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Requisitioning Method of Inventory Control

Course description: Learn how to use eMaint Online for inventory tracking, from establishing your
inventory records and generating reorder lists through requisitioning to receiving parts.
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Inventory Control

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.

&1 Parts File Listing . . . .. - Microsoft Internet Explorer E]@

<eNaini "
Pages: 123436 1..34 Prev Next Add Mew Record Refresh Learn More Close Window
I ™ o [P By S IR
Apply=

A 000.000.000 MOM-STOCK PURCHASED PART 0.00000 100.000
M 04.510.200.0002 MOP, DAMP, SPARTAN, 5-GAL, 301605 0.00000 0.000
A 04510200 0004 HEAD, BROOM, FINE, 24", 236240 0.00000 0.0a0
e 04.510.200.0005 PADS, BURMNISH, 20", 15066 0.00000 0.000
PRy 04.510.200.0006 HEAD, MOP, DUST, MON-TREATED, 5" ¥ 0.00000 0.000

36", K1550H
e 04.510.200.0007 HAMDLE, BROOM, 191000 0.00000 0.000
PRy 04.510.500.0001 DECDORAMT, BREEZE, SPRING, 0.00000 0.000
BO75SE

PR 04.510.300.0005 CLEAMER, GLASS CONC, 308004 0.00000 0.000
e 04.510.300.0016 WAK FLOOR, 5 GAL PAIL, 407305 0.00000 0.000
PRy 04.899.110.0001 APROM, BIB, ALUMIMURM, 24 X 24 0.00000 0.000
PR 04.899.130.0001 SPAT, ALUMIMURM 0.00000 0.000
S 04.899.130.0003 CHAPS, COMWBIOY , 35" 0.00000 0.000
S 04.899.160.0003 HAT, HARD, WWHITE 0.00000 0.000
A 04.899.160.0005 LIMEF, WWNTER, HAT, HARD 0.00000 0.000
A 04.899.160.0008 CABOT, GEAR, HEAD, H-15 0.00000 0.000

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.

Page 2 of 38



Requisitioning Method of Inventory Control Inventory Control

Locating Records in the Parts List

Cizplaying 70 Records Add Mew Record Refresh Learn More Close Window

Applv= |0

PRy 000.000.0001 MWOR-STOCH, PURCHASED PART 0.00000 100.000

PR 04.510.200.0002 MOP, DAMP SPARTAM, 5-GAL, 301603 0.00000 0.000

Par 04.510.200.0004 HEAD, BROOM, FINE, 24", 236240 0.00000 0.000

e 04.510.200.0005 PADS, BURMISEH, 20", 13066 0.00000 0.000

Par 04.510.200 0005 HEAD, MOP, DUST, MOM-TREATED, 3" X 0.00000 0.000
36", K1550H

Par g 04.510.200.0007 HAMDLE, BROOM, 191000 0.00000 0.000

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.

Lists can be filtered by entering data into the textbox fields under the header. Click ‘Apply’ to set the
filters that have been entered. For example, if you just want to view parts whose part number begins
with the letter 'A', type an 'a’ (capitalization is not required) in the Part Number 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. The sort and filters are
saved and used the next time the list is opened based on your user login.

Detail View

Learn More Custornize Formn Close Window

dd Copwiadd Edit Delete List Previous Mext Adjustrnents History Kew Change Purchase Other Locations Recalculate

ftem ko b1 3-0116-G1014
Description: UMCOILER ELECTRICAL PAMEL A URIT

Class: ELECT Unit Cost $: 297590000
Location: 3-31-6 On Hand: 0
Account # 1617 On Qrcer: 0
Order Criy > 1
Sequence: Order Point: 0
Counted Cn: 1003105 LI
Shelf Count: 1 Stock tem: True
MS0S P
iWehlink:

Comment: UMCOILER ELECTRCAL PAMEL A LRNT

tem Suppliers Add Options

Default Supplier D Company Suppl. Part Mo, Mfrpartno
Mo Records Found.

Add Copy/Aadd Edit Delete List Prewious Mext Adjustrmnents History Kew Change Purchase Other Locations Recalculate
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The detail view (example of 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

O 0O 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
Part Mumbe: l—ken,- field
Description: |
Account & | On Hand: ]
Clagz: | o |a On Order: ]
Location: l— Oriler Point: Iiﬂ
Order City liﬂ
Sequence: ,7 Unit Cost I—D
Counted On: ,7 Llitvt: li
Shelf Court: ,70 Stock ftem: | Falze | w
Comm Code: ,7
Wizhlink: |
Camimert:
PLUTHAL Efibmad
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Inventory Control

The add form contains all of the fields made available for the part. The key field for Inventory Parts 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 Number. 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

Save Changes Cancel Changes

Learn More Customize Form Close Window

Part Mumber: go0z-3-1000-2 key field

DEsEHRton: |wan FEED FINGER SPRING

Account ¥ |1 5170 O Hand: 4
Clazs: |0 s on Order: 3
Location: |_4_15 Order Paint: a5
Order Gty 100
Seguence: Uit Cost | 3
Counted S UMt |EacH
Shelt Count: 0 Stock REm: | True s

Comim Code; SPRIMG

Wieblink:

B [cC-PTO70
[HTML Ecfitor]

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.

ceMaint

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]
Lnit 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: Any adjustments to the on-hand quantity should be made using the adjustment screen. 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.
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Inventory Control

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.
SUPRLEE
Suppl. Part Mo
Sequence:
Accourt &
Counted On:
WWizhlink:

Comment:

Mustrations:

LU

PO Review:?:
Shelf Court: 0

ME0DS Mo

Stock tem: False

12 Month Part History [ Inv, Methaod =]

Tran. Type WO Tupe Azset ID
ISSUE 115 LT-LA-00021
PHY COUMT AFERIM nia

PHY COUMT OTHER n/a

PUR CHASE nfa nfa
RECEIPT nia nia

IS5SUE 102 LT-LA-00021
ISSLE i0:3 LT-LA-00021
PHY COUMT PORETURM nfa

PHY COUNT nia nia

PUR CHASE nfa nfa

Cate

1271772004
127082004
1z/08/2004
1173072004
1270172004
1172042004
11/30/2004
117182004
1171672004
117092004

0o
.00
.00
0o
0o
.00
.00
0o
0o
.00

Unit Cost

§ 2.00
4 2.00

$ =2.00
§ Z.00/STAPOL

Supplier ID

(O Return to Standard Wiew

Po # Packing slip
Dept, 22
Dept, 23

11z004

11z004

te:t Circuit City

110904  return

110904

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
1243142003 ﬁ thru |12/30/2004 ﬁ

MIS1

MISC, PARTS

Part History [ Inv, Method =)

Tran, Type WO# S Tepe Asset ID
ISSUE 115 LT-Le-00021
PHY COUMT HFERIM nfa

PHY COUNT OTHER. nfa
PURCHASE nfa nfa
RECEIPT nfa nfa

Tecnic 1A Vo aoann T

Transaction Types

ALL b

Date

1z/17/2004
1z/08/2004
1z/08/2004
11/30/2004
1z/01/=2004

44 fandanna

Crby,
2.00
2.00

-1.00
i.00
i.00

2 onn

Unit Cost  Supplier ID

$ 2.00
£ 200
£ 200
$ 2.00/sTAPO1
$ 2.00

+ nooo

Po # Packing Slip
Dept, 22
Dept. 23

1iz004

1iz004

Return to Standard View
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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
will never 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 is 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 More Close Window

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 DIECTA
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 13).

