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BUYER CARD REQUISITION

LAUSD AWMS Maintenance and Operations
Buyer Card Requisition (BC) Process Guide

DEFINITION

The Buyer Card is an alternative expedited method to purchase materials and/or services not
available from local M&O Area Stores or the General Stores Warehouse. There are four different
processes associated with using the Buyer Card:

Purchases under $2,500 that are not under the District's Annual Contract.

Purchases between $2,500 and $24,999 that are not under the District’s Annual Contract.
Purchases between $25,000 and $78,900 that are not under the District's Annual Contract.
Purchases up to $100,000 that are under the District's Annual Contract.

All vendors must accept MasterCard as payment.
OVERVIEW
The Buyer Card process is a derivative of two existing processes in Maximo:

A. The Purchase Requisition/Purchase Order (PR/PO) process
B. The Request for Quotation (RFQ) process.

Which option to use (A or B) is determined by the monetary threshold and whether the
item/service is available on an Annual Contract.

NON-ANNUAL CONTRACT (<$2,500) / ANNUAL CONTRACT (up to $100,000)

1. CREATE PURCHASE REQUISITION
The Requestor will perform this function.

Login Login to AWMS using your User Name and Password*.

FIED
oW Sc,,

Facilities Information System

L AUSD Assets and Work Management

)

<
=
]
-
Bl
o
-

Welcome to PRODUCTION

username rd Sign In

Powered by Mazimo &
MRO Software ™
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Start Center

The Start Center opens.
e Hover your pointer over the Purchasing module.
e Select Purchase Requisition from the dropdown menu.

Start Center

() work ‘2\ | Pt v inventory | Equipment
. Orders \ . /
1 [ I
[ T | | [
/ \ . % Y "‘K\(
[ #) "\ | Business Analysis |/ ...\ Y Purchasing g 2= | . Plans | \\% { Resowrces
AR & Reporting f“..;aa.. | Purchase Requisitions 2 ‘\_’.*Y ‘{'%

Reqguest for Quotation
FPurchase Orders
Receiving

Invaices

Desktop Requisitions

New PR

The Purchase Requisition Find screen appears.
e Click on the AWMS New PR icon[#] in the AWMS toolbar.

Current Query: |21 FRs v |88 |select Action v B
J Search ] PR PR Lines Attached Documents =
l Find Bookmarks
‘ PR: | | [ | Status: | & Requested By: |
Description ~ AWMS generates a new AWMS PR number (Purchase Requisition in the status

|"EE\_| Purchase Requisitions

LeTe

Waiting for Approval (WAPPR).

¢ Name the AWMS PR in the Description field using the following naming
convention: 2 Letter Craft Code (space) Work Order Number (space) School
Site (i.e., AA 534868 Sunland ES).
If you would like to add an additional comment to the Description field,
separate the additional comment from the naming convention by a comma,
and type your additional comment directly into the Description field (i.e., AA
534868 Sunland ES, Replace Doors).
Click on the Long Description button to add any special instructions for the
PR. Type ‘Special Instructions’ and all the text that follows will print in the
Special Instructions section of the Quote Sheet.

Click here to open the Long Description

Current Query: ‘AII PRs vl ‘ |ﬁ |Selec1 Action V‘ page to type Spec'fal instructions
concernina the entire PR.
Search l PR I FR Lines Attached Documents
PR: * [123643 | |4 9343825 Sunland 3, Purchase Bookcases E’l‘/ﬁlﬁﬁl Status: InWorkflow? [ |
Details Dates
priorm: [ Reauested 5 St S —
Supervisor: | | Modified By: * [DLL1Z3 Requested: [102610213FM | & Modified: * [1028/0219FM | &
Hame:
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PR Type Type BC or click on the Lookup 12 icon next to the PO Type field and select BC
(Buyer Card).

Supervisor Enter the employee number of your supervisor

Company Enter the vendor number of the company whom you wish to purchase the
supplies/services. If a vendor number is not available, please contact your
clerical staff to create a temporary vendor number.

Contract # Annual Contract (up to $100,000) ONLY. Enter the LAUSD Contract #
associated with the company whom you wish to purchase the supplies/services.

Ship To In the Ship To section:
¢ Click in the Name field and type the four-digit Org.Code of the location the
materials will be shipped to.
e Click out of the field, and the information auto-populates.

Bill To In the Bill To section:
¢ Click in the Name field and type the four-digit Org.Code of the location the
materials will be shipped to.
¢ Click out of the field, and the information auto-populates.

Attention Optional field.
e This field may be left blank.
e The two-letter Craft Code (AA, GA, EA, etc.) may be used to indicate a
position.
e A Labor Code (employee number) may be entered to indicate an employee.

Save Click on the floppy disk [&] icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”

|'“E'$ Purchase Requisitions site: [
L=

Current Query: |4l PRs vl | |select Action v ] = R & B

Search [ PR ] PR Lines Attached Documents
PR: * [123643 | [as 93438255 Supervisor 1E PRType: [BC L status: InWorkflow? ||
employee number
Priority: ’ El quested By: Status: @ BC as the PR Type :lﬁ
Supervisor: Modifi Requested: @ Modified: 1052810 2:24 P B
Hame: Vendor Number
Vendor Costs
Company:  [108045 | [HaRRY TyaLLIAMS LUMBER CO |&E internal? [ Pretax Total:
Address: [P OBOX 5337 | Total Tax:
[ToRRancE | [ea ] [a0s10 | Pay Tax to Vendor? Total Cost: *
Freight Terms: | | El Currency: =
Phene: Pa  Contract Number Pay on Receipt? || Total Base Cost:
Contact 8 (Annual Contracts |
Customer & l:l;l On|y)
Comtractzs [ |l i Bill To location
Ship To location number
number
Bill To
Name:  [1421 FAZ0 MAINTENANCE CENTRAL 3 | El Hame:  [1421 | B M&0 MANTEMANCE CENTRAL 3 | &
Addrese:  [1500 E 14th Strest | Address: [1500 E 14th Street |
|Los anceLEs | fea ] [soom | |Los anGELES | fea ] [soom |
Attention:  [763916 | & [Lu, Danny |El Attention: [753916 | & (L, Danny | El
Area:Agency: Area/Agency:
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2. CREATE THE AWMS PR LINE ITEMS.
RFQ Lines Click on the PR Lines tab.
Purchase Requisitions Site: o] # Start Center 5 G
Current Query: |4l FRs | [select Action v ] & 4 p = & 3
Search PR ] PR Lines Attached Documents
PR: " [123643 | [a 9343925 Sunland ES, Purchase Bookeases |E PR Type: & status: InWorkflow? [
New Row Click on New Row to create the first PR Lines item.
Purchase Requisitions site: [FYECI = i % StartCenter | * G
Current Ouery: |AllFRs | |8 [seect Action v ] & a4 b = & "
Search PR PR Lines ] Attached Documents:
- Status: Tota Cost
PR Lines
| rFitter @

Line

ttem

Displaying 0 - 0 of 0

Unit

Quiantity on

Mo PR lines found

Yendor ltems

| SelectSpare Parts | |

Iltem

Enter a Commodity Code in the Item field and click outside the field. The item
description auto-populates.
¢ Overtype the description to match what is being ordered. (The description
should be enough information for the Buyer Card holder to place the order.)
e The Long Description of the line item may be used for items requiring
lengthy specifications. Specifications listed here will print together with the
line item description.

