Inventory Control Inventory Control

Inventory Control

Course description: Learn how to use eMaint Online for inventory tracking, from establishing your
inventory records and generating reorder lists to receiving parts and creating meaningful reports.
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Parts File Listing

The Parts File Information is located in the Data Center. Clicking the link will open a new window
displaying parts in the list format (as seen below). The list contains the fields from the parts table that
are most helpful in sorting and locating parts based on your industry.

#]Parts File Listing . . . . . - Microsoft Internet Explorer E]@
Clg "
Pages: 1234536 1.34 FPrev Next Add Mew Record Refresh Learn More Cloze Window
e | et [ | et | ovis
Apply=
Par 000.000.0001 MOM-STOCHK PURCHASED PART 0.00000 100.000
e 04.510.200.0002 MOP, DAMP, SPARTAM, S-GAL, 301605 0.00000 0.000
Par 04.510.200.0004 HEAD, BROOM, FINE, 24", 236240 0.00000 0.000
e 04.510.200.0005 PADS, BURMNISH, 20", 15066 0.00000 0.000
Par 04.510.200.0006 HEAD, MOP, DUST, MON-TREATED, 5" ¥ 0.00000 0.000
36", K155H
e 04 .510.200.0007F HAMDLE, BROOM, 191000 0.00000 0.000
e 04 .510.300.0001 DECQDORAMT, BREEZE, SPRING, 0.00000 0.000
GOFSSHE
e 04.510.300.0005 CLEAMER, GLASS COMC, 306004 0.00000 0.000
e 04.510.300.0016 WK, FLOOR, 5 GAL PAIL, 407305 0.00000 0.000
e 04.599.110.0001 APROMN, BIB, ALURIMUR, 24 % 24 0.00000 0.000
e 04.399.130.0001 SPAT, ALUMIMUIRM 0.00000 0.000
e 04.599.130.0003 CHAPS, COMVBICY 36" 0.00000 0.000
e 04.599.160.0003 HAT, HARD WWHITE 0.00000 0.000
e 04.599.160.0005 LIMER, VMTER, HAT, HARD 0.00000 0.000
e 04.599.160.0006 CABOT, GEAR, HEAD H-15 0.00000 0.000 —
o e e e e e ..
Ej Daone & Trusted sites

NOTE: The fields displayed can be changed using the ‘Form Options’ link located at the bottom of the list
view. The System Administrator course provides a detailed explanation of how this option is used. For
an overview of how to modify the list view, click on the ‘Learn More’ link in the right hand corner of the
list view.
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Locating Records in the Parts List

The list may be sorted in order by any of the column headers. Clicking a column header will sort the
parts in order based on that field. The first click on the header field will sort the parts in ascending
order; clicking on the arrow will sort the parts in descending order and change the graphic to an arrow
pointing down.

|
=2
2
V2
¥
=Y

V2

Cisplaying 70 Records

——

Add New Record Refresh Learn Mare Cloze Window

000.000.0001 MWOR-STOCH, PURCHASED PART

04.510.200.0002 MOP, DAMP SPARTAM, 5-GAL, 301603

04.510.200.0004 HEAD, BROOM, FINE, 24", 236240

04.510.200.0005 PADS, BURMISEH, 20", 13066

04.510.200 0005 HEAD, MOP, DUST, MOM-TREATED, 3" X
36", K1325%H

04.510.200.0007 HAMDLE, BROOM, 191000

0.00000
0.00000
0.00000
0.00000
0.00000

0.00000

Applv= |0

100.000
0.000
0.000
0.000
0.000

0.000

Lists can be filtered by entering data into the textbox fields under the header. Click ‘Apply’ to set the
filters that have been entered. The sort and filters are saved and used the next time the list is opened
based on your user login. For example, if you just want to view item #’s that begin with zero, type a '0’
in the description filter, and click ‘Apply.” Once a filter or group of filters is applied, the list will redisplay
based on that criteria and will indicate in the upper left corner the number of records that matched the
filter criteria. Filters are not case sensitive.

Detail View

@] Inventory . . . .. - Microsoft Internet Explorer

=Jg)

<eMaint

Learn More Custorize Forrn Close Window

dd CopufAdd Edit Delete List Previous Mext Adjustrments History Key Change Purchaze Recalculate

ftem Mo: TLC-42EF-E1EZB
Description: EMITER LIFT S A8

Clazs: Unit Cost

Sub-Location: - o0 Hand:

Site: CABIMNET M on Ordet:

Account #: Oreler Gty

Crder Pairt:

Sequence: CABIMNET R Stock tem:

Counted On: LLn:

Shelf Count: O

Weblink:
Comment:

a7 GBEET

True
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The detail view (example on previous page) is accessible from the List view by clicking on the Item No.
or clicking on the magnifying glass icon in the left column of the list. The detail view contains all the
information for one part from the parts table. From this screen, you have total control of the inventory
parts. You have the ability to add, edit, delete, view history, make adjustments, manage suppliers,
purchase parts, and make a key change to the record.

The top menu bar controls these functions:

0 Add - Open the form for adding a new part.

Edit — Edit fields on current item.

Delete — Mark current part for deletion.

List - Return to the list view for parts information.

Next and Previous will move to another part based on the Item Number (always in Ascending Item
# order).

History - Display the transaction history of the part directly below the part’s detail.
Adjustments - Open the form to change the existing on hand quantity.

Suppliers - Display the suppliers associated with this part directly below the part’s detail.
Purchase - Open a new form to process a purchase for this part.

Key Change - Allow an Item # change.

Recalculate — For LIFO/FIFO inventory method only -Adjust the on-hand to match the LIFP/FIFO
transaction on a part.

O Oo0OO0oOo

OO0 O0OO0O0Oo

NOTE: The fields available on the detail form can be chosen by the system administrator. The process
for this choice is covered in detail in the System Administration course.

Adding, Editing, and Deleting Parts
Adding Parts

You can add new parts from either the Parts list view or the Part detail screen. From the parts list, the
‘Add New Record’ hyperlink is in the upper right-hand corner of the screen. Click it to open a new
window to add the new part. From the detail view, the ‘Add’ choice is the first link on the menu bar and
will change the current window to the add mode.

Save Mew Record Cancel Changes
emlics key field
Description: |
Class: Unit Cost §: 0
Sub-Location: On Hand: 0
Site: | On Order: o
Account # | Order Gy 0
Ordler Point: 0
SEQUENCE: | Stock tem: | Falze |
Counted On; Limd:
Shelf Count: 0
Wiehlink: | File
Comment:
HTML Eclitor
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The add form contains all of the fields made available for the part. The key field for Inventory items is
Item No., and it can contain no more than 15 characters. The system will not allow a part record to be
saved without indicating an Item No. Click ‘Save New Record’ to save the new part. ‘Cancel Changes’
will completely discard the new part information.

