File name <| Save jb‘
|http:.l".lf\n\«'\nr\n\f_Sc:rapmetalforum.comfsmf—shop.lf | L Cancel
Line:
Search:| |
Nuljm“:er Attribute ID ¥  Attribute Name Text Value Numeric Value Dat
Edit Delete 1 WEIGHT WEIGHT 70 LBS 70 01/28/2
Edit Delete 2 WEIGHT WEIGHT 100 LBS 100 01/28/2

7. To delete an attribute, click Delete.
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‘ Attributes ] ‘
Line: New Attribute
Search: |
e Attribute ID ™ Attribute Name Text Value Numeric Value Dat
Number
Edit Delete 1 WEIGHT WEIGHT 75 LBS 75 01/28/2
Edit Belet=) WEIGHT WEIGHT 100 LBS 100 01/28/2

The attribute is deleted from the list as shown in the screenshot below.

‘ Attributes ] ‘
Line: New Attribute
Search: |
Loz Attribute ID ¥ Attribute Name Text Value Numeric Value Dat
Number
Edit Delete 1 WEIGHT WEIGHT 75 LBS 75 01/28/2

8. Click the X in the upper-right corner to close the pop-in.

Add a Comment

1. Click the Comments button to go to the Comments pop-in where the existing

comments, if any, display.

| Comments x

Line |Header +

ITEMS NEEDED ASAP

Save Comments

2. To associate a comment with the header or a particular line, select Header or the line

number from the drop-down.

| Comments ®

Line: |Header Fi

1TEMSHeader  ncnp
1
2 ;

Save Comments

A Comments pop-in for the selected line displays.
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Comments

Line: 1 v
Save Comments

3. Enter the comment, and click Save Comments.

Comments

Line: |1 v

|\tem tends to be on backorder.

k Saue Comments j*

You are returned to the main Requisition or Purchase Order Detail page.

4. On the Main Requisition or Purchase Order Detail page click Comments to view the

header comments.

Requisition Detail

20208 - A1 BATTERY

-- 01/28/2013 10:08 - MOLLYT - MCLLYSID —-
APPLIZS TO LINZ NIMBER 2 ——
PLEASET RUSH.

Vendor
Requisition ID MSTLOC-2012-0000002
FTYPE1

01/28/2013 10:00

Purchase type
Date ordered
Replenishment batch 1D

[ New Line ltem ] [ Files ]

[ Edit Requisition ] [ Attributes ]
New Note E Comments 5

Line Items: 2

Line # Part or Comment Manuf Part No Manufacturer

O
il 02401001-0: FILLER-BATTERY COMPL ETE
O PART00001-0: BATTERY

<

Line ltem Status: O PENDING ©OPEN OCLOSED @ALL [ Edit Line ltems | [ Expand All_| [ Collapse All |

Qty Ordered  Unit Price Status
MSTLC

1 $0.00 OPEN e

MSTLC

1 $0.00 CLOSED o]

[»

Actions
[ Apply to Checked ] l

Apply to All Print Selected Lines

Line \Iem(s}Acﬁun‘

Back

The Comments pop-in displays the Header comments (highlighting indicates line/header

association).

‘ Comments

]

Line: |Header +

USE ONLY 10 FT. STEEL POLE

Save Comments

5. On the Line Item Detail page, click Comments to see the comments associated with a

particular line item.
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Requisition Line ltem Number 1

Vendor V-1002 - MIDAS, V-1000-01 "
:
Requisiticn ID 1000-2010-0000007
Purchase type STOCK PART [ Edit Requisition I [ Attributes I
Date ordered 02/22/2010 14:20
New Note d Comments }

Replenishment batch 1D

Line ltem Details \
Line tem type [sTookparT | Dateorderea 03232010 1420 | Action| ~| HE
Part D Q st o M) [verified Valic Part D
Manuf Part No Wanufacturer
Part description [swmeH | Product category  |TRANST (L) TRansT
Description [casTers | otner 0 LINE TEM OTHE (] UNE e OTHER ID 001

Default Unit Price 0.0000 Fuelfluid Type |:| m

Qty ordered Unit Price | 5.0000 Unit of Measure E] EACH

The Comments pop-in displays the specific comments for the specific line Item
(highlighting indicates line/header association).

Comments x ‘

Line:
|TENDS TO BE OM BACK-ORDER |

Save Comments

Line Items Section

The Line Items section of the Requisition Detail or Purchase Order Detail pages display the line
items on the requisition or purchase order. The displayed columns will vary depending on the
line item type chosen.

Requisition Detail
Vendor 20208 - A1 BATTERY - 01/28/2013 10:06 - MOLLYT - MOLLYS TEST ID —- ([ ew Line ttem | | Files |
Requisition ID MSTLOC-2012-0000002 APPLIES TO LINE NUMBER 2 --
Purchase type FTYFET FLERSE ROSH. [ Edit Requisition ][ Attributes ]
Date ordered 01/28/2012 1000 Fro— c
Replenishment batch ID [ ew tote || J
Line Items: 2
Line ftem Status: O PENDING © OPEN © CLOSED ®ALL [ Edit Line ltems | [ Expand Al | [ Collapse All ]
" Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Uit Price Status
(] @ 02401001-0: FILLER-BATTERY COMPL ETE 1 $0.00 OPEN =
1 BARTO0001-0: BATTERY 1 £0.00 CLOSED rg&g
< | >
Actions
Line Items) Action | | [ ApplytoChecked ][ Applyto All Print Salectad Linss
Back

The total number of line items (depending on the selected status) is displayed at the top of the
section. The Line Item Status radio button allows you to see the various line items with
different statuses on the requisition. The Line ltems List updates according to the status
selected.

1. Click Edit Line Items to edit the quantity or price of line items.
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Requisition Detail
‘Vendor 20208 - A-1 BATTERY -- 01/28/2013 10:06 - MOLLYT - MOLL¥S TEST ID —-— [ New Line Item ][ Files ]
Requisition ID MSTLOC-2012-0000002 AEELIZS IO LINZ NIMBER 2 ——
Purchase type PTYPE1 PLERSE RUSE- l Edit Requisition H Attributes ]
Date ordered 01/28/2013 10.00 l New Note ] [ COrIaoE ]
Replenishment batch ID
Line ltems: 2
Line ltem Status: O PENDING © OPEN ©CLOSED @ALL {Edit Line ems p| Expand All ] [ Callapse All_|
| Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status
] E 02401004-0: FILLER-BATTERY COMPL ETE 1 £0.00 OPEN rg&ﬁ
] PARTO0001-0: BATTERY 1 £0.00 CLOSED T§&§
< >
Actions
Line hem(s) Action| | | . [ ApplytocChecked |[  Applytoall Print Selectzd Lines
Back
| Requisition Detail Edit x
Line ltems: 2
Line ltem Status: ALL
'j":" Part or Comment Manuf Part No Manufacturer o:}:‘:ed Unit price Status Loci
02401001-0: FILLER- MSTLOC -
BATTERY COMPL ETE 0.0000 OFEN LOCATION
2 PARTODO01-0: BATTERY 1 0.0000  CLOSED ]
< >
[ Cancel ] [ Save ]

2. Edit the Qty Ordered or the Receipt Unit Price and click

Save to save your changes.

[ Cancel HC Save {

| Requisition Detail Edit x
Line ltems: 2
Line ltem Status: ALL

"}'f Part or Comment Manuf Part No Manufacturer Dr&t’red Unit price Status Loci

02401001-0: FILLER- G 1 Eooonn | MSTLOC -

8 BATTERY COMPL ETE U || EEL LOCATION

MSTLOC -

2 BARTO0001-0: BATTERY 1 0,0000 CLOSED el

< k)

The Requisition Management or Purchase Order Detail page displays with the updated

quantity and price information.
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3. Click Expand All to show the work orders associ

ated with the requisition line items.

[_5 Note: You can also click the + button in the far left column to expand the view.

Requisition Detail

Vendor

20208 - A

-- 01/28/2013 10:06 - MOLLYT - MOLLYS TEST ID —-
APPLIES TO LINE NUMBER 2 —-
DLEASE RUSH.

MSTLOC-20134
FTYFE

Date ordered 01/28/2013 10:00

Replenishment batch 1D

Line ltems: 2

Line ltem Status: ©PENDING ©OPEN ¢ CLOSED ®ALL [ Edit Line kems | [(Expand Al ﬂ Collapse All

[ New Line Item ] [ Files ]
[ Edit Requisition ] [ Attributes l
[ New Note ] [ Comments l

AN

Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status
MSTLC
O 02401001-0; FILLER-BATTERY COMPL ETE 2 $50.00 OPEN e
MSTLC
O PART00001-0: BATTERY 1 $0.00 CLOSED e
< >
Actions
Line ltem(s) Action v Apply to Checked | [ Apply to All Print Selected Lines

The associated work order information displays.

Requisition Detail

Vender 20208 - A-1 BATTERY -- 01/28/2013 10:06 - MOLLYI - MOLLYS IEST ID -- [ New Line ltem H Eilos ]
Requisition D MSTLOC-2012-0000002 APPLIES TO LINE NUMBER 2 ——

PLERSE RUSH
Purchase type FTYPE1 . [ Edit Requisition ] ’ Attributes ]
01/28/2012 10.00
[ New Note ] [ Comments l

Replenishment batch ID

Line ltems: 2

Line Item Status: O PENDING ©OPEN O CLOSED @ALL [ Edit Line tems | [_Expand All | [ Collapse All ]
O Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status
] @ 02401001-0: FILLER-BATTERY COMPL ETE z $50.00 OPEN :"DSE:S‘
Work Order 1D Equipment Hat Number Task Qty
MSTLOC-2012-12 KECOMPOO1: F4 2002 A/C MOTOR T2408 A/C MOTOR TEST A~ PM SERVICE A 1
O PARTO0001-0: BATTERY 1 $0.00 CLOSED :"DSE:S‘
Work Order 1D Equipment Hat Number Task Qty
MSTLOC-2012-37 0010: TGAIRRE30212 1994 TMC TE0206 94-TMC-TE0206 ¥-5 - STATE INSPECTION 1

< >

Actions
Line ltem(s) Action v Apply to Checked ] [ Apply to All Print Selected Lines

4 Click the Equipment hyperiink to open the Enterprise Portal Equipment screen (i

your organization uses the Enterprise Portal).
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Requisition Detail

BATTERY

Vendor 20208 - A £/2013 10:06 - MOLLYT - MOLLYS TEST ID -- = =
2 2 New Line Item Files
Requisition D MSTLOC-2012-0000002 Z NDMEER 2 --
Purchase type PTYPE1 — [ Edit Requisition l [ Attributes ]
Date arderad 01/28/2013 10:00
[ New Note ] l Comments ]

Replenishment batch ID

Line Items: 2 /

Line ltem Status: O PENDING O OPEN OCLOSED ®ALL | Edit Line ltems Expand Al_| |CCollapse Al J
O Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status
Oo/fe 02401001-0: FILLER-BATTERY COMPL ETE 2 $50.00 OREN P
Local
Work Order ID Equipment Hat Number Task Qty
MST{OC-2012-13 KGCOMPOO1: F4 2002 A/C MOTOR T8408 A/C MOTOR TEST A~ PM SERVICE A 1
MSTLC
O \= PARTOD001-0: BATTERY 1 $0.00 CLOSED e
Work Order ID Equipment Hat Number Task oty
MSTLOC-2012-37 0010: TGAIRRE30212 1994 TMC TE0Z06 94-TMC-TE0206 ¥-5 - STATE INSPECTION 1
< >
Actions

Apply to Checked ] [

Line ltem({s) Action

Apply to All

Print Selected Lines

The page returns to the original view.

Requisition Detail

Vendor 20206 - A1 BATTERY -- 01/28/2013 10:06 - MOLLYT - MOLLYS TEST ID -- [ New Line ltem H Files ]
Requisition ID MSTLOC-2013-0000002 2] TO LINZ NUMBER 2 --

Purchase type FTYFE1 f‘]:'f = RusH. [ Edit Requisition ] [ Attributes l

Date ordered 01/28/2013 10.00

[ New Note ] [ Comments l

Replenishment batch ID

Line ltems: 2

Line ltem Status: © PENDING ©OPEN © CLOSED @ALL [ Edit Line ftems | [ Expand All_] [ Collapse All_|

O Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status

O m 02401001-0: FILLER-BATTERY COMPL ETE 2 $50.00 OPEN L
] PARTOD001-0: BATTERY 1 $0.00 CLOSED :"DSE:S‘
< >
Actions
Line ftem(s) Action v Apply to Checked | [ Apply to Al Print Selected Lines

(4 The checkbox on the far left side of the Line Items list allows you to select a

particular line item while checking the box at the
the line items as shown in the screenshot below.

top left corner of the list selects all

Requisition Detail
Vendor 20208 - A-1 BATTERY -- 01/28/2013 10:06 - MOLLYT - MOLLYS TEST ID —- [ Newlinellem H Eiles) ]
Requisiticn 1D MSTLOC-2013-0000002 APFLIZS TO LINZ NIMBER 2 —
Purchase type FTYPET FLERSE RUSH- l Edit Requisition H Attributes ]
Date ordered 01/28/2013 10:00 [ N N ] [ c ]
Replenishment batch 1D SOUTE et
Line ltems: 2
Line ltem Status: © PENDING C:OPEN ©CLOSED ® ALL [ Edit Line tems ] [ Expand All_| [ Collapse All_]
Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Unit Price Status
02401001-0: FILLER-BATTERY COMPL ETE 2 $50.00 OPEN TUS&FI
PARTO0001-0: BATTERY 1 $0.00 CLOSED o
< >
Actions
Line ltem(s) Action v Apply to Checked | Apply to All Print Selected Lines
Back

[_5 Information included in the Line Items section is
Manufacturer Part Number, Manufacturer, Quan

as follows: Line #, Part or Comment,
tity Ordered, Quantity not yet

Received, Receipt Unit Price, Status, Location, Line Iltem Type, Date Ordered, and
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Funding Source. The Funding Source field is used for tracking grant or capital
funding source information with your requisitions and purchase orders. If you have
licensed Capital Planning, you may setup funding sources on the Capital Funding
Source Type screen (Setup > Equipment Management > Capital Planning > Funding

Source Types).
Line ltems: 5
Line ltem Status: O PENDING © OPEN O CLOSED ® ALL Edit Line ltems | [ Expand All_] [ Collapse Al
O Line # Part or Comment Qty Ordered Unit Price. Status Location Line Ttem Type
O e Bart et FAAM] 1ADZASOF 3.5 =43 i e FALOCTO - RICHARD'S srock part
O S SE D B 2 o0 . [— RALOC-01 - RICHARD'S oy peo o o

5. Click aline number in the Line # column to open the Line Item Details page.

Refer to the Create a Requisition section for more information about this page.

Actions Section

In the Actions section of the Requisition Detail page, Storekeepers may perform actions on the
requisition such as:

¢ Moving the requisition to a purchase order
¢ Moving the requisition to a Request for Bid/Quote/Proposal (B/Q/P)
e Deleting the requisition.

A, Requisitions (and line items) must be in OPEN status in order to perform Purchase
Order or Request for B/P/Q actions.

Requisition Detail

Vendor 20208 - A-1 BATTERY -- 01/28/201% 10:06 - MOLLYT - MOLLYSID -- = "

Requisition ID MSTLOC-2013-0000002 AFFLIZS TC LINZ NUMBER 2 —— [ foxilinalltem ” AL ]
Purchase type FTYFET FLEASE RuSH. [ Edit Requisition H Attributes. I

Date ordered 01/28/2013 10:00

[ New Note H Comments I

Replenishment batch ID

Line ltems: 2

Line tem Status: ©PENDING ©OPEN O CLOSED ®ALL [ Edit Line tems ] [ Expand Al [ Collapse All_]

a Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Status

[l 02401001-0; FILLER-BATTERY COMPL ETE 2 £50.00 OPEN L
dl PARTOOO01-0: BATTERY 1 $0.00 CLOSED L
< *
Actions
Lins ters) Action v Apply to Checked || Apply to Al Print Selected Lines

Back

The following sections outline how to perform an action on a line item.

Move to a Purchase Order

To move a line item to a purchase order, follow the steps below.
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Click Apply to checked (if you

Check the box next to the specific line item to select the desired line items.

Select PURCHASE ORDER from the Line Item(s) Action drop-down.

Click the Choice-list E button to select the desired Purchase Order number.

checked specific line items) or Apply to all.

(4 Leave the Line Item(s) Action field blank to move to a new purchase order.

Requisition Detail

Vendor 20208 - £-1 BATTERY -- 01/28/2013 10:08 - MOLLYT - MOLLYS ID — [ New Line ltem H Files ]
Requisition D MSTLOC-2012-0000002 AFE‘HES TO LINE NUMEER Z —-
Purchase type FTYFE! FLERSE RUSH. l Edit Requisition ” Attributes ]
Date ordered 01/28/2013 10:00
l New Note H Comments ]
Replenishment batcn 1D
Line ltems: 2
Line ltem Status: ©PENDING O OPEN © CLOSED @ALL [ Edit Line tems | [ Expand Al ][ Collapss All ]
O Line # Part or Comment Manuf Dart No Manufacturer Qty Ordered  Unit Price Status
w E] 02401001-0: FILLER-BATTERY COMPL ETE 2 $50.00 OPEN s
O PARTO0001-0: BATTERY 1 $0.00 CLOSED ng‘é

< >
Actions
Line tem(s) Action | PURCHASE ORDER @ MSTLOC-2013-0000001 Apply to Checked Apply to All Print Sslected Lines

Back

The requisition line item now shows with Status of CLOSED.

Requisition Detail

Vendor 20208 - A-1 BATTERY -- 01/28/2013 10:06 - MOLL¥T - MOLLYS TEST ID —-— [ New Line ltem ‘[ Files ]
Requisitien 1D MSTLOC-2013-0000002 “-PE‘T‘-IES TO LINZ NUMBER Z —-

Purchase type FTYFET f{"jfs’ RosH [ Edit Requisition H Attributes ]

Date ordered 01/28/2012 10.00

[ New Note H Comments I

Replenishment batch 1D

Line [tems: 2

Line ltem Status: © PENDING ©OPEN ©CLOSED @ ALL [ Edit Line iems | [ Expand All_| [ Collapse Al |

D Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Unit Price Status,

" 02401001-0: FILLER-BATTERY COMPL ETE 2 ssu‘uu rg&:

dl PART00001-0: BATTERY 1 $0.00 CLOSED e
< >

Actions

Line ltems) Action | PURCHASE ORDER _ | [MsTL0G 2013-0000001 | (-] [ Apply to Checked ][ Apply to Al Print Selected Lines

Back

On the Requisition Line Item Detail page, the Date Ordered, Action, and Purchase Order

Number display.
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Replenishment batch ID

Part description

Eq Planning Project ID

External Rebuild Serial No

Shipping Amount | 0.00

Vendor 2

Line Item Details

Requisition Line Item Number 1

0208 - A1 BATTERY 28/2013 10:08

S TO LINE NUMBER 2

- MOLLYT - MOLLYS ID --

Requisition ID MSTLOC-2012-0000002
RUSH. = =7 =
Purchase type PTYPE1 z [ Edit Requisition ] [ Attributes ]
Date ordered 01/28/2013 10:00
[ New Note ] [ Comments ]

b IDE(E ordered [01/28/2013 08:45

U Actipn | PURCHASE ORDER |+ || MSTLOC-2013-0000001

=

FILLER-BATTERY COMPL ETE

Work Orders: 1

Accounting Info

Sales Tax Rate | 7.0000

Back

Line item type STOCK PART
Part D Q [oze01001 Jo M[E2 [ Verified Valid Part ID
Manuf Part No Manufacturer

Product Category 024

&

[) oHER GENERAL - BUS

Description BATTERY Other ID E]
Default Unit Price 0.0000 Fuel/fluid Type (=]

Qty ordered 2 Unit Price | 50.0000 Unitof Measure  |EA [ eacH

Status CLOSED - CLOSED - Date Reqguired o :]

Location HSTLOC (&) msTLocaToN 1 - sHoP

Vendor Contract D L

Account D KACCT2 (&) 2np acer

Funding Source PRIMARY FUND (] PRIaRY FuNDS

Delete Location Year Number Qty Task ID wac Equipment ID Department ID Account ID
O |wsToc () 2012 | |13 [ A [ o2 () [kecomroot |[..] [1DEPT [ [47-1372-108045
] | L) (] (] () [

< b

I I Save

Move to Request for Bid/Quote/Proposal (B/Q/P)

To move a line item to Request for B/Q/P, follow the steps below.