Purchase Requisitions Site: B | #Start Center
Current Query: &Il PRz v | [Select Action v [# & 4 = O O |
Search PR PR Lines ] Aftached Documents
PR:  [123643 AA 9343925 Sunland ES, Purchasze Bookcases E Statu . . .
l || | Click here to open the Long Description
PRLines page to enter specifications for this line item .
| rFitter

ttem

415550000

[1] Displaying1-10f1 [[]

Quiantity

Furnture, Lakorstory (Custom MaaE

1.00 &l[1.00
tem: [4155500000 | rriture, Laboratory (Custom harke) |E Mode: | |
Manufacturer: l:l Service? | |

Citn

Al e—

Fill In

Enter the following details for requisition line.

Quantity and Order Unit.

Work Order Number

¢ Verify that the Location, Section, and GL Debit Account are populated.
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Purchase Requisitions = | * Start Center
Current Query: |2l PRs v | |select Action ~ B &g 4k E O OH T E
Search PR PR Lines ] Attached Documents
PR: |123543 | |AA 9343925 Sunland ES, Purchase Bookcases | El Status: * [WWAPFR Total Cost: ~ [54.88
PR Lines
[l | rFilter || Displaying1-1of1 [[| (7

~ [ 415550000 2 | [Furniture, Labarstory (Custom Mad =l |[1.00 EA = |[1.00 50.00 50,00 975 @ |[4.89 |

Line: * ttem: [4155500000 |2 [Furniture, Laborstory (Custom hade) |& Modet: | |
Manufacturer: Service? | |

Quantity/Order Unlt Catalog = Standard Service: I:l
Storeroom: Work Order: 9343925 N Work Order Number |, Required? [ | Distributed? [ |
Guantity: K WO Task ID: I:l & Issue on Receipt? [V] Charge To Store? ] Copy to RFQ:? (]
Order Unit: al Location: Section: * @

Conversion: ' Equipment: I:l Craft: al
Unit Cost:  |50.00 q GL Debit Account:  |003-An0-0540] (2]

Line Cost: ~

Nl
__SD oo B
Tax Code: [3.75 Q Unit Cost - I:l Agreement PO: I:l Agreement Type: I:l

Tax Amount: * 485 pequisibanlline: I—I Entered By: * Entered Date: =

Loaded Cost: * [54.88 ponumber: [ | Requested By: RequiredDate: | |H

PO Line: l:l Vendor Date: l:l =
RFk: I:l Remarks: | | 2]
RFOLine: | |

| viewAgreements | | Distribute Costs | | NewRow | |  Done ||  Delete |

Repeat steps if you are ordering more than one item.

Save Click on the floppy disk [S]icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”

3.  PRINT THE PURCHASE REQUISITION REPORT

Click on Select Action and choose PR Details Report from the dropdown list.

Purchase Requisitions Site: 0] * Start Center

Current Guery: ‘.ﬂ\ll PRs w | |

Search FR PR Lines Attached Documents &
*r* Route PR

. Stop Wiorkflowe . .
PR: * [123643 | [an 5303008 Sumland B, Purd oo History SRS Total Cost:
iew Workflow Help
PR Lines Cregte FO
[ =] rFitter AddMocify Order Uit Yalues 3] )

AddMaodity Standard Services
» ([t 415550000/ 2] |[Furniture, Laborstary (Custom Mad(=l Run Reports 50.00 50.00 975 2] (2.8 [
B PR Detsils Report
Print weith Attachments
Duplicate Purchase Reguistion
Add To Bookmarks
Work Order: || Location: E] Equipment: | |
Storeroon; I:l Requested By: l:l GL Debit Account: l:l &l

Vendor tems ] [ Mew Row ]
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Print Report  Click on the Print icon in the AWMS toolbar to print the Report.

Page: | ELC I R T a8

Click on the Print icon
Loy A Faltol oo D rvt Print the Report.

Facilitias Sarvicas Divivian . Existing Faeilitias

Purchase Requi:

PRNO.: 123643 PR Typo: BC PR bosun Date: 10202010
School Name: LAUSD HO Loc Code: D656
Raquested Dalkeary Date: Payment Terms:

Frokghn Terma:

Requestor; DLUIZ3 Respomible Parson: Lu, Danny

PR Modillad By: CLULT Anea Region: MED CENTRAL
Camtract: Exp Date:
AA 0343025 Sunfand ES, Purchows Bookcoses |
Vendar | Ship Tar Il Bl Tor |
Venidos Codtes 10645 Mara; MAD MARTENASER
tareet HARFE T ALLIAME LLMEER CENTRAL 3
o Addana; 1500 T a0 Straet

Aot O BOX 5337
LOS ANGELES, €4 0071

TORRANCE, CA (0510 Phvote: 21 1TE3I045
Plvorwes 310187500 Far:
ani Atleratsan: Lu, et

N AREA ORESUD PROG GB1S o 0 PP wano. | [T —————] wli
L Lok Tl Tosammaax TOrre T S00s T maxaCeel T |

G 100 BA AU 01 Fuenkire, Laberstiny (Custon Hads) w4 sm s
Total Lime Cost (bafore tax): §50.00
Toral Tas: 480
Total Shipping & Handling: §0.00
PR Total Cost, 488

PR Approvatis

Date: VOOROON0 317 10 PM
Approved By Date:
P Data:

Slamatura | Titke

Obtain the required signature: Non-Annual Contract: CPM; Annual Contract: CPM for purchases
up to $5,000; AFSD for $5,001-$10,000; LDFD for $10,001-$100,000. Submit report to the
Buyer Card holder for processing.

PROCESS ORDER IN PROCHARGE, HAND WRITE PROCHARGE TRANSACTION # ON PR
REPORT, RECONCILE PURCHASE, APPR PR AND CREATE PO

The Buyer Card holder will perform these functions.

Hand writes the ProCharge transaction number on the PR Report. Reconcile original PR report
with Purchase Receipt from ProCharge. If amount is different, update PR lines to match receipt
amount and create Purchase Order.

Click on the change status ++ icon and select Approved from the dropdown list and click OK.

Purchase Requisitions Site: @ | # StartCenter |
Loading...
Current Query: |4l PRs v ] | [Select Action v| B & 4 p = 7,
Search PR PR Lines ] Attached Documents
PR: * [123643 | 44 9343925 Sunland ES, Purchase Bookcases ] Status: * [VitPPR Total Cost: * [54.88
PRLines
| »Filter B

|1 Displaying1-10f1 [0 (@)

Quantity r Unit Li
1.00 Ea, & [1.00 500 50,00 a7s e
Ch [

atior
» ([ 415550000 (2] |[Furniture, Laboratory (Custom Mad =]

Default Table O

Work Order: [ | Location: 5
PR: 123643 Description: A8 9343925 Sunland ES, Purchasze
Storeroom: l:l Requested By: l:l Bookcases

) Current Status:  WAPFR
Sectoms || e —

lew Status:  |Approved (APPR) v
Date Changed: * [1028H0306 P | B8

Memo: | |
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Click on Select Action and choose Create PO from the dropdown list.