Editing Parts

The form for editing part information can also be accessed from either the list or detail views. From the
list view, click the pencil icon to the left of a part record to edit that part information. From the detail
view, click the edit button in the menu bar to open the edit form.

<eMaint "

Learn Maore Custormize Formn Close Window

Save Changes Cancel Changes

ftem Mo: TLC-42EF-E1EZB key fiald

DEesCrption: [EMITER: LIFT SAW AR

Class: Unit Cost $: | 97 GEEET
Sub-Location: | on Hand: 2
Site: |C.&E|NET M on Ordet: g
Account & | Orcler Gty . 5
Order Point: 4
SequUence: |C.&EIINET 1 Stock kem: | Trye |
Counted On: LImd:

Shelf Count: 0
Wehblink: | File

Comment:

HThL Edlitor

The edit form (seen above) is similar to the add form, except that the key field cannot be edited. The
key field is the unique identifier for the part. This can only be changed by using the ‘Key Change’
function (user must have security rights to access Key Change). Click ‘Save Changes’ to save the edits
or ‘Cancel Changes’ to discard the editing. The form will return you to the detail view of the edited part.

Deleting Parts

To delete a part from the system, you must perform two steps. First, click the ‘Delete’ link on the part.
Second, remove that part permanently by using the administrative function ‘Remove Deleted Items.’ If
you only click the ‘Delete’ link, you have simply marked the record for deletion. The record can still be
restored to your system by clicking the ‘Undelete’ link which will now appear on the item.
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Inventory Adjustments

Adjustments to the on-hand quantity should be made with the adjustment menu choice from the detail
view. You must have the appropriate security rights to access this function.

<eMaint

Inventory Adjustment

tem # 0-522-351-006
Dezcription CYLINDER BOSCH
Adjuztment Type Fhysical Count | »
Transsction Date 1243042004

PO #

Packing Slip/lomment

Current On-Hand Gy 1

Adiust Gty (+1-) 1]

Unit Cost 185.00

Save Entry Cancel Entry

You may choose the type of adjustment you are making from the drop-down box. The options are
Physical Count, Cycle Count, Transfer (In), Transfer (Out), Overage, Shortage, PO Return, Pilferage, and
Other.

e The adjustment type will be displayed in the history of the item in the column labeled WO#/Type.
(See page 7 for detailed discussion of history.)

o Use the PO# field and the Packing Slip/Comment field to record PO information or comments about
the adjustment.

e The transaction date and unit cost default to today’s date and the current unit cost of the item. Make
changes if necessary.

e The adjustment quantity is required for the adjustment to be saved. Positive numbers are added to
the existing on-hand quantity, and negative numbers are subtracted from the existing on-hand
quantity. For example, if the current on-hand quantity is 25, and you enter -5 in the Adjust Qty. field,
then the new on-hand quantity will be 20. This method of making an adjustment will be recorded in
the Part History.

NOTE: The on-hand quantity is automatically updated when parts are received, when parts are issued, or
by making an adjustment to inventory. All of this information is available by accessing the part’s history.
The system will not allow you to modify the on-hand or on-order values by editing. You must use the
Adjustment link to change the on-hand amount. The on-order amount will be modified when a part is
ordered or received.
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Viewing Inventory History

From the Parts Detail View, you can display the transaction history of each part. Click on ‘History’ to list

the history below the field display.
Courted On:
Shelf Count: O

Wieblink:
Commert:

LIt

12 Month Part History [ Inv. Method =)

Tran, Type Wo# | Type Azzet ID Date Oty
Inventory location MAIN

PHY COUMT  HFERCUT nia 022320068 -1.00
RECZEIPT ni'a nfa 022372006 1.00
RECEIPT nia n'a 02/09¢ 2006 2,00
PURCHASE _1930WREUE |nfa 0z/02/2006 2,00
I55UE 51456 BLODOFOO 0171272006 1.00
RECEIPT nia n'a 01712/ 2006 1.00
PURCHASE | _1PIOLWTEX |nfa 01/12/2006 1,00
I55UE 51409 ASO001 1172872005 1.00
RECEIPT nia nia 11/28/2005 1.00
PIIRCHASE 1OTAKFTAL nia 14 radPnns 1.00

Unit Cost [ Supplier ID Po #

(OReturn to Standard View
Packing Slip

£ 30,00 SEMT T SEATTLE PLAMT
£ 25,00/109308 TLCO33105 [YTR-653-7-UvT

£ 30,00/100154 00026 1452-87895-85

£ 30,00/100154 00026

£ 30,00

£ 30,00/107085 00022

4 25,00/107085 o002z

£ 25,00

$ 75,00 TRADESMAM 00007

+ 25,

NANTRADFSMAN  nOnn7

Adjustments, Issues, Returns, and Receipts will be displayed in the history in list format. Adjustments
always show as a transaction type of PHY COUNT; the adjustment type is shown in the WO#/Type

column.

The WO#, Asset ID, and PO# are all hyperlinks which will take you to a screen displaying the information
for that record. Click ‘Return to Standard’ view above the list to remove the history view from the form.

When history is first displayed, only one year of data is shown. To view the complete history, click the
magnifying glass adjacent to ‘Return to Standard View.” This will take you to a screen for a full search of
the part’s history. You can choose to simply change the date to encompass a greater time period, or you
can filter on the type transaction you wish. After you choose your filters, you must click the ‘Filter’
button for the screen to reflect your choices.

Range of Transaction Dates

1203172003 @ thry | 1253002004 @
MIS1

WSS, PARTS

Part History [ Inv, Method =)

Tran, Type WOR F Tepe Aszzet ID
ISSUE 115 LT-Le-00021
PHY COUMT HFERIM nfa

PHY COUMT OTHER. nfa
PURCHASE n'a n'a
RECEIPT nfa nfa

Tocic 400 [T T T

Transaction Types

ALL

Date

1271772004
1z/08/2004
1z/08/2004
11/30/2004
1270172004

44 fansanna

b

Qty.

2.
2.
-1.
1.
1.

2

ao
ao

ao
ao

L]

Unit Cost Supplier Ik
£ z.00
$ =z.00
$ .00
$ Z.00/STAPOL
£ z.00

4+ N oo

Fo # Packing Slip
Dept, 22
Dept. 23

113004

113004

Return to Standard Wiew
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Recalculate

The Recalculate function was designed specifically for inventory methods LIFO or FIFO which have
become corrupted due to improper use of the editing function on parts. A standard inventory method
should not require the process described below.

This function is available should your part’s on-hand or on-order amount not match the history of the
transactions against the part. Signs of this problem would include not being able to charge out the
amount you have on hand. If the system shows an on-hand amount but will only charge part of that
amount, there is a disconnection between your transaction history and your on-hand amount. This
situation can happen when the on-hand field was left editable in a non-standard inventory method.

If there is a discrepancy between your on-hand or on-order amount and your part history, the system
will show you a page similar to the one below when you hit the recalculate link.