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.

Page 9 of 38



Requisitioning Method of Inventory Control Inventory Control

Charging Inventory to Work Orders

Entering individual parts charges on a work order

Charge Type |[IMcAS Add Charges

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 bottom of the form has a pull-down list for charge types. Select ‘Parts’
and click the ‘Add Charges’ button. The screen below will open.

Charge Parts WO # 670

AssetID # :013-029-001-128-001 Return to Waork QOrder

Transaction Date Dec |12 |w|2005 H
Oty

|ssued From hAIN

ltern &
Description

Location

Account #

On Hand

Lnit Cost

Extended Cost

Yalidate Entries ][ Sawe Entries

Reset 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 (which can not be
edited) on the Charge Parts form.

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

o If both values are correct, 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.

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
discussed on page 11.)
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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 |4

harge Parts WO # 50215

nssat ID # : CER2052 Method Feturn to Wo

Transaction Date : |Sep w2 | 2005 BE

Qty Item Description llf;-zl:r? Location Hagg Unit Cost Ext'd Cost
| | MAIN [ ]
| | MAIN [ ]
| | MAIN [ ]
| | MAIN [ ]
| | MAIN [ ]
| | MAIN [
| | MAIN [
| | MAIN [ ]
| | MAIN [ ]
| | MAIN [ ]
Actions Ptd Onby kv [ Yalidate Entries l [ Sawve Entries l
All (PM & Asset)
Pi Onl
Agget Onby

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.

Charge Parts WO # 50209
Asset ID # : PRS2784

Transaction Date @ |Sep [V 2 ] 2005 B

Qty Item Description 'I:s;_snl:r? Location Hagg Unit Cost Ext'd Cost

@| f |DDDD?DE1BEDa SEAL 00007021860 AN D374 4 5 6.00
@| 1 |DD114?—1 SIGNAL LINE ASSEMBLY AL kAIN = 7 126 126.00
| | 1 |EID1BE1 DIEPUNCHTECH b S 5 23.50000 2350
FA| 11138548 GREEN'WHEEL HOLZHER. |[MAIN 120 g 10 10,00
Actions All (Ph 8 Agset) |v [ “alidate Enfries ] [ Sawe Entries l

4 parts were loaded from and PMs.

If you make changes to the quantity or item number, it is wise to click ‘Validate Entries’ to make the
system see if the changes are valid (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 Rem: True
Wishlink:
Cammerit:
tem Suppliers Add Options
tem tem Description Supplier ID Company Default Suppl. Part Mo, Mfrpartno
GoTo TSWLM |75 Watt Long Neck halogen bulb HdSupply  Home Depat Supply F.
|Add Copyfadd Edit Delete List Previous Mext Adjustrnents History Kev Change Recaleulate |

When a part detalil 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.

MeMm: 0000702225CT
ftem Description: SEAL 00007022250T

Supplier 1D; ,7 @

Company: |

Suppl. Part Mo

hafr: |

Mtrpartno: |

Reating:
LastCost [ ¢
Reed.Date: [ [w|_ [w|zona |8

Supplier Metmo:
HThL Edclitor

Default: | Falze |

|Saue Hew Record 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 9 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 available 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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Inventory Control

Requisition Cart

At a minimum, a user who has the rights to add requisitions to the system needs access to the
Requisition Cart menu option, as well as access rights to Parts, Contacts, Suppliers, Approval Groups,
and the Approval Group accounts. If you would like them to be able to track requisitions they have

entered, they also need to have access to the Requisition Center.

The Requisition Cart is where a user adds requisitions to the system.

<eMaint

eguistions

Requsition Cart

Requsition Center

\’O My eMAINT.com 0‘/

My Maintenance Dept,
110 Main Street
Anywhere, PA US4
Maintenance Department Links
Maintenance Technelogy.com
EeliabilityWeb. com
Dlant-Maintenance. cotn

Send e-mail to Maintenance Dept.

FOUTAITIE @‘E curermnail com

eMaint Online users can custornize this "my eMAINT.com Home Page" via the settings menu,
‘customize my own page’ option.

@ 2003 - eMaint Enterprises, LLC

Saturday, 10/02/2004

REQ_ADD

=¥ Log Out

=* Email to eMaint

= Message Board
4 hassages

Last Message On 08:24/2001
Re: First Message

Click Requisition Cart.

The following screen displays:

<eMaint

@ 2003 - emMaint Enterprizes, LLC
All Rights Resenred

Requisition Cart Add New Req Feg. Center Pending P ter Refresh List Main Menu

A User’s Requisition Cart, when first accessed, is empty (as shown above). There are menu options and

links in the upper, right corner of the screen:

Add New Req. — Use this menu option to add your requisitions to the system.

Reqg. Center — Use this menu option to view and track the requisitions you have submitted for

approval.

Pending PO’s — This menu option is for users who have security rights to review Pending PO’s
(approved requisitions) and to assign Purchase Order numbers. A user who simply has rights to add

requisitions to the system would not access this menu option.
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The PO Center — This option is for users who have security rights to review all of the PO’s in the
system (either those that are still ‘Pending’ or those that have a PO# assigned to them). A user who
simply has rights to add requisitions to the system would not access this menu option.

Refresh List — Use this option to refresh the list of items in your cart in order to see on screen the
summary of the latest items added.

Main Menu — Click this to exit from the Requisition Cart section and return to the Main Menu.

Adding Requisitions

On this first screen, the key is to select the Supplier and the correct Approval Group before proceeding to
add your line items to the requisition.

- Click Add New Req. on the Requisition Cart. A new window will open called ‘Add New Requisition.’
The first field is the Supplier ID lookup. The last field shows the Approval Group(s) to which the User ID
is assigned. All the fields in between (from ‘Company’ to ‘Confirm”) will populate from the Supplier
Record or be left blank if the information has not been entered on the contact record.

- Click the Supplier ID lookup (yellow file folder) to select the Supplier from the Contacts list or leave it
blank if you do not have a Supplier preference. If you are picking a supplier, use the list filtering tools to
easily locate the correct supplier. (The Supplier can be added or changed on the ‘Update Pending PO’
screen.)