1. Place a check in the box to the left of the item to select the line items you want.

2. Select Request for B/Q/P as the Line Item(s) Action.

3. Select a Request ID from the Select box E or leave blank to create a new Request
for B/Q/P 1D and.

4. Click Apply to checked (or Apply to all if you want to select all line items).

Requisition Detail

H-CONCOURSE - CONCOURSE HEAVY TRUGK REPAIR — =
PTYPE! [ Edit Requisition | [ Attributes |
SRS 1408 [ NewNote ][ Commens |
Replenishment batch ID
Line Items: 1
Line ftem Status: O PENDING € OPEN ©CLOSED ® ALL [_Edit Line tems | [ Expand All_| [ Collapse All_]
Manufacturer Qty Orderad Unit Price Status

Part or Comment Manuf Part No.

O / Line #

MSTLC

$1000.00 OPEN T

<

Actions
Line Item(s) Actiorf| REQUEST FOR B/Q/P v ||

Back

Apply to All Print Selected Lines

(-] [Theply to Che:keﬂ){

A message indicates successful update and the line item’s Status now shows as
CLOSED.
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Requisition Detail
Vendor H-CONCOURSE - CONGOURSE HEAVY TRUGK REPAIR
Requisition D B
Purchase type

[ NewLine ltem ][ Files |

[ EditRequisition | [ Atributes |
Dato ordered orzszora re0e [

Replenishment batch ID __~

[Fuccessful update.

Ine ltems:
Line ftem Status: O PENDING G OPEN O CLOSED ®ALL [ Edt Line tems | [ Expand All_| [ Collapse Al |

O Line # Part or Comment Manuf Part No Manufacturer Qty Ordered  Unit Price Statu:

O [7] common i sowodcom | pEme

NewNote | Comments |

|

< |

Actions
Line ltem(s) Action | REQUEST FOR Bia/P || (-] [_Applyto Checked | | Apply to All Print Selected Lines

The Requisition Line Item # Detail page displays the Date Ordered, Action, and Request
ID number.

Requisition Line ltem Number 1
Vendor H-CONCOURSE - CONCOURSE HEAVY TRUCK REFAIR
Requisition ID 30000003

Purchase type [ EditRequisition | [ Attributes |
e R [ Newnote | Comments |

Line ltem Details
Line tem type [sTock ParT ¥ | oste ordere 01282013 1208 |7 Action| REQUEST FORB/Q/F s [MSTLOC-2013-0000001 \E‘
Fart D Q [ceparTt To 7 [ verifiea vaid Part D
Wanuf Part Ho Wanufacturer
Part description [ap | Product Category | JFRC |2 spPrODUCT caTeGORY
Description [ | other [ |m]

Defaut Unt Price 00000 revtuatyre | ][]

- B T - P
Status [cLosen - cLosen < Date Required
Location [wstoc [ wsTLocaTIoN 1-SHOP
vensorcomtractn | |[])
Account D [acez |20 acer
Funding Source () PRmsary FunDs
EPamingProectd | ][]
External Rebuikd Serial No | [m]

Work Orders: 0

Delata Location Year  Number Qty Task D wac Equipment ID  Department ID Account 1D

o | [l )i Il 1 [m]l Imjl

< >

Accounting Info

Shipping Amount [0.00 | sales Tax Rate [7.0000 |
( Back I Save |

Delete a Line Item

To delete a line item, follow the steps below.
1. To select the line item, place a check in the box to the left of the item.
2. Select Delete from the Line Item(s) Action drop-down.

3. Click Apply to Checked (or click Apply to All if desired).
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Requisition Detail

Vendor

Requisition ID
Purchase type PTYPE1
Date ordered

[ New Line Item ] [ Files l
[ Edit Requisition ] ’ Attributes ]
[ New Note ] [ Comments l

Replenishment batch 1D

Line Items: 3

Line ltem Status: © PENDING OOPEN ©CLOSED @ALL [_Edit Line tems | [_Expand Al | [_ Collapse All_|

D Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Unit Price Status
D BLPOO3-0: BL PART 2 $89.99 PENDING rg&f
D 1234-4321-0: AIR CONDITIONING 57147-4-1468716 JH-BT MOTORS 1 $33.99 PENDING TSE:S
.I 1234-4321-0: AIR CONDITIONING 57147-4-1468716 JH-BT MOTORS 2 $50.00 PENDING C’Ig&f
< 2
Actions
Line nam(s}Amm{\DELETE ~| || [C Apply to Checked [ Apply to All Print Selected Lines
]
Back
The following dialog box displays.
Message from webpage
\‘?/ Checked lines will be permanently deleted. Continue?
(= =l
-,
4. Click OK.
The selected item shows Deleted in the Line # column.
Requisition Detail
Vendar [ New Line ltem ] [ Files ]
Requisition ID
Feroio FTvPEn [ Edit Requisition | [ Attributes |
Date ordered
Replenishment batch 1D l New Note ] [ Comments ]
[Successful update |
Line ltems: 3
Line ftem Status: © PENDING ©OPEN O CLOSED ®ALL [ Edit Line tems |[_Expand All_] [ Collapse All_]
I:l Line # Part or Comment Manuf Part No Manufacturer Qty Ordered Unit Price Status
] BLPOO3-0: BL PART 2 $89.99 PENDING Tg&‘
O 1234-4321-0: AIR CONDITIONING 57147-4-1468716 JH-BT MOTORS 1 $35.33 PENDING =
I Deleted 57147-4-1468716 JH-BT MOTORS 2 $50.00 CLOSED Tﬂﬂ&l
< 2
Actions
Line em(z) Action | DELETE v |[][__pplytoChecked ][ Applyto Al Frint Selected Lines

Back
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Print Selected Lines

The Print Selected Lines hyperlink only shows if the report setting was set during

configuration.

1.

Check the boxes to the left of the items you wish to print.

2. Click the Print Selected Lines hyperlink to print the report.

Requisition Detail

Vendor 20208 - A-1 BATTERY

Requisition ID WSTLOC-2012-0000004
Purchase type PTYPET
Date ordered

Replenishment batch 1D

Line ltems: 3

(@) Line # Part or Comment
BLPO03-0: BL PART
1234-4321-01 AIR CONDITIONING 5714
Dalstsd 5714
<
Actions

Line Item(s) Action

Back

Line ltem Status” © PENDING © OPEN O CLOSED ®ALL [ Edit Line kems | [ Expand All | [ Collapse All |

[ New Line ltem ] [ Files l

[ Edit Requisition ] [ Attributes ]

l New Note ] [ Comments ]

Manuf Part No Manufacturer Qty Ordered  Unit Prica Status

2 $89.99 PENDING L]
7-4-1468716 JH-BT MOTORS 1 $39.99 PENDING eas
7-4-1468716 IH-BT MOTORS 2 $50.00 CLOSED eas
>

Apply to Checked | Apply to All ] CBint Selested Linas

Back Button

» Click the Back button to go back to the Requisition Management page.

Deleted

<
Actions

Line ltem(s) Action

Bk

57147-4-1458718

JH-ET MOTORS 2

MSTL(

£50.00 CLOSED e

Apply to Checked

I

Apply to All Print Selected Lines

The Requisition Management page displays.

Requisition Management

Current Location MSTLOC - MST LOCATION 1 - SHOR

Requisitions: 1

Requisition 1D

MSTLOC-2013-0000004 PENDING

Status Requested ¥ Need by

01/28/2013

<

Current Filter:
Has Lines Not Actioned: YES
Define Filter ] [

Back

Clear Filter

Vendor

20206 - A-1 BATTERY

New Requisition

Lines Not
Actioned

Purchase
Type

Lines

Total Total Cost

Approval

PRI

2 2 FUN

$235.37 PTYPEL
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13.Purchase Order Management Page

Click the Purchase Orders button (on the Main Storekeeper Portal page) or the Qty on Order
button (on the Request Management page), you are taken to the Purchase Order

Management page.

4 The Purchase Order Management page is only available if your organization supports

Enterprise Purchasing.

The Purchase Order Management page below displays upon clicking the Purchase Orders

button on the Main Storekeeper Portal page:

Purchase Order Management
Current Location MSTLOC - MST LOCATION 1 - 8HOP >

Purchase Orders: 2
Purchase Order ID

MSTLOC-2013-0000001 PENDING
MSTLOC-2012-0000002 PENDING

Status. Ordered  Expected Vendor TotalCost  Purchase Type

20206 - A-1 BATTERY 2 [ £107.00 PTYPEL

£6853 - MIDWEST BUS n %
CORPORATION

£536.07 LM-PO

Current Filter b
Has Open or Pending Lines YES
Define Filter | [

What do you want to do?
( Back ][ Manage Receipts |

Clear Filter |

Approval

Funding Source.

PRIMARY FUND

i

(4

Vendor is a hyperlink to the Vendors — Primary Information screen which is only available

if your organization utilizes Enterprise Portal. In this instance the Purchase Order list filters

on ‘Has Open or Pending Lines: YES.’

The Purchase Order Management page below displays upon clicking the Qty on Order button

on the Request Management page:

Purchase Order Management
Current Location LMLOC1 - LM LOCATION 1 - SHOP v

Purchase Orders: 1
Purchase Order 1D

LMLOC1-2010-0000048 OPEN

Lines  Lines
Status Ordered  Expected Vendor Sotal Open TotalCost  PurchaseType

LMVNDORO1 - LM VENDOR.
02/03/2010 L 11 11 $12,025.44 POS

SurrentHter

Part Suffix: 0, Has Open or Pending Lines: YES, Part ID: LMF’ARTH]
\ Define Filter J { Clear Filter J

What do you want to do?
[ Back ] [_manage Receipts |

Approval

Funding Source.
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4 In this instance, the Purchase Order list filters on ‘Part Suffix 0, Has Open or Pending

Lines: YES, Part ID: Part # since you selected a specific part number that has been
ordered.

Current Location Section

The Purchase Order Management page’s Current Location section allows you to select (from a
drop-down selection box) the shop in which you would like to view/manage the purchase orders.
The location selection updates the purchase order information on the page.

Purchase Order Management
lCurrent Location MSTLOG - MST LOCATION 1 - SHOP v l

Purchase Orders: 3

Purchase Order ID Status

Ordered  Expectad Vendor

$107.00 PTYPEL

Current Filter 4
Has Open o Pending Lines: YES

( Define Filter [ Clear Filter ]
What do you want to do?
( Back | [ manage Receipts |

New PO Button/Create a Purchase Order

% Storekeeper portal pages with a Part ID field and choice-list now include a Lookup
button linked to the Parts Lookup dialog. This lookup functionality allows for the
added lookup of parts through cross reference I1Ds with the Storekeeper Parts

Search Setting Default Part Lookup Part ID Search Option set to allow lookup by
Xref.

To create a new purchase order:

1. Click the New PO button to create a new purchase order.
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Purchase Order Management

Current Location [MSTLOC - MST LOCATION 1 - SHOP

Purchase Orders: 3
Purchase Order ID

MSTLOC-2013-0000002 PENDING
MSTLOC-2012-0000002 PENDING

Status. Ordered  Expected

Current Filter

Has Open or Pending Lines YES
Define Filter | [

Clear Filter |

What do you want to ¢o?
[ Back [

Manage Receipts |

Vendor

01188 - JANEY
ASSOCIATES

20206 - A-1 BATTERY 2 0

£6853 - MIDWEST EUS
CORPORATION

Total Cost

Purchase Type
$0.00 STANDARD
$107.00 PTYPEL

$526.07 LM-PO

(__NewP0

Approval Funding Source.

PRIMARY FUND

Clicking New PO takes you to the New Purchase Order page.

(4 See the Help for information about settings for automatic number generation for
purchase orders, requisitions, etc (Data > Enterprise Purchasing > Options >

Purchase Types).

2. Complete the fields and click Save to save the information.

Purchase Typs STOCK

|L|STOCK

Purchase Order ID |P5\BA-201T—0000001

Lecation ID
Description
Vendor ID
Vendor Store ID
Account ID
Status OPEN - OPEN
Expected Delivery )

MNeeded By )

Funding Source

| Back Save

ABA -2 ASSET CENTRAL ADMINISTRATION

|_| PO ACCOUNT

New Purchase Order

(4 Statuses are user defined. A purchase order with Pending status may indicate the
purchase order has not yet been sent to the vendor (and it will not have an Ordered
Date). Whereas, a purchase order with Open status may indicate the purchase order
has been sent to the vendor. A Closed status may indicate the items have been
received or the order was cancelled.
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(4 The Funding Source field is used for tracking grant or capital funding source
information with your requisitions and purchase orders. If you have licensed Capital
Planning, you may setup funding sources on the Capital Funding Source Type
screen (Capital Planning > Funding Source Types). While entering a requisition,
purchase order, or a receipt, you may select a funding source for that element. If you
do not have Capital Planning licensed, then you may still enter in a funding source at
the element level, but it will not be validated.

(4 If the option Enable parts workflow on creation of a purchase order or requisition is
enabled, the New Purchase Order screen options will vary, as shown below:

New Purchase Order

Purchase Type STOCK = STOCK

Purchase Order ID |ABA-2017-0000002 |

Location 1D ABA - 2 ASSET CENTRAL ADMINISTRATION v
Description

Line item type v

Part ID - vl || Lookup 7
Part description

Description

Qty ordered Unit price Default unit price
Unit of measure |
Vendor contract ID

Vendor ID

Vendor Store 1D

DORE

Account ID KACCT04 .. |PO ACCOUNT
Status OPEN - OPEN v
Expected Delivery I

Needed By I

Funding Source

[

Back | | Save

To choose a vendor contract in the Vendor contract ID field, click the chooser
button. This opens the Vendor Contracts pop-in where you can choose between
vendor contracts according to the vendor you have chosen, or click the All
Vendor Contracts tab to see all vendor contracts.
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Vendor Confracts

Vendor Contract List

||

Vendor Contracts All Vendor Contracts

The Purchase Order Line Item Number (#) page displays.

- Purchase Order Line Item Number 1

l

Vendor 1-666 - DEFAULT VENDOR - 1-666
Purchase order ID AWLOC1-2014-0000004
Purchase type STOCK
Dale ordered Files
Expected Delivery Edit PO Header Aftributes
Needed By 06/20/2014 12:00 New Note Comments
Lead Days N/A
Replenishment batch
D
- Line ltem Details
Line item type STOCK PART v Date required m Date ordered m
Part ID Q [235/35R16 [-[o \E Va ) Verffied valid Part ID ) OK from unappraved vendar
Part description | TIRE TRUCK 235/85/R16 | Product Categary B BUS-TIRES/WHEELS AND HUBS
Description I | Other 1D —
s C e S
Qty ordered [1.00 | Uit price [0.0000 Default unit price Unit of measure BEACH
0.0000
Status [PENDING - PENDING v Expected delivery A | - |
Location E ALEX LOCATION Lead Days 0
] E—

Account 1D 1000.531005.15531.000.01 E PERRY GARAGE BUS MAINTENANCE
T E—
B [-]

External Rebuild
Serial No ‘ ‘ E

- Work Orders: 1

o |

0 |awioct o] [R0WE_] 5 J[..] [1o0 o101 ad | J[] 2Rt .| [ETFE
| [P — [P | | bl el kel

(=]

(m]

-~ Accounting Info

Shipping Amount[0.00 |Sales Tax Rate[7.0000

- Receipts: 0

Back Save Part Receipts

3. Select the Line item type (Stock Part, Non-Stock Part, Commercial, Fee, Shipping,
Fuel, External Rebuild, or Equipment), complete the fields and click the Save button to
save the line item.
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editing the PO Header and adding a new note to the purchase order or line items.

The Purchase Order Detail page displays defaulting to line items with statuses
representing OPEN status as shown below.

Purchase Order
Edit PO Header
Commens
Line Items: 1
[ Line ftem Status: © PENDING ©OPEN OCLOSED ®ALL Edit Line ltems | [ Expand Al_| [ Collapss All |
Qty not
O Line # Part or Comment Manuf Part No Manufacturer e v Unit price  Status Location
Received
o Lo AR, 4148726 18T moTORS 1 10 sascopmoms  MSTLOC-MST
< >
Actions
( Receive Al J[__Receive Checked | [ Review and Receive | Delete Checked ][ Manage Receipts |  Print Selected Lines Print All Lines

(4 The new line item may default to OPEN depending on your settings and status
definitions. If you don’t see it in the OPEN list, click the PENDING radio button.

You have created a new Purchase Order with a line item. You may continue adding line
items by clicking the New Line Item button if desired.

Refer to the Purchase Order Detail Page section below for more information about this page.

Purchase Orders Section

The Purchase Orders section shows the total number of purchase orders for your selected
location at the top of the list and provides a list of Purchase Order IDs and their Status, Ordered

Date, Expected Date, Vendor (with link to Vendors — Primary Information screen), Lines Total,
Lines Open, Total Cost, Purchase Type and Approval information.

(4 Statuses are user defined. A purchase order with Pending status may indicate the
purchase order has not yet been sent to the vendor (and it will not have an Ordered Date).
Whereas, a purchase order with Open status may indicate the purchase order has been
sent to the vendor. A Closed status may indicate the items have been received or the order

was cancelled.
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Purchase Order Management

Current Location MSTLOC - MST LOCATION 1 - SHOP v

Purchase Orders: 4
Purchase Order ID. Status Ordered  Expected Vender == ;_‘;f“ TotalCost  Purchase Type Approval Funding Source.

MSTLOC-2013-0000002 ] eencine i : 0 50.00 STANDARD
WISTLOC-2013-0000003 PENDING 01/31/2013 JHGRAINGER - GRAINGER 1 o $26.75 LM-STANDARD BRIMARY FUND
MSTLOC-2012.0000002 | senomis 55933 - MIDWEST BUS 2 o $536.07 LM-PO

MSTLOC-2013-0000001 ] senotis 20205 - At BATTERY 2 o $107.00 PTYPEL PRIMARY FUND

Current Filter 4
Has Open or Pending Lines: YES
Define Filter Il Clear Filter |

What do you want to do?
Back ][ manage Receipts |

Clicking on a Purchase Order ID button takes you to the Purchase Order Detail page. Please
refer to the Purchase Order Detail Page section below for more information about this page.

4 When the Expected date has passed, the expected date is bolded in red.

Current Filter Section

The Current Filter section allows you to define/clear the filter for the Purchase Order list. Follow
the steps below to define and clear a filter.