Onhand quantity adjustment for item 2000063 Learn Mare

The inventory guantities do not match the transaction history. This should be corrected immediately. Click
the button below to update the current inventary quantities to the calculated quantities as shown below, If
yoll need to further adjust the onhand inventory guantity, use the inventary adjustment feature to make the
necessary adjustments.

Current Oty. Calculated Oty.
On Hand 20 2
On Order I 0

Update onhand

12 Month Part History [ Inv, Method = STANDARD) (O
Tran, Wo# S Unit Supplier Packing
Tupa Type Azzet ID Date by, Cost 0 Po # slip

Inventory location MAIN
23-

REZEIPT |nia nia 0%/29/2003 10,00  # 1,24 518600 DEECEA
PURCHASE | nfa nia 03/09/2Z005 10,00 $ 1,24 518c00 ooo1vw
RECEIPT |nmia nia 03/09/2003 10,00  $ 1.24 518600 oooiF

There will be a calculation of what the history shows the on-hand and on-order quantity to be in the
Calculated Qty. column. Update the on-hand quantity so that it will match history. If the on-hand is not
what your inventory count shows, make an Adjustment to the on-hand quantity through the Adjustment
link.
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Relating Parts to Assets and PM Schedules

You have the ability to associate parts from your Parts File with your Asset record and PM Schedules on
those assets. Establishing a related parts list helps your operators know which parts are typically used
to repair an asset. It also streamlines the process of applying parts charges to any work order
associated with that asset.

To establish a relationship between parts and an asset, go to the Asset File Information list located in the
Data Center. Open the detail of the asset record. You will see a section called ‘Related Parts.” Click the
‘Add’ link in this section to access the Asset Cross Reference screen (seen below).

<eMaint

Save Mew Record Cancel Changes

Go Bac|

Learn More Custormize Form

Cult: _{EXONSPQS 1oy fiold
Compict 450002
ﬂem:r——————______'fﬁ
Descﬂp:|
Ctty: lig
Unitrms: Ii
Categary: li

|Sa-.'e Mew Record Cancel Changes |

e On the Asset Cross Reference screen, click the folder icon to the right of the Item field to access your
parts list.

e Filter the list to locate the desired part.

e Click ‘Select’ to the left of the item on the list. The item and its description will drop into the Asset
Cross Reference screen.

e If you enter a quantity on the cross reference screen, that quantity will be the default quantity used
when the part is charged via Quick Parts (discussed page on 11).

e Click ‘Save New Record’ at the top of the form to save changes.

e Click the ‘Go Back’ button at the top right side of the screen to return to the Asset Detail screen.

The same relationship is available for the PM schedules of assets. Open the PM schedule for an asset
and you will see a section called PM Parts which enables you to specify parts used for the specific PM
schedule of the asset. These parts are distinct from any related parts already associated with the asset
in Related Parts.

The one difference on the PM Parts screen is the field Auto Issue Qty. Entering a number into this field
makes the part ready for auto-issue on the close out screen of the PM work order generated from this
PM. Rather than having to select the part to charge when adding charges to the work order, you simply
auto-charge the part when you close the work order. If you would prefer not to auto-charge the part,
enter a zero in the Auto Issue field and enter the appropriate amount in the Recommended Qty. field.
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Charging Inventory to Work Orders

Entering individual parts charges on a work order

Parts can be issued to work orders from the Work Order Center. Locate the work order to be charged
and open its detail view. The middle of the form has a pull-down list for charge types. Select ‘Parts’ and
click the ‘Add Charges’ button. The screen below will open.

@ Parts Charges

Charge Parts WO # 53137
Asset ID #: PRS1515 Return to Work Order

Transaction Date Jun || 23w 2008 H
City.

Location AN

[tern Mo &
Description

Location

Acct. Mo

On Hand

[tern Cast

Extended Cost

Asset Part List CUpdate Asset related parts list

‘Yalidate Entries ][ Save Entries

Faset Form

You must enter a valid Item: the item number must exist in the Parts file. The quantity entered must be
less than or equal to your on-hand amount for the part.

e Click the folder icon next to the Item field to display the Parts List and select from that list. This
method will fill in the Item Description, location, on-hand, and unit cost fields on the charge form.

e Click ‘Validate Entries’ to check the Item No and the Quantity against the parts file.

o If both values are viable, the screen will indicate the record is ready to be saved and the extended
cost will be displayed.

e Click ‘Save Entries’ to complete the transaction and charge the part to the work order. The on-hand
quantity of the part will be reduced by the quantity entered.

o If you also check the ‘Update Asset related parts list’ option at the bottom of the form, this part will
be added to the Related Parts section of the asset on which the order was created.

Entering a group of parts charges to a work order

Selecting the Parts charge type to add charges to a work order allows you to record one parts charge at
a time. Another type of parts charge, the Quick Parts charge, lets you record multiple parts charges on
one screen. This function is designed to work in conjunction with the Related Parts Lists that you have
created with your asset records or with the individual PM Schedules on assets. (Relating parts to assets
is discussed on page 9.)
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To enter Quick Parts charges, select ‘Quick Parts’ from the Charges menu at the bottom of the work
order to which you are applying the charges. A screen similar to the one below will open.

@m Quick Parts |+
Meoer D # - CER20SS Method Retur ¢
Transaction Date : [Sep V|2 |[v]2005 [
Qty Item Description ::isnl:: Location Hagg Unit Cost Ext'd Cost
| | MAIN |7
| | hAAIN [
| | hAAIN [
| | PAAIN [
| | MAIN |7
| | MAIN |7
| | MAIN |7
| | hAAIN [
| | PAAIN [
| | PAAIN [
Actions Ptd Onby w [ “alidate Entries l [ Sawve Entries ]
All (Phd & Asset)
Phd Cnl
Agget Only

You can choose to load only the related parts from the asset, only the PM Parts from the PM schedule, or
all parts from both. Click the ‘Load Parts’ button after you make your selection from the drop-down box.
The associated parts you selected will load on the screen.

The recommended quantity you selected when relating the parts will show in the Qty field. If you used
more than the amount listed, change the quantity to the correct amount. If a part was not used in the
work performed, make the quantity zero.

hecerID #1PRS2754 Mathod Return to W
Transaction Date : |Sep (W2 |v|2005 ]|
Qty Item Description ,I:S;.zl:]? Location Haﬂg Unit Cost Ext'd Cost
@| f |EIIJEIIJ?I321860a SEAL 00007021860 b D374 4 lia 6.00
@| 1 |DD114?-1 SIGHAL LINE ASSEMBLY AL MAIN S 7 126 126.00
B | 1 |DU1981 DIE PUNCHTECH IR = 5 23.50000 2350
[ 11138545 GREENWHEEL HOLZHER. | MAIN 120 B 10 10.00
Actions All (PH 8 Agset) |v [ “alidate Entries ] [ Sawe Entries l
4 parts were loaded from and PIs.