Purchase Requisitions Site: E' | # StartCenter | =

Current Query: |4l PRs v |da cion] = om T g
% Change Stat
Search PR PRLines Attached Documents | >° Ange us
** Route PR
. Stop Workflow:
PR: " [123643 | [2a 9343925 Suriand ES, Pur

“iew Stetusorkflow Histary Status: | APPR Total Cost:  |24.58

Wiewy Wiarkflow Help
PR Lines Create PO

[l rFiker AddModify Order Unit Values
AddModify Standard Services

k[ 415550000 Furniture, Laboratory (Custom Maﬂ@ Fun Reports 50.00 50.00
El PR Detsilz Report
Print with Attachments

Spare Par‘ts] [ Wendor ltems ] [ Mlews Row ]

Duplicate Purchase Requisition
Add To Bookmarks

Work Order: | | Location: [E] Equipment: | |
Storeroom: | | RequestedBy: | | GLDebitAccount: | |
Section: [ ] P

Enter ProCharge Transaction # as the Purchase Order number and click OK.

[FE e EnteraPurchase Order Mumber or generate one by selecting Autornumber

# Select OK to create the Purchase Order.

[=li=] [ Displaying1-1 1] (7)

1234567891 D1| A8 9343925 Sunland ES, Purchase Bookcases

[ Autonumber ][ 0K ][ Cancel ]

APPROVE PO To Approve the PO in AWMS, from the Start Center:
e Hover the pointer over the Purchasing module.
e Choose Purchase Orders.

Start Center
.i’? g:ﬁ::.g g\ | Pm él Inventor [ . | Equipment
l__/—’

| J
urchasin: [ 'ﬁ; ! Projects , Plans '__\Kz Resources

~ \ | Business Analysis -
A & Reporting Purchase Requisitions

Reguest for Quatation

Purchase Orders

Recelving

Invoices

Purchase Orders Site: B | # StartCenter
Current Query: |8l POs v|  [1zssseramm| [ € v &
J Search I FO PG Lines Attached Documerts

Find

Purchase Order:

Status: l:| [ Contact: l:|

Type: | @ Customers | |
priority: | | History? |=N

e TotalCost: [ |

Company:

Ship To:

Bill To:
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Click on the change status #+ icon and select Approved from the dropdown list and click OK.

Purchase Orders
Loading...

Current Query: |Quick ey Search | | |8 [Select Action [ &

site: [EVECI & | ¢ StartCenter | > GoTo | —* i

Search PO | POLines Attached Documents

Purchase Order: * [123456789101 | [AA 9343925 Surland ES, Purchase Bookcases iEl status: * [WAPPR InWorkflow? [ |

Details Dates
Type: @l Modified By: Ordered: Z  Followup: [ |=
Buyer Company: l:l ] Buyer: l:l &l Required: l:l =] Vendor: l:l =]
onigimatpo: [ | Priority: “ [0 | Status: sa: [ |&

Private ? Receipts:  [NOMNE
Vendor
Company:  [108045 | [HARRY TVUILLIAMS LUMBER CO |E o
| | PO: 123456799 seription: A4 9343925 Sunland ES, Purchasze
Address:  |P 0 BOX 5337
Current Status:  YWAPPR Bookeases
[TORRANCE ] [ea ]  [oosto |

Freight Terms:

| &
Phone: [310-767-3295 Payment Terms: || New Status: | &pproved (8PPR) v
Contact: | KEN PELLMARN a shipvia: | |4 Date Changed: * 102510 346FM | &

cosomers | I emer

Ship To ‘T\ cancel
= ™

Hame: (1421 | B [MAQ MaNTEMANCE CRHTR A

Submit PR Report and Purchase Receipt to Stores personnel.

ORDER RECEIVED, STORES TO RECEIVE LINE ITEM IN RECEIVING APPLICATION AND
SUBMIT RECEIPT/PACKING LIST TO BUYER CARD HOLDER

The Stores personnel will perform these functions.

Receiving To Receive the Line Iltems in AWMS, from the Start Center:
¢ Hover the pointer over the Purchasing module.
e Choose Receiving.

-0 * a7 — o
°—:§!I | E«\(’ & "N\ =) \ R
R0 OF EDUG? | p) "\ | Business Analysis i SLPurchasing ] Project ‘éﬁ Plans | ‘:&K Resources
L/ i o 3

& Reporting eguigitions h Y
Request for Qyotath g

Receiving

Invoices

Deskiop Reguisitions

To vievy details of an assigrmETT, SEECT TFE FEcord N
To directly route your assignmert, select the route icon

My Workflow Assigniments

Enter the ProCharge Transaction # in the top search field and click on the #

Hecemag site: [ETEFRNMM & | * StartCenter | ° G
Current Query: |&ll FOs v | |[1zzasersetol] (@ v
Search | Msterisl Receipts Service Recsipts Afidched Documents

ResLits

Find

e a— g —

Po: |
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Select In the Receiving screen that appears, click on the Select Ordered Items button.

site: [EVETHNNNN & | * StartCenter | G

Receiving

Bd
G
iy
v
i

Current Guery: |Quick Key Search % ‘ | ‘ﬂ |Seled Action v

Search Material Receipts ] Service Receipts Attached Documents

PO: * [123456789101 | [2] [4.4 9343925 Sunland ES, Purchase Bodkeases = PO Status: * [4PPR Receipt Status:  [NONE
Vendor:  [108045 | [HaRRY TYMLLIAMS LUMBER: CO |E  ordered cost: [s0.00 Ordered Date: [10/25/10 5,40 PM
[r83s18 | [Lu, Danny &= ived Cost:  [0.00

Ship to

Material Receipts

/=1 | »Fitter || Displaying0-0ofo |0 ]

Mo material receipts found.

[ Select ltems for Return ] < Se\ectOrdered\temsj‘bNemew]
T———

Items Click in the selection boxes  to select the items received. The top checkbox selects all
items. Click OK when the items received ha[v|been selected.