Purchase Order Management

Current Location MSTLOGC - MST LOCATION 1 - SHOP v

Purchase Orders: 4
Purchase Order ID Status Ordered Expected Vendor

01188 - JANEY

MSTLOC-2013-0000002__| senpmis et 1

WSTLOC-2013-0000003 PENDING 01/31/2013  JHORAINGER - GRAINGER 1
55853 - MIDWEST BUS

MSTLOG-2012-0000002 | renpmis £5953 - MIOWE 2

B

MSTLOC-2013-0000001 PENDING 20206 - A-1 BATTERY

TotalCost  Purchase Type Approval Funding Source
50.00 STANDARD
$26.75 LM-STANDARD PRIMARY FUND
$536.07 LM-PO

$107.00 PTYPEL PRIMARY FUND

Current Filter M
lHas Open or Pending Lines: YES
Define Filter Il Clear Filter |

What do you want to do?
Back ][ Manage Receipts |

1. Click the Define Filter button.

The Define Purchase Order Filter page displays.
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Define Purchase Order Filter
Purchase order ID

Status

Date ordered range

Date expected range
Vendor ID

Vendor Store ID

Vendor Contract ID
Purchase type

Approval

Replenishment batch ID
Part ID - Suffix

‘WO Loc/Yr/Number

Has unprinted lines

Has open or pending lines

Reset Filter

Quick Filter:

From |_i_1
From |_i_1

S To| i
S To| i

Bl

DEOOOO

0 T

YES v

[ Cancel ]

Apply Filter

Save Quick Filter as:

Save

(2

4 The Lookup button is linked to the Parts Lookup dialog. This lookup functionality

allows for looking up parts through cross reference IDs, when the Storekeeper Parts
Search Setting Default Part Lookup Part ID Search Option is set to allow lookup

by Xref.

2. Complete the fields as desired and click the Apply Filter button.

Define Purchase Order Filter

WO Loc/Yr/Number
Has unprinted lines
Has open or pending lines

Purchase order ID =

Status [:]

Date ordered range From|_/ i STo| i |
Date expected range From|_/ i S To |
Vendor ID =

Vendor Store ID [:]

Vendor Contract ID J

Puchase hpe

Approval ()

Replenishment batch ID

Part ID - Suffix =

v

YES ¥

Quick Filter:

Reset Filter Save Quick Filter as:
[ Cancel ] C Apply Filter

v

click the Save button. To save the quick filter as the default, click the Set as Default
button. To remove the quick filter as the default, click the Remove button. To remove
a default quick filter, select the quick filter with an asterisk, and click the Remove
Default button.

The Purchase Order Management page displays with the list of purchase orders
according to your selected filter.
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Purchase Order Management
Current Location

‘ MSTLOGC - MST LOCATION 1 - SHOP

Purchase Orders: 1

Purchase Order 1D Status

MSTLOC-2013-0000002

Ordered  Expected

Lines
Total

Vender

01188 - JANEY ASSOCIATES 1

Current Filter 2
[Has Open or Pending Lines: YES. Purchase Type STANDARD]
Define Filter Clear Filter

What do you want to do?
Back Il

Manage Receipts |

Lines
Open

Purchase Type Approval Funding Seurce.

3. Click Clear Filter to clear the filter and return to the default filter.

L!I Note: This is not the default quick filter.

Purchase Order Management

Current Location [MSTLOC - MST LOCATION 1 - SHOP v
Purchase Orders: 4
Li i
Purchase Order 1D Status Ordered Expected Vendor = D;ﬁ
01188 - JANEY
MISTLOC-2013-0000002 PENDING it 1 o
MSTLOC-2013-0000003 PEIDING 01/31/2013 L1 CRAINGER - GRAINGER 1 o
66853 - MIDWEST BUS
MSTLOC-2012-0000002 PENDING e o 2 o
MSTLOC-2013-0000001 PENDING 20206 - A-1 BATTERY = o

Current Filter
Has Open or Pending Lines: YES
Define Filter Il

Clear Filter ]

What do you want to do?
Back Il

Manage Receipts |

TotalCost  Purchase Type Approval Funding Source.

$0.00 STANDARD
$26.75 LM-STANDARD PRIMARY FUND
$536.07 LM-PO

$107.00 PTYPEL PRIMARY FUND
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The Back Button

™ Click the Back button on the Purchase Order Management page to go back to the Main
Storekeeper Portal page.

Purchase Order Management
Current Location MSTLOC - MST LOCATION 1- SHOP v
Purchase Orders: 4
Purchase Order 10 Status | Ordered  Expected e Unes |Unes | rorucot | purchasaType | Approval | Funding Source
MSTLOC-2013-0000002 PENDING B ANy 1 o $0.00 STANDARD
MSTLOC-2013-0000003 PENDING 0y/31/2013  FIGRAINGER - GRAINGER 1 o $26.75 LM-STANDARD PRIMARY FUND
MSTLOC-2012-0000002 PENDING S mDEST BUS 2 o $526.07 LM-PO
MSTLOC-2013-0000001 PENDING 20206 - A-1 BATTERY 2 0 $107.00 PTYPEL PRIMARY FUND
Current Filter 4
Has Open or Pending Lines: YES
[ DefineFiter || Clear Filter ]
What do you wapt to do?
Back Manage Receipts

The Main Storekeeper Portal page displays.

Manage Receipts Button

» Click the Manage Receipts button to go to the Manage Receipts page where you can
review receipt information, assign or overwrite Batch IDs, and print reports showing
receipts filtered to a Batch ID.

Purchase Order Management
Current Location MSTLOC - MST LOCATION 1 - SHOP -
Purchase Orders: 4
Purchase Order 1D Status | Ordered | Expected Vendor Unes | Unes | rosicos | purchasatyps | Approval | Futing Source
MSTLOC-2013-0000002 BENDING E;;gi;fﬁgf’ 1 o £0.00 STANDARD
MSTLOC-2013-0000003 PENDING 01/31/2013 JHSRAINGER - GRAINGER 1 0 $26.75 LM-STANDARD PRIMARY FUND
MSTLOC-2012-0000002 BENDING ézafju}(’:‘ﬁg;‘fs" ELE 2 o £536.07 LM-PO
MSTLOC-2013-0000001 PENDING 20206 - A-1 BATTERY 2 o £107.00 PTYPEL PRIMARY FUID
Current Filter &
Has Open or Pending Lines: YES
[ Define Filter [ Clear Filter ]
What do you want to do?
Back Manage Receipts

The Manage Receipts page displays.
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Manage Receipts x
Y Show Filters Received By: MOLLYT
Receipts: Showing 12 of 12
Vendor Purchase Order ID Line# Manuf Part o Wanufacturer Femn Bateh ID Date Rece
~
CHSHOP001 -
[] COMMERGIALWORK  GNLOG1-2008-0000148 CHLOG! SERIALISD  BOSGH 1g¢1200 02072012 11
VENDOR
AUTOMOEBILES
CNSHOPD01 -
COMMERCIALWORK ~ GNLOC1-2008-0000149 CNPARTO32.0-TEST  GE-ENGINE e 14500 03072012 11
CHPARTOO7-0 -
WORK CNLSC1-2008-0000143 EXCHANGEABLE 1@45.00 0307/2012 11
PART
e R . CNPARTOG0-0 - U, e o
WORK  CNLOC1-2008-0000149 e nemLe pamy KILASOHASDFASD  BOSCH 1250000 03072012 11
WORK CNLOC1-2008-0000149 ETLRITD0=EET 1@200.00 021072012 11
crsHOR001 -
[] comMMERCIAL wORK CNLOC1-2008-0000077 1 CHPARTO01.0 - TEST 10@92.50 021082012 11:/%
< ¥
What do you want to do with checked items?
Batch ID Actions
[Assign Checked v [ Process
Leave blank to use defauft Batch ID

On this page, you can review receipt information, assign or overwrite Batch IDs, and print
reports showing receipts filtered to a Batch ID. Refer to the Manage Receipts Button in the
Purchase Order Detail Page section below for additional information about this page.
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14. Purchase Order Detail Page

When you create a new purchase order or click a Purchase Orders button on the Purchase
Order Management page, the Purchase Order Management page displays. Click the Purchase
Order ID to view the Purchase Order Detail page.

Purchase Order Management

Current Location |

Purchase Orders: 18

-LOC-2018-0000078 01/14/2019 10001-8361-EMC ENGINEERING £ 12,854.76 COMMERCIAL DNLY
-LOC-2018-0000075 TEST CPEM 01/10/2015 10001-8361-EMC ENGINEERING £ 128.16 STOCK
-LOC-2018-0000058 EAM-12101 TESTING OPEN 11/06/2018 10001-8361-EMC ENGINEERING $11,400.00 ALL
-LOC-2018-0000047 PO LODKUP TESTING OPEN 08/22/2018 10001-8361-EMC ENGINEERING 5 2.14 STOCK
-LOC-2018-0000046 APP TESTING OPEN 08/03/2018 10001-8361-EMC ENGINEERING 4 160.5% STOCK
-LOC-2018-0000042 OPEN 06/13/2018 10001-8361-EMC ENGINEERING $ 96.39 COMMERCIAL ONLY
-LOC-2018-0000038 MAWO TESTING CPEM 06/11/2018 10001-8361-EMC ENGINEERING $12,500.25 COMMERCIAL ONLY

4

Has Open or Pending Lines: YES

| Define Filter | ‘ Clear Filter |

Back IManage Receipts

The Purchase Order Detail page displays.

Purchase Order Detail

Vendor 10001-33
Purchase order ID
Purchase type COMMERCIAL OHLY
Account ID 000-0001-00 - =
Date ordered 011142018 12:05 PM | jiicstinaticn s
Status OPEN Edit PO Header Attributes
Expected Delivery 01/14/2019 12:00 PM A New Note Comments
Meeded By 01/14/2018 12:00 PM hd
Lead Days NIA
Replenishment batch
o]
Line tems: 12
PENDING =~ OPEN = CLOSED | EditLinetems ||  Expand All Collapse Al
=] III CML TESTING 0.00 CLOSED COMMERCIAL  01/14/2015 12:06 PM 01/14/2019 12:00 PM  N/A
=] CML TESTING 0.00 CLOSED COMMERCIAL  01/14/2015 12:06 PM 01/14/2015 12:00 PM  N/A
m] CML TESTING 0.00 CLOSED COMMERCIAL  01/14/201% 12:06 PM 01/14/2013 12:00 PM  N/A
] 3

Page 116 of 175 Shop Activity Storekeeper - User Guide
Version 25.x



Purchase Order Detail Page

Purchase Order Detail Section

The purchase order header information includes a link to the Vendors — Primary Information and
Enterprise Purchasing — Purchase Orders screens.

4 For the Vendor and Purchase order ID links to work, your organization must have
Enterprise Portal installed and configured.

The top right section of the Purchase Order Detail page shows notes (if any) from the purchase
order and allows you to add a new line item, edit the PO header and add a new note. Refer to
the Add a New Line Item, Edit the Requisition (same workflow for PO), and Add a New Note,
Add a File, Add Attributes, and Add Comments sections below for instructions on how to
perform these tasks.

Edit PO Header

Use the Edit PO Header button to edit information for the PO as needed. Use the following
procedure to edit the header. This applies to both the PO headers and Requisition page
headers.

To edit the PO header:
1. From the Purchase Order Detail page, click Edit PO Header.

Purchase Order Detail

Vendor
Purchase order ID CATA-2015-0004119
Purchase type CAPITAL New Line Item

Account ID KACCTO4 —

- 1
Dt orbed Edit PO Header
Slatus SL PO -
Expected Delivery I i |
Meeded By New Note
Lead Days /A Comments

Replenishment batch
ID

The Edit Purchase Order Header displays.

Page 117 of 175 Shop Activity Storekeeper - User Guide
Version 25.x



Purchase Order Detail Page

Edit Purchase Order Header

Vendor
Purchase order ID CATA-2015-0004118

Purchase type CAPITAL

Account ID KACCTO4 Files
Date ordered Attributes
Slatus SLPO

Expected Delivery New Note
Meeded By C

Lead Days WA

Replenishment batch
D

Purchase Order Detail

D‘

Purchase Type |CAPITAL
CAPITAL PURCHASES CUSTOM
Location ID |1-opPs v
Description | |
Vendor ID | | El
Vendor Store ID | | EI
Account ID |KACCTD4 Hzl
PO ACCOUNT
Status |sLPo-sLPO v
Expected B
Delivery |—f—"— === | ’:
Needed By |7’7"7 i | =

Back Save

2. Edit the fields in the bottom section of the page to edit the header of the PO. There are
also additional fields that displays on this page that will display on the header if you enter
information.

3. There are also several buttons to add additional information. Each item for additional
information can be added to either the header or you can choose a specific line of the
purchase order.

o Files: Add files or links. Use the same process as defined in the Add a File
section.

o Attributes: Add attributes to the PO.
4. On the Attributes pop-in, click New Attribute.

Line: New Attribute
Search:
“II;-_-‘:H_ D ik Name Text Value MNumeric Value Dz
5. Enter the attribute information in the fields.
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Purchase Order Detail Page

Attributes x
MNew

Line Number Date Value Attribute 1D

1 i = =

Numeric Value Text Value Comments
Path and File name | Save |

P | Cancel |
Line: | ALL r
Search:
N . AttributeID ¥ Attribute Name Text Value Numeric Value D:

6. When you are done entering the information, click Save.

o New Note: Add a note to the PO. The edit page for notes displays existing notes,
and an area to type a new note before clicking Save New Note.

o Comments: Enter a new comment, then click Save Comments.

Line Items Section

The Line Items section of the Purchase Order Detail page displays the line items on the
purchase order. The displayed columns will vary depending on the line item type chosen.

The total number of line items (depending on the selected status) is displayed at the top of the
section. Line Item Status radio buttons allow you to see the various line items with different
statuses on the purchase order. The Line Items List updates according to the status selected.

Note: Only a single multi-asset work order is allowed per line item when the line item type is
commercial

Click the Edit Line Items button to edit the Quantity Ordered or Receipt Unit Price
information. Note: User must have access to the Purchase Orders screen in order to be
able to access the Purchase Order Line Item page.

Purchase Order Detail
‘Vendor

JH-ERAINGER - GRAINGER FARTS

1>

[ Mew Line item | [ Files ]
Purshase orderiD | MSTLOG

LM-STANDARD

[EditPO Header | [ Atributes |

01/20/2013 12:32

-- 0173072013 12:4€ - MOLLYT - MOLLYS TEST ID --
REsLizs To Line WOMEER 1 - ol |

Repleni:
Line Items: 2
Line Item Status: OPENDING © OPEN GCLOSED ®ALL

NewMNote |[  Comments |
shment batch 1D

BT e—
{Edit Line Items_} Expand All Collapse All
——

Qty not,
yet
Received

Part or Comment Manuf Part No Manufacturer ty Unit price  Status Location
Ordered

ine #
1234-4321-01 AIR

S7147-4-1458716 MSTLOC - MST

LOCATION 1 - SHOP

JH-BT MOTORS 1 1.00  $25.00 OPEN s

0 - — a MSTLOC - MS'

.
GED LOCATION 1 - SHOP

56,93 OPEN s

<

Actions

[ Receive All

Back

>

I

Receive Checked | [ Reviewand Receive ||  Delete Checked |  Manage Receipts | Print Selected Lines Print All Lines
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Purchase Order Detail Page

The Purchase Order Detail Edit pop-in displays.

Purchase Order Detail Edit

Save

Cancel

Line tems: 2
Line Item Status: ALL

. Qty not.

L= Part or Comment Manuf Part No Manufacturer Oty yet Unit price

# Ordered -

Received

1 CONDITIONING 57147-4-1468716 JH-BT MOTORS - 1.00 (25.0000 OPEN
2 RKGPART-0: SPARK PLUGS 10D BOSCH 6.00 OPEN
<

Status

MSTLOC - MST
LOCATION 1 - SHOP
MSTLOC - MST

LOCATION 1 - SHOP

Location Linest
Typ
STOCK £

STOCK £

2. Edit the Qty Ordered and/or Receipt Unit price as desired and click the Save button.

Purchase Order Detail Edit

Line Items: 2
Line ltem Status: ALL
P Qty not
L';” Part or Comment Manuf Part No Manufacturer Ordqetred' yet Unit price Status
Received
1234-4321-0: AIR S

1 onDITIeNme S7147-4-1488715  JH-ET MOTCRS [1 1.00][200000 | Jopen
z RKGPART-0: SPARK PLUGS 10D BOSCH [s 6.006.9500 foren

<

L tion Line T
Tye
MSTLOC - MST
LOCATION 1 - SHOP
MSTLOC - MST
LOCATIOM 1 - SHOP

STOCK E

STOCK F

The Purchase Order Detail page displays with updated information.

3. Click the Expand All button to show the work orders associated with the purchase order

line items.

[_5 Note: You can also click the + button in the far left column to expand the view.

Purchase Orde

Vendor -

shment batch ID

Replen

Line ltems: 2

Part or Comment

0 Line #
1234-4321-01 AIR

m a Erorrionmie

=

RKGPART-D: SPARK PLUGS

7 - GRAINGER PARTS — 0173042013 12

NI NDMEER Z -

50 - MOLLYT - MOLLYS TZST ID —-

- MOLLYE TZ3T ID --

2 [ New Line ltem | | Files ]
[ Edit PO Header | [ Aributes |
o [ MewNote ][ Comments |

Line Item Status: ©PENDING ©OPEN O CLOSED ®ALL

Manuf Part No Manufacturer

57147-4-1458716 JH-BT MOTORS

100 BOSCH

Edit Line ltems ][CExpandAll :I){ Collapse All ]

Qty not

Qty
yat
Ordered [ YEL
1 1.00
3 6.00

Unit Status Location
price.
MSTLOG - MST
(ELED|ELE LOCATION 1 - SHOP 3
MSTLOG - MST
BRI EHED LOCATION 1 - SHOP 3

The associated work order information displays.
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Purchase Order Detail Page

Purchase Order Detail

Vendor

R - GRAINGER FARTS

MOLLYT - MOLLYS TEST ID —- ~
Purchase order ID

Purchase type

2 [ Mew Line ltem ||

Files ]

Date ordered

01/20/2013 1

13 12

[ Edit PO Header |

Attributes |

Replenishment batch D

2 - MOLLYT - MOLLYS TZST ID -- §
ABDLIZS TO LINZ NI -

o [ MewNote

) [_Commens ]

Line Items: 2

Line ltemn Status: O PENDING O OPEN O CLOSED ®ALL

Edit Line ltems | [__Expand All

] [_cCollapse All_]

[ Receive All i

Back

Receive Checked | [ Review and Receive || Delete Checked ||

WManage Receipts__ |

oty Qtvaet
D Line # Part or Comment Manuf Part No Manufacturer vet by Status Location
Ordered " price.
Received
1234-4321-0: AIR MSTLOC - MST
D ZONDITIONING 57147-4-1468716 JH-BT MOTORS 1 1.00 $20.00 OPEN LOCATION i - SHOP s
tork Order ID Equipment Hat Number Task Qty Status
KGCOMPOO1: F4 2002 A/C MOTOR T8408 . eE s
MsTLOC-2012-13 KEEOMEO0LI F4 2 A - PM SERVICE A 1
cremE T MSTLOC - M5T
D RKGPART-0: SPARK PLUGS 100 BOSCH (] 6.00 £6.95 OPEN LOCATION i - SHOP s
< 3
Actions

Print Selected Lines Print All Lines

The Equipment link takes you to the Equipment screen.