@ Add New Requisition

Return to Cart

Supplier ID 1213880 |

Company SYSTEMS ELECTRONICS GROUR INC
Address [1453 e BaTH AvE

[sddress2 [

City [aRvaDA

State [co

\Zip [joooz

Contact Mame ||

Fhone ’W

E_rnail_add [

Faxno ’7

Taxrate
Shifwia

Fob —

Freight —

Flerms ,7
Cunﬂy/ﬂi

ppfaloroun | MANAGERS v 7

[ Proceed with Requisition ]

- You MUST select the appropriate Approval Group if your User ID is associated with more than one
group. Only the Groups you are associated with will show in the drop-down.

- Click ‘Proceed with Requisition’ to begin adding items to this requisition.
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Inventory Control

Items are added in the REQ Shopping Cart which automatically opens in the same window upon clicking

‘Proceed with Requisition.’

The fields at the top — Adduser (your User ID), Supplier Id, Company, and Approval Group — are
referenced from the previous screen and are displayed here as ‘read only’.

The important fields to populate on this screen are the Item, Qty. Ordered, Unit Cost, Required Date and

Account#.

Approval Group: Flnal

ftem Description: |

Supplier Part #:

bty Part #: |

2y Orilered: 0
Linit Cost: 0
Unit of Measure:

Extended Cost: o]

Taxahle: |Falze |

Extended Tax:

Iul
@ |- [v]za0s _“D

User to Natify: prcer &

Supplier Memo:
HTML Eclitar

W0 A '70@
Azzet IDn ’—@

count #: —— &5

( |34210-101 4)

Project &

- Click the Item lookup to display the Parts List. You can choose to view the Parts List in one of two
ways. The default view is to see the list displayed as Parts By Supplier. On this view, only parts that
have this supplier associated with them on the Parts/Supplier table will display. To view the complete
parts list, click ‘View Entire Parts File’ on the list. Use the list filtering tools at your disposal to easily
locate the part you want. When you have located the part you want, click ‘Select’ to the left of the row.

< Errans

Pages: 1232456 1.69 Prev Next

Refresh Learn Maore Close Wind

gw Wiew Entire Part File

- Ltem Descrintion Su 1. Part No. fompan
Apply

[T

Select 0.000 S3%71-D RATIOMAL COATIMG 384400 _TCFOADEY'S
Select 0-513246 ROTER 174" 4004 0000 0-515246 ROMCO ERNGINEERING CO - 645700 _1CFOMOCEN
WALWE, ROTEX PART INC
#E00-010
Select 0-57050 PROCESS INTERFACE 0.000 0-57050 ROCHWELL AUTOMATION SE25602 _1CFWVVDCCE
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Inventory Control

- Once you select the part, information about the part contained in the part detail record will populate to
the screen, as shown below. If you are dealing with an item which has no cost associated (such as
MIS1) then you can fill in the cost as well. Next, fill in the Qty. Ordered field and the Required Date
field, and select the appropriate account# from the drop-down box.

cetaint

Learn More Close Window

Save Changes Cancel Changes

Cart_id _1CGOAFIIL
Adduser. REQ_ADD
Supplier ID: 4213850

Company: SYSTEMS ELECTRONICS GROUP INC

Approval Group: MANAGERS

e a0z

em Description: | |\TcH FRICTION DISC RETAIMER-FIXED HP-2;

Supplier Part #

Itfr. Part # |

Gty Ordered@

Unit Cost: 340

Unit of Measure:

Extended Cost: o
Taxable |Falze w

Extendzd Tax:

Reduired Datd |

User to Motify: REQ ADD

Supplier Memo:
HTML Eclitor]

- Click ‘Save Changes’ and the screen will display the Extended Cost field filled in.

From here, you have three options:

- Click ‘Edit’ to correct or modify the entry. This is the point at which you are able to make

corrections to the entry.

- Click ‘Add New Line’ to continue adding additional line items to this requisition.
- Click ‘Close Window’ to return to the Req. Cart screen. You would click this option after you have
completed all of your line item entries for this requisition.

After you have added all of the lines that you have for a Requisition Cart entry, click close window. This
will return you to the Requisition Cart screen.
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Showing here is a Requisition Cart with items that are now ready to process.

Requisition Cart Add Mew Req t Req. enter Refresh List Main Menu

Supplier ID  |Supplier Name Approval Group

p 1178350 KEYSTOME AUTOMATION INC FINAL

Actions Date Item DescHpton Oty U/ /M Unit Cost |[Ext'd Cost

(O X i oo10-2202 MULLER LUPPER JAMW 1 $ 273,98 $ 273,98

p X 12/10/2004 |001LESAE-AAA SEFERATOR ECCEMTRIC 1 $ 102,49 $ 102,49

(O x ! 00z-005a0 PLATEM FACE 1 £ 250,00 $ 250,00
Supplier I |Supplier Name Approval Group

p 1092304 KIMKOS THE COPY CENTER FINAL

Actions Date Item DescHpton Oty U/M Unit Cost |Ext'd Cost

p X 1z/10/2004 |000Z-3-0062-2 SPRIMG 1 $1z.50 $13.50

p X ! ooo0es MILLER. COMNTACT TIPS 1 $ 10,00 $ 10,00

(O x ! ooo0z-CP-CT 9" STROKE CLAMPING PAD TUBE CT-CP-Z60002-9 2 4 54.00 $108.00

If you click the magnifying glass to the left of an individual line item, the detail of the line will display in
edit mode, allowing you to modify the line item and save the changes. If you click the X to the left of an
individual item, you will delete the line item or the entire requisition if there is only one line item in the
requisition.

If you click the Magnifying glass to the left of the supplier ID, the information about the requisition cart
items show on screen, with options to either ‘Add New Line’ or ‘Submit for Approval’ (see picture below).
If you have additional lines to add, you can do so from this screen.

eMaint

Requisition Cart

Req # Date Approval Group Req User Approved By
i MANAGERS
Supplier Information
1894800
WOODRUFF COMPANY Contact
PO BON 279 cE2.
ROCHESTER, MN 55903 Phone # 800-562-1784
Fax # 507-285-9819
Actions|Qty. [Item [Description Unit Cost[Units Extd Cost
Supplier Part # Date Expected Account # Location
10 [oo02-3-1000-2 [MAIN FEED FINGER SPRING 3,00 30,00
10/11/2004 1-4-15
10 Joo42-3-0427-2 [KEEPER PLATE 10.00 100.00
10/11/2004 -6
10 [oososg [DODGE POLY DISC FLG. ASSY. 15.00 150,00
10/11/2004 p-1
Total % 280.00

|Action5 ‘

Add Mew Line Submit for Approval \

Clicking ‘Submit for Approval’ will change the screen so that you can deselect any items which you do
not wish to submit at that time.
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Approved By