If you make changes to the quantity or item number, it is wise to click ‘Validate Entries’ to make the
system validate the changes (existing part & sufficient on hand).

After confirming the quantity used, click the ‘Save Entries’ button. The screen will display a message
that the records were saved. Valid entries will have green checks to the left of the record; invalid ones
will have red circles next to them. You can then click the 'Return to Work Order’ link in the upper right
corner of the screen to return to the work order screen.
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Managing Suppliers

Suppliers are set up in the Maintenance Contacts table. When adding new Maintenance Contacts, select
Supplier from the category pull-down list to make the record available when adding related suppliers in
the Item Suppliers screen. Using the contacts table will enable you to select from the list and have the
supplier ID and company name automatically filled in when the supplier is chosen.

Adding Suppliers to a Part Record

Stock tem: True
Wieblink:
Commerit:
tem Suppliers Add Options
ftetn tem Description Supplier I Company Detfault Suppl. Part ko, Mirpatno
GoTo TSWLM |75 Watt Long Neck halogen bulb HdSupply  Home Depot Supply F.
Add Copuwiiadd Edit Delete List Previous Mext Adjustments History Key Change Recalculate

When a part detail is first opened, it automatically displays any associated suppliers below the detail
screen in a section called Item Suppliers. The basic information of Supplier ID and name will show along
with whether that supplier is the default supplier and any supplier part numbers. You can add a new
supplier directly from this view by clicking ‘Add’ in the right corner of the Item Suppliers section. You
can also edit or delete the reference by clicking the ‘GoTo’ link to the left of the record.

The Items by Supplier form automatically pulls the item information from the current part.
REM: Q000702225CT

tem Description: SEAL 0000702225CT

Supplier ID: ,7 &5

Company: |

Suppl. Part Mo

hdfr: |

Mfrpartno: |

Feating:
LastCost [ ¢
Rectd.Date: [ [w|.. [vlzooe [ 3

Supplier Memao:
HTHL Eclitor

Defaull: | Falze |

|Saue Mew Recard Cancel Changes |

Select the Supplier ID and the company name will automatically be entered from the Maintenance
Contact record for that supplier. Continue to enter any of the remaining supplier related information.
Last Cost and Rec’d Date are updated anytime the part is purchased from this supplier. If you set the
‘Default’ field to ‘True’, this supplier will be considered the part’s default supplier when processing
purchases. Click ‘Save Changes’ to save the information.
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NOTE: Supplier information is mandatory if you plan on using the system for purchasing. When you
create parts records, you should also create at least one supplier relationship.

TIP: If you are unsure of a particular part’s supplier but would like to purchase this part, you can create
a blanket supplier record in your Maintenance Contact file and use it for the situation. Since you are
allowed to change the supplier after creating a purchase order, you are not forced to keep this “dummy”
supplier for the part.

Viewing Parts by Supplier

Each part can be identified with a single or multiple suppliers. The part/supplier record will hold Supplier
ID, supplier name, the supplier part number, manufacturer number, manufacturer part number, rating,
last cost, and last received date. (See page 12 for a detailed discussion of creating part/supplier
relationships.)

NOTE: To use this function, each of your suppliers must have a record in Maintenance Contacts. In
addition, the supplier information related to a part must be entered and recorded from the ‘Suppliers’
Menu Option at the top of the part record, rather than being recorded in the Supplier ID and Supplier
Description fields which can be added in the part detail section.

-

@ Parts by Supplier . . . .. - Microsoft Internet Explorer E]@
<€Maint )
Pages: 123436 1. Prev Next Refresh Learn More Close Window

-m@ P

GoTo... 0-820-019-3M WALVE BOSCH 102521 HARTFIEL O Falze
GoTo... 0-820-019-3M WALYE BOSCH 100864 DAKOTANWWELDING SUPPLY Falze
CO MG
GoTo... 0-520-019-3M WALVE BOSCH 100050 COMTINEMTAL SAFETY EQUIP  Falze
GoTo.. 0-820-022-138 WALYE BOSCH 102521 HARTFIEL CO Falze
GoTo... 0-622-351-006 CYLIMDER BOSCH 102521 HARTFIEL O Falze
GoTo... 00006192618 HAMNDLE 00005192618 109905 TIMESANWER Falze
GoTo... 00006442858 SHAP RIMNG 00006442854 109905 TIMESAYER Falze
GoTo... 00007021860 SEAL 00007021860 109905 TIMESANWER Falze
GoTo... 0000702225CT SEAL OO00702Z25CT 109905 TIMESANWER Falze

The Parts by Supplier menu choice available in the Data Center will display a list of parts that have
supplier cross reference record(s): Suppliers that have been associated with a part record using the
Suppliers menu option at the top of the part record. The Parts by Supplier list displays the following
fields: item number, item description, supplier part number, supplier name, and supplier ID. Additional
fields can also be displayed by using Form Options on this list view.

To filter the list to view only parts for a particular supplier, enter the supplier name in the company field
and click ‘Apply.” The list will display the filtered items, showing only those records that match the
criteria. A part can be listed twice in the list if it has multiple suppliers. Click the ‘GoTo..." link adjacent
to a part on the list to display the detail record of that part.
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Purchase from Part Detalil

There are three ways of purchasing parts in the system.

¢ Use the purchase link located on the part detail form (described below).

e Replenish via stock parts which makes use of the Parts Re-Order list (See page 15 for detailed

discussion.)

e Create a purchase order for a particular supplier from the Main Menu (See page 19 for detailed

discussion.)

To use the first method of purchasing, locate the part you would like to purchase and click the ‘Purchase’

link from its detail view. A screen similar to the one below will display.

@ eMaint Online Purchase ltem - Microsoft Internet Explorer

B8]

ceMaint

Re-order list - 09,/06/05

Expected

2 049,13/2005 00229724 | COMTACT CEMENT
Lirk.:
. . . on
Supplier ID SuppliernPart # Last Order Unit §
@ FARIBO FARM & HOME
237800 10/07/2004 699 o

00229724

Units/ Lo
EACH
CABIMET

u]

catio

Return to itern detail

Comm. Code

Order Pt

You have the ability to enter a quantity to be ordered if the one showing in ‘Order QTY.’ is not correct.
The quantity is pulled from the Order Qty, field on the part detail. You can also change the unit cost and

the date expected.

To process this item directly into a PO, enter the PO# in the box directly below PO#. When you click
‘Process,’ the item will automatically be assigned that PO#. You can manage the PO from the Purchase

Order Center. (See page 21.)