4. Click the Collapse All button or the — button in the far left column to collapse the view.

~ Purchase Order Detail

Vendor R - GRAINGER PARTS T oLT¥T - woLLvs TZsT o - - -

— [ New Line Item ” Files ]
Purchase order ID -
Purchase e [ Edit PO Header | [ Atributes |
Date ordered 01/30/2013 12:32 -- 01/30/2013 1. MOLLYT - MOLLYS TEST ID --— B
Replenishment batch 1D APELIZS To LINE 1 - 3 [ New Note ][ Comments ]

Line ltems: 2
Line Item Status: O PENDING © OPEN O CLOSED @ALL

N,
] (Ccollapse A

Back

Edit Line Items ] [ Expand All
Qty ot ;
O Line # Part ar Comment Manuf Part No. Mo furer Qty yet ety Status At
Ordered =! price
\ Received
1234-4321-01 AIR MSTLOC - MST
o@ 123443200 57147-4-1468716  JH-ET MOTORS 1 100 52000 OPEN T M op €
‘Work Order ID Egquipment Hat Number Task Qty Status
KGCOMPOO1: F4 2002 A/C MOTOR T8408 A~ V] A
MSTLOC-2012-13 A/C MOTOR TEST A - PM SERVICE A 1
anT-0s oa MSTLOC - MST
O RKGPART-0: SPARK PLUGS 10D soscH s 600 5639 OPEn o M op S
Ly 3
Actions
[ Receive All J [ Receive Checked | [ Review and Receive ][ Delete Checked  |[  Manage Receipts |  Print Selected Lines Print All Lines

The page returns to the original view.

Purchase Order Detail
Vendor JH-GRAINGER - GRAINGER PARTS /2013 12:50 - MOLLYT - MOLLYS TEST ID -- | [ New Line Item ” Files ]
Purchase order ID i
Purchase type [ Edit PO Header | [ Attributes |
Date ordered ot202012 12:22 -~ 01/30/2018 12:46 - MCLLYT - MOLLYS TEST ID — e B
Replenishment batch ID AFELIZS IC LINZ NN 1-- v °
Line ltems: 2
Line ltem Status: © PENDING O OPEN © CLOSED ®ALL Edit Line Items | [ Expand All_| [ Collapse Al ]
Qty not -
m} Line # Part or Comment Manuf Part No Manufacturer o - yet et Status Location
= Received ~ P7°%
O E i i 57147-4-1468716 IH-BT MOTORS 1 1.00  $20.00 OPEN T oe S
m} RKGPART-0: SPARK PLUGS 10D 80sCH s 500  $5.95 OPEN o s 5
< I B3
Actions
[ Receive All ][ Receive Checked | [ Review and Receive |[  Delete Checked ||  Manage Receipts |  Print Selected Lines Print All Lines
Back
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{_! Note: The checkbox on the far left side of the Line Items list allows you to select a

particular line item while checking the box at the top left corner of the list selects all

the

line items as shown in the screenshot below.

Line #

<
Actions

Purchase Order Detail

Replenishment batoh D

Line ltems: 2

P T MOLLES TEST I3 2 [ New Line ttem | Files ]

[ EditPO Header | [ Awributes |

ol [[_MewNote ][ Commens ]

Line ltem Status: O PENDING ©OPEN OCLOSED ®@ALL Edit Line ftems ] [ Expand All ][ Collapse All_]

Qty not Unit
Part or Comment Manuf Part No Manufacturer oL vet 3 Status Location
Ordered = price
Received

1234-4321-0; AIR =7 iam - MSTLOC - MST
e 57147-4-1488718 IH-ET MOTORS i 1.00  $20.00 OPEN A i g |9

ART-0: SPA . MSTLOC - MST
RKGPART-O: SPARK PLUGS 10D BOSCH B 6.00 $6.95 OPEN A it g |9

>

[ Receive All ][ Receive Checked | [_Review and Receive | [ Delete Checked | [ Manage Receipts | Print Selected Lines Print All Lines

Back

The following information is included in the Line Items section table:
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Line #

Part or Comment
Manufacturer Part Number
Manufacturer

Quantity Ordered
Quantity not yet Received
Receipt Unit Price

Status

Location

Line Item Type

Date Ordered

Expected Delivery

Lead Days

Funding Source - Used for tracking grant or capital funding source information
with requisitions and purchase orders. If you have licensed Capital Planning, you
may set up funding sources on the Capital Funding Source Type screen (Setup >
Equipment Management > Capital Planning > Funding Source Types).
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o

Requisition ID — Shows the most recent source item that generated the purchase

order. Provides a quick way to link to the originating requisition if it exists.

Number page.

Actions Section

The Actions section of the page features five buttons, a Print All Lines hyperlink, and a Print
Selected Lines hyperlink if defined in the settings. The buttons and hyperlink are outlined in the

sections that follow.

r_! Purchase order line items need to be OPEN in order to be received.

Receive All Button

1.
for the line items listed.

On the Purchase Order Detail page, click the Receive All button to receive all the parts

Purchase Order Detail

WVendor JH-GRAINGER - GRAINGER PARTS -- 01/30/2013 12:50 — MOLLYT - MOLL¥S IEST ID —— ~ [ New Line ltem ]’ Files ]
Purchase order ID MSTLOC-2013-0000002 APPLIES TO LINE NUMBER Z —-
FLEASE EXPEDITE. " Y
Purchase type LM-STANDARD p— [ Edit PO Header ] [ Attributes I
Date ordered 01/20/2013 12:32 == 01/30/2013 12:4& - MOLLYT - MOLLY¥S TEST ID -- [ N Not ]’ C its. ]
2 E: E = ew Note ommen
Replenishment batch ID APELIZS TO LINZ NUMBER 1 -- ~
Line Items: 2
Line ltem Status: O PENDING ©OPEN O CLOSED ®ALL Edit Line Items ] [ Expand All [ Collapse All ]
Qty not _
O Line # Part or Comment Manuf Part No Manufacturer D"?t" vet Unit Status. Location
ered ! price
Received
1234-4321-0: AIR MSTLOC - MST
D CONDITIONING 57147-4-1468716 JH-BT MOTORS 1 0.00 $20.00 CLOSED LOCATION 1 - SHOP s
MSTLOC - MST
D RKGPART-0: SPARK PLUGS 10D BOSCH ] 6.00 $6.99 OPEN LOCATION 1 - SHOP 5
< k)
Actions
Print Selected Lines Print All Lines

Receive Checked ] [ Review and Receive ] [ Delete Checked ] [

[ C Receive All )’][

Manage Receipts

The Accounting Info — Receive All pop-in displays.

Accounting Info - Receive All

Sales TaxRate 7.0000

Shipping Amount 0.00
Allocate shipping amount to stock parts being received

Vendor Invoice

Batch ID
[ useDefsul Batch D

Decument Number

( 0K

Cancel

I
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2. Complete the fields and click the OK button. Enter the Sales Tax Rate, Shipping
Amount, Allocation of shipping amount to stock parts being received, Vendor Invoice,
Batch ID (check the box to use a default Batch ID), and Document Number as desired.

entering an amount in the Shipping Amount field.

| Accounting Info - Receive All ®
Sales Tax Rate 7.0000
Shipping Amount 2.00
Allorate shipping amount to stock parts being received | EQUALLY TO EACH LINE RECEIVED w
Vendor Invoice 5147147
Batch D

Use Default Batch ID

Document Number 542265

OK [ Cancel ]

The Purchase Order Detail page displays the line items depending on the Line Item
Status display selection you have chosen.

Purchase Crder Detail
Vendor JH-GRAINGER - GRAINGER PARTS -- 01/30/2013 12:50 - MOLL¥T - MOLLYS TEST ID —- ~ [ N Line It ][ Fil ]
APPLIES TO LINE NUMBER 2 —— SIS ILEL 1=
PLEASE EXPEDITE [ Edit PO Header | [ Attributes |
Date ordered 01/20/2013 12:32 -- 01/30/2013 12:46 - MOLLYT - MOLLYS TEST ID —- [ N Not ” C s ]
Replenishment batoh ID RPPLIZS TO LINE NIMBER 1 — v ew Hore ommen
Line ltems: 2
Line ltem Status: ©PENDING & OPEN OCLOSED ®ALL Edit Line tems | [ Expand Al | [ Collapss Al |
Qty not Unit
D Line # Part or Comment Manuf Part No Manufacturer Ordered et - Status Location
e Received price
O éﬁ%ﬁ;ﬁé‘&f&;m 57147-4-1468716 JH-BT MOTORS 1 0.00  $20.00 CLOSED fg&$&)h“iSTSHOP s
D RKGPART-0: SPARK PLUGS 10D BOSCH 6 0.00 $6.33 CLOSED fus&?ﬁ:hhisrsHop 5
< b
Actions
[ Receive Checked | [ Review and Receive ||  Delete Checked | Manage Receipts Print Selected Lines Print All Lines

Receive Checked Button

1. Select specific line items for receipt and click the Receive Checked button to receive
parts on certain line items.
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Purchase Order Detail Page

Purchase Order Detail

Vend 202 BATTERY
o [ New Line Item ] [ Files l
Purchase order ID MSTLO! 0000001
Purchase type PTYFET [ Edit PO Header | [ Atributes |
Date ordered 0173172013 11:21 I
Replenishment batch ID ] [ TIOEES ]
Line Items: 4
Line ltem Status: O PENDING ©OPEN O CLOSED ®ALL [(Edit Line ltems | [ Expand Al | Collapse All |
Qty not
Line # Part or Comment Manuf Part No Manufacturer 03:"“’ ve_t Status Location
PARTO0001-0: BATTERY 1 1.00  $15.99 OPEN e T o €
02401001-0: FILLER- MSTLOC - MST h
BATTERY COMPL ETE & ZET) CEANEE[ERED LOCATION 1 - SHOP  ©
1224-4321-0: AIR 57147-4-1468716 JH-ET MOTORS 1 1.00 $1100.00 OPEN rus&$1[é);‘l'qs'TEHDp £
Deleted DAVE STURGEON FRAM 5 5.00 4$79.00 CLOSED rg&?]{:cJ-NN]‘_STSHDP £
< 2]
Actions
Receive All Receive Checked [ Review and Receive I l Delete Checked ] [ Manage Receipts Print Selected Lines Print All Lines

Depending on Ul controls, the Accounting Info dialog may display.

| Accounting Info -

Vendar invoice |

Batch ID

Document Number

7 Gse detsutcpaeny

[ OK H Cancel

2. If the dialog displays, enter the Vendor invoice number and click OK. (The vendor

invoice number is copied to all selected line items.)

Accounting Info - Receive Checked

-

Vendor Invoice 253175

Batch ID

Document Number

4224

OK Cancel

|
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Purchase Order Detail Page

The parts are received for the chosen line items and, depending on the Line Item Status
selection you have chosen, the list displays line items and statuses.

Purchase Order Detail

Vend: 20208 - A-1 BATTERY
e [ New Line Item ] [ Files ]
Purchase order ID MSTLCC-2012-0000001
Purchase type PTVPE! [ Edit PO Header | [ Attributes |
Date ordered 01/31/2012 11:21
oree [ New Note ] [ Comments ]
Replenishment batch 1D
Line ltems: 4
Line ltem Status: © PENDING & OPEN O CLOSED ®ALL [ EditLine items | [ Expand Al _|[ Collapss Al |
Qty not
D Line # Part or Comment Manuf Part No Manufacturer Dr‘?:vraﬂ yet Unit price Status Location
MSTLOC - MST
PARTOOD01-0: BATTERY 1 1.00 $15.95 OPEN LOCATION 1 - SHOP  ©
02401001-0: FILLER- MSTLOC - MST
BATTERY COMPL ETE d HEE SEDLT|ERED LOCATION 1 - SHOP  ~
1234-4321-0: AIR 57147-4-1468716 IJH-BT MOTORS 1 0.00 $1100.00 CLOSED e e o €
Deleted DAVE STURGEON FRAM H 5.00  $79.00 CLOSED e et hop €
< I k4
Actions
l Receive All ] l Receive Checked ] [ Review and Receive I l Delete Checked ] [ Manage Receipts Print Selected Lines Print All Lines

Back
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Purchase Order Detail Page

Review and Receive Button

To review each line item’s detail prior to receiving the parts:

1. Select specific line items on the Purchase Order Detail page and click the Review and

Receive button.

Purchase Order Detall
Vendor 20208 - A-1 BATTERY [Tiew Line ftom | [ e I
Purchase order ID MSTLOC-2012-0000001
Furchase type PTYPE1 [ Edit PO Header ] [ Attributes l
Date ordered 017312013 11:21
[ New Note ] [ Comments l
batch ID
Line ltems: 4
Line ltem Status” ©PENDING © OPEN ©CLOSED @ALL [ Edit Line tems | [ Expand Al Collapss All ]
o Qty not
1 Line # Part or Comment Manuf Part No Manufacturer yet  Unitprice  Status Location
Ordered  geceived
MSTLOC - MST
PARTODD01-0: BATTERY 1 1.00  $15.99 OPEN e e
02401001-0: FILLER- MSTLOC - MST 4
5] BATTERY COMBL ETE 203 (EREDERE] LOCATION 1 - SHOP &
F 1224-4321-0: AIR 57147-4-1468716 JH-ET MOTORS 1 0.00 $1100.00 CLOSED oo o €
Deleted DAVE STURGEOH FRAM s 500  $79.00 CLOSED R
<] 3
Actions
[ Receive All ] [ Receive Checked ] eview and Receive [ Delete Checked ] [ Manage Receipts ] Print Selected Lines Print All Lines
Back

The first line item’s receipt page displays.

Receiving Purchase Order Line Item Number 1

Vendor 10001-8361 - EMC ENGINEERING

Purchase order ID
Purchase type
Date ordered
Expected Delivery
Needed By

Lead Days

Replenishment batch
D

1-2018-0000001
COMMERCIAL
02/18/2016 01:07 PM
02/20/2016 12:00 PM

NIA

Files
EditPOHeader || Aftributes |
New Note ‘ Ce ‘

Line item type COMMERCIAL Date ordered 02/18/2016 01:08 PM
PartID [ |-[0 V|E\ Lookup |4 [ verified valid partin -~ [] Return

Part description | | ProductCategory [ |

Description [TEST | otherip 1 E

Tank ID C Fuhfuidtype [ |||

Qty remaining 000 Qiyordered 000  Default unit price 0.0000

Qty received ‘O.DO ‘ Unit price ‘O.DUOD | Discount Pct Unit of measure l:l E

Status [OPEN - OPEN v Date and time (77 Receiptlabel aty

Receiving lacation |:||Z| oPs

Bin ID

I

Use Default Batch ID [ | ,_‘ Document Number

Account ID A [-=] Re AcT4

Vendor invoice

‘Vendor contract 1D ,_|

| Back | | Receive ‘ ‘ Do Not Receive | | Receipts Screen ‘

L.ﬁ Scroll to the right in the Work Order section to see the Delay Code, Hat Number,
Parking Stall, Position, Serial Number, Removed Serial Number, Commercial Part
ID, Commercial Part Quantity, a link to the original Request (if your organization uses
Enterprise Portal), and Service Request ID fields.
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2. Review the information, make updates as desired. Enter serial numbers and accounting
information, if necessary.

4 Note: When you are receiving multiple items, if you enter the invoice number in the
first item and click receive. Line items after this will default to the previously entered
invoice number.

3. To add a batch ID to the receipt page, use the chooser button next to the Use Default
Batch ID checkbox.

o Choose a batch ID from the list to apply to this receipt. The list filters to all batch
IDs used on this purchase order previously.

If the Return checkbox is checked, batch IDs from previous returns will display. These
return batch IDs do not display if Return is not checked.

o To make the batch ID the default batch ID, check the Use Default Batch ID
checkbox. This will be the batch ID used for all items you chose to review and
receive until you choose a different ID.

4. Click Receive to receive the parts.

The next selected line item’s Receipt page displays along with a successful message to
indicate successful receipt.

4 Click the Do Not Receive button when you decide not to receive the parts. The next
selected line item’s Receipt page will display. Click the Receipts Screen button to
go to the Enterprise Purchasing - Receipts screen. This option is only available if
Enterprise Purchasing is active.

Once you have received (or not received) all the selected line items, the Purchase Order
Detail page displays with the line items showing depending on which Line ltem Status
you have selected to show.
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Purchase Order Detail Page

Purchase Order Detail
‘Vendor 20208 - A-1 BATTERY

~| [ New Line Item | Files ]
Purchase arder ID MSTLOC-2013-0000001
Purchase type FTYPET [ EditPO Header | [ Attributes |
Date ordered 01/31/2012 11:21
- [ New Note J [ Comments J
D
eceipt successful.
Line ltems: 4
Line ltem Status: ©PENDING ©OPEN ©CLOSED ®ALL [ Edit Line ‘lems [ Expand All Caollapse All ]

MSTLOC - MST

PARTO0D01-0: BATTERY o0 sis.s3|cLosed e e o
02401001-0: FILLER- MSTLOC - MST d
o® - BATTERY COMPL ETE 2 DED| I EEED LOCATION 1 - SHOP  ©

MSTLOC - MST 3

O 1234-4321-0: AIR 57147-4-1468716 JH-BT MOTORS 1 0.00 $1100.00 [CLOSED e T
MSTLOC - MST ]

Deleted DAVE STURGEON FRAM 5 5.00  $79.00|CLOSED e T =

2] il I =

Actions

[ Receive Al /[ Receive Checked | [ Review and Receive | [ Delete Checked  |[_ Manage Receipts | Print Selected Lines Print All Lines
Back

Receiving Multi-asset Work Order Commercial Requests

When performing the receipt on a multi-asset work order commercial request, a dialog will open
that will distribute the costs across the child work orders automatically. After confirming the cost
distribution is correct, the costs will be posted to the child work orders after the purchase order
line is successfully received.

Muiti-asset Work Onder Commercial Issues X

Asset Selection MIXED

Multi-asset Work Order ID LOC-2018-375 Work Order Type REPAIR
Stock Location Meed By 03/16/2018
Labor Cost $1,500.00 Labor Tax Rate $7.1234
Parts Cost $ 2 500.00 Parts Tax Rate $7.1234
Misc Cost $ 3,500.00 Misc Tax Rate $ 0.0000

Select Assets

LOC-2018-380 ES-MTDAMP-MTO2 FIRE SYSTEM DAMPER

1538 | 25.58| | 35.71) 2

1538 2558 3871 v

LOC-2018-385 ES5-DAMP-EM29 FIRE SYSTEM DAMPER | 15_335 [ 25_53| : 3571 .
LOC-2018~411 NZ-DAMP-EM1E FIRE SYSTEM DAMPER | 15.38I | 25.58| BN
LOC-2028-422 N4-DAMP-EM35 FIRE SYSTEM DAMPER |

Showing 79 records

Applied Costs

Applied Labor Total $1,507.12 Appiied Parts Total 5250712 Applied Misc Total $3,500.00
Applied Non-linear Total $§3,757.12 Applied Linear Total $3757.12

| Cancsl W Comim
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Purchase Order Detail Page

Delete Checked

1. To delete a line item, place a check in the box for the line item and click the Delete

Checked button.

Qty not
" Line # Part or Comment Manuf Part No Manufacturer o yet  Unitprice  Status Location
PARTO0001-0: BATTERY 1 1.00  $15.99 OPEN S L
spseseon e s am eosvon  MHOSMST
1234-4321-0: AIR 57147-4-1468716 JH-BT MOTORS 1 1.00 $1100.00 PENDING e o ap €
00118002-0: ROD GEON FRAM s 5.00 57900 pEuDmG  MOTOS.MST e
< | >
Actions /
[ Receive All ][ Receive Checked ] [_Review and Receive | [ Delete Checked )| Manage Receipts Print Selected Lines Print All Lines
Back

A dialog displays to verify you want to permanently delete the item.

2. Click OK to continue.

Message from webpage

&

Checked lines will be permanently deleted. Conkinue?

rd

The Purchase Order Detail page displays Successful Update, and the line number
displays as deleted.