= Select Ordered tems

Storeroons l:l =

Click here to select ALL Line

Find

Items. 0K Cancel
EE) | ]| Displaying1-1 || 6]

Invoice Remarks

Line Diescription Packing Slip #  Storernom Guantity Due

1 415550000& Furniture, Lakoratory (Custom Made) 1.00 1.00 J—
[g 0K ! Cancel

Save Click on the Save [H] icon in the AWMS toolbar. Saving the record changes the
Receipt Status to COMPLETE.

site: MIETHE = |+ StariCenter | 5 G

Receiving

Current Query: ‘Quwck Key Search % ‘ | ‘ﬂﬁ ‘Seled Action w ‘ 2 g > =

Search Material Receipts ] Service Receipts Attached Documents
po: ‘1234557591 01 | |AA 9343925 Sunland EZ, Purchase Bookcaszes | B PO Status: ~ [AFFR Receipt Status:  |COMPLETE
Vendor: 105045 | [HaRRY TWiLLLAMS LUMEER <O | B ordered cost: [s0.00 Ordered Date: | 10/26/10 340 PM
Ship to i [raamts | Lo, Denny | B Received Cost:  [s0.00

Material Receipts

| pFitter
1 4155500000

|| Displaying1-1of1 || ()

) GL Ds Received By Status
1.00 009-#10-0840-57 72 DLU123

[ Select temns for Return ] [ Select Ordered lterms ] [ Mewr Row ]|

ite:

Order Unit

E& A

Cuantity

1.00 .

106280 0 3:50 Py

Furniture, Laboratory (Custom Mad B

COMPLETE  Receipt Status is COMPLETE.

Stores to submit PR Report, Purchase Receipt and Packing Slip to Buyer Card Holder.



7/8/2011 AWMS Procurement Working Group

BUYER CARD REQUISITION

6. CLOSE PO, RECONCILE AND UPLOAD DOCUMENTS TO PROCHARGE
The Buyer Card holder to perform these functions.

CLOSE PO To Close the PO in AWMS, from the Start Center:
e Hover the pointer over the Purchasing module.
e Choose Purchase Orders.

Start Center

= = y i,
(& ,\‘ Waork Q\ | PM é Inventor | | Equipment
L Orders ek v
| |

| | | |
".rr?\ A L ; ;%
'_/ ...\ ¥ Purchasing | ':-L.f?" Projecis | Plans '__\"& Resources
i Purchase Requisitions _'f\ ‘i‘%
Request for Quotation

FPurchase Orders

Recelving

Invoices

Purchase Orders Site: B | # StartCenter
Current Query: |8l POs v|  [1zssseramm| [ € v &
J Search I FO PG Lines Attached Documerts

Find

Status: l:| [ Contact: l:|

Type: | @ Customers | |
priority: | | History? |=N

e TotalCost: [ |

Purchase Order:

Company:

Ship To:

Bill To:

Purchase Orders : ! #StartCenter | *GoTo

Loading...
| | [setect Action - G} &

Search PO I PO Lines Attached Documents

Current Ouery: |Guick Key Search v |

Purchase Order: * [123456789101| |44 5343925 Sunland ES, Furchase Bookcases |& Status: * [4PFR InWorkflow? ||
Details Dates
Type: Modified By: ~ [DLU12Z3 Ordered: 1052610 340 PM Followup: [ |#

O e — e
orginalPo: [ | priority: * [0 | Status: * [10/28/10 345 PM st [ |

Private? Receipts:  |COMPLETE us
Vendor
Company:  [105045 |HarRY TwWiLLIAMS LUMBER cO |&

PO: 1234567891 scription:  As 9343925 Sunland ES, Purchase

Address: P O BOX 5337
| | Current Status:  APPR Bookcases

[ToRRANCE | fea ] [aosio |
Freight Terms: | =
Phone: PaymentTerms: | | Hew Status: | Closed (CLOSE) ~| _
Contact: shipvia || Date Changed: &
Customer # l:l FOB Point: l:l Memo: | |
Contractzz | | Bxp.Date: | |
Ship To - 0K Cancel
Hame: 1421 | (1480 MANTENANCE CENTRAL |E 1

Reconcile purchase and upload all documents to ProCharge application.

10



7/8/2011 AWMS Procurement Working Group

BUYER CARD REQUISITION

B. NON-ANNUAL CONTRACT ($2.500>$78.900)

1. CREATE REQUEST FOR QUOTATION
The Requestor will perform this function.

Login Login to AWMS using your User Name and Password™*.

FIED Sc,,

Facilities Information System

L AUSD Assets and Work Management

Welcome to PRODUCTION

USEr name 0 Sign In

Powered by Maximo &
MRO Software ™

Start Center  The Start Center opens.
e Hover your pointer over the Purchasing module.
e Select Request for Quotation from the dropdown menu.

=5 | Waork Q\ 6 | Inventory | | Equipment
v Orders

“\F_I.ED Se

€

\ A3
&

‘:0
o 2
s A
@ - = |
o & )
"N Y. ;} [ ] T

3y |1E S R
%0 5=t uc¥ L pd\ | Business Analysis | / i7 Plans | \‘& Resources
OF oV LY & Reparting ‘..e. 2 \\\%
L .0 3

R'equest for Quotation
Purchase Orders

New RFQ The Request for Quotation Find screen appears.
e Click on the AWMS New RFQ icon []in the AWMS toolbar.
Request for Quotation site: IR & # Start Center = © GoJo | % SignOut | * Help [
Current Query: |AIRFQs v |8 [select Action v| ( \
Search ] RFG RFG Lines Wendors Guotations Aftached Documents \ @)

Find

* To request a new Maximo user account or to download a copy of this guide and all other application guides, go to
Maximo’s webpage at http://mo.laschools.org/fis/existing-facilities/m-and-o/awms.

11
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Description ~ AWMS generates a new AWMS RFQ (Request for Quotation) in the status In
Progress (INPRG).

¢ Name the AWMS RFQ in the Description field using the following naming
convention: 2 Letter Craft Code (space) Work Order Number (space) School
Site (i.e., AA 534868 Sunland ES).

¢ If you would like to add an additional comment to the Description field,
separate the additional comment from the naming convention by a comma,
and type your additional comment directly into the Description field (i.e., AA
534868 Sunland ES, Replace Doors).

e Click on the Long Description button to add any special instructions for the
RFQ. Type ‘Special Instructions’ and all the text that follows will print in the
Special Instructions section of the Quote Sheet.

I'.ﬂ Request for Quotation

. . GaTo |
[ Click here to open the Long Description
Current Query: |8IRFGs |dh [Select Action page to type special instructions

- - - concerning the entire RFQ.
Search RFQ ] RFG Lines “Yendors Guotations Attac =
RF: |5525 ‘ |AA 9343925 Sunland ES, Purchase Large Bookcases = Status: In Workflow? D

]

PO Type Type BC or click on the Lookup 1] icon next to the PO Type field and select
BC.

Craft Enter the two-letter Craft Code of the craft responsible for the BC.

Bid Due Type the Date and Time that Quotes (or Bids) must be received by. You may

use the Calendar E# icon next to the Bid Due field to select a Date.

Ship To In the Ship To section:
¢ Click in the Name field and type the four-digit Org.Code of the location the
materials will be shipped to.

Reply To/ In the Reply To/Bill To section, click in the Name field and type the four-digit
Bill To Org. Code of the location responsible for the BC.
Attention Optional field.

e This field may be left blank.

e The two-letter Craft Code (AA, GA, EA, etc.) may be used to indicate a
position.

e A lLabor Code (employee number) may be entered to indicate an employee.