To process this item into a Pending PO, leave the PO# box empty, and click ‘Process.” You can manage

the Pending PO from the Update Pending PO’s. (See page 17.)
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Generating the Parts Re-Order List

<€Maint

Parts Re-Order List Refresh List Return to Main Menu

Supplier ID Filter : Default PO # @

Default Expected Date : Sort List By . [tern 4 w
Printable Sumrmary List By : ltem # w

1/3 Description
oi0002 CIL FILTER: INGERSOL RAND P/M 29329602;
PO # Crder Qty, Unit Cost Date Expected UOM Lacation Comm.Code  Dept
3 0.00 01/06/2005 | Ea
Supplier ID Supplier On Hand On Order Order PE
@ a a a
Supplier Part & Last Ordered  Account #
09/30/2004

Lirk: htp t/fwww. grainger. cormn

O under Review

272 Description
TOSH-01-05 DIAPHRAGM (RUBBER BOOT)
PO # Crder Qty, Unit Cost Date Expected UOM Location Cormm.Code  Dept
16 12.50 01/06/2005 | Each PO7E
Supplier ID Supplier on Hand on Order Order PE
@ a a 1e
Supplier Part & Last Ordered  Account #

The Parts Re-Order List is used to display the list of any parts in the system which are due to be
reordered. Parts are considered to be in need of ordering based on the following criteria: Stock Item is
equal to True and on-hand quantity plus on order quantity is equal to or below reorder point. The list is
dynamic and will reflect any changes made to the detail of the parts shown. There must also be an
amount in the Order Qty. field for the part to display in the list.

Each item on the list displays the following default fields from the part record: the Item #, the order
quantity, the unit cost, the default supplier ID and supplier name, the Location, Commodity Code, Dept,
On Hand, On Order, Order Point, date of last order, and Account #.

NOTE: If you have multiple suppliers associated with a part, you can click the lookup to the right of the
Supplier ID for the part and select a different supplier for that order.

There are two numbers (separated by /) at the top left side of each part displayed on the list. These
numbers indicate first the item’s place in the list and second the total number of items on the list. For
example, the 2/3 adjacent to the second item indicates that this is the second of a total of 3 items on the
list.
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At the top of the list, you have options for the following:

- Sorting the List You have the option to sort the list by Item #, Supplier 1D, Location, or
Department. The default sort is by Supplier ID. To change the order of the list from the default
value, select a different option from the drop-down list, and then click the ‘Refresh’ link to the right of
the sort drop-down. The list will redisplay as indicated.

- Supplier ID Filter You can enter a specific Supplier ID into this filter box; and when you click the
Refresh button, the list will redisplay showing only those parts on the list that had that Supplier ID
indicated on their record. By using this function, it becomes easier to process the items for that one
supplier, or print a summary list of items for that supplier.

NOTE: Parts cannot be processed unless they have a valid Supplier ID associated with them. If the
Supplier ID is blank on any record on the list, check the lookup folder to the right of the Supplier ID.

The Supplier may be blank because you neglected to identify a default supplier. If there are no suppliers
associated with the part, go back to the part detail of that item (using the part link provided) and
associate the required supplier. Because the list is dynamic, you will find that supplier in the list for the
part when you refresh to the Re-Order list.

- Printing List Summary You are able to print a summary of the Parts Re-order list by Item #,
Supplier ID, Location, or Department. The default setting is to sort by Supplier ID. When you select
this option, a screen displays that instructs you to ‘Click to view printable PDF of list.” You can print
the list directly from the screen, and then click ‘Refresh List’ in the top right corner of the print screen
to return to the Re-Order List view.

- Default Expected Date You can apply the same “date expected” to all the items currently
displayed in the list by entering a date (mm/dd/yyyy) into this filter box and clicking the refresh
button. This date will be printed on the Pending PO and also the Purchase Order itself.

- Default PO Once you have applied your Supplier ID filter and are showing only the parts that you
will reorder from that supplier, you can enter a PO number into the Default PO filter. When you click
Refresh, that PO number will be entered on each part record currently displayed in the list. You can
then proceed to the processing step.

Processing Items on the Parts Re-Order List

Once you have displayed the list and set the filters that you want to set, each item on the list can be
processed with a PO number or without a PO number. If you enter a valid PO number (or have set it
through the filter) and then click the ‘Process’ button below the part entry, the item will be ready to
receive under the PO Receipts menu option.

If you click the ‘Process’ button without entering a PO number, this indicates that the item is Pending
(you are planning to order it but are waiting for a PO number). Any item processed without a PO
number will be available to update on the Update Pending PO screen (see page 17). Once the Process
button is clicked on an item from the Re-Order List, the item will not appear in the Re-Order list again
until it comes due for reordering again.

All items processed on the same day for the same supplier will be assigned the same requisition number.
The requisition number is an internal number which the system uses for processing items. You will be
able to see the requisition number on the Pending PO screen (discussed next), but you will not need to
use it for anything in the system.
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Update Pending PO’s

The Update Pending PO’s option from the Purchase Center displays the list of all parts that were
processed from the Parts Reorder list without a PO#. Here you will create the purchase orders for the
parts based on the Supplier.

All parts are grouped according to the supplier name. Each part will have a requisition number (Req #)
which was auto-assigned when the part was processed. This is a number used by the system; you do
not need to do anything with it. The requisition will allow you to process the items by date.

At the top of the form you can filter by Supplier ID or Supplier Name to view only the line items for a
particular Supplier. You can also use the date filter to see items for a particular day.

|@ Update Pending Purchases - Microsoft Internet Explorer u@]
© Flle Edit \iew Favortes Tools Help

-J Back = l:'] @ ) ) Gearch Favorites @' Media 42 v ﬂ < ;:b 3

: Address @j http: ffemaint. no-ip. comywec, dli?x3~pendingpoctr ] a Go : Links

<eMaint

Update Pending Purchases

Filters
PO # Supplier 1D Supplier Name PO Date Range
PENDING apr [wla [wfooos  [E they (o [v]s [wfoo0s [ Apply Filter
Action pplier ID pPp Name Approval Group
il % @ 215100 ANGELUS SANITARY CAN MACH. CO. FIMNAL
Req # Date Ttem Description Account # Oty UM Unit Cost Ext'd Cost
OB, 06/03/2005 DSPad1-Alt LOWER TURRET BUSHING 16170 2 [EacH 4 404,79 4 809.58
070372005 EO01PE29-AMR CAM ROLL CHUCK RETURN 16170 & |EACH % 31.50 3 182,00
Action lier ID lier Name Approval Group
PD%% 1092304 KINKOS THE COPY CENTER FINAL
Req # Date Item Description Account # Oty U/M Unit Cost Ext'd Cost
OB, 06/03/ 2005 0002-3-0062-2 SPRING 13910 1 $ 13,50 $13.50
0E/03/ 2005 (qululuf-=) MILLER COMTACT TIPS 12910 1 % 10,00 % 10,00
0&/03/2005 00o0z-CP-CT 9" STROKE CLAMPIMG PAD TUBE CT-CP-360002- (13910 2 $ 54,00 $ 108,00
£l

@ 2003 - eMaint Enterprises, LLC
All Rights Resenved

The screen allows you to work with either the PO as a whole or the individual items.