Purchase Order Detail
Vend 202 BATTERY
=nder [ New Line ltem ] [ Files ]
Purchase arder ID WSTLOC 20120000001
Purchase type FTYPET [ Edit PO Header ] [ Attributes ]
Date ordered 01/21/2012 11:21
[ New Note ] [ Comments l
Replenishment batch 1D
[Buccessful update.
Line ltems: 4
Line ltem Status: ©PENDING ©OPEN O CLOSED ®ALL [_Edit Line items | [ Expand All_][_Collapse Al |
Qty not
O Line # Part or Comment Manuf Part No Manufacturer Or‘}:"d yet Unitprice  Status Location
Received
O PARTO0001-0: BATTERY 1 1.00 $15.99 OPEN rg&?fo;v'is?'wop H
02401001-0: FILLER- MSTLOC - MST ]
O EATTERY COMPL ETE z e s s LOCATION 1 - SHOP  ©
O 1234-4321-0: AIR 57147-4-1468716 JH-BT MOTORS 1 1.00 $1100.00 PENDING o op €
GEON FRAM s 5.00  §79.00 CLOSED rs&?fo;vhls?swp 3
< | >
Actions
[ Receive All J[__Receive Checked | [ Review and Receive ||  Delete Checked || Manage Receipts Print Selected Lines Print All Lines
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Manage Receipts Button

1. Click the Manage Receipts button to review the received parts details, assign a Batch

ID, or overwrite a Batch ID.

Purchase Order Detail
Vendor 100-5661 - SYNAPSE RGY ECONOMICS, INC.
Purchase order ID RGLCCB-2013-000000
Purchase type JUST-IN-TIME
Date ordered 037132013 02:21 PM New Line Item Files
Edit PO Header Attributes
e New Note Comments
Lead Days NIA
Replenishment batch
D
Line ltems: 1
PENDING = OPEN = CLOSED | ALL Edit Line tems || Expand All_|[Collapse All
| e Line # Part or Comment i e Qty Qt:;.‘n' Trw Status Location =T Date Ordered Expected Delivery
Orders No Ordered o price Type
VERIFIEDPART-0 - VERIFIED 100 000 sssoclosep  FGLOCRSRS  MOWSTORC  yinongacopy  oavivesid izooRM WA
< >
Receive Al | Receive Checked | e | Print Selected Lines
Back I Delete Checked J{_ Manage Receipts ) Print Al Lines
Manage Receipts ®
¥ Show Filters  Purchase Order ID: MSTLOC-2013-0000001  Received By: MOLLYT
Receipts: Showing 3 of 3
Vendar Purchase Order ID Line # Pa;e‘n - Suffixc- Wanuf Part Ho Manufacturer Quantiy @ Unit Batch ID Date Rece
seription Price
Tl .2 2 02401001-0 - FILLER- 2@ 13172 :02
D 20208 - A-1 BATTERY MSTLOC-2013-0000001 BATTERY COMPL ETE @50.00 01/31/2013 14:0.
o PART00001-0 - - y
D 20208 - A-1 BATTERY MSTLOC-2013-0000001 1 BATTERY 1@15.99 01/31/2013 13:54
e ﬂz 1234.4321-0 - AIR I - y o =
D 20208 - A-1 BATTERY MSTLOC-2013-0000001 3 CONDITIONING 57147-4-1468718 JH-BT MOTORS 1@1100.00 01/31/2013 13:5.
<

What do you want to do with checked items?

Batch ID Actions

|A55ign Checked -

[ Process

Leave blank to use default Batch ID

2. To filter the receipts, click the Show Filters hyperlink and complete the filter fields as

desired to narrow your receipt list.

‘ Manage Receipts

-

¥ Show Filters, Purchase Qrder ID: MSTLOC-2013-0000001  Received By: MOLLYT

Receipts: Showing 3 of 3

Vendor Purchase Order ID Line # oS Be Manuf Part Ho.
Description
TR T — 2 02401001-0 - FILLER-
[0 20206 a1 BATTERY MSTLOC 20130000001 SATTERY COMPL ETE
oo PARTO0001-0 -
[0 =zo0z08- A1 BATTERY MSTLOC-2013-0000001 1 SATTERY
[0 =zo0z0e- a1 BATTERY MSTLOC-2013-0000001 3 128443210 - AR 57147-2-1488718

CONDITIONING

Manufacturer

JH-BT MOTORS

Quantiy @ Unit

Price 2

2@50.00

1@15.99

1@1100.00

01/21/2012 14:02

01/31/2013 13:54

01/31/2013 13:52

Date Rece

3. Click the Apply Filter button to filter the Receipts.
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[] =z0208-A-1 BATTERY

| Manage Receipts

¥ Hide Filters " urchase Order ID: MSTLOC-2013-0000001 Received By: MOLLYT

|Parl |- | [(ookup] Betch D ﬁ;;ﬂsi B (=] ' only show receipts without a Batch ID
Purchase Order ID Received Date Location

jwsmoc 200000t ][] WA o
Receipts: Showing 3 of 3

Vendor Purchase Order ID Line # FoB Dok 5e Wanuf Part Ho Manufacturer M:",_g““i Batch ID

[ =20208- A1 BATTERY MSTLOC-2013-0000001 2 gif;gg;i&z;f:;g 2@50.00

[] =20208-A1 BATTERY MSTLOG-2013-0000001 1 :2&?::‘2““ - 1@15.55

MSTLOC-2012-0000001 3 g‘;‘:ﬁg:&:“ 57147-4-1488718 JHBT MOTORS 1@1100.00

Date Rece

01/31/2013 14:02

01/31/2013 13:54

01/31/2013 13:52
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To assign a Batch ID, follow the steps below.

1.

Select a part receipt without a Batch ID by checking the box for the received part.

Manage Receipts

X
¥ Show Filters Purchase Order ID: MSTLOC-2013-0000001  Received By: MOLLYT
Receipts: Showing 3 of 3
Vendor Purchase Order 1D Line # Fart 1D - Suffix - Manuf Part Ho Manufacturer Quantiy @ Unit Batch 1D Date Rece
Description Price
e - 024010010 - FILLER- a1 .
20206-A—1 BATTERY MSTLOC-2013-0000001 2 AT TERY CoMEL ETE 2@50.00 01/31/2013 14:02
o PARTO0001-0 - p §
[ =0208-a-1 BATTERY MSTLOC-2013-0000001 1 by 1@15.99 01/31/2013 13:54
o 123443210 - AR o
[ 20206-A-1 BATTERY MSTLOC-2013-0000001 2 vttt 57147-4-1468718 JHBT MOTORS 1@1100.00 01/31/2013 13:52

2. Enter a Batch ID in the Batch ID field (or leave the Batch ID field blank to use a default
Process button to assign the Batch ID to the checked item.

Batch ID) and

click the

Vendor Purchase Order 10 Line # e S Manuf Part o Manufacturer N Batch 1D Date Rece
Description Price
20206 - A-1 BATTERY MSTLOC-2012-0000001 2 [BIZA‘TUTA]:gj(V?Ié)iLI;\LEER}E 2@50.00 01/31/2012 14:02
D 20206 - A-1 BATTERY MSTLOC-2012-0000001 1 ::?]TTIEURU‘SPU— 1@15.29 01/31/2013 12:54
D 20206 - A-1 BATTERY MSTLCC-2012-0000001 3 ::i;}:ﬁg::';g‘ﬂ 57147-4-1468716 JH-BT MCTORS 1@1100.00 01/31/2013 13:62
< | >
What do you want to do with checked items?
Batch ID Actions
51701500 Assign Checked & Process
Leave blank to use default Batch ID
A message indicates the Batch ID was successfully generated.
Message from webpage §
L] "_q,‘ Batch ID{s) generated successFully.
L
s S
C o J
3. Click OK.
The Batch ID shows for the received part.
Manage Receipts x
¥ Show Filters Purchase Order ID: MSTLOC-2013-0000001 Received By: MOLLYT
Receipts: Showing 3 of 3
Vendor Purchase Order ID Line # P“;em - Suffix - Manuf Part Ho Manufacturer Quantiy @ Unit EBatch ID. Date Rece
scription Price
D 202086 - A-1 BATTERY MSTLOC-20123-0000001 2 gi"fﬂ'r"g;:’f:&!i‘Il;tE:;E 2@50.00 @ 01/31/2013 14:02
D 2020€ - A-1 BATTERY MSTLOC-2012-0000001 1 :ﬁ?;rﬂEﬂRﬂyﬂ“—ﬂr 1@15.99 01/31/2012 13:64
[T 20208-A1BATTERY  MSTLOC-2012-0000001 2 22445210 AR 57147-4-1488718 JHET MOTORS 1@1100.00 01/31/2013 13:52
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To overwrite a Batch ID:
1. Select the part received by checking the box next to the received part, enter the correct
Batch ID, and click the Process button.

¥ Show Filters Purchase Order ID: MSTLOC-2013-0000001 Received By: MOLLYT

Receipts: Showing 3 of 3

Vendor Purchase Order ID Line # P“;@E";’:’" Wanuf Part o Manufacturer “‘a":""g Unit Batch ID Date Rece
‘UEGG'A"‘ BATTERY MSTLCC-2013-0000001 2 gi‘_ﬁ:é;;‘g;&)i‘;iE:}E 2@50.00 51701500 01/31/2013 14:02
D 20208 - A-1 BATTERY MSTLOC-2012-0000001 1 :25;“::314 . 1@15.99 01/31/2013 13:54
[] =20208-A1BATTERY MSTLOC-2013-0000001 2 ;g:n‘ﬁg'ﬂ’;gm 57147-4-1468716 JH-BT MOTORS 1@1100.00 01/31/2013 12:52

| bd

<
What do you want fo do with checked items?

Batch ID e Actions
51701 [Assign Checked  ¥|[C Process > | Print Al
Leave blank to use default Batch ID Receipts

A message indicates the Batch ID was generated successfully.

Message from webpage [Z|

L] E Batch ID(s) generated successfully,
[

2. Click OK.

The new Batch ID shows for the part.

Manage Receipts ®
¥ Show Filters Purchase Order ID: MSTLOC-2013-0000001 Received By: MOLLYT
Receipts: Showing 3 of 3
Vendar Purchase Order ID Line # Fart D - Suffix - Manuf Part Ho Wanufacturer Quantiy @ Unit Batch ID Date Rece
Description Price
[] 20208-A-1 BATTERY MSTLOC-2013-0000001 2 ;i‘;";;::,‘?:&;‘":fg‘ﬁ 2@50.00 51701 01/31/2013 14:02
[] 20208-A-1 BATTERY MSTLOC-2013-0000001 1 ::ﬂ"::f” - 1@15.39 01/31/2013 13:54
D 20208 - A-1 BATTERY MSTLOC-2012-0000001 3 és:[ﬁ?fg);:’;g‘ﬂ 57147-4-1488716 JH-BT MOTORS 1@1100.00 01/31/2013 13:52

|

<

What do you want to do with checked items?

Batch ID Actions
51701 [Assign Checked v

Leave blank to use default Batch ID

Process
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To print a receipt report:
1.

2. Click the Print All Receipts hyperlink.

Click the Batch ID hyperlink or select reports with a Batch ID.

The report shows receipts filtered to the Batch ID.

CONDITIONING

<

What do you want to do with checked items?

Batch ID
517484
Leave blank to use default Batch ID

Actions
Assign Checked

Manage Receipts x |
¥ Show Filters Purchase Order ID: MSTLOC-2013-0000001 Received By: MOLLYT
Receipts: Showing 3 of 3
Vendor Purchase Order ID Line # PartiD - Suffix - Manuf Part o Manufacturer Quanty @ Unit Batch ID Date Rece
Description Price
- T —— 2 024010010 - FILLER- - . 2
20208- A1 BATTERY  MSTLOC-2012-0000001 BaTTERY CoMPLETE @©50.00 01/31/2013 140
. oot PART00001-0 - - . -
1BATTERY  MSTLOG2012-0000001 1 peiiiice 1@15.98 01/31/2013 13:54
6-A1BATTERY  MSTLOC2013-0000001 123443210 - AR 57147-4-1468718 JHBET MOTCRS 1@1100.00 01/31/2012 13:52

Receipts

Print Selected Lines/Print All Lines Hyperlinks

1.

The Print Selected Lines and Print All Lines hyperlinks on the Purchase Order Detail

page only show if the report settings were set during configuration. Check the specific

lines.

Click the Print Selected Lines hyperlink to print the Selected Lines report.

Click the Print All Lines hyperlink to print the All Lines report.

Purchase Order Detail
Vendor 20208 - A-1 BATTERY
Purchase order ID MSTLOC-2012-0000001
Purchase type FTYFET
Date ordered 01/21/2013 11:21

Replenishment batch 1D

Line ltems: 4

" Lin.
O PARTO0001-0: BATTERY
o

e # Part or Comment Manuf Part No

02401001-0: FILLER-
BATTERY COMPL ETE

D 1234-4321-0: AIR 57147-4-1468716 JH-BT MOTORS
Deleted DAVE STURGEON FRAM
<
Actions

Line ltem Status: ©PENDING ©OPEN OCLOSED ®ALL

Manufacturer

I New Line ltem ] [ Files I
[ Edit PO Header |[ Auributes |
I New Note ] [ Comments I
[ Edit Line tems ][ Expand All ][ Collapse All ]
Qty not
oty yet Unitprice  Status Location
Ordered Received
MSTLOC - MST
1 0.00  $15.99 CLOSED e e aen |3
MSTLOC - MST ]
2 0.00  $50.00 CLOSED TR -
MSTLOC - MST ]
1 0.00 $1100.00 CLOSED i sam |3
s 5.00  $79.00 CLOSED MSTLOS - MST

LOCATION 1 - SHOP  ©

N

[ Receive Checked I I Review and Receive ] [

][ Manage Receipts | rint Selected Lines Print All Lines

Delete Checked

Back
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Back Button

Click Back to go back to the Purchase Order Management page.

Part Definition Pop-in

The sections below describe how to use the Part Definition pop-in page to perform various
functions including: creating a part, searching for parts, requesting a new ID (adding/editing
part, stock, and vendor part information; viewing purchase orders, work orders and cross
references; and managing part tasks), and creating change requests for new parts/vendors
when responding to part requests.

Create a New Part
1. On the Main Storekeeper Portal page, click the New/Edit Part button.

My Storeroom Portal -

Current Location.| AWLOC1 - ALEX LOCATION v Layout | Refresh
f __—-\
(L New/Edit Part D Part Issues and Returns ‘ | Direct Issues | ‘ Part Transfers |

The Part Definition pop-in page displays.

Lﬂ Note: The Serial Numbers tab will only display when you are working with a
serialized part.

Edit Existing Part ID | |- EHI” Lookup | Edt | | NewPart || RequestNewPart |
Part ID SJ-SERIALIZED Q Manufacturer Name IR

Suffix 0 Manufacturer Part Number | ‘

Keyuord [E—

Short Description | ‘

o E—|
Part Classification I:lE‘ Q

Serial number format | |

Warning if issued uut
of order NEVER v

Basic Info H Recent Purchase Orders H Recent Work Orders H Cross References H Tasks || Serial Numbers
Stock Locations: 1 ADD
Location - Primary Bin uoMm Qty on Hand Unit Price Preferred Vendor
/7 Q  SRMC - ST RITA MEDICAL CENTER EA 0 0.0000
Vendors:0 |  ADD || Request New Vendor
Vendor - Manufacturer Part ID Order Price Comments
only
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page to create a new part, it assumes you will be creating a new part and there is no

need to click the New Part button to enter new part information.

o

(4 Note: Settings control the Request New Part and Request New Vendor buttons on

the Part Definition pop-in when responding to a Part Request. If rights are not set,
the buttons will be hidden. If you have access to these buttons, refer to the section
below, Request New ID- When Responding to Part Requests, for additional

information.

¥ See the Shop Activity Storekeeper Administrator Guide, New ID Request
Settings section for setting proper rights to access these buttons.

@ You may use User Interface (Ul) control to set part definition fields as read-only or

hide the Edit, New Part, Save or Zoom buttons.

wsuuw

(4 The Part Definition pop-in page and its associated screens contain several Zoom

buttons and hyperlinks to the respective Enterprise Portal or screens associated
with the fields. The Zoom buttons and hyperlinks are only visible if you have access
to the respective screens. You may hover over the Zoom button or hyperlink to see

which screen is associated with the field as shown below.

2. Complete the Part Definition fields and click the Save button.

Part Definition

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks

Part Classification |CE E]Q EXCHANGEABLE PART \

Part Definition
Edit Existing Part ID 0 |G
PartID P-1020 Q Manufacturer Name PART-MAN-1 E] QL PART MANUFACT 1
Suffix 0 Wanufacturer Part Number |PART MANUFACT 1
Keyword ACTUATOR @ Q ACTUATOR
Short De=cription |PART STANDARD ACTUATOR
Product Category 011 [ @ unassenen

Stock Locations: 0

Location Primary Bin uoM Qty on Hand Unit Price Preferred Vendor

@ |f the default product category for new parts entered in Primary (Parts > Setup >
Options) is set to Enable automatic part numbering when creating a part (Data >
Parts Items > Setup > Product Categories), the Parts Wizard will automatically
populate a part number. Product category can also be defined to auto-number parts.
Otherwise, you will need to type in the part number when creating a new part.

o

Numbers tab appears.

(4 Note: If you enter a part that is a serial part, when you click Save, the Serial
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The Basic Info pop-in displays.

Basic Info x
. ~
Basic Info
Part P-1023-0 - LIGHT WEIGHT ACTUATOR
I E—
—
—
New Bin O
N —)
Manufacturer part number [ |
—— —
s —
Stock Management
Stock status. STOCKED ~
countGrou L ]
Replenishment
Replenishment method NONE v
v
< >

(4 When creating a new part, if the current selected location is a parts location and the
user has rights to that location, then the current selected parts location defaults in the
Inventory Location ID field. Otherwise, if the user's session location is a parts
location, then the user’s session location defaults in the Inventory Location ID field.

3. Complete the Basic Info fields.

| Basic Info x
Basic Info
Part £-1120-0 - PART STANDARD ACTUATOR
Inventory Location ID chLOCH [
C—
Primary Bin 1-CHLOCT []Q BN 1
New Bin 0
Manufacturer name PART-MAN-1 E Q
Manufacturer part number [PART MANUFACT 1 |
Preferred Vender D SWVEND1 [)a s
Intial Qty
Unit Price
Stock Management

4. Complete the Stock Management section with Inventory month, Stock status, and
Count Group.
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Unit Price 459.98

Stock Management

Inventory Month DEC v
Stock Status STOCKED hd
Count Group

Replenishment
Replenishment Method NONE e

save

5. Complete the Replenishment section with the desired Replenishment method and
associated quantities. The fields in this section are based on the chosen method, e.g.,
EOQ method: Reorder Point, Reorder Quantity, and Safety stock level and MIN-MAX
method: Minimum available quantity and Maximum available quantity.

Stock Management

Inventory Month DEC v
Stock Status STOCKED e
Count Group

Replenishment
Replenishment Method MIN-MASK v

Minimum Available Quantity 1

Maximum Available Quantity

save

is entered, the next page will show no information in the Vendor section, but it can be
added at any time by clicking the associated Add button.

6. Click the Save button.

Replenishment
Replenishment Methed MIN-MAK

Minimum Available Quantity 1

Maximum Available Quantity
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The Part Definition pop-in displays with Part, Location and Vendor information as

entered on the previous screens.

Part Definition

— Part D

Edit |

‘Elm[ Lookup | [

Edt Existing Part ID

Fart P-1120 Q Manufacturer Name. PART-MAN-1 ()R ParT ANUFACT 1
Suffix 0 Manufacturer Part Number |PART MANUFACT 1
e (][ Acruern

Short Descristion [PART STANDARD ACTUATOR |

Product Category [ Q unassenen
Part Classification [ @ excranceasLE parT

save
Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
[ Stock Locations: 1 ADD
/ Q CNLOC1 - DEFAULT PARTS LOCATION 1-CNLOC1 - BIN 1 EA 1 455.9800 SWWVEND1 - SW
[ Vendors: 1 ADD
Vendor Manufacturer Part ID Order Price Comments
# Q  swvenDi-sw 0.0000

Cancel

Lookup a Part
1.