Save Click on the floppy disk [£] icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”
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TJ Request for Quotation Site:ﬁl # Start Center
Current Query: | Al RFGs ~ |8 [select Action v B g 4 b & & T @
Search [ RFQ} ] RFG Lines Wendors Guntations Attached Documerts

RFO: ' (5526 | [42 9393925 Sunland ES, Large Bookeases [E  status:” InWorkflow? || ‘

: Enter the date and

Details Enter BC in the Dates -
; ) time Quotes are due
Requested By: ] Buyer: PO Type fleld- Required: E] Reph
Modified By: * Priority: *

Printed: l:l E] Close: #
Status: * |11/2/10 1:55FM Bid Walk: ]
Modified: * [11/2/101:55 PM = Bid Due:  [11/5/10 3:30 PM =

T{ Enter the 2-letter
Freight Terms: ‘ ‘ Craft Code Ship Via: l:l &

Payment Terms: l:l 0B Point: l:l

Work Start Date: l:l = Work End Date: l:l =]

—

Entered By:  |DLUMZ3 PO Type:
Project Type: l:l EY] Craft:

License Type A Letter Hot to Exc
ProCure/RX # Enter the Org Code Subcontractors Prohibi Enter the Org Code
Ship To Feply To / Bill To
Hame: [1421 = 2 [Ma0 MANTENANCE CENTRAL B Name: 2 M30 MANTENANCE CENTRAL |8
Address: [150E1#hStest | Craft Code or Labor Code Address: [1500E14thStest | Craft Code or Labor Code | |
[cosancEEs | LOS ANGELES |
W IE! i 783916 Lu, Danny | &

2. CREATE THE AWMS RFQ LINE ITEMS.

RFQ Lines Click on the RFQ Lines tab.

'_‘-.‘; Request for Quotation site: WECHNMMN = | * Start Center |
Current Query: |4l RFGs | [select Action v ] € 4 » E s Y B
I‘ search | RFO | RFoLines wendors Guotations Attached Documents
I‘ RFO: * [s525 | [~a 9343325 Suniand ES, Large Bokeases B staws:’ nworkflow? [
New Row Click on New Row to create the first PR Lines item.
lequest for Quotation Site: I'J i Start Center
Current Query: | &Il RFQs vl |8 |select Action v A £ 4 E & T B
Sgarch RFG RFQ Lines ] Wendors Quatations Attached Documents
RFO: * (5526 | 24 9343925 Sunland ES, Large Bookeases |E Status: *
RFQ Lines _

| wFitter [1] Displaying0-0of0 ([ (7)

Guantity

Mo RFG lines found.

[ Select Spare Parls] [ MNew Row ]

Item Enter a Commodity Code in the Item field and click outside the field. The item
description auto-populates.
e Overtype the description to match what is being ordered. (The description
should be enough information for the Buyer Card holder to place the order.)
e The Long Description of the line item may be used for items requiring
lengthy specifications. Specifications listed here will print together with the
line item description.
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Fill In Enter the following details for requisition line.
Model/Manufacturer (if needed)
Quantity and Order Unit.

Work Order Number

Verify that the Location, Section, and GL Debit Account are populated.

site: [WNIE a

Request for Quotation # Start Center |

Manufacturer Number

Current Query: | &Il RFQs v | |84 select Action v B & 4 = R |
Search RFQ RFOLines | ‘endors Guatations Attached Documents
RFQ: * [5526 | |42 9343525 Sunland ES, Large Bookcases | & Status: * [NFRG
RFQ Lines

| wFirter (1| Dpisplaying1-1of1 [[| (7)
1 4155500000 Furniture, Laboratory (Custom Macs) = 1.00 E& &l 100 9343925

Line: * ftem: 4155500000 [Furniture, Laboratory (Custom Made) iE! Mode [ |

Manufacturer: Service? _‘\

Standard Service:

Quantity/Order Unit
Work Order: . Work Order Number

Model Number

O
L]
O
O

Storeroon: Inspection Required?
Quantity: L WO Task ID: l:l &l ESUe on Charge to Store?
Order Unit: =Y Location: GL Debit Account: | 00S-AMO-0B40-9771-5602 | &
Conversion: Equipment: l:l
Section: &) Entered By: Entered Date: =
o ]S Reaquestod e
PO: l:l Supervisor: l:l
PoLine: [ | Remarks: | E
Requisition: l:l Awarded Vendor: l:l
Line: Awarded Date: l:l
[ New Row ] [ Done ] [ Delete
Repeat steps if you are quoting more than one item.
Save Click on the floppy disk [S]icon in the AWMS toolbar to Save the record. Look for

the message at the top of the screen, “Record has been saved.”

PRINT AND DISTRIBUTE MAINTENANCE MATERIAL BID FORM TO PROSPECTIVE
VENDORS

The Requestor will perform this function.

Click on Select Action and choose Run Report from the dropdown list.

Request for Quotation

> |

Current Query: |4l RFGs

Action|

# Start Center |

Site: ETIN =

% Change Status

Search RFG RFi Lines “endors Qu

" Route RFG

Stop Workflow

RFQ: * [5525 | [44 9343925 Sunland ES,

Wiewy Statusitorkflow History

RF( Lines

Status:  [INPRG

Wiem Workflow Help
Copy PR Line tems to RFG

| FFitter

(] 4155500000

Large Bookcases

AddModify Order Unit Values
AddModify Standard Services
Fun Reports

RFG Detailz Repaort

()

1.00 E& &l |[1.00 9343925

| Select Bpare Parts | |

Mew Row |

Print with Attachments

Work Order: l:l

Duplicate RFG
Add To Bookmarks
Item Humber:

[E1]
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Click on the Maintenance Matl Bid Form Report

2 Maximo Business Analysis and Reporting - Microsoft Internet Explorer

C-0 Had Lo s e LUKED
:%Iv

@\ﬂ,ﬁusiness Analysis and Reporting
y
e 4

sty ACTUATE

Tuesday November 9, 2010

Status

Run Reporis Version Date

AB Letter Wersion 58 67272010 9:59 &M

AB Letter Modified Wersion 1 9/24/2007 5:30 PM

haintenance Matl Bid Form h Wersion 1 11492010 214 P

Mon Stock Material Reguisition Wersion 11 31142008 8:55 AM

Beduest far Price Quate Wersion | 1210/2007 313 PM

Request for Quotations List Report Wersion 1 B21i2003 629 AM

Request for Guotations Details Report Wersion 1 8/21/2003 6:29 AM
a 7 Reports You Can Run & Trusted sites
—

Enter the RFQ Number and click Submit

1. Reporting # ReportingHome # Close Re|

Maintenance Material Bid Form - request page

Report Parameters:

@ Current Record Enter RFQ Number:

Selected Record
(Al Records

w O To Email Report, Click Here

Select From Predefined MAXIMO Email Addresses: Manually add an Email Address:
Al | | | Add |

Enter Comments to be Included in the Email:

SRS TRR I ) Right Now  Date (MM/DD/YYYY) Time (HH:MM AM or PM)
Current report ) At This Time ‘ | At |B:DD P |(HH.MM AM or PM)

server time is:  3:26:43 PM

© Recurring ‘ Every Day v| At |E:DD P |(HH:MM Al or PM)

| Submit
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BUYER CARD REQUISITION