PO by individual parts or reg# — _— -
AP0 ES B oo 07/30/2005  |[WAC

To work with an item or req#, go to the icons to the left of the reg# for
the items or the item line.

By clicking on the magnifying glass on that req# number line, you will be able to edit the parts’ quantity
and cost or remove it or them from the pending list.

NOTE: The canceled purchase of the part is recorded in the part’s history. Go to the detail record of the
part. Click the ‘History’ link on the part screen to see the canceled purchase highlighted in red on the
history list.

Page 17 of 28



Inventory Control Inventory Control |

By clicking on the printer icons you can either print an internal requisition form for that part (first icon)
or print a quotation form for that part to send to the supplier (second icon).

To assign a PO# to an item or auto-assign a PO#, click on the PO icon to the left of that item’s line. This
will allow you not only to assign a PO but also to change the supplier for that item. If you do change the
supplier at this time, you must process this item with a PO# or the supplier change will not be saved.

Pending Purchase Orders
Req # Date Approval Group Req User Approved By

1 08/26/2005
Supplier Information
HdSupply
Horne Depot Supply Contact

Phone #
Fax #
A ctions|Qty. [1tem |Description Unit Cost|Units Extd Cost
Supplier Part # Date Expected Location Account #
4 ‘CFLRISW compact flourescent £.149 2476
09/02/2005
Total % 24.76
Actions
Supplier 1D HdSupply ﬁ ‘Accem assigned supplier or use lookup to re-assign.
Supplier MNarme Home Depot Supply
PO # ALUTO ‘EnterPO#orleave AUTO for next sequential PO #
Options Assign PO Zto Checked Lines Cancel - Take no action
Action Supplier
PO by Supplier FD%% 15100
D &

To work with the Supplier itself, go to the icons to the left of the Supplier ID. When you work with the
icons in the Supplier header, you will be dealing with all items with pending purchases for this supplier
regardless of when those pending purchases were entered.

By clicking on the printer icons you can either print an internal requisition form for all parts to be ordered
from that Supplier regardless of date ordered (first icon) or print a quotation form for all items to send to
the supplier (second icon).

To assign a PO click the PO icon to the left of the supplier ID. You will be able to auto-assign the PO
number or enter a PO number of your choosing.

Actions

Supplier D HdSupply

Supplier Mame Home Depot Supply

PO # ALTO ‘Enter PO # or leave "AUTO for next sequential PO #
Qptions | Assign PO # I Cancel - Take no action

Assign PO #'s to the following requisition lines
Req = |Item z Description
1 |CFLR13W compact flourescent

To edit a PO, go to the PO Center and click the action magnifying glass icon on that PO. (For more about
editing see page 22.)
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Creating Purchase Orders

Purchase Order Feset Form Close Window
Purchase Order Terms, Ekc, Commenkts Inwvoices
PC R PO Date InvLoc T
MEWY sug [w|26 [w]2o0s  [TF MIAIN |
Suppliet Information Ship Ta
IClick folder for Vendor List 111 Montain Blvd.
@ Canaan, CA

| a0005
Line Gty [tem # Decription Urit Cost ‘um | Extd Cost

Supplier Part # Drate Expected Sub-Location Account #

Tiotal : 5 0.00

|Ac‘tions
Proceed = Reset

From the Purchase Center, click the link to ‘Create Purchase Order.” The screen above will open allowing
you to populate the appropriate fields. Choosing a Supplier is mandatory.

Purchase Order tab

PO# will be generated after an item has been added to the PO.

PO Date defaults to today but can be changed.

InvLoc is the location for which the items are being ordered. It will show Main.

WO# is for the work order for which this purchase is being made. If a work order number is entered,
this PO will show in the purchase section of the work order detail screen. When the items are
received, the work order will show those items as a Purchase charge type and will factor into the total
charges for the work order. The work order number can be changed at any time before items are
received on the PO.

Supplier Information is chosen from the pop-up box which takes you to the Maintenance Contacts file
to choose from the Suppliers in your system. Any contact information which was entered on the
Maintenance Contact record will pull into the corresponding fields on the PO after the ‘Proceed’ icon is
clicked. Supplier information can be changed at any time before items are received on the PO.

Ship To will contain the address information entered on the administrator’s contact information area.

Comments tab

Comments can hold any additional information for your internal records.

Invoices tab

The ability to enter invoices against this PO will only become available after items have been added to
the PO and the PO has been saved. (See page 27 for a discussion of Invoices.)
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Terms, Etc. tab

Enter the information you need in any of the fields on the Terms tab. This information is optional and
can also be customized to suit your needs.

NOTE: The following fields when filled in on this tab will also appear on the PO form: Delivery Date,
Confirm, Ship Via, FOB, Freight, and Terms.

PO # 00019
Purchase Crder ShipToComments Terms, Ekc. Inwoices
Ship Yia |7
FoB
Freight ,7
Confirm |
BlLryer ,7
Line Gty [tem # Description Unit Cost |umr| | Extd Cost
=i wnliar Dact # IMiate Fvrectard [ —— Arennirt #

Once you have entered the information on the tabs, click ‘Proceed’ to begin entering parts to be ordered.

Purchase Order

Purchase Order Terms, Ekc, Cormments Invoices

PO % PO Date InvLoc Wi ¢

|NEW 082652005 hd AR

Supplier Information Ship Ta

ABC111 Sylvain Bujold

111 Montain Blvd.

{ABC COMPANY Canaan, CA

987 GEORGE WAY ~ 40005

HAVEN T TTTTT

w
Line Gty |rtem # Description Unit Cost ‘umﬂ | Extel Cost
Supplier Part # Ciate Expected |Suh-Lu:u:atiu:un Accourt #
1] i E | | | |
& e [w|- [voos E| [
Tatal: §0.00

|Actions

Save Cancel

— Enter the quantity desired; this field will be highlighted ready for entry.

— To select an item you can either select it by clicking on the lookup folder (from the Parts Listing) or
type in the Item#. If you type in the item number and then tab to the next field, the system will
check to see if that is a valid part from your Parts File Listing and then populate the additional
information from the Parts File.

— You must click the ‘Save’ icon after each item is entered to add it to the PO.