On the Main Storekeeper Portal page, click the New/Edit Part button.

My Storeroom Portal #
Current Location: [CNLOCT - REPAIR SHOP 1

C

V|| Customize
|

New/Edit Part >| ‘ Part Issues and Returns ‘ | Direct Issues Part Transfers |

10 Pending Reguests
1 Pending Part Return Requests
9 Total Work Orders

Requests.
Part Return Requests

9 Total Requisitions

23 Open Line ltems

O —

19 Pending line items

Purchase Orders

14 Pending line items
23 Total Purchase Orders

Purchase Orders

The Part Definition pop-in page displays.

2. Click the Lookup button.

Part Definition

[ Part Definiti

N e AL | | (=T

e a wmeews | [
Suffix b Manufacturer Part Humer |
B e —

Short Description | |

Procuct Category )R vassizien
Part Classification || (L] @

Ssave
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The Part ID Lookup pop-in displays

Search by Text

PartID &

Cancel

Stock Location | AWLOC1 - ALEX LOCATION v

Part ID contains v || No Xref v
Description contains ¥
Product Category| contains v

Please choose a Part ID - Parts found:

Search by Defined Lists
Task ID Lookup

Task Parts

Reset Search

Search:

suf a Description Category on Hand Oon Order Manuf Part No Manufacturer

The Stock Location is a drop-down list of the user’s supported stock locations. The
Stock Location defaults.

3. If desired, select a different stock location from the drop-down box.

location on the Post Work Order Parts page.

4. Inthe Search by Text area of the pop-in, you may search using Part IDs (with various
choices to search cross reference parts), Descriptions, or Product Categories.

o To search for parts by entering a Part ID, select a choice from the drop-down box
to assist in the part number search (i.e., equals, starts with, ends with or
contains). Enter the number in the field. The default for the Part ID search option
drop-down list depends on portal settings. This drop-down list has the following
choices:
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Include Xref (with the ...even if xref part ID exists as stock part option
checked (ON)): Searches the part IDs and the cross references and
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Use the filter by clicking on the Search button. A list of parts with the desired
number, that are stored at the location, is displayed below in the Please Choose

a Part ID list.

Stock Location | AWLOCT - ALEX LOCATION
Search by Text

Part ID
Description

contains v
contains v

Product Category| contains ¥

Reset

Please choose a Part ID - Parts found:

v

Include Xref
only Xref

Manuf Part Onl g

Search

o To search for parts by entering a Description, select a choice from the
drop-down box to assist in the description search (i.e., equals, starts with, ends
with or contains). Enter the description in the field. Execute the filter by clicking
on the Search button. A list of parts with the matching description is displayed

below in Please Choose a Part ID list.

(4 If you have Documoto™ set up AND your work order equipment's equipment
type has a document ID defined, then when in the Part ID Lookup pop-in, a
Zoom (&1 icon displays to the left of the parts in the search results. Clicking
the Zoom icon opens up Documoto™, attempts to search for that part, and
brings the user straight to the part, if possible.

Please chfose a Part ID - Parts found: 73
Part ID - Suf a

Q) 04653-20090-71 o]
), 04652-20100-71 u]
Q4 11253-76001-71 o]

Description
KIT: KIT -

KIT; KIT- PACKING TOYOTA
GASKET; GASKET - LIFTER

To search for parts by entering a Product Category, select a choice from the
drop-down box to assist in the description search (i.e., equals, starts with, ends
with, or contains). Enter the description in the field. Click Search to run the
search. A list of parts with the matching product category is displayed below in

Please Choose a Part ID list.

5. Inthe Search by Defined Lists area of the pop-in, you may enter a Task ID or click the
Task ID Lookup button to select a task from the Choose a Task pop-in. Then, click the
Task Parts button to see the list of parts associated with the task (on the Repair tab in
the GUI and/or Enterprise Portal).

Upon selecting the desired part from the resulting parts list displayed, the number and
suffix are loaded into the fields on the Part Definition pop-in page.
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Request a New ID

New Vendor or Part ID request full details are provided in this section. Based on settings, you
may be able to create a Change Request a new Part or Vendor ID while responding to Part
Requests. For additional information, please see the section below, Change Requests for New

Parts/Vendors when Responding to Part Requests.

Edit a Part

1. On the Main Storekeeper Portal page, click the New/Edit Part button.

My Storeroom Portal ~

Current Location: [AKT 1-1 - AKT SPACE 111 vl Layout Refresh
L
( New/Edit Part ) ‘ Part Issues and Returns | ‘ Direct lssues | ‘ Part Transfers |
Part Requests Requisitions

2 Pending Reguesis

Requests.

0 Pending Part Return Reguests

Part Return Requests.

2 Total Work Orders

0 Pending line items
0 Total Requisitions

The Part Definition pop-in page displays.

‘ Part Definition

— Part Definition

[+

Eat Existing Part D |-[o |[E) [ rookue ] [ Eat ] [how
PartD Q Name Ha
Suffix o] Part humber |
S —
Short Description | |
Pt casery mEYTe—
Part Classification l:l g Q
=
Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks

— Stock Locations: 0

Primary Bin uomM

Qty on Hand

Unit Price

— Vendors: 0

Vendor

Manufacturer Part ID

[ES

2. Enter an Existing Part ID (or select a Part ID by clicking the Search [.] button) and click

the Edit button to edit the part.
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Part Definition

Part Definition
Edit Existing Part ID |P-1020

e &

(e

Part D Q Manufacturer Name e
Sufic 0 Manufacturer Part Humber
Keyword Ha

Short Description
Product Category 011

Part Classification E Q

[ @ unassinen

Tasks

Basic Info Recent Purchase Orders Recent Work Orders Cross References
Stock Locations: 0
Location Primary Bin uoM Qty on Hand Unit Price
Vendors: 0
Vendor Manufacturer Part ID Order Price
<

Preferred Vendor

Comments.

The part’s information displays.

Part Definition

Part Definition

S [

Edit Existing Part D

Part ID P-1020 Q Manufacturer Name [E Q
Sufix 0 Manufacturer Part Number

Keyword ACTUATOR [ R acTuaor

Short Description | STANDARD ACTUATOR DURABLE

Product Category 011 [ % unassicnen

Part Classiication [CE | (o] Q0 exCHANGEABLE PART

Basic Info

Recent Purchase Orders Recent Work Orders Cross References

Tasks

Stock Locations: 2
Location PrimaryBin  UOM  Qty on Hand Unit Price
/# Q0856 - SAN DIEGO, CA case 10 59.5300
7 O CNLOCI - DEFAULT PARTS LOCATION 1-BIN1 m 2
Vendors: 2
Vendor Manufacturer Part ID

/# O  20015- A& A WELDERS SUPPLY. 62-626267
# ©  VENDOR1 - VENDOR1 NAME sa62

249.9900 20015 - A & A WELDERS SUPPLY

Order Price

Preferred Vendor

Comments
9.6700
2.0700

(4 Note: The following fields only display in these circumstances:

4 Manufacturer Name and Manufacturer Part Number will display on the
Part Definition pop-in if the system-wide option to allow updating of
manufacturer name and manufacturer part number on the Parts - Primary
Information screen is ACTIVE and manage parts ordering and EOQ values is

not CENTRALLY.

(4 Serial Number Format and Warning if issued out of order show if there is
an entry in the Serial Number Format or Warning if issued out of order

fields.

3. If desired, click the Part ID Zoom @ button to go to the Parts — Primary Information

screen to see primary information.
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Parts - Primary Information ADMIN MODE C
O\ o 11 Select Filter - @
Search | Reload Sort Select Sort - MNew
Part ID qQ
. Part suffix
Basic Info
Stock Mgmt .
Basic Info
More Info
Keyword
Purchasing Info Short description
Purchasing Notes Product category ID
Part dassification ID
Replenishment ark cassiication
Repair VMRS code
Comments Dotz and timeadded | _/_ /i

The remaining sections outline how to edit and review various part information.

Edit Basic Part Information

1. To edit the basic information that shows in the upper left area of the Part Wizard, change
the desired information.

2. Click Save.

Part Definition x
~ Part Definition Lo
Edit Existing Part D o (E)[reoke ] [Em ] ([(hewp:
Part Po1020 Q Wanufacturer Name: PART-WAN-T [=) @ parTmanuFACT 1
Suffix 0 Wanufacturer Part humber [500123
Keyword ACTUATOR (L)< acruaror
Short Description | STANDARD ACTUATOR DURABLE |
I S

Part Classification E] Q, EXCHANGEABLE PART

T~

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
~ Stock Locations: 2
Location PrimaryBin  UOM  QtyonHand  Umit Price Praferred Vandor
# Q0866 - SAN DIEGO, CA CASE 10 59.3900
# Q CNLOCL - DEFAULT PARTS LOCATION 1-BIN m 2 245.9300 20015 - A & A WELDERS SUPPLY

~ Vendors: 2

Vendor Manufacturer Part ID ‘Order Price Comments
/ Q 20015 - A & A WELDERS SUPPLY 62-626267 9.6700
/ Q WENDOR1 - VENDOR 1 NAME 5462 2.0700 b
£
4 | >
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Successful update displays with a successful save.

Wy WOTg FCTURTON ] ALTUATUR

Short Description |STANDAF!D ACTUATOR DURABLE |

S E—
Part Classification (1) @ excranceasLe part

Successful update. [

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
— Stock Locations: 2
Location Primary Bin uvoM Qty on Hand Unit Price Preferred Vendor
# O, 08266 - SAN DIEGO, CA CASE 10 59,9900
& Q. cnNiOCt - BEFALLT PARTS | DCATION 1-RIN1 N 2 249.9900 20015 - A & A WFINDFRS SLIPELY.

Edit or Delete a Stock Location

To edit or delete a part’s stock location, follow the steps below.

1. On the Main Storekeeper page, click the New/Edit Part button.

My Storeroom Portal <
Current Location: [AKT 1-1- AKT SPACE 117 1 v||  Layout Refresh[Off |

— .
( New/Edit Part ) ‘ Part Issues and Returns | ‘ Direct lssues | ‘ Part Transfers |
u

Part Requests Requisitions

2 Pending Requests Requests 0 Pending line items

0 Pending Part Return Requests Part Return Requests 0 Total Requisitions
2 Total Work QOrders

The Part Definition pop-in displays.

Part Definition

— Part Definition

Edit Existing Part | |E|E][ Lookup | [ Edit | [ Hew
Part D | (< Name [ (Y

Suffoe El Manufacturer Part Number |

e —

Short Description | |

R — [T
Part Clsssificaton || (L] @

B

f

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks

[ Stock Locations: 0 ADD
Location

Primary Bin uoM Qty on Hand Unit Price Preferred Vendor

[ Vendors: 0 ADD
Vendor Manufacturer Part 1D Order Price Comments

|
|

|

2. Enter the Part ID in the Edit Existing Part ID field and click the Edit button.
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‘ Part Definition x
Part Definition a
Edit Existing Part ID [P-1020 \,E [ [ tookue | T Eait 1 [hiow
Part D A Manufacturer Name T EA

The part’s information displays.

Part Definition

F3

— Part Definition

Edit Existing Part ID

Edit |

o @)

Coew

Fart D P-1020
Suffix

Keyword

o
ACTUATOR ()& acruator

Wanufacturer Name

Q

PART-MAN-1 B Q PART MANUFACT 1

Manufacturer Part Number 500123

Short Description ‘S'DANDARD ACTUATOR DURABLE

Produc Category () unassineo
Part Classification [) @ exchanceasLe parT

Basic Info

Recent Purchase Orders

Recent Work Orders.

Cross References

Tasks

Location

[ Stock Locations: 2

PrimaryBin  UOM  Qty on Hand Unit Price

Preferred Vendor

/ Q0866 - SAN DIEGO, CA case 10 559500

/ Q CNLOC1 - DEFAULT PARTS LOCATION 1-BIN1 IN 2 249.9900 20015 - A & A WELDERS SUPPLY
™ Vendors: 2

Vendor Manufacturer Part ID ‘Order Price Comments
/ Q  20015- A& A WELDERS SUPPLY 52-625267 3.6700
/ Q VENDOR1 - VENDOR1 NAME 5482 2.0700 |
v

< 3]

3. On the Basic Info tab, click the Edit Pencil icon

Stock Locations section.

next to the desired location in the

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
[ StogK Locations: 2 ADD
Location PrimaryBin  UOM  Qty on Hand Unit Price. Preferred Vendor
Q 0866 - SAN DIEGO, CA CASE 10 59.5300
CNLOC1 - DEFAULT PARTS LOCATION 1-BIN1 m 2 245.9900 20015 - A & A WELDERS SUPPLY
— Vendors: 2
Vendor Manufacturer Part ID Order Price Comments
/ Q 20015 - A & A WELDERS SUPPLY 62-626267 5.6700
7 ©  VENDORI - VENDORL NAME sag2 2.0700 =
™
< L
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The Basic Info pop-in displays.

| Basic Info x
Basic Info e
Part P-1020-0 - STANDARD ACTUATOR DURABLE
Inventory Location ID 0866 Q. SAN DIEGO, CA
in et [ — L
—(
New Bin B
Manufacturer name E] Q PART MANUFACT 1
Manufacturer part number ‘500123 |
Preferred Vendor ID [Da
Inventery Month JAN-MAY-SEP v
Stock Status
Replenishment
Replenishment Method
Reorder Point
Reorder Quantity l:l
Safety Stock Level ]
[ _cancet |[  save |[ Delete | a
< El

4. Complete the fields as desired and click the Save button.

(4 Note: You may also delete a stock location from here by clicking the Delete button.

| Basic Info x |
Part P-1020-0 - STANDARD ACTUATOR DURABLE L
Inventory Location ID 0866 Q SANDEGO, CA
Ip— = — -
—
New Bin O
Manufacturer name E] Q PART MANUFACT 1
Manufacturer part number |500123 |
Preferred Vendor ID B O pARTS VENDOR
Stock Management
Inventory Month
Stock Status
Count Grows L ]
Replenishment
Replenishment Method
Reorder Point
Reorder Quantity |:|
Safety Stock Level ]
Cancel Save Delete I
< >
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Add Stock Locations

A  In the Shop Activity Storekeeper Part Wizard, location security applies to Stock
Locations. Users are only able to see the locations for which they have been granted

access.

Once you have pulled part information into the Part Wizard, follow the steps below to add stock

locations.

1. Click the Stock Locations ADD button to add stock locations to the part.

Prafarrad Vendor
249.9900 20015 - A & A WELDERS SUPPLY

Comments

Basic Info | Recent Purchase Orders Recent Work Orders
Stock Locations: 2 m
Location Primary Bin uoM
/ Q CNLOC1 - DEFAULT PARTS LOCATION 1-BIN1 N
Vendors: 2
Vendor Manufacturer Part ID
/ Q 20015 - A B A WELDERS SUPPLY 62-626267

The Part Location page displays.

Part Location

Part Location

Part
Inventory Location ID
Unit of Measure
Primary Bin
New Bin
Manufacturer name
Manufacturer part number
Preferred Vendor ID
Initial Qty
Unit Price
Stock Management
Inventory month

Stock status

Count Group

Replenishment
Replenishment method

P-1020-0 - STANDARD ACTUATOR DURABLE
I P
I P
(I 5

[La

=

HHHHD

NONE i3
STOCKED hd

'H

NONE v

2. Complete the fields and click the Save button to save your entries.
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Replenishment

Replenishment method EOQ -
Reorder point 2
Reorder quantity 4
Safety stock level 5
Csave D
- —

(4 If you are creating a new Bin ID, be sure to check the New Bin checkbox.

@ The Initial Qty and Receipt Unit Price fields are only available when you initially
create a part location. They are not available when editing the part location. The
Initial Qty and Receipt Unit Price fields perform a part adjustment of type, “Qty at a

Different Price.”

The new location displays in the Stock Locations area of the Part Definition pop-in.

‘ Fart Definition

-

Part Definition
Edit Existing Part D

N = o

Hew

Partin

P-1020 Q Manufacturer Name PART-MAN-1
Suffix o Manufacturer Part Number [500123
Keyword [ACTUATOR [ @ acruaror

Short Description | STANDARD ACTUATOR DURABLE

[:]Q UNASSIZNED

par cassrication [c2 | (o] Q4 excHancEABLE PART

Product Categery 011

Basic Info

Recent Purchase Orders Recent Work Orders

Cross References

[2)Q parTmanvFacT 1

Tasks

Y:uck Locations: 2
Location Primary Bin uUoM Qty on Hand

Unit Price. Preferred Vendor

[2 0866 - SAN DIEGO, CA case 10

55.9900_CNSHOPDO4 - PARTS VENDOR ]

7 O CHLOCL - DEFAULT PARTS LOCATION 1o ™ 2

Vendors: 1 ADD
Vendor

#Z Q20015 - A& A WELDERS SUPPLY

Manufacturer Part ID
62625257

249.9900 20015 - A & A WELDERS SUPPLY.

Order Price Comments.

9.6700

(4 If a Preferred Vendor ID was not provided when setting up the location information,
the vendor information would not display on this page. See the next section for steps

to add vendor information.
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Edit Vendors

To edit a vendor:

1. Click the Edit Pencil icon

in the Vendors area of the Part Definition pop-in.

‘ Part Definition

>

Part Definition

£t Existng Part D |-l () [rookup ] [ Ear ] Tiew
Part D P-1020 Q Manufacturer Name () Q parr anuract 1

Manutacturer Part Number (500123

Sutfix

0
Keyword [ACTUATOR Ea acruaror

Short Description | STANDARD ACTUATOR DURABLE |

rocucccategory i1 () Q unassue
Part Classification D Q EXCHANGEABLE PART

=

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
Stock Locations: 2 ADD
Location PrimaryBin  UOM  QtyonHand  Unit Price Preferred Vendor
/ Q0866 - san DIEGO, CA case 10 59.9900 CHSHOPOO4 - PARTS VENDOR
# Q CNLOCL - DEFAULT PARTS LOCATION 1-BINL m 2 249.9900 20015 - A & A WELDERS SUPPLY
Vendors: 1 ADD
Vendor Manufacturer Part ID Order Price Comments
Q20015 - A & A WELDERS SUPBLY e2-626267 5.6700
e
< 3
‘ Part Vendor x
~
Part Vendor =
Part P-1020-0 - STANDARD ACTUATOR DURABLE
Vendor ID 20013 Q £ & A WELDERS SUPPLY
e
Manufacturer Part Number | §2-828287
Current Order Unit Price
Price Type [2e][(E)a acreen
Expiration Date
Discount Percentage
1
Vendor Lead Time (days)
Minimum Order Quantity
Core Credit Value
VWarranty Life
Expected Life
‘Warranty Start @ On Install
© on Delivery
Cancel Save Delete =
4] >

2. Complete the fields and click the Save button.
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(4 You may also delete a vendor by clicking the Delete button.

| Part Vendor

Part P-1020-0 - STANDARD ACTUATOR DURABLE

Vendor ID 0015 Q & & & WELDERS SUPPLY

Dare
Wanufacturer Part Number |62-626257

Current Order Unit Price

(L)@ acrezn
[ @

Unit of Purchase

Price Type
Expiration Date

Discount Percentage

Comments |

>

Vendor Lead Time (days)
Minimum Order Quantity

Months: Meter Units.

RN .
b

Core Credit Value

‘Warranty Life

Expected Life

‘Warranty Start

AW

@ on Instal
O On Delivery

cancel )¢ save Y[ Delete

LS s

|
3

The updated vendor part information shows in the Vendor area of the Part Definition

pop-in.