Approval Group Req User

Iy MANAGERS

Supplier Information
1894800

WOODRUFF COMPANY
PO BOR 273
ROCHESTER, MM 55203

Contact

Phone # 800-562-1784

Fax # S07-285-9819

Actions|Qty. [Ttem [Description Unit Cost{Units Extd Cost
Supplier Part # Date Expected Account # Location
10 |0002-3-1000-2 |MAIN FEED FINGER SPRING 2,00 30,00
P
10/11/2004 1-4-15
10 |0042-3-042?-2 |KEEPER PLATE 10,00 100,00
~ 10/11/2004 -6
10 |008058 |DODGE POLY DISC FLG, ASSY. 15.00 150,00
1041142004 P-1
Total % 280.00
Actions
[ Submit Checked Lines for Approval ]

For those items that you do want to submit for approval, click ‘Submit Checked Lines for Approval’ at the
bottom of the screen. After you submit the checked lines for approval, you see the Approval Queue
associated with the approval group you chose when you created the requisition. The top portion of the
screen shows the Requisition number assigned to this group of items. It shows the submitted lines, the
Supplier name, and the total dollar value of the requisition. The bottom portion of the screen shows a
list of all the User ID’s for approvers who belong to the approval group for this requisition.

Approval Queue

Approval Queue
Requisition # Line(s) |Supplier Total Req. §
5010 All WOODRUFFE COMPANY $ 280.00
Mext?  (Approver Approval Group § Limit | Asked? Approved On
CROWN23 MANAGERS $10,000.00 O i
> eMaint Online 2002 (APPROVES) MANAGERS % 10,000,000.00 i

More Approvers
'— ‘Will be applied to all Requisition # 5010 lines,

Frocess Queue

A green arrow displays to the left of the Approvers who are automatically indicated to approve the
requisition. The ‘Asked’ column on this Approver is automatically checked. You can click on the ‘Asked’
box to check off additional approvers if it is appropriate for additional approvers to approve your
requisition. All Approvers that have the ‘Asked’ column checked must approve the requisition in order
for it to be eligible to become a Purchase Order.

‘More Approvers’ displays for selection of any approvers in the Emergency or Specialty approval groups.
The final step is to click ‘Process Queue’ at the bottom of this screen so that the items are made
available to the Approvers to approve them. After you click ‘Process Queue,’ a screen will appear
showing you that the process is complete.

When you click ‘Click here to continue’ you will be taken back to your Requisition cart. The items that
you just processed will no longer be in your cart.
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Requisition Center

A user’s Requisition Center provides a list of all of the items that the user has submitted for approval. It
is ordered and sectioned by Supplier ID. You have the option of viewing the list summarized by the req#
or showing the detail of each requisition line number. You can click on the magnifying glass or the Req.
# link to view the detail of the requisition and see if the item has a PO associated with it or if the PO is
pending.

Requisition Center Refrezh List Req. Cart Pending P enter Main Menu

Filters
Req # Supplier ID [Supplier Name PO Date Range Maode
sep (w1 [slz200s 5 thru :
= Summary [+ | Apply Filter
Jan [v|6 [selzo00e [F
Req # Date Supplier ID Supplier Name Approval Group Ext'd %
1795 11/08/2005 251600 ROTADYNME CORP DERFTZ1 § 556,56
Q/ 1200 11/23/2005 £31700 MELSCM DIECUTTING & PACKAGING FIMAL £ 52,00
(O 1802 11/22/2005 G62a0n MIPPCHN EXPRESS USA, CUSTOMS FIMAL ¢ 796,25

Requisition Detail

Req # Date Approval Group Req User Print Options
1800 11/21/2005 FINAL POREQ %%
Supplier Information
631700 Contact MELEOM DIECUTTING & PACKAGING
MELSOMN DIECUTTING & PACKAGING Phone # B64-463-6501
PO BOX 4223
SPARTANBURG, SC 29305 Fax # B64-463-1250
Email
Qiy.[Ttem Description |Account # Unit Cost|U/M Extd Cost
PO# Supplier Part # Date Expected |Location [WO #
sla1003-Uy  [IME VELLOW LEMON SEMI-OP, IMK, ULTRAYIOLET, 60/60 [1z6308 10,40 52,00
PENDIMG 11¢23/2005 LR
Total| $ 52.00
Approvals
Next?  |[Approver Approval Group $ Limit Asked? Approved On
REQADDYS FINAL F1.00 O i
POREG FIMAL §100.00 1112112004
APPRONVAS FIMAL $100,000,000.00 O i
Actions
Modify Approval Queue

From this screen you have the following options:

0 You can use the hyperlinks to view the detail records of the supplier and the parts requested.

0 You can print a quotation or requisition form.

o0 You can view and modify the approval queue (add additional approvers from a pre-defined list).
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Stock Requisitions

Stock requisitions are assigned a default approval group and account number during the initial system
setup process. All requisitions generated through ‘Create Stock Requisitions’ will be automatically placed
into these defaults. The menu options for the person creating Stock Requisitions and submitting them
for approval must include:

Requisitions

Fequisition Cart
Stock Requizition Cart

-
T

R
Requizition Approval

Create Stock Requisitions

Process Approved Requisitan

Approval Groups

Step 1: Create Stock Requisitions. Click this menu option to begin the process of generating stock
requisitions. The generation will be based on the settings chosen in the administration section for
purchasing and requisitioning. When you click the menu option, you will be presented with the option to
pick the inventory location for which you wish to generate requisitions.

&1 Stock Requisition - Microsoft Internet Explorer Q@E

eMaint

Stock Requisition - Select inventory location

Select inventory location: | Al v

Al

AN

TRUCKD

TRUCKNZ @ 2003 - eMaint Enterpries, LLC
TRUCKDS All Rights Reserved

If you are not using multiple inventory locations, the system will automatically generate the requisitions
for your single location.
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<€Maint |
Stock Requisition Leset Form