Review and print the MAINTENANCE MATERIAL BID FORM

2 Maintenance_Matl Bid__Form_act - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Q-© HRA®BG L%

Page: |1 ofl 14 a4 [ [ 100% | dh

— Click on the Print icon
2 B Los Angeles Unified School District J Print the Report.
hl
£ ¥ s Facilities Service Division - Extsting Facilith
[ 7
P 3 B - -
el | 5 Maintenance Material Bid Form
RFQ = 5526 Bid Due Date: Mowvetmber 10, 2010 Date:  Movember 15, 2010
Reply To: Ship To:
PG MAIMTEMAMCE CENTRAL 35 M&EC MAINTENANCE CENTRAL 3
1500 E 14th Street 1500 E 1 4th Strest
LS AMGELES, CA 90021 LOS AMGELES, CA 90021
Initiator: Supervisor:
Lu, Danny Finstad, Roger
Phone: 213-241-0573
Email: danry Jug@lausd.net
Faoc 213-241-5348
Work Type: Carpenter

RFQ Description: A% 9343925 Sunland ES| Large Bookcases

Scope:

Line & Oty Unit  Description, Mfg, Model, Hotes Unit Cost Total Cost

| 1 " 1 | Ed, |Large Bookcases, STAPLES, A125
Sub Total

Sales Tax @ %

Total Cost

Instructions:

To submit & bid, pleasze faxiemail this form to the Initistor.

Bidder Requirements:

Al vendors are required to accept Master Card as pavment.

Cuoted By:

Printed Mame Signature/Date:

LAUSD Vendor Humber {if ilable}:

K you do not have an LAUSD Vendor Humber, please provide the fellowing information:

Company Hame:

Company Address;

OPTION 1: Non-Annual Contract between $2,500 and $24,999
Submit Maintenance Material Bid Form to prospective vendors.
OPTION 2: Non-Annual Contract between $25,000 and $78,900

Submit Maintenance Material Bid Form to Buyer Card Holder for Website Advertisement.
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4,

ENTER PROSPECTIVE VENDORS IN THE RFQ, VENDORS TAB.

The Requestor will perform this function.

New Row Click on the Vendors tab. Click on New Row to enter the first Vendor.
I Request for Quotation site: MEEEEGEGE = i+ Starl Center|
Current Query: |Guick Key Search v | | Select Action v G| & 4 b = Er = |
Search RFG RFG Lines [ Vendors Guintations Attached Documents
RFO: * [5526 | |2 9343325 Suniand E5, Large Bockeases |& Status:
RFQ Vendors
(1| pFitter Displaying 0 - 0 of 0 &)
Mo vendors found

Vendor Enter the Vendor Code in the Vendor field. Click outside the field and the

Request for Quotation

Vendor Details auto-populate. See the next page to Search for a Vendor.

e Make sure the Contact field has the contact name of the person submitting
the quote.

e Missing phone numbers, fax numbers, and e-mail addresses may be added
as well. Adding Vendor information here will not alter the Vendor record in
the Companies table.

e Continue adding Vendors in this fashion beginning with New Row for each
prospective Vendor.

site: [FEUECHENNN & |

# Start Center

Current Query: |uick Wey Search v | |

| |select Action v &

| pFitter

ot

Search RFG RFG Lines [ Vendors ] Guotations Attached Documents
RFO: * [5526 | |, 9343925 Suniland ES, Large Bookeases |E Status: * [INFRG
RFQ Vendors
Displaying 1 -1 of 1

Mame Phone Eax E-tmail

10827 HERTZ EGQIUIPMENT RENT, Liza Caudill 5] |[510.538-5365 310-535-3830
Vendor: * [108267 g EQUIFMENT RENTAL | AR L] g =N
Contact: Bl customer & I:l e I:l
B ‘ ‘ Freight Terms: | |
: &l ? © | |
currency: Pay Taxto Vendor ! Vendor Quote = Date of Vendor's Reply: &
| CreatePO | NewRow || Done || Delate |
Save Click on the floppy disk [&l icon in the AWMS toolbar to Save the record. Look for

the message at the top of the screen, “Record has been saved.”

17



7/8/2011 AWMS Procurement Working Group

BUuYER CARD REQUISITION
Search To search for a Vendor Code, click on the Detail Menu [2]next to the Vendor
field and choose Go to Companies.
Search RFG RFG Lines [ Vendors 1 Guntations Attached Documerts
RFQ: ‘1553 | |Replaca Deteriorated Playground Equipment | E Status:
RF( Vendors

[ | »Fitter

|| Displaying1-1of1 [[]

E-mail

Vendor: * T ] S-hip vie [ |@ FoB: [ |
Contact: l:l Goto Companies L. Dvg\l:.::::.::-. ,—||I:|E:‘
Name Type the name of the Vendor in the field to the right of the Company field. Click
on the Find button or hit Enter on your keyboard.

stion = Companies

Type the name Of the Vendor Refurn Return With Value * Help

Current Query: |AII Companizs N | |

Search ] COmpany Addresses Contacts drw ___ T DOCTITETT |
Find - i Blog
=
Company: | | [rovaL PLYwOOD] |
Customer & I:l Company Type: I:l Al Home Page: I:l DUNS & l:|
| Find | Clear |
~—
Select If multiple Vendors Codes are returned for the same Vendor, select the first

record to view the Vendor information. If a vendor number is not available,
please contact your clerical staff to create a temporary vendor number.

ion > Companies Return | ReturnWith Value © * Help

L ]

Attached Documents

Results ‘

currentauery: | | Click to select the first Vendor and

Search

115788 ROYAL PLYWWOOD O LLC
115788-A ROYAL PLYWOOD COMPANY LLC | |v usD

|:| Select Records

Vendor Info Use the Previous and Next arrows to move from record to record. Click on the
various tabs within the Vendor record to check on Vendor information.

Companies Site: B |+ Start Center % Godo % Sign Dut |
Current Guery: | Vl | |ﬁ |Se|ect Action v| 0 & | 4 oy po=
Search Company [ Addressesg ] Contacts Branches Attached Documents / \
AN 7 AN

Company: ~ 115768 ROYALIN QD COLLC |&E J \

Use the Previous and Next arrows

General Information to move from Vendor record to

Customer Comtact: [4.00LNARESPA  (lick on the Addresses, or Vendor record.

sweet POBOATE | Contacts tabs to check
cty: LamRaDs | \/endor information.