Part Definition

— Part Definition

I3

Edit Existing Part D

-0 | [(tookwe ] [ Eat )

Part D P-1020 Q Manufacturer Name PART-MAN-1 [ & parTmanuracT 1
Sutfx Manufacturer Part Number [500123

0

(% scrusron
Short Deseription | STANDARD ACTUATOR DURABLE |
Product Category E] Q UNASSIGNED

Part Classification E Q@ EXCHANGEABLE PART

Keyword

Basic Info

Recent Purchase Orders Recent Work Orders Cross References Tasks
[~ Stock Locations: 2 ADD

Location Primary Bin uom Qty on Hand Unit Price Preferred Vendor
ﬂ Q 0866 - SAN DIEGO, CA CASE 10 59.9900 CNSHOPDO4 - PARTS VENDOR
, Q CHLOCL - DEFAULT PARTS LOCATION 1-EBIN1 p 2 249.9500 20015 - A & A WELDERS SUPPLY

\
Vendors: 1 ADD
Vendor Part ID Order Price

#Z Q20015 - A & A WELDERS SUPPLY 62-626267 9.6700 |

(=

2
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Add Vendor Part Information

Follow the steps below to add vendor part information.

1. To add vendors, click the Vendors ADD button.

Part Definition

Part Definition

Edit Existing Part D

)@ ) |

Edit |

>

PartID P-1020 Q

Manufacturer Name

Er— L

Suffx Manufacturer Part Number [S00123

0

Keyword [ Q acruaror
Short Description | STANDARD ACTUATOR DURABLE |
Product Category E] Q unassieneD

Fart Classification [=] L excranceasie pas

Basic Info

Recent Purchase Orders Recent Work Orders

Cross References

Tasks

ADD

Location

# Q0886 - SAN DIEGO, CA

/ Q CNLOC1 - DEFAULT PARTS LOCATION

Stock Locations: 2
PrimaryBin  UOM  Qty on Hand
case 10

m 2

Unit Price

1-BINL

—
Vendors: 1 {__ ADD [

Vendor Manufacturer Part ID

7 Q s2-625267

20015 - A & A WELDERS SUPPLY

(=&

59.3500 CHSHOPDDA - PARTS VEHDOR
249,9900 20015 - A & A WELDERS SUPPLY

Preferred Vendor

Order Price Comments.

9.6700

3
<

The Part Vendor page displays.

Part Vendor

Part P-1020-0 - STANDARD ACTUATOR DURABLE

I
(I |
Manufacturer Part Numherl
L Ha

Vendor D

Unit of Purchase

Current Order Unit Price
Price Type
Expiration Date

B

Discount Percentage

123

i

Comments.

Vendor Lead Time (days) EI
Minimum Order Quantity
Core Credit Value

Months  Meter Units

‘Warranty Life

o]
P ]

[T

Expected Life

Warranty Start ) On Instal

© on Delivery

&

1=

|

2. Complete the fields and click the Save button.
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| Part Vendor x

Part P-1020-0 - STANDARD ACTUATOR DURABLE al
Wendor ID VENDOR1 Q & VENDOR1 NAME
D S L

Manufacturer Part Number |5452

Current Order Unit Price  |2.07

Price Type

Expiration Date l:l D
Discount Percentage

Comments |

Vendor Lead Time (days)
Minimum Order Quantity
Core Credit Value

Wonths Meter Units

Warranty Life

[CR I
Expected Life D D

Warranty Start ) on Install
O On Delives
a2
<_‘ i[ll% ] i‘

The vendor now shows in the Vendors area of the Part Definition pop-in.

‘ Part Vendor x

Part P-1020-0 - STANDARD ACTUATOR DURABLE |
endor D B Q VENDORT NAME
P e — L

Manufacturer Part Humber |E-452

Current Order Unit Price  {2.07

Price Type

E] Q st
Expiration Date 0122013 o

Dizcount Percentage 0.10

Comments.

Vender Lead Time (days)
Minimum Order Quantity
Core Credit \Value

Months Meter Units.

o
o]

‘Warranty Life

Expected Life

N

Warranty Start @ on instal
O on Delwiry/
Save -
a g o I ll_\
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View Recent Purchase Orders

™ On the Part Definition pop-in, select the Recent Purchase Orders tab to see the recent
line- by-line receipts from the purchase orders for the Part ID.

(4 The purchase orders that display are only the purchase orders for the locations that

the user has rights.

Part Definition

Part Definition

1=

Edit Existing Part D

|E|B[ Lookup | [ Edt |

Hewr

PART-MAN-1 E Q PART HANUFACT 1

Part Classification () A excranceasLe parr

Part D P-1020 Q Manufacturer Name

Suffix 0 Manufacturer Part Number 500123
N | LY

Short Description | STANDARD ACTUATOR DURABLE |
Product Category ()& unassinen

| Recent Purchase Orders

Stocking Info Recent Work Orders Cross References Tasks
Receipt Date ™ PO ID Vendor Phone Qty Ordered  QtyReceived  ReceiptPrice  UOI
03/08/2010  2000-2010-0000001 V-1000 - NAPA AUTO PARTS - FULL SERVICE VNDR  561-281-9871 s0 s0 45.8500 EA
02/24/2010  1000-2010-0000008 V-1000 - NAPA AUTO PARTS - FULL SERVICE VNDR  561-281-9871 as as 45.8500 EA
L
< 2
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View Recent Work Orders

™ On the Part Definition pop-in, select the Recent Work Orders tab to see the recent work

orders associated with the part.

| Part Definition

Part Definition

|_E|D[ tookup | [ Eat |

Edit Existing Part D

(k3

Hew

PART-MAN-1 (L) parr manuracT 1

Fart D P-1020 Q Hanufacturer Name
Suffix 0 Manufacturer Part Number | S00123
Keyword ACTUATOR ()& acruator

Short Description |E'AIJDARD ACTUATOR DURABLE

rosstcangry [ |[)Q vissones
Part Classification [ sxchanczasLe parr

Stocking Info Recent Purchase Orders

Issue Date - Equipment 1D Work Order ID
09/19/2011 c-1003 2000-2010-79
03/30/2010 c-1003 1000-2010-28
03/30/2010 c-1003 1000-2010-28
03/17/2010 c-1004 2000-2010-12
03/17/2010 c-1004 2000-2010-12
02/26/2010 R-1001 1000-2010-103

<

Recent Work Orders

1000 -
1000 -
1000 -
1000 -
1000 -
1000 -

Cross References

Tasks

Issue Location

FULL SERVICE SHOP
FULL SERVICE SHOP
FULL SERVICE SHOP
FULL SERVICE SHOP
FULL SERVICE SHOP
FULL SERVICE SHOP

Qty Issuad

[E3

b3

(4 The list is filtered by the part location and issue location for location security. The
work orders that display are only the work orders for the locations that the user has

rights.

View Cross References

®$ On the Part Definition pop-in, select the Cross References tab to see the cross

references for the part.

‘ Part Definition

Part Definition
Edi: Existing Part D

-fo | (=) ook | [t )

Part D P-1020 Q Manufacturer Name
suffc o Manufacturer Part Number (500123
Keyword [acTuaToR (@ actuator

[sTanpasp AcTuaTor DuRssLE ]

e - TR— oo
part cssitoton [ ][] Q excranceasis paar

Short Deseription

PART-AN-1 () Q parT manuract 1

sa

>

Stocking Info Recent Purchase Orders Recent Work Orders

Action Crass reference part hd
62626267 - 0
554123 - 0
5462 - 0

JH-BT MOTORS

ES

Cross References Tasks

Cross reference vendor

5
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Manage Part Tasks

To associate a task with a part:

1. To associate tasks with a part, click the Tasks tab on the Part Definition pop-in and then
click the Manage Tasks button.

‘ Part Definition x ‘
Part Definition =
Edit Existing Part D |0 () tookw ] [Eat ] =
Part D P1020 Q Manufaciurer Name PARTHAN- (=) Q parr manuract 1
Suffic o Manufacturer Part Number (500123
B
SnonDsscrpten [STANDARD ACTUATOR BURABLE ]
Product Categery () vuassinen
Part Classiticaton [ce | () @ excranceasie paaT
s
Stocking Info Recent Purchase Orders Recent Work Orders Cross References Tasks |
manage Tasks >
Task 1D . Description
v
< >

The Choose a Task pop-in displays with tabs based on data conditions.

Choose a Task x ‘

I | 3

Repair Tasks PM Services Inspections Task Search
wmpl ]

TaskiD & Dascription ~
001 HvaC >
043 EMISSIONS >
00 TROUBLESHOOTING >
01 HvAC >
A02 GLASS - BODY - INTERIOR |m
. GUAGES AND WARKING
5 DEVICES b
a1z ERAKES >
LS sTEERING >
a1s suseeNsION >
a1z TiRes >
13 ELECTRICAL > g

Pending Tasks: 0
TaskiD  + Dascription

Cancel Save

2. There are many ways to select a task from the Choose a Task pop-in:

To search for a task:

i. Type a search string in the field and click the Search button to begin a task
search.

Choose a Task

x

(R =TEY))

Repair Tasks PM Services Inspections Task Search
wpol |

TaskID o Description ~
001 HVAC >
043 EmISSIONS >
A00 TROUBLESHOOTING >
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ii. Select the desired task from the resulting list and click Save to associate the task
to the part.

Choose a Task x ‘
E
Repair Tasks PM Services Inspections Task Search
Tasks Found: 2140
e E— 2
REPAIR A-AL AIR COMPRESSOR MOTOR
REPAIR o ay BRUSHES- AIR COMPRESSOR MOTOR
REPAR o ap AIR CMPRS MTR-MA) COMP CHG OUT
:
< 3>
Pending Tasks- |
e S
If you know the Task ID:
:
‘ Choose a Task ®
Search
Repair Tasks PM Services Inspections Task Search
L —— 5 — — e a
TEST GROUP, REALLY LONG . [HARDWAR EJATH)SYSTEM (a-v VALVES - AIR BRAKE SYSTEM |
00 CEShiE Rl [2 AL (I (U125 S ES = (T AT “ATR SAFETY VALVE - BRAKE
o1 TEST > AN CINESTON- AIR SYSTEM > D ZTE S SR VRS - B
03 02 GROWUP s AP PIPING- AIR SUPPLY SYSTEM > AT B BRESS BRI SWILCH]
10 ENGINE REPAIR GROUP > AR MAIN RESERVOIR ASSEMELY > I— PRESSURE STAT SWITCH
13 ERAKES > AS AIR STARTER - AIR SYSTEM > B2 EMEAGENCJATID BHEATVE
20 TEST REPAIR GROUP > Av VALVES - AIR BRAKE SYSTEM > AVIA QUICK RELEASE VALVE
59 KRisH > Aw WIRING- AIR SUPBLY SYSTEM > avie T EEEL e (i
Pending Tasks: 2-
Task ID - Description
e

ii. Select the desired task from the resulting list and click Save to associate the task
to the part.

If itis a PM Service or Inspection:

i. Select the PM Service or Inspection and click Save to associate the service or
inspection with the part.

3. Once you have found the task, select the desired task from the list and click the Save
button.

Page 158 of 175 Shop Activity Storekeeper - User Guide
Version 25.x



Purchase Order Detail Page

Choose a Task x ‘
O =
Repair Tasks PM Services Inspections Task Search
Jump o
TaskID Description Task 1D Description TaskID & Description
TEST GROUP, REALLY LONG 7 (O S ey AV VALVES - AIR BRAKE SYSTEM

0 DESCRIPTION FOR TESTING > |, AIR LINES & FITTINGS - ATR e AR e VATYE SRR

ot = e . Avi0 QUICK RELEASE VALVE - BRAKE

0z > AP PIPING- AIR SUPPLY SYSTEM > e e

10 ENGINE REPAIR GROUP > AR MAIN RESERVOIR ASSEMBLY > o e T

13 BRAKES > as AIR STARTER - AIR SYSTEM > 2 3

7 TIRES > AT TANK - AIR SYSTEM >

20 TEST REPAIR GROUP > AV VALVES - AIR BRAKE SYSTEM > e e e

ss KRISH > = WIRING- AIR SUPPLY SYSTEM > Avie Aot

A MRSYESTEM > B LS (I G S ETE ] avz AIR SUPPLY VALVE - BRAKE

an REPAIR GROUP > Y AIR SUPPLY INSPECTION >l e DOUBLE CHECK VALVE

as > ¥ oz WISCELLANEOUS AIR SYSTEM ¥ p g TREADLE VALVE- AIR SUPPLY Sv5 ¥

Pending Tasks: 1
Task1D o
Aeviz AIR VALVE - OIL SEPARATOR
‘ Part Definition x

— Part Definition L

Edt Existing Fart D |0 ][ (Ctookwe J [ Eat ] Now

PartD P1020 Q Manufacturer Name () Q parTmanuracT 1
Suffic o Manufaciurer Part Number
Keywora (@ actuator

Short Descrition [STANDARD ACTUATOR DURABLE |

Product Category ()& unassienen

(L) sxcnanceasie parr

Part Classification

s
Stocking Info Recent Purchase Orders Recent Work Orders Cross References Tasks
Manage Tasks
TaskID < Description
AR ALCOHOL IMJECTION SYSTEM - AIR
IA—v VALVES - AIR BRAKE SYSTEM I

4. Click Save to save the part and its associated task.

Part Defi

Part Definition —i

dit Existing Fart D |-lo () (Crookup ) [Ear ] New Pan

a0 itz Q vwecwernane  [paRraA (DR eaar uanrac
Wanufactrer Pt mser 00125

uffic

0
eyword [ACTUATOR (R acruaror

ortDeserpion[STAIDARD ACTUATOR DURABLE ]

ecsmoy b1 A

() A excranceasLe parr

art Classification

Basic Info Recent Purchase Orders Recent Work Orders Cross References M

Successful Update displays on the Part Definition pop-in.

Part Definition x

— Part Definition

Et Exising Pat D |-p )@ Cmoke ) [mr ] o

PartD P-1020 Q Wanufacturer Name ()R parrnanuract 1
Suffi 0 Hanufacturer Fart Number
s | aruseon

Short Description [ STANDARD ACTUATOR DURABLE |

Proguct Category (011 (Z)Q unassienzn

Part Classificaton () Q excuanceasLe parr

Successful update. I s
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To disassociate a task from a part:
1. On the Tasks tab, click Manage Tasks.

Part Definition x ‘
Part Definition a
Edit Existing Part D |Jo | (Ctookue ) [ Ear ] Now
Part P-1020 Q Manufacturer Name PART-WAN-1 (&) R parr manvract 1
s B PP
Keyword [ACTUATOR [ acruaror
Short Description [STANDARD ACTUATOR DURABLE |
Product Category [ R vnassicnen
Part Classifoation (2) < excranseaste parr
s
Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
N Description
ALCOHOL INIECTION SYSTEM - AIR
AV VALVES - AIR BRAKE SYSTEM
A
«i 3
‘ Choose a Task x

Repair Tasks

PM Services Inspections Task Search

[

ol ]

TaskID Description
TEST GROUP, REALLY LONG
DESCRIPTION FOR TESTING
PURPOSES 11!

TesT
03 GrOUR

ENGINE REPAIR GROUP
BRAKES

TIRES

TEST REPAIR GROUP
KRISH

AIR SYSTEM

REPAIR GROUP.

as

I>

v

VVVVVVVY VY

<

Pending Tasks: 2
Task 1D

oy
AV

- Description
ALCOHOL INJECTION SYSTEM - AIR

VALVES - AIR BRAKE SYSTEM

The task is removed from the pending tasks list.

Choose a Task

Repair Tasks

PM Services Inspections Task Search

[E—

I

TaskID 4 Dascription
TEST GROUP, REALLY LONG
DESCRIPTION FOR TESTING >
PURPOSES 11!

TesT

03 GrROUP

ENGINE REPAIR GROUP.
BRAKES.

TIRES

TEST REPAIR GROUP
KRISH

A AIR SYSTEM

REPAIR GROUP

as

I>

VYV VVYVYVYYYY

&

Pending Tasks: 1
Task - Description

Av VALVES - AIR BRAKE SYSTEM

3. Click Save to save the deletion.
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Successful Update displays on the Part Definition pop-in and the task is no longer
associated with the part.

Part Definition

Part Definition

Edit Existing Part D

e | oo

e )

PartiD P1020

Q

Suffix

o
4 [AcTuATOR (&) Q actuator

ey

Manufaturer Name

PART-WAN-1 () parrmanvract

SoriDescraton[STANGARD ACTUATOR DURRBLE

Product Cats

v () Q uassionen
e st 22 ] () Q excrsncests rasr
T

Basic Info Recent Purchase Orders

Recent Work Orders

sav

Gross References Tasks

Manage Tasks

Task 1D =
= VALVES - AIR ERAKE SYSTEM

(S

|

4. Click the Save button to save all the changes you made to the part.

‘ Part Definition

Part Definition

E3

Edit Existing Part D

‘_DE[ Lookup | |

Edit |

lew Pa

PartD P-1020 Q
Suffic ]
Ke [ACTUATOR [ acruator

Manufacturer Name

PART-MAN-1 () parr manuract 1

Manufacturer Part Number [500122

Short Descrption [STANDARD ACTUATOR DURABLE

rosict Categors a nassonen
Part Classificaton [ excranceasie parT

Suceessful update.

\

Basic Info Recent Purchase Orders Recent Work Orders Cross References Tasks
Task ID -

Description

You are returned to the Part Definition pop-in where another Successful Update

message displays.

Part Definition

Part Definition

>

Edit Existing Part D

B ) |

Edit |

Part ID P-1020 Q
Suffic 0
e ACTUATOR () @ acruator

Manufacturer Name

PART-MAN-1 [E Q PART MANUFACT 1

Manufacturer Part Humber 500122

Short

scription ‘S‘AMDARD ACTUATOR DURABLE

poscesery [11 ] Quissscien
Part Classification E QU EXCHANGEABLE PART

Successful update,

Basic Info

Recent Purchase Orders

=

Recent Work Orders

Cross References Tasks
Stock Locations: 2 ADD
Location Primary Bin  UOM  Qty on Hand Unit Price Preferred Vendor
# Q0866 - SAN DIEGO, CA case 10 59.5900 CHSHOPODA4 - PARTS VENDOR
# Q CNLOCI - DEFAULT PARTS LOCATION 1-Bmt ™ 2 249.9900 20015 - A & A WELDERS SUPPLY
Vendors: 2 ADD
Vendor Manufacturer Part ID Order Price Comments
/ Q20015 - A8 A WELDERS SUPRLY 62-626267 5.6700
# Q VENDOR! - VENDOR1 NAME sa52 2.0700 -
v
a
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Change Requests for New Parts/Vendors when Responding to Part
Requests

Settings control the Request New Part and Request New Vendor buttons on the Part
Definition Pop-in. With proper control rights, Storekeepers can create change requests for new
parts and vendors using these buttons.