Stock Reorder Requisitions

Inventory Location: MAIN

[term Diescription Supplier OnHand OnOrder Order Oty Status
001 LE23-AAB DRIVEMN BEVEL 215100 i I nfa CART
002-02014 FILTER ELEMEMNT 3253550 2 1] nia CART
0137 CHEMSEARCH SOLVOCLEAN SOLVEMT 2141200 1] 1 nia CART
0458594 172 SINTERED MUFFLERS 404301 2 1] nia CART
05F441-A8A LOVWER TURRET BUSHIMNG 215100 1] 1] nia REQ
1-246 O RINGS 328600 1 1] nia CART
1-3/1 6139 FMBAE HABASIT COMTIMNOUS BELT, PART #10131 348601 1] 1] nia REQ
14M-305-37 SPROCKET 218800 a I nia REQ
16232 16"%232" ENDLESE WHITE FEBBELETOF BELT, 2 PLY 4719071 a 1 nia REQ
23146 FASTEMAL 10-24 ¥ 374 SOCKET HEAD CAP SCREWY 4049017 a I nia REQ
2EEPOEXDZ 8" ¥ A/8" POLY FLO MALE COMMECTOR 239300 ] I nia REQ
J016613-A PIERCE BUSHIMNG 217700 G I nia REQ
405-0620-003 FERGUSOMN CAM SHAFT, 14" LONG SHOP 1 I nfa REQ
430256-8 CUTTING RING 217701 I 2 nfa REQ
AEP4TO FEED POCKET, B=+454, CB=+30 215100 1] 1] nia REQ
AREYRC DAYTOM SPLIT PHASE MOTOR 172 HP 2390700 i 1] nia REC
G071 PE2H-AAD CAM ROLL CHUCK RETURN 2158100 1] 1] nia REC
A04PEOE-AAB LOVWER CHUCK. SLIDE 1084802 1 1] nia CART
G6202-2R8 SkF BEARING 218800 3 1] nia REQ

At the bottom of the creation screen is a status legend to explain the condition of parts listed in the
screen above.

Status Legend
Status Description
FEQ  Mem has existing requisitions awaiting approval.
APRV (term has existing requisitions that have heen approved.
CART Hterm hasg existing requisitions in the Stock Cart.
ITEM Hem does not existin INWENTORY file.
LOC  term does not exists in INVENTORY LOCATION file,
OK ltern placed in the Stock Cart.

Step 2: Click the Stock Requisition Cart menu option. The Stock Requisition Cart appears. The items
here are processed in the same way as the regular Requisition Cart items. Click the magnifying glass
icon for each supplier to review the items and process them through the approval process.

Note: If you need to change the account number on an item, the stock cart is the only place where it

can be changed. By default, the account numbers will pull from the item. Blank account numbers will
be populated with the default account number entered in the administration section for purchasing and
requisitioning.
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Requisition Approval

Those who have the security rights to approve requisitions and have been assigned to Approval Groups
with appropriate approval levels can approve requisitions. Clicking on the Requisition Approval menu
option displays the list of requisitions that this approver has been designated to approve.

€] Requisition Approval - Microsoft Internet Explorer E]@
© FEle Edit ‘iew Favorites Tools  Help ;','
JBack ~ ) EilE! . M- Gearch <7 Favorites @ Media 42 g (W - B 3
: Address ﬁéj http:f femaint. no-ip. comfwe. diiFxS~emprocrmodecall-&MOD=APPRYUISME TH=ShawMyAppryQueus V Go fLinks ™
Requisition Approval
Reguisition # 1713 Added By FOREQ
Supplier 1D 1084802 Wpproval Grodp FlIMAL
Supplier FILTRATION SYSTEMS INC =
Line # |Date Iten DescHption Account # Qty U/ M |Unit Cost| Ext'd Cost
1 i 1S 1 ater filter 163920 1 %2850 §28.580
All Lines : * &8 & approval Queue Total } 28.50
Reguisition # 1719 Wdded By FOREQ
Supplier 1D 1130700 Wpproval Grodp FlMAL
Supplier RAYMOND PROFESSIONAL GRP INC
Line # |Date Tten Description Account # Qty U/M  |Unit Cost| Ext'd Cost
I i hilS1 hrakes 13890 4 § 46524 §221.00
All Lines : 3 =B E Anproval Queue Total $221.00
Fedquisition # 1728 Woded By FORER
Supplier 1D 217701 Wpproval Group DEPTT4
Supplier HV INDUSTRIES NATL COMN
Line # |Date Iten DescHption Account # Qty U/ M |Unit Cost| Ext'd Cost
i i Qoo2-cP-cT 9" STROKE CLAMPING PAD 16170 1 F54.00 F54.00
TUBE CT-CP-360002-9
AllLines: 1 = 3 & approval Queus Total $ 54.00
Requisition # 1731 Wdded By FORED
Supplier 1D 416R0S Wpproval Group DEPTY4
Sunnlier ACMF PACKAGING CORP

The screen is divided and ordered by requisition number. The header for the requisition is delineated in
light blue while the line items are listed beneath under the light gray line. Each requisition has
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Inventory Control

Before making an approval decision, you can view the individual line items of the requisition by clicking
on the Line# itself. You can make the decision to edit the line item if it does not read the way it should.

In order to do this you must have permission to edit the requisition.

@ Requisiton Transactions

..... - Microsoft Internet Explorer

=Jok

<eMaint

Learn Maore Close Window

m
=

Reg. Mo.:

Lire Mo
Supplier |0
Degit

ftem Ma.:
Description:
Required Date:
At Part &
Supplier Part #:
Acct. Moz
Project #:

PO Addenciurm:
Matify:

Gty Ordered:
Cost:
Umeszur:

1714

1

213100

FlrlaL

03P441-A028

LOWER TURRET BUSHING
12m09/04

16170

2
40473000
EACH

You can also print either a requisition or a quotation form for the supplier and view and change the
approval queue for the requisition. Use the printer icons to print any forms needed. Click the ‘Approval
Queue’ link to see who was assigned to this requisition, who has already approved the requisition, and to

add additional

approvers.

Approval Queue

Approval Queue

Feqguisition # Line(s) |Supplier Total Reg. §

1728 1 HY INDUSTRIES MATL CON $ 5400

Mext? |(Approver Approval Group FLimit| Asked? Approved On
regadd (REQADDSY) DEPTT4 §0.00 [l if
ehlaint Demaonstration Account (FOREQ) DEPTT4 F 20,000.00 F I

> approy (APPROVEE) DEPTT4 §100,000.00 if

Mare Approvers

Appll,l to all Reguisition # 1728 lines?

[ Frocess Queus ]

The green arrow indicates who currently has the requisition in his approval list. You can redirect the
requisition by selecting another approver in the list and processing the queue. You can also select
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approvers not in the current approval group by clicking the ‘More Approvers’ link. ‘More Approvers’
contain those approvers in the Emergency and Specialty approval groups.
To return to the approval screen, click the link in the upper left corner labeled ‘Requisition Approval.’

You have the option to approve the entire requisition or individual line items. To deal with the entire
requisition, go to the ‘All Lines’ line of the requisition and click on the action you wish to take: green
check box for approval and red x for rejection. Once clicked you will receive a message indicating what
action was taken on the requisition.