— When you have finished entering items, click the ‘Done’ icon which will present the detail view of the

newly created PO and allow for editing of the header and the PO itself. (See page 22 for discussion of
PO functions.)
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Inventory Control

Purchase Order Center

When you first enter the PO Center, you will not see any purchase orders. The page will ask you to fill in
the criteria for the PO’s you wish to view. Once you enter the filter information and apply it, the PO’s
you want to see will display on the screen. You can filter by the PO#, Supplier 1D, Supplier Name, or

date range.
Hint: To view all PO’s regardless of date, select “--* in the month and day fields.
<€Maint [
Purchase Orders Refrezh Lizt Pending
Filters
PO # Location [Supplier ID [Supplier Mame PO Date Range
*A” LY Jun | 2T | W 2005 H thru -
o Apply Filter
sug [w] 26 [wl2o0s [T
PO = Supplier ID Supplier Mame Approval Group PO Date
(O 00012 AN Hone Selected 052652005
Line Gty ‘rtem # Descriptian Uinit Caost ‘umn Extd Cost
Supplier Part # Date Expected ‘Sub-Locaﬁon Account # Fedg. #
0 2‘A34 234 v b, 36 inch 5.54‘ 13.28
0S02104 ‘stnrernum 2
PO = Supplier 1D Supplier Mame Approval Graug PO Date
(O GO00T HASN HelSupply Home Depot Supply 07 052005
Line aty ‘rtem # Description Unit Cost ‘umﬂ Estd Cost
Supplier Part # Date Expected ‘Sub-Locaﬁon Account # Feq. #
1 4 ‘CFLR1 Ay pompact flourescent 6.1 9‘ T4
‘stnrernum
PO 2 Supplier 10 Supplier Mame Approval Graug PO Date
(O 00008 M40 Fortzmadth Portsmouth Paper 0701172003
Line Gty ‘rtem # Description Unit Cost ‘leﬂ Extd Cost
Supplier Part # Date Expected ‘Suh-LDcaﬁDn Accaunt # Feq. #
1 1EI‘CF'T Faper Products 38.15‘ 381.50
‘SIDI’EFDDFI"I
2 7 ‘DIH—SBSB black 1.5 mil large trash liners 29.55‘ 5910
‘SIDI’EFDDFI"I

The Purchase Order Center displays basic information about the PO’s you selected in the filter. To view
the detail of a specific PO, click on the magnifying glass to the left of the PO#.
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Purchase Order Functions

Once you have clicked the magnifying glass on the Purchase Order Center, you will see the purchase
order displayed in a screen as below.

PO # 00013 Reszet Form Close Window
Furchase Order Terms, Ekc. Camments Invoices
PO A FC Date InvLoc [T
00013 0872652005 AL & 1]
Supplier Information Ship Ta
ABCT11 - Sylvain Bujold
111 Montain Blvd.
(ABC COMPANY Canaan. CA
987 GEORGE WAy " q0005
HAVEM TR TTTTT
w
Line Gty |rtem # Description Unit Cost ‘umn | Extd Cost
Supplier Part # Cate Expected |Sub-anatinn Account &
1 4|gng 808 bulbs 1.51‘ | B.44
1 |5tnre raorm
2 1 |T5WLN 2 WWatt Lang Meck halogen bulk 3_24‘ | a24
1 # |stnckrnum
Total : $ 14 .68
|Aclions
Tam Fam S
@ [ @& B £
Add Line  Edit Print Receive Receipts

From the detail of a purchase order, you can perform the following functions:

(0]

Change supplier — Before receiving any items on the PO, you can change the Supplier information.
Click on the icon to the right of the Supplier ID to change the screen to show the lookup for
Suppliers. Be sure to save the change when you have selected the correct supplier.

Edit Items — Click the pencil icon under the line item to edit it. You can NOT change the item, but
you can edit the quantity, unit cost, supplier part #, date expected, account#, and unit of measure.
Void lines — Click the trash can icon directly under the item to remove the item from the PO. The
voided transaction will be recorded in the part history.

Add Line — Click the ‘Add’ icon to add new line items to the PO. You can add line items to a PO even
when all other items have been received.

Edit — Clicking the edit icon will make the Ship To and Terms tabs available for editing. It will also
allow for changing or adding a WO# to the PO. You can only change the WO# if no items have been
received against the PO.

Print — Clicking the print icon will open the PO form in Adobe Acrobat for viewing and printing.
Receive — Click the receive icon to receive any items from the PO. (See page 23 for a complete
discussion of receiving.)

Receipts — To view all items received to this PO, click the ‘Receipts’ icon.
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Receiving Options from PO

The receipt screen (shown below) offers you many options. Before receiving items you can change the
unit cost and distribute additional costs over items. Packing slip information can be entered here as well.

@ Purchase Order Receiving - Microsoft Internet Explorer E]@
<€Maint

Purchase Order Receiving Close Window
PO # Date wWo # Approval Group Req User Approved By

noo3s 06/17 /2005 1]

Supplier Information

296100

. CCLRATE FELT AND GASKET Contact ACCURATE FELT AMD GASKET

123 Main Phone # BE8-888-8838

Anywhere, CA 00000 — e

Dty Revd Ordered|Rewed  [Ttem Description Unit Cost|Units Extd Cost
Status Supplier Part # Req. Mo |I]ahe Expected |Lm:atinn Sub-Loc Account #

0 1 ‘ D‘DDSLE1 Bt SHUSTER BEARING 76.50/E8cH 2650
Open [» |.l' ! ‘MAIN [-5-15 16170
] 1 ‘ 0‘01 285 GoLY 45 DEGREE ELBOWY, 5355 .00 0.00

Open [ |.l'J' ‘MAIN -1 q7a10-71

Auto Fill Total % 26.50
Receipt

Date Received: Jun [w] 17 [+ ] 2005 e

Packing Slip:

Addt'l § (Frieght,Tax,ete.): Distribute by :Wieiohted Cost \Weighted Gty Reset ALL Costs

Actions

Save Cancel

e To change the unit cost, simply enter the new cost in the ‘Unit Cost’ field. When received, the cost
will be the new unit cost of the item. The new cost will not be reflected on the PO form. The PO will
always show the price at which the item was ordered. If you need to change the price on the PO, you
must edit the line from the PO screen before receipt.

Distributing Costs
You can distribute additional cost by weighted qty (items ordered in larger quantity bear the larger share
of the cost) or by weighted cost (more expensive items receive the higher percentage of cost).

— You must first enter the number of items received to the PO (either by typing it in or using Auto Fill).

— Enter the additional costs in the ‘Addit’l$’ field.

— Choose the method of distribution and check to see if the cost was distributed as you would like.

— To remove the distribution and select another method, simply click ‘Reset ALL Costs.” This option will
revert the unit cost to its original amount.

— Once the additional costs have been distributed and saved, they cannot be changed.
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If lines are left open on the initial receipt, they will be available for additional cost distribution when
they are received.

Be sure that you distribute the extra cost before you save the receipt because you will not be able to
distribute cost on items already received.

Receiving

Use the Packing Slip field to enter the packing slip information before saving the receipt.

If the receipt was made on a day other than the current day, use the available drop-downs to enter
the correct date.

Use the Auto Fill option to automatically drop the quantity ordered into the quantity received field.
Any item whose quantity received equals the quantity ordered will be closed when you click the ‘Save’
icon. You do not need to select the Close option from the drop-down.

Enter the quantity in the Qty. Rcvd field for any item which has a partial receipt.

Any item whose quantity received is less than the quantity ordered will remain open when ‘Save’ is
clicked but will show the partial receipt you entered.