Part Definition

O e— ] T [ vt o a7
Part ID 1000 Q Manufacturer Name [earmerr  |[]Q earreTT

Suffix Manufacturer Part Number [GARRETT1000 |

o
Keyword HOSESILICONRU | [.] Q HOSE SILICON(RUBBER)

Shert Description |HOSE, SILICON, ID 2-1/2 INCHES, LENGTH 6 INCHES, INSTALLS ON ‘

Product Category |B.999 u Q BUS-NOT ASSIGNED
Part Classification Iz‘ Q WARRANTABLE

Basic Info H Recent Purchase Orders || Recent Work Orders H Cross References H Tasks ‘

Stock Locations: 18 ADD

Qty on Unit

Hand G Preferred Vendor

Location +  Primary Bin uoM

& Q ABA - 2 ASSET CENTRAL ADMINISTRATION EA Q 0.0000 A
& Q ACA - ASSET CENTRAL ADMINISTRATION EA L 0.0000

Vendors: 24

ADD |@quest Mew Vendor,

Vendor - Manufacturer Part ID ‘Order Price Comments
Q  1-666 - DEFAULT VENDOR 0.0000 ~
Q  1-762 - MAGNECRAFT & STRUTHERS-DUNN 0.0000
Q

100-5R61 - SYNAPSF FNFREY FONNOMICS. THE. n.0000

%%

Lﬂ For the Request New Part and Request New Vendor buttons to show, the User must
have rights set as follows: View and Request change rights checked for the Parts Primary
and Vendor Primary screens and the User Group must also have View and Insert rights
checked for the Change Request screen. These rights are set on the Screen Rights
Template screen, Screen Rights tab (Setup > System Management > Access Rights >
Right Templates > Screen Rights > Screen Rights Template).

The following steps illustrate the recommended workflow to request new parts and/or vendors
when responding to part requests.

To create a new request:

1. From the Request Management page, click the Request ID button to open the Part
Request Detail page.

click Process, but clicking the Request ID is the preferred method.
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Request Management

Refesh [0 /]

Current Location:  [MAIN - MAIN LOCATION v
Pending Parts Requests: 3 H Pending Commercial Requests: 1 H Notify Requests: 0 Ordered Requests: 0
[] eriority R... Notify Qty Avail?  Request ID Requested By Part ID - Suffix - Descr...  Manufacturer Comments. Qty F
1 Y F ~, LAEMPO-EMPLOYEE #0  1000-0-HOSE-SILICON(RU; GARRETT
O (475808 ) (nerauit ene) HOSE, SILICON, 1D 2-1/2  (GARRETT1000)
O ¥ F-GARY FROST 21000-0-HOSE-SILICON(RU; GARRETT
HOSE, SILICON, ID 2-1/2  (GARRETT1000)
=] ¥ RENA 1000-0-HOSE-SILICON(RU;  GARRETT
HOSE, SILICON, ID 2-1/2  {GARRETT1000}
Click the Request ID
(preferred method)
NOTE: You can also check the box(es), select Issue/Order for Checked
Items, and click Process but clicking the Request ID is the preferred
method.
< >

Curent Fiter

No filter defined

Define Filter ‘ ‘ Clear Filier |

for Checked ltems: | Set Notify Flag

Print Pick Report

2. On the resulting Part Request Detail page, select the Action, update fields as desired,
and click the Edit # icon next to the Part ID to open the Part Wizard.

Part Request Detail

Request ID 475808 Date and Time Requested
Location ID MAIN Reguested By

Issue Together O

Line ltems: 1

Work Order: MAIN-2014-45 {OPEN)

Delzy Status: Hat No:
Line Type PART
Action: ==l | ORDER ~| (PENDING) O ner parin:

Manuf Part No:

Part description:

(I

WAC: Task ID:
Priority ID: E EMERGENCY/IMMEDIATE
Quantity: Qty Ordered:
Qty Commitzsd: Wos:

Qty on Hand: 5.00 Qty Avail: ¥ Total:
Comment:

Action Comment:

Purchase Order ID V] | J[=] vendor m:

Account 1D [accounT-o3

08/08/2014 11:4D
EMPLOYEE #0 (DEFAULT EMP)

Equipment: ) EQ-004: EQ-004 2010 EQMFR-001 MODEL-004 GREY FLEET EQUIPMENT EQ-004

Ee—

|[] ALL AccESS ACOUNT

Parking Stal:

Q [1000

|- [0 ][] ookm {2
,‘)'\

GARRETT1000 GARRETT
HOSE-SILICOM(RU; HOSE, SILICON, ID 2-1/2 INCHES, LENGTH 8 INCHES, INSTALLS ON

001-101 |£| ELECTRICAL - CLAMPS / TERMINALS / TIES

Manufacturer:

11.00 Unit Brice: 0.0000 Est. Unit Cost:
1.00
12.00 Date Requiredt 11 |[31]

| [ [

3.
Vendor button.
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Part Definition ®
1

Part Definition
Edit Existing Part 1D | |E“£H ookwp | [ Ean | [ nwewpan|[CRequest New PaD{/
Part ID 1000 Q Name GARRETT [-] Q carreTT
Suffix ] Part Number [GARRETT1000 |
Keyword HOSESILICONRU | [o] Q HOSE SILICON(RUBBER)
Short Description [HOSE, SILIGON, ID 2-1/2 INCHES, LENGTH 6 INCHES, INSTALLS ON |
Product Catagory Iz‘ Q BUS-NOT ASSIGNED
Part Classification [=] Q warranTasLE
Save
Basic Info H Recent Purchase Orders ” Recent Work Orders ” Cross References H Tasks ‘
Stock Locations: 18 ADD
_ " - _ Qty on Unit
Location Primary Bin uoM Hand Pri Preferred Vendor
V4 Q  ABA - 2 ASSET CENTRAL ADMINISTRATION EA 0 0.0000 ~
7 Q  ACA - ASSET CENTRAL ADMINISTRATION EA 56 0.0000 o
Vendors: 24 | ADD  |KReauesthew vEn@F/
Vendor - Manufacturer Part ID Order Price Comments

/ Q 1-666 - DEFAULT VENDOR 0.0000 A

/ Q 1-762 - MAGNECRAFT & STRUTHERS-DUNN 0.0000 v

Z Q  100-5AR1 - SYNAPSF FNFRGY FCONOMICS. THEC. n.n0nn

4. The Vendors-Primary Information or Parts Primary information screen opens in Change
Request mode (indicated by Change Request highlighted in the menu at the top of the
screen). Enter the desired information and click Save to launch the Change Requests

screen.
Parts - Primary Information ADMIN MCDE HEP P
Select Filter a @
Searc Reload Sort Select Sort le ) Delete Edit Save | Cancel
Patin || J»<
. putan [ ]
Basic Info r

The Change Requests screen displays with pre-populated data.

5. Review and update the information and click Save to generate the change request.

Change Requests ADMIN MODE HELP  PREF

Select Filter

Select Sort

Change request ID 57

Basic Info

Proposed Changes Basic Info

Changed Values s [pEDIG .

Notes Description ‘
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To complete the change request:

1. Close the following screens: Change Requests screen, Parts Primary Information or

Vendors-Information screen, and the Part Wizard.
2. Enter an Action Comment for the Part Request Line Iltem.

3. Click Save Changes.

Although this workflow is not required, it is recommended. Entering an Action Comment
allows other viewers of the request to know that a change request has been made for

that part request.

Part Request Detail

Request ID 475808 Date and Time Requested 03/08/2014 11:40
Location ID MAIN Requested By EMPLOYEE #0 (DEFAULT EMP)
Issue Together m]

Line ltems: 1

Wark Order: MAIN-2014-45 (OPEN) Equipment: £ EQ-004: EQ-004 2010 EQMFR-001 MODEL-004 GREY FLEET EQUIPMENT EQ-004

— —
T

Delzy Status: Hat No: Parking Stall:
Line Type PART
Action: ORDER | (enomg) Ll pertim: R [too0 |- (][ ook ]~
Service Request I0;
Manuf Part No: GARRETT1000 Manufacturer:  GARRETT
Part description:  HOSE-SILICON(RU; HOSE, SILICON, ID 2-1/2 INCHES, LENGTH & INGHES, INSTALLS ON
WAC: C ] TaskID: 001101 [=] ELECTRICAL - CLAMPS / TERMINALS / TIES
Priority ID: i [] emercencyammeDiaTE
Quantity: 200 EA Qv Ordersd: 11.00 Unit Price: 0.0000 Est. Unit Cost:
ey Commitced: wos: 100
Qry on Hand: 5.00 Quy Avail: ¥ Total: 12.00 Date Required: ]
G Bin:
Action Comment 1 CHANGE REQUEST 191 - NEW VENDOR CONTACT INFO
Purchase Order ID v | ||£| Vendor ID: 1000-1322 D Q Vendn'cunl'aaln:lzlm [ pares 2
Aczount 1D [accounT-os ][] ALL accESS ACOUNT

re ready

(4 If a user has the Rights Templates set for Change Requests on the Parts Primary
and Vendor Primary screens, and the wrong Part/VVendor are entered on the Part
Request Detail page, the system will return an error indicating the Part ID-Part suffix
or Vendor ID cannot be referenced. The error message also includes the link,
“‘Request New Part ID.” If the user does not have the correct rights, the link does not

display.
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4.

5.

6.
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Part Request Detail
09/30/2015 09:36 AM

Request ID 479987 Date and Time Requested
Location ID CNLOC1 Requested By MOLLY
Issue Together O

A Cannot reference Part ID-Part suffix CNPART2-0 — not defined in database - PR-ERR: 2 Request New Part ID? |

Ling ltams-1

Eguipment: 3 CNLINEAR103: LINEAR ASSET 103 - ASSET TYPE = ROAD LINEAR EQUIPMENT snL]nEmln3

Work Order: CNLDC1-2013-87 (OPEN)

Delay Status:
Line Type PART
Action: ORDER 3 (PENDING) D NFI  PartID: Q |CNPART2 ‘- El || Lookup |/
Servics Request 0;

Manuf Part No: Manufacturer:

Click the link to create a new request for Part (or Vendor).

The Parts — Primary Information screen (or Vendor Primary Information screen) displays
in Change Request Mode (INSERT MODE) for the new request.

Parts - Primary Information ADMIN MCDE eZii[eIAelV/=5y8 HEP P

Select Filter a ®
Select Sort Save | Cancel
o —
o
Basic Info I

Enter the new part (or vendor) information and click Save.

The Change Requests screen displays to enter additional information.

When you are done entering information, click Save to complete the request.

Change Requests ADMIN MODE

Select Filter

Select Sort

Change request ID 57

Basic Info

Proposed Changes Basic Info

Changed Values Status [rEnDING -

Notes e ‘
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Working with Serialized Parts

When working with serialized parts, you can generate new parts, and move or scrap parts. To

do this, you need to be in the Part Definition pop-in.

To open the Part Definition pop-in:

1. On the main Storekeeper Portal page, click New/Edit Part.

2. The Part Definition displays.

Edit Existing Part ID ||| Lookup || Edit New Part || RequestNewPart |
Part ID Q Manufacturer Name
Suffix a Manufacturer Part Number
Keyword = Q
Short Description
Product Category = Q
Part Classification - R
=
| Save
Basic Info H Recent Purchase Orders H Recent Work Orders H Cross References H Tasks ‘
Stock Locations: 0 ADD
Location & Primary Bin UoM Qty on Hand Preferred vendor
Vendors: 0 ADD | Request New Vendor
. S ——— |
Vendor - Manufacturer Part ID Comments
Cancel || Apply

Generate Serialized Parts

1. Make the Serial Number tab display. You can do this one of two ways:

o Enter a serial part ID into the Edit Existing Part ID field and click Edit.

o Create a new part ID (with a product classification which is a serialized part) and

click Save.
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This displays the Serial Numbers tab.

of order

Warning if issued out NEVER

v

Save

—

Basic Info

Recent Purchase Orders H Recent Work Orders

|| Cross References || Tasks m Serial Numbers

Lacation ID

Unit Price

Starting Number

Qty

Adjustments

Move Parts

Serial Number Format

Generate Serial Numbers

Scrap Paris

Generate

2. Inthe Serial Numbers tab, enter the information in the Generate Serial Numbers section.
This includes the Serial Number Format field, starting number and how many parts you
are generating. You cannot use a serial number that already exists when generating.

in the serialized list for generation, or the serial number format. To check this, click
the magnifying glass next to Part ID, search for the part ID, and you can check part
information.

b=

The Serial Number Format field is an editable field that tells the system how to

number the parts. Be sure to enter your serial number format according to the
number already in the system for that part, or, if this is a new serial format, you can
enter the format as follows:

o Prefix[SEQ:5]Suffix

Prefix and Suffix can be anything you need. If you generate parts with sequence
quantity of 5, and the starting number is 100, the following serialized numbers
would be generated.

Prefix00100S uffix
Prefix00101Suffix
Prefix00102Suffix
Prefix00103Suffix
Prefix00104Suffix

3. Click Generate.

data, especially when generating a large number of items.
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Move Serialized Parts

Use this button to move serialized parts to a different location.

To move parts:

1. From the Part Definition pop-in, open the serialized part you need to move. You can do

this one of two ways.

o Enterthe part ID into the Edit Existing Part ID field and click Edit.

o Click the .=/ button to open the Select Edit Existing Part ID pop-in. Find the part,
and select it. When you select the part, you will be taken back to the Part
Definition page. Click Edit.

When a serialized part is selected and you click Edit, the Serial Numbers tab then

displays.
Edit Existing Part ID -0 \_/ Lookup Edit ‘ New Part H Reqguest New Part |
Part ID SRV-SERIALIZED Q Manufacturer Name CAPITALSAFETY [ Q CAPITALSAFETY
Suffix o Manufacturer Part Number
Keyword SANDPAPER- DISC I_/ Q SANDPAPER, DISC
short Description  [SARAHS TEST SERIAL
Product Category V.999 I_/ Q PROFESSIONAL SERVICES-NOT ASS
Part Classification  |C2 \_I Q SERIALIZED PART - NOT RBLDABLE
Serial number format
Warning if issued out
of order NEVER A
Save
Basic Info Recent Purchase Orders || Recent Work Orders H Cross References H Tasks

Generate Serial Numbers
Serial Number Format
Location ID

Unit Price

Starting Number
Qty

Adjustments

| Move Parts. H Scrap Parts

( Serial Numbers !

Generate

Cancel ‘ | Apply |

2. Inthe Adjustments section, click Move Parts.

This opens the Part Movement pop-in.
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Move Parts
Part ID BY-SERIAL-PART-000 -0 |499; SERIAL PART

Location From
Location To

Reason Code
Serial Number Start
Serial Number End

Serial Number Count

Cancel Apply

3. Enter the information for the locations involved in moving the parts including Location
From and Location To, the reason for moving the parts, and the beginning and ending
serial part numbers if you are moving multiple serialized parts. The Serial Number
Count field is display only, and will show the number of serialized parts you are moving.

% |f you leave the Location To field empty, and click Apply to move the parts, the
parts will be scrapped instead of moved. There is a confirmation when this happens
to ensure you do want to scrap these parts if you forgot to fill in the field.

4. Click Apply to move these parts, or click Cancel, to leave this pop-in and make no
changes.

especially when moving a large number of items.

Scrap Serialized Parts

1. On the Part Definition pop-in, open the serialized part you need to move. You can do this
one of two ways.

o Enter the part ID into the Edit Existing Part ID field and click Edit.

o Click the [/ button to open the Select Edit Existing Part ID pop-in. Find the part,
and select it. When you select the part, you will be taken back to the Part
Definition page. Click Edit.
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2.

When a serialized part is selected and you click Edit, the Serial Numbers tab then
displays.

Part Definilion x

Edit Existing Part ID | J-p ] E\ Laokup || Edt | | NewPart || RequestNewPart |
Part ID SRV-SERIALIZED Q Manufacturer Name [CAPTALSAFETY  |[...| Q CAPITALSAFETY

Suffix 0 Manufacturer Part Number | |

Keyword E Q SANDPAPER. DISC

Short Description  [SARAHS TEST SERIAL |

Product Category E Q PROFESSIONAL SERVICES-NOT ASS

Part Classification \z‘ Q SERIALIZED PART - NOT RBLDABLE

Serial number farn‘a|| |

Warning if issued uul
of order NEVER T

— T~

Basic Info || Recent Purchase Orders || Recent Work Orders H Cross References H Tasks dT Serial Numbers !
— Generate Serial Numbers \‘-_.—'

Serial Number Format I |

Location ID [ | El

Unit Price ]

Starting Number ]

a —

— Adjustments
| Move Parts H Scrap Parts ‘

pory

In the Adjustments section, click Scrap Parts.

This opens the Part Movement pop-in.

— Scrap Parts
Part ID [BY-=SERIAL-PART-000 |-lo " |4s9 sERIAL PART

remoncoe [

Serial Number Start | | El
Serial Number End | | El

Serial Humber Count | |
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3. Enter the information for the Location From, the reason for scrapping the parts, and the
beginning and ending serial part numbers if you are moving multiple serialized parts.
The Serial Number Count field is display only, and will show the number of serialized
parts you are moving.

4. Click Apply to scrap the parts, or click Cancel to leave this pop-in and make no
changes.

A confirmation message displays.

Message from webpage @

[ - \ This action will dispose of 20 serialized parts.
' Click OK to continue processing

OK ] ‘ Cancel

L A

5. Click OK.

i

(4 Note: After clicking OK, there may be a wait while the system processes the data,
especially when moving a large number of items.

Scrapped parts will do one of two things depending on whether the option for Enable
part status tracking is turned on or off. This setting is found on the Part Status Tracking
tab of the Parts — Setup — Options screen:

o If tracking is enabled: The system inserts a stocking ticket for the removal of the
item and changes the item’s suffix number to have the scrapped suffix number.
The system also sets the scrapped items to have quantity of 0, a receipt unit
price of 0, and status is set as SCRAPPED.

o If tracking is disabled: The status of the items will be set to AWAITING
DISPOSITION and removed from the location in the system. Items with this
status will stay in the system until you delete them. You may keep them for
records, or delete them after a certain amount of time to help clear up space in
the database.
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15. Picking Card Detail Pop-in

The Picking Card Detail pop-in displays detailed information about the picking card and any
movement on the card. Information includes an image for the card (if you have set an image),
the card ID, transfer ID, part ID, part description, quantity, status, date and time inserted, and
the quantity on hand.

Card ID 210
Transfer ID 523
Part ID PARTO01 - 1 DateTime Insert 06/17/2017 01:40 PM
Part Desc MOTOR-WIPER
Quantity 3 Qty on Hand 32238
Status BEING PICKED
NO IMAGE
AVAILABLE
Movement
o [ o
1 BIN BIN EMP4 EMPLOYEE4
4 L3
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Movement Tab

Add Movement

To move a part:
1. Click Add Movement.

A new line displays.

Movement

s [

1 RGBIN RGBIN RGEMP4 RG,EMPLOYEE4
| 1 [BIN [ ][c-BIN J[=]™ SR
4 3

2. Enter the quantity of parts you want to move.

3. Enter the From Bin ID or click the chooser button to select an ID from the list.
4. Enter the To Bin ID or click the chooser button to select an ID from the list.

5. After entering all information, click Save.

A confirmation message displays.
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Bin Assignment

Clicking Bin Assignment opens the Bin Assignment pop-in and allows you to assign a binto a
part location.

Bin Assignment ®

Actions

Create New Bin |

Assign Bin to Part Location

Part ID [PARTO01 | | ] MOTOR-WIPER
Part Suffix
Part Location lLoci | [ =] rocationt

Bin ID [ | (]

Remaove Old Primary Bin ¥

Actions

Create New Bin: Create a new bin with the Bin Creation dialogue.

1. Enter the new bin’s Bin ID, Bin Location ID, Bin Description, and Bin Type. The bin type
can either be set as a stock area or a staging area.

2. When you are done, click Save, or click Cancel to return to the Bin Assignment pop-in
without changes.

Assign Bin to Part Location

Use this section to assign a bin to a part location. Enter the name of the part ID, part location, or
bin ID if you know it, or use the chooser buttons next to these fields to find the proper
information. Also enter the part suffix, and check the Remove Old Primary Bin checkbox if you
would like to remove the bin that was set previously for the part location.

When you are done assigning a bin, click Save, or click Cancel to close this window and return
to the Picking Card Detail pop-in.
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