Fequisition # 1728 Added By FORER
Supplier 1D 217701 Approval Group DEPTT4
Supplier HV INDUSTRIES NATL CON
Line # |Date Item Description Account # Qty U/M  |Unit Cost | Ext'd Cost
il i ooQ2-cP-CT 9" STROKE CLAMPING PAD 16170 1 §54.00 $54.00
TUBE CT-CP-360002-9
AllLines : * 2 & approval Queus Total ¥ 54.00

To approve or reject individual line items, click on either the check box or x to the left of the line
number. Once clicked you will receive a message indicating what action was taken on the line. The
approve or reject icon will then be displayed next to the line to indicate which action was taken.

Requisition # 1759 Added By POREQ
Supplier ID 224200 Bpproval Group DEFTT4
Supplier CAPP INCORPORATED

Line # Date Item Description Account # Qty |U M Unit Cost Ext'd Cost
|| 1 i B2aG4TVPARB2141 TURCK MULTIPROK. SWITCH 16170 1D| F17710 F1,771.00
| &5 & Approval Queus Total $1,771.00

Once all items in the Approval Queue have been processed (either approved or rejected), the Approval
Queue will show as empty.

All approved items are routed to the Update Pending PO’s section of eMaint so that the purchasing
personnel can assign purchase order numbers to them. Approved items will show in the Requisition
Center for that requestor as PO# PENDING. If a requisition is not approved, the approval date for the
requisition will show, but the PO# will be blank.
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Pending PO’s

When requisitions are approved, they are immediately transferred to the Update Pending PO’s queue.
From Update Pending PO’s, items can be updated with new pricing information, quantities, and supplier
information, and PO numbers can be assigned to them.

Items on the pending list that have *STOCK™* listed in the Req. # field are items that were generated
from the Stock Requisitions process.

— Use the filters to select the pending purchase orders you wish to modify.

— The approved requisitions are listed under the supplier, and the suppliers are listed alphabetically by
name.

— Each item ordered on a requisition will be listed separately under its requisition number.

— Use the icons in the ‘Action’ column to perform functions on either individual requisitions or on the
supplier itself.

|@ Update Pending Purchases - Microsoft Internet Explorer = E
File Edit View Favorites Tools Help f,'
(P Back -~ () B [2] (8 O search o Favorites @ Media 2 - [ - o Q
Address ﬂj hkkpe e emaint, comwe, dli?:3~pendingpocty w a Go Lirks **
<eMaint ’
Update Pending Purchases wefras . . nter Main Menu
Filters
PO # Supplier ID Supplier Name PO Date Range

PENDING Jan |v |9 |w|2005 T8 thry | Mer || 10 | v 2003 ]| Apply Filter
Action Supplier ID  |Supplier Name Approval Group
2l % % IR GAS AIRGAS NORTH CENTRAL PURCHASING
Req # Date Item Description Account # Oty  U/M Unit Cost Ext'd Cost
(O POl %% 1481 03/10/2005 MOMTHLY MOMTHLY CvLIMDER FEE- IMW# 97810-0232 1 [EACH $ 286,18 $ 286,18
1052353654
Action Supplier ID  |Supplier Name Approval Group
PO, % % WIT APPLIED INDUSTRIAL TECH. PURCHASING
Req # Date [Ttem Description Account # | Dty |U/M | Unitcost| Ext'd Cost
PrEE s 02/25/2005 |60?2RS----LHT23 SKF BEARING 16170 | 40 |EACH | EERr] | $ 148,80
Action Supplier ID  |Supplier Name Approval Group
(21l % % R CH ARCH WIRELESS PURCHASING
Req # Date Item Description Account # Oty  U/M Unit Cost Ext'd Cost
PHEE a0 03/10/2005 MIS1 CURRENT CHARGES FOR PAGER 97270-000- 1 [EACH $ 26,39 $ 26,39
SERVICE -IMV# A2042240C 071
Action Supplier ID  |Supplier Name Approval Group
(21l % % MID-AMERIC |ATLAS MID AMERICA EMERGY PURCHASING
Req # Date Item Description Account # Oty  USM Unit Cost Ext'd Cost
PrHEE] s 03/10/2005 PR OPANE PROPAME FOR LIFT TRUCKS- INV#  [37560 315,900 LB 114 $ 360,13
12942132
Action Supplier ID  |Supplier Name Approval Group
2l % % | 1IFDOKKDPI |AURDRA LIFT TRUCK SERVICE, INC PURCHASING
Req # Date [Ttem Description Account # | Dty |U/M | Unit Cost| Ext'd Cost
3 Inm | R PR LI It SECVITAE DERATD ©TI CHT LA TST awrawnonea | 4 leacu I 4 244 2nl + 244 20
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Modifying the Requisition

Inventory Control

To modify the items on the requisition, click on the magnifying glass next to its number. This will display

the screen below, allowing you to remove items, modify their cost, quantity, or date expected.

If you

make a change to an item, be sure to click the floppy disk icon to update the line item, or the change will
not take place.

&) Pending Purchase Order - Microsoft Internet Explorer

BEX

<eMaint

Pending Purchase Orders

Req # Date Approval Group Req User Approved By

2831 06/01/2005 FINAL *ETOCK* POAPPROV

Supplier Information

?ggg;’AISTENAL o Contact ICG FASTENAL CO

EﬁS?BiPLLCTIFnﬁ:Esmn UL cEERELL

Fax #

Actions |Qty. [Ttem [pescription Unit Cost[Units Extd Cost
Supplier Part # Date Expected Location Account #

E = 2 |m |FF\5TENAL 142" FLAT WASHER 303 |PH b 06
33012 06/01/2005 BOLT BIN 97E10-7T1

EH X 3 |M |FP-STENAL 2/8-16 HEX MUTS 122 |on 166
36106 0&/01/2005 BOLT BIN 2T7E10-71

= 3 |13cu:1 |FP.STENP.L 1/4-20%1/2 HEX BOLT 18R |PH 925
13001 0&/01/2005 BOLT BIM 97810-71

EH X 4 |13cu:3 |FASTENAL 1/4-2083/4 HEX BOLT 2 06 |PH 824
13003 0&/01/2005% BOLT BIM 97810-71

EH X 5 |33ch6 |FASTENAL S/16 FLAT WASHERS 110 |PH 550
33006 0&/01/2005% BOLT BIM 27810-71

B X 5 |33618 |FASTENAL 174 LOCK WASHER 0.35 |PH 175
33618/87920336 0&/01/2005% BOLT BIM 37510-71

Total % 34.46

Actions

Assign PO & | %

&

S
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Clicking ‘Assign PO#’ will take you to the screen below where you can assign a PO and even change the
supplier from which the items will be purchased.

Note: This is also the screen that will display if you click the PO icon next to the Req.# from the Pending
PO Center.