StateProvince: |(CA ZipMail Code: 30637
Company Phone:  |562-404-2339 Company Fax:  |562-404-6224

Remit To Information
Contact: ‘ |
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Select When the correct Vendor record is located, click on Return With Value to
populate the Vendor field.

gtion > Companies Réi.urn Return With Value | *

Current Guery: | V| | |ﬁ |Selac1 Action ~ i <
Search Company [ Addresses [ Contacts Branches Aftached Documents /
When the correct Vendor is ——
Company: * [115785 | [RovaLpLvaiooD coLLC |E located, click on Return With

Value to populate the Vendor field. |——

General Information

Customer Contact:  |ALDO LINARES/PAM |

Street: [P OBOX 728 |
City:  [LA MRADA |

State Province: ZipMail Code:
Company Phone:  |562-404-2939 Company Fax:  |962-404-6224
Complete Continue adding Vendors, beginning with New Row for each entry, until all
prospective Vendors have a line entry.
I Request for Quotation site: [ETE I = # Start Center,
Current Query: Guick Key Search v | | | [select Action v 5| &g 4 = &% T o
Search RF G RFG Lines [ Venders } GQuotations Attached Documents
RFO: * [5526 | [2.8 9343925 Sunlend ES, Large Bockeases & Status:
RFQ Vendors
[+] | »Fitter [ Displaying1-30f3 [ (@)
Matme E-mail
» (108257 HERK EDVYARDS JPreston |3 |[310-373-0543 310-373-0543
» [108267 HERTZ EQUIFMENT RENTAL Lisa Caudila 310-536-5363 H0-536-3830
» [108342 Hii 500-679-5000 - P
Mewr Riaw
~—
Save Click on the floppy disk [E]icon in the AWMS toolbar to Save the record. Look for

the message at the top of the screen, “Record has been saved.”

CHANGE THE STATUS OF THE AWMS RFQ TO SENT, AND ENTER VENDOR QUOTES IN
THE RFQ, QUOTATIONS TAB.

The Requestor will perform these functions.

ChangeStatus  The Status of the RFQ must be changed to Sent to the Vendor (SENT) in order
to enter Quotes.
e Click on the Change Status icon % in the AWMS toolbar.

Request for Quotation site: ETEFIN © <
Current Guery: |Quick Key Search | | |ﬁ ‘Se\e:{ Action w | A &€ | 4 o= & El
I‘ Search RF& RF@ Lines [ Vendors ] Quotations Attached Documents
‘ RFO: * (5528 | |52 9343925 Suniand E5, Largs Bookoases | &l Status: * [INFRG
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e Choose Sent to the Vendor (SENT)
e Click OK.

e Click on the Quotations tab to Select RFQ Lines.

Request for Quatation

site: VI ® | * StartCenter | *GoTo |

Loading...
Current Query: |Guick Key Search v | | |d | Select Action v o] & a4 = &% Y oA
Search RFQ RFGLnes | Vendors | Gupistions Attached Documents
y
" /I "
RFO: * 5526 ] |84 9343525 Suniap/ f5, Large Bookeases IE status: ' INFRG
//

RFQ Vendors / /

=] | rFirer

Displaying1-30f3 (]

@l

» [108257 HERK EDWVARDS JPreston |3 _CIICk on _the blue arrow
» 108257 HERTZEQUFMENTRENTY/  / Lisa Caudilo 310-536-8368 icon to view the selection
¥ 106302 i /S / B00-675-6000 and click on Sent to the
/ mro: sz vesenwid  Vendor (SENT.) Click OK.
Sub C. s for Vendor: 10925{ / Current Status:  INPRG
| »Filer / / [| Displaying0-00f0 | \ T
. Mame
After Chan-glng the Status Mo Subcontractors found Hew Status:
to Sent, click on the i Date Changed: * [1175A0 151 /M | i
Quotations tab. Memo: || |
? 0K s Cancel
A4

RFQ Lines The Vendor tab in the middle of the Quotations tab screen displays a summary
line for each Vendor.

o Click on the first Vendor to highlight the line.

¢ Scroll to the bottom of the screen to view the data box containing
Quotations for this Vendor.

e Click on the Select RFQ Lines button.

Request for Quotation Site: B | * StartCenter
Current Guery: ‘Quick ey Search v| | |ﬂﬁ ‘Salect Action v (E] & | 4 P E s Y OB
Search RFQ RFG Lines Wendars [ Guotations ] Aftached Documents
RFO: (5525 | [ 8343325 Suniand E3, Large Bookcases |E Status:
Click on the first Vendor
E Vendor S“ to highlight the line.
[=ll=] | »Fitter Displaying1-30f3 [0 (@)
b ||108257 HERK EDWARDS ). Preston 12 |[310-373-0543 0.00 F10-373-0543
b [108267 HERTZ EQUIPMENT RENTAL Lisa Caudilo F10-535-8365 0.00 F10-535-3830
b [108342 Hiti 600-573-6000 0.00 -
Mewy R o
[¥] ] Tor Vendor 108257
| pFer (1] Dpisplaying0-0of0 || (@)
Line Manufacturer Model Guantity Orcler Unit Unit Cost i
Mo guatation lines found
| mwardal | \ SelectRFQ Line
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Note Select RFQ Lines and enter Quotes for all Vendors submitting Quotes.

Select

In the Select RFQ Lines screen that appears:
Click in the checkbox at the top of the column to select All RFQ Lines...

[ ]

¢ OR click in each check box |#]individually for only those items this Vendor
submitted Quotes for.

e Click OK.

FEH « Toref - E— — = - - Enter or click g4,
¢ Io=e Click here to select All RFQ Lines... |""(
¢ To retdmwin> il
...or click here to select an individual RFQ Line.
When all lines this Vendor has
g 4] Tl = Bid on are checked, click OK. 9
sty Orcer LUnit C = Iy
o ] Il ] ] 1| ] \ /[ |
4155500000 Large Bodkcases 100 Ea 1.00 22233 009 AMO-0640-97 71 5602 \/|
[ oK | | cancel |
Bid Amount  Enter the Quote in the Unit Cost field of each line item bid upon. The

Request for Quotation

system calculates the total and

populates the Total Bid Amount Field.

+ Start Center

Current Query: |Quick Key Search v| | |ﬁ |Se|ec1 Action v| E & <4 = & T B
Search RFG RFQ Lines vendors | Ouotations | Altsched Documerts
RFO: " [5526 | [4. 8343925 Suniand ES, Large Bookcases | &l Status: " [SENT

=] | »Fier

“Wendor

|| Displaying1-3of3 ||

Mamne Phone T.-:-tal =i E-mil
= Amournt =

J. Preston &l

» |[108257 HERK ECVWARDS 310-373-0543 5,000.00 |

b 108267 HERTZ EQUIPMENT RENTAL Lisa Caudilo 10-538-6368 0.00 310-536-3530

b 105342 Hi B00-G79-5000 000 - |
Mew o

Quotations for Vendor 108257

| Fitter

4155500000

|| Displaying1-10f1 |
ion =]

Large Bookcases =

| awardal | | SelectRFG Lines |

Save

Complete

Click on the floppy disk[&] icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”

Continue to Select the RFQ Line(s) for each Vendor, and enter each Quote
Amount until all Vendor Quotes are complete.