To close a line without receiving the full quantity, you must manually change the drop-down option
from ‘Open’ to ‘Close.’

You can return to this screen to view the receipts, or you can click on the ‘Receipts’ icon to view the
Receipts form. The Receipts form (seen below) provides detailed information about your receipts
including the individual receipts made against line items (partial receipts).

@ PO 700035 Receipts - Microsoft Internet Explorer E]@
<eMaint

Purchase order # 00035 Receipts Feturn to PO # 00035

WOR F Type Aszet D Date City Unit Cost Supplier 1D Packing Slip

Hem 00BLG616-AAA

SHUSTER BEARIMG

nsa s 05 72005 10,00 F 2835215100

niz nis 06 772005 1000 F27.00 215100

Hem 012385
GALY 45 DEGREE ELBOVY, 348
na iz OEM 712005 3.00 F 160.79 1534500
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Receiving Option from Main Menu

On the Main Menu, there is a link in the Purchase Center called PO Receipts. Clicking this link will open
the screen shown below. Active Purchase Orders can also be received using this menu choice.

<€Maint

PO Receipts Return to Main Menu

PO Nurnbar ¢ 0000000000 |»
Feczipt Date 12;"30{"2004

Packing slip :

@ 2003 - eMaint Enterprizes, LLC
All Rights Rezerved

All Open Purchase orders will be listed in the drop-down list for the PO Number field. Select the PO to be
received. The date defaults to the current date but can be edited either here or on the individual items.
Enter a packing slip to identify the shipping or tracking number, if necessary.

Press the ‘Continue’ button to view all line items that are open for the selected Purchase Order. The
quantity received will default to the amount that was processed originally, and the status of the order
will default to ‘Keep Open.’

PO Receipts

PO Mumber ;22386

Receipt Date : 12/30/2004

Packing Slip :

Date Received Itern f Description

g 001154
Keep Open w B50.00 12;30;2004 BOWL ASSELY AUTO =
Link:
Supplier Part # Location Account #
Supplier I Supplier Gy, Ordered Revd, To-Date Last Receipt
100020 ASSEMBLY AUTOMATION IMD 2 u} £

Date Received Itern f Description

’ 650.00 1243042004 001154-1

Keep Open |+ : BOWL TOOLED ASSBLY ALUTO s
Link:
Supplier Part # Location Account #

Frocess
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Receiving the full quantity of each part

To receive the full quantity of the first part listed for the PO, change ‘Keep Open’ to ‘Close’ (below the
quantity received), and click ‘Process.” This item is now received. Continue this process on all the open
items listed for this PO, processing each one separately, until completed. Now this PO will no longer be
available to select for receiving from the PO Receipts menu.

Processing a partially received order

To receive a partial quantity on the line item listed, change the Quantity Received to the correct amount
for this transaction. Select ‘Keep Open’ to allow another receipt against the PO line item at a later date.
Click ‘Process.” When the remainder of the order arrives, the PO number will be available from the PO
Receipts screen and the rest of the order can be closed out at that time.

Canceling a Purchase Order

To cancel a Purchase Order, enter a received quantity of O (zero), change ‘Keep Open’ to ‘Close,’ and
click ‘Process.’

After processing your PO and receiving (or partially receiving or canceling) all the items on the purchase,
you have two options in the upper right corner of the screen. Selecting ‘New PO Receipt’ will take you to
the screen to select another PO for receiving. Selecting ‘Return to Control Center’ will take you back to
the main menu.

Difference between receiving methods
There are two major differences between receiving via the PO and receiving via the main menu

1. The ability to distribute the additional cost associated with a PO.
2. The ability to process multiple items at once with Auto Fill instead of individually via ‘Process.’

The method you choose depends upon your preference. Both methods will enter the items into your
Parts File for use at a later time.
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Invoices

Invoices are entered against individual purchase orders. To enter any invoices received against a PO,
open the PO from the Purchase Order Center. Click on the ‘Invoices’ tab. Click on the link ‘Add’ to open
the invoices form.

Enter the information you need for your invoice and save the changes.

Learn More Custornize For

Save New Record Cancel Changes

Cuieh | {LLOPEY7E ke ficld

Invoice_no:

Invce_date: | ___ (o) o s |2005 E

SUppliEr: (s 5 0 Disposal Company
Supplierict ho59
Invce_amt: o

Mp_acct: |

Check_no:

Check_date:

Check_amt:

Once invoices have been entered, the information for the invoice will show on the Invoices tab as shown
below.

PO # 00002
Purchase Crder ShipTo/Camrments Terms, Etc. Invoices
Invoices Add Options
Cuid  Invoice_no Invce_date Irvice_ammt Supplierid Supplier Purno ] 4
GoTo aas 060552005 0.00 0251 A, & D Disposal Company Qo002 149.00 \ |
Line aty ||tem # De=cription Unit Cost |um-1 | Extdl Cost
Supplier Part # Date Expected |Suh-Location Account #
1 1 |1 [3 Step Step Ladder 59£||j| | 59.00
|F2—3—4
2 1]mis1 0.00] | 0.00
Total @ 5900
|A|:‘tions
T | N
@ EF =2EF G
Add Line,  Edit Print Receive Receipts
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Inventory Control

There are many reports which can be created to display parts information.

Inventory Reporting Tools

Inventory Control

In the Query Builder, eMaint

has supplied a number of reports for this purpose. Look at the report types PARTS, PURCHASING, and
even CHARGES for common reports which you can use.

One inventory report called Inventory Valuation Report is located in the Report Center. When you
select this option, it provides a complete detailed report of the total value of the inventory on hand. The
description at the top, Detailed Inventory Valuation Report, can be clicked to display the report in a
Summary view. Once you click the heading, the report will display in Summary view. Click on the
Summary heading and it will toggle back to the Detail view.

temn #

Date
0.7505RBY00.5

01401,/2000
006

06202002
008

01/01,2000
011

01/01,/2000
01-2

01:01,2000
0M10-6165

01425/2002

01425/2002

Sub-Total

Description
Tran.Type

CYLIHDER, AIR(PARKER)
_BEGBAL

O-RING

RECEIPT

O-RING

_BEGBAL

4005563 LANE 1D
_BEGBAL

4005563 LAHE 1D
_BEGBAL
GEMS:SWITCH,FLOW
RECEIPT

RECEIPT

ity

3

100

1000

Detailed Inventony YWaluation Report

Valuation Method = FIFQ

Gty Uzed

2

0

L

Cn-Hand

1

100

1000

Location
Cost On-Hand alue

§19.50 F$19.50
$0.02 §2.00
$0.01 $10.00

REY/B EXE
§ 243.00 F1458.00

REYB EXE
§ 23567 F1178.35
F199.00 $395.00
§0.00 §0.00

$ 392,00

For more information about reporting, considering taking the Basic Reporting and Advanced Reporting

training sessions.

Last Updated: 6/23/2006
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