&) Pending Purchase Order - Microsoft Internet Explorer E]@

Pending Purchase Orders

Req # Date Approval Group Req User Approved By

1729 06 /03 /2005 FINAL POREQ APPROVYS

Supplier Information
1092304

KINK.GS THE coOPY CEMTER Contact KIMKOS THE COPY CEMTER
FOO W COUNTY ROAD 42 B B
BURNSVILLE, MM 55337 Bhonels 952-#92-0200
Fax #
Actions |Qhy. |Item Description Unit Cost|Units Extd Cost
Supplier Part # Date Expected Location [Account #

000Z-3-0062-2 |SPRING | 1350 | 1350
[06/03/2005  |6-3-12  |13910
Doooes MILLER CONTACT TIPS [ 1000 [ 1000
[06/03/2005  [cABINET |13910

T

000Z2-CR-CT 5" STROKE CLAMPING PAD TUBE CT-CP-360002-9 54.00 108.00
OB/03/2005 O-5 133210
Total % 131.50

Actions

Supplier ID 1092304 ﬁ Accept assigned supplier or use loakup to re-assign.

Supplier Marme KINKOS THE COFPY CENTER

PO # ALTO Enter PO # or leave 'AUTO for next sequential PO #

Qptions | Assign PO Zto Checked Lines I Cancel - Take no action |

Select a different supplier than the supplier initially selected or assign a supplier to items that did not
have a supplier by clicking the lookup icon next to the supplier box and selecting the supplier from
the available list. To change the supplier, you must also assign the PO#.

Proceed with Assigning a PO number to the lines that are checked. If there are lines that you don’t
want to assign a PO for at this time, uncheck them before proceeding with this step.

There are 2 options for Assigning a PO. If you keep the word AUTO in the PO# field, the system will
auto-assign it a number. You can also type in your own PO number (maximum of 10 characters) to
the items.

Click on ‘Assign PO# to Checked Lines’ button and the next screen to display will show the items with
the PO# field filled in.

Cancel the operation.
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Inventory Control

Modifying the Pending PO by Supplier

From the Pending PO main screen, click on the PO icon next to the Supplier ID. The following screen

appears:

€] Assign PO Number - Microsoft Internet Explorer

=/0es

Actions

Supplier D

217700

Supplier Name

H V INDUSTRIES INC

PO ALUTO Enter PO # ar leave AUTO for next sequential PO #
Cptions | Agsign PO # I Cancel - Take no action

Assign PO #'s to the following requisttion ines

Req = Item = Description
3|13 3014926-E 202 TOP SEAMER CHUCK LINE 20
3830 BE006Y-E SUPFPORT BLOCK
JB6E6 01 6ET3-A PIERCE BUSHIMNG
J8E6 3019063-D CUTTIMNG PUNCH
3875 30185497-A 300 BTM PUMNCH HARD
3882 BO0304504 GEAR-DRINER,CHUCK DRIVE
Jeaz BO03060A GEAR-DRMNEMN,CHUCK DRIVE CHAMNGE
3840 430571-A DIE CEMTER, UPFPER
3918 F4003878-C BUSHING FOR PIERCE PUMCH
2] Dane & Trusted sites

- There are 2 options for Assigning a PO.

If you keep the word AUTO in the PO# field, the system will

auto-assign it a number. You can also type in your own PO number (maximum of 10 characters) to

the items.

- Click on *Assign PO# to Checked Lines’ button and the next screen to display will show the items with
the PO# field filled in.

Once the Pending PO has been assigned a PO# it is transferred to the PO Center. The PO’s are listed in
alphabetical order by Supplier. You can use the filters to find a particular Supplier by ID or name or a
specific PO. The default date range is 2 months prior to today.
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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 ID, Supplier Name, date

range, or Status.

Hint: To view all PO’s regardless of date, select “--” in the month and day fields.

<eMaint

Purchase Orders

Fefresh List Pending PO

Main Menu

Filters
PO #/Status Location [Supplier ID |Supplier Mame PO Date Range
A" oct [w|1 (w2005 78 they .
= Apply Filter
|| * " ot | s 27 | W 2005 j
PO =z Supplier ID Supplier Mame Approval Group PO Date
A looo1z naam Hone Selected /262005
Line Gty |Item # Description Unit Cost |U.lT-.-1 Extd Cost
Supplier Part # Diate Expected |Suh-Lou:ation Account # Fed. &
i} 2|."3«34 .34 v belt, 36 inch 5_54| 13.28
095025045 |st0rerunm [
PO = Supplier ID Supplier Mame Approval Group PO Date
A (00007 Mam HeSupply Home Depot Supply 070542005
Line oty ||tem # Description Linit Cost ||_mu1 Extd Cost
Supplier Part # Date Expected |Suh-LDcatiDn Account ¥ Feg. #
1 G |CFLR1 ) ompact flourescent 6.1 9| T4
|st0rercu:um
PO = Supplier I Supplier Mame Approval Group PO Date
A (00008 aam Portsmoth Portsmouth Paper 07 1/2005
Line ity |Item # Description Unit Cost |L|.lT-.-1 Exdtd Cost
Supplier Part # Date Expected |Sub-LDcatiDn Account # Reg. #
1 1IZI|CF'T Faper Products 38.15| 351.50
|st0rerunm
27 2|b|k—3858 black 1.5 mil large trazh liners 29_55| 910
|st0rercu:um

The PO Center allows you to click on the magnifying glass under Actions to view the entire PO. From the
PO detail, you can print the PO and receive it. You also have the ability to change the Supplier if

necessary.

You can also view the individual requisitions that comprise any PO by clicking on the requisition number

shown in the Reqg# field.
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Inventory Control

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.

&1Purchase Order Receiving - Microsoft Internet Explorer

=X

<eMant

Purchase Order Receiving

PD # Date

wo #

Approval Group

Req User

Approved By

00033 06 /17 /2005

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 B-dhid SHUSTER BEARING 26 50/E&CH 2650
Open | w |.l' ! ‘MAIN [-8-15 16170
i} 1 ‘ 0‘01 285 ALY 45 DEGREE ELBOW, 305 0.o0 000
Open [ |.l'.l' ‘MAIN -1 97510-71
Auto Fill Total % 26.50
Receipt

Date Received:

Jun w17 || 2003

[E]

Packing Slip:

Addt’l § (Frieght, Tax,etc.):

Distribute by :Weighted Cost Weighted Gty Reset ALL Costs

Actions

@ @

Save Cancel

Distributing Costs

You can distribute additional cost by weighted qty (items ordered in larger quantity bear the larger share

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.
before receipt, you must edit the line from the PO screen.

If you need to change the price on the PO

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
bring the unit cost back to its original amount.
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— Once the additional costs have been distributed and saved, they cannot be changed.

— 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.

— The distributed cost will be reflected on the items’ history.

Receiving

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

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

e Use the Auto Fill option to automatically drop the quantity ordered into the quantity received field.

e 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.

e 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.

e 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).