Request for Quotation Site: = # Start Center
Current Query: |Guick ey Search | | |8 [Setect Action ~| B & 4 b = &S B

Search RF& RF2 Lines Wendors [ Quetations ] Attached Documents
‘ RFO: ' (5526 ] |8 93435925 Sunland E3, Large Bockcases | B Status: * [SENT ‘

Vendor

[=l[=] | rFilter

Displaying1-3of3 |1 |

Mame E-mail

310-373-05435

F10-373-05435 X

» 108257 HERK EDVYARDS J_ Preston =)

» 108267 HERTZ EQUIPMENT REMTAL Lisa Caudil 310-538-5368 &5,500.00 310-538-3830

b 108342 Hitti 800-878-5000 5,100.00
Plewr Row
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SELECT THE PREFERRED VENDOR TO AWARD
The Requestor will perform these functions.

Vendor To select the Preferred Vendor;
e Click on the Quotations tab.
¢ Highlight the Preferred Vendor.
e You may select to Award all lines, or individual lines.
o Click on the Award All button to select all lines .
0 Click in the checkbox Iocated at the end of the line item to select
each_individual line for which quotes were received. This option
would be used for a Vendor that did not provide quotes on all the

items listed.
e Save the record.
Request for Quotation Site: B | # StartCenter
Current Query: |Guick Key Search v | | | |Select Action - | A . O =
Search CIle to H|gh||ght the Queotations Attached Documents
RF Preferred Vendor. ntl ES, Large Bookoases | & Status: *
—

! |

=] | Filter 1| Displaying1-3of3 || @l

Click a single box in the Awarded

108257 HERK EDWARD! Jpreston |3 [310-373-0543 310-373-0543 column to Award the highlighted

b
» [108267 HERTZ EQUIPMENT RENTAL Lisa Cauilla 310-538-6368 6,500.00 310-538-3630 Vendor RFQ Lines Individuall Y.
» |108342 Hiti B00-575-6000 5,100.00 -
N\ few 1]
Quotations for Vendor 108257 \ I

[1| Displaying1-t1of1 ([
D ption tanutacturer todel Quantity Order Unt Unit Cost

Large Bookcases = |[sTarLEs 100 [ (e}

| pwardAl | SelectRFQ Lines |

[l | »Fitter
Ling
1 4155500000

PRINT THE BUYER CARD MATERIAL REQUISITION REPORT.

The Requestor will perform this function.

Run Reports Click on Select Action, and choose Run Reports.

Site: B\ ! * StartCenter

Request for Quotation

Current Query: |Quick Key Search v | | | a ER = S = |
Search RFG RFG Lines vendars Qu
“r* Route RFG
. Stap Vorkflowe .
RFG: * [5526 | [#2 9343925 Sunland ES, Ay S sy iR Status: ~ [SENT
Wiges Workflowe Help
T vendor TSR Copy PR Line tems to RFQ

AdciMacity Order Unit Yalues

=] | rFirer EEl Services |7 @)
Run Reports ) -

MName S EL_FFa Details Regod . E-mail
108257 HERK EDWYARDS IFRAIT i A= 310-373-0543
» 108257 HERTZ EQUIPMENT RENTAL Lisacy ~ Cuplieste REG oo 310-538-3830
- Add To Bockmarks
b 105342 Hitti L ; .00 -
[ Mew Rlow ]

Tor Vendor 108257

o
[==I[=] | WFilter Displaying1-10f1 [[] ()

b [ 4155500000

| | awardal | | SelectRFGQ Lines ]‘
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Choose Buyer Card Material Requisition.

—

@ Business Aanalysis and Reporting
___/J

Run Reporis
AB Letter

A8 Letter mModified

Buyer Card hMaterial REeguisition

Maintenance Matl Bid Form

Mon Stock Material Reguaisition

EHEeguest for Price Guote

Eeguest for Quotations List Report

EReguest for Quotations Details Repaort

Parameters  Enter the Report Parameters to Run the Buyer Card Material Requisition;
e Enter the RFQ Number and any Comments to the vendor.
e Select the Basis of Award.
o Utilize the remaining text boxes if the Basis of Award requires Justification.
¢ Click on the Submit button.

Reporting

Buyer Card Material Requisition

Report Parameters:
Enter RFQ Number: 5526 | Submit |

Requestor Comments: |Dellver items to Storeroch %1

) Current Record
Selected Record
() All Records

Select Basis of Award: ‘ Competitive (low, low as a whale, low per spac.) v|

If Sole/Single Source, provide justification:

If "Other Basis of Award”, explain:
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Print Click on the Print icon in the AWMS toolbar to print the Buyer Card Material

Requisition. The RFQ number is a link to another view of this report.

]]]J]ﬂ Reporting

Click on the Print icon

Page: |1 of2 14 4 b B _1DD%_V_f i =

Print the Report.

_

AEIES

£
TS

ProCharge Transaction #:

B
EET

iy e
s

s ":'_‘"fq Los Angeles Unified School District
R [ ' il Facilities Service Division - Existing Facilities

& BUYER CARD MATERIAL REQUISITION

Maintenance and Operations

1500 E 14th Street
LOS ANMGELES, CA 890021

RFQ#: 5526 Date: 1262010 Budget F¥: 2011
Org Hame: ME0 MAINTEMAMCE CEMTRAL 3

Suggested Vendor: Resp Area: TS Resp Org: 1421
Vendor Code: 105257 Requested By:  Lu, Danny
Hame: HERK ECWVARDS Phone: 213-241-0573 FAX: 213-241-3345
Address: PO BOX 4204 Comments: Deliver tems to Storercom

TORRAMCE, CA 90510
Contact: J. Preston
Phone: 310-373-0543 FAX: 310-373-0543
Ship To:  MTS - M&O MAINTENANCE CENTRAL 3 Bill To: MTS - M&O0 MAINTENANCE CENTRAL 3

1500 E 1 dth Street
LOE AMGELES, Ca 80021

FUH AREA ORG/SUE PROG OBJSUB JOB HOPROJ WO HO. FUH

[01 (009 [ Amo [os40MAX [ 5771 [ 5602 | MAXADMM [9343535 |

AREA ORG/SUB PROG OBJ/SUB JOB HOPROJ WO HOY

Line Oty Units Rem # Acct Description, Mfg, Model, Hotes Unit Cost Tax Line Total Line
= Line | Cost Cost

001 100 EA 4155500000 01 Large Bookoases STAPLES &123 500000 453750 5000.00 §5 487 .50
Total: $487.50 $5,000.00 $5,487.50

Obtain the required signatures (CPM for $2,500-$5,000; AFSD for $5,001-$10,000; LDFD for
$10,001-$78,900) on the Buyer Card Material Requisition Report and submit report to the
Buyer Card holder for processing.

PURCHASE MATERIAL, HAND WRITE PROCHARGE TRANSACTION # ON BUYER CARD
MATERIAL REQUISITION REPORT, AND CREATE PO

The Buyer Card holder will perform these functions.
Access the RFQ record in the RFQ application
Change Status

order to create the Purchase Order.
¢ Click on the Change Status icon % in the AWMS toolbar.
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BUYER CARD REQUISITION

Request for Quotation Site: N\~ Start Center
Loading...
Current Query: |Quick ey Search v | | | [select Action v] B & 4 b = & B
Search RFG RFa Lines Vendors [