€1P0 £00035 Receipts - Microsoft Internet Explorer E]@

<eMant

Purchase order #00035 Receipts Return to PO # 0003

WOR F Type Aszet D Date City Unit Cost Supplier 1D Packing Slip
tem 00BLG16-AAA

SHUSTER BEARING

na iz 06M 712005 1000 2535215100

nia nia OEM 712005 10000 F27.00 215100

Hem 01285
GALY 45 DEGREE ELBCOWY, 35
na nia OEM 712005 300 F 160.79 1594500
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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 Mew PO Receipt Return to Main Menu

PO Mumber ;22386

Receipt Date : 12/30/2004

Packing Slip :

e 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} £

o _ o P Broamfiaiie nits
c Itemn [ Description Comm.Caode

’ 650.00 1243042004 001154-1

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

Frocess
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Receiving the full guantity 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

Inventory Control

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

Invce_date:

Cuieh | {LLOPEY7E ke ficld

Invoice_no:

wvlzo0s [

- L

Check_no:
Check_date:

Check_amt:

SUppliEr: (s 5 0 Disposal Company

Supplierict ho59

Invce_amt:

Mp_acct: |

vlzoos 09

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 | s =
NERCIE
Add Line,  Edit Print Receive Receipts
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Requisition Configuration

Requisitioning involves setup in three areas: Approval Groups, user permissions, and Administration.
The System Administrator must perform these setup procedures before requisitioning will function
correctly.

Approval Groups

An approval group consists of two elements: users and accounts. The group itself can be named in
whatever way best suits your firm. As an example, you may wish to name your groups for the types of
purchases to be made from that group: CAPITAL, GENERAL, IMRPOVEMENTS, etc. The group will
contain those users who will both request and approve requisitions connected to that group. All accounts
associated with purchases for this group must be assigned to the group here.

= Create an Approval Group by going to the ‘Approval Group’ link in the Requisition Center and clicking
‘Add New Record’ when the list displays.

= Once the group has a name and is saved, the detail view will allow you to add both users and
accounts.

ceMtaint

Learn More Custornize Form Close Window

Cuich 0000000006
Approval Group: MAMAGERS
Deszcription: MAMAGERS
Project #
Project Relsted: Falze

Approval Group Users Add Options
User 10 User Mame Alweays Ask Default Approval Group Approval Limit
GoTo APPROWSS PO approwval - plant manager T. T. 100000000.00
GoTo POREG Sy Acdmin .F. .T. 100,00
FoTo REGADDSS Purchasing T. F. 1.00
Approval Group Accounts Add Options
Acct. Mo, Approval Group Project # Cuiicl
GoTo MAMNT MANAGERS _TCEOUO29Y
Users

- Add Users (Account Users) to the Approval Groups
o0 Approval group User ID’'s must match the system account names. Only those who can log into
the eMaint X3 system can be recognized as users. The User ID is case sensitive.
0 Account Users who submit requests should have zero approval level and ‘Always Ask’ set to
‘False.’
0 The Account User(s) who approves requests should have the appropriate dollar amount
approval level with ‘Always Ask’ set to ‘True.’
**Note: If someone has an approval level other than $0, and the dollar amount of the requisition
falls below their approval amount, they will automatically appear as an approver when a
requisition is created for that group.
Accounts
- Add Accounts to the Group
0 These are the accounts to which line items on the requisitions can be assigned and which are
associated with the approval group.
0 The account numbers are alphanumeric with a 10 character limit.
0 The description of the account number can be used to inform your users of the specifics of the
different accounts.
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User Permissions

Once you have determined the composition of your approval groups, you must assign the necessary
permissions to your approval group users. Go to User Administration and add the appropriate rights to
each user. A user who is allowed to submit requisitions needs access to the following:

Menu Options:
Parts File Information
Requisition Cart
Requisition Center

Additional Options (Security Access)
Asset File

Contacts

Parts File

Suppliers

Req. Cart

Account #'s

Approval Group Accounts

Approval Group Users

NOTE: Removing the Additional Option to ‘Purchase Parts (Manual)’ will prohibit your users from
bypassing the approval process.

A user who is allowed to approve requisitions needs access to the following:

Menu Options:
Requisition Approval

Additional Options (Security Access)
No security options are necessary to approve.

A user who is allowed to process purchase orders (from pending to receiving) needs access to the
following:

Menu Options:

PO Receipts (optional depending on the method you use for receipts)
Update Pending PO’s

Purchase Order Center

Additional Options (Security Access)
Contacts

Parts File

Parts Information (Receive Parts (Manual))
Suppliers
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Administration Setup

Fine-tune areas of requisitioning in ‘Change Your Settings,’ located in the Administration section of the
Main Menu. Click the edit pencil adjacent to ‘Purchase and Requisitioning Settings.” The screen below
will be displayed and allow for editing of the way in which stock requisitions are handled along with other
administrative aspects of requisitioning.

The Purchase and Requisitioning options can be modified through this form.

Default &pproval Group for Stock Reqgs Plant manager rec approval [+

Cefault Account # for Stock Regs 16170

Cefault User to Motify for Stock Reqgs

Stock Crders below Crder Paint ) ves
O Mo
&l Req. lines must be approved ) ves
O Mo
Lirnits approval queue to approvers with limits = 0 ) yes
O Mo
allow requesition to be self-approved if $amount is (#)Yas
under the requisitioner's approval limit .
O Mo
Specialty Approver Group w
Financial (emergency) spprover Group w
[ Save Purchase and Requisitioning Settings | [ cancel |

NOTE: The approval groups must already be created in order for them to be assigned to specific tasks in
this section.

Default Approval Group for Stock Reqgs needs to be chosen if you are planning on using the
‘Create Stock Requisitions’ option.

Default Account # for Stock Reqs allows you to specify an account number for stock requisitions if
the parts do not have an account number already assigned in their detail records. If you have an
account number on your parts already, the stock requisition account number will default to that part’s
account number.

Stock Orders below Order Point allows you to choose whether you produce a stock reorder when
the on-hand reaches the order point or just when it is below the reorder point. Choosing ‘Yes’
indicates stock orders should be generated only when the on-hand is below the order point. Choosing
‘No’ indicates stock orders should be generated when the on-hand is equal to or below the reorder
point.

All Req lines must be approved set to ‘Yes’ will not allow the requisition to be processed until all
lines are approved.

Limits approval queue to approvers with limits =0 will not show those people with no approval
ability in any approval queue.

Allow requisition to be self-approved if $amount is under the requisitioner's approval limit
means that the requestor can approve his own requisitions if he has approval limits set properly.
Specialty Approver Group - choose any approval group to be used in special circumstances.
Financial (emergency) Approver Group — choose an approval group to be selected in case of
emergencies.

Last Updated: 12/12/2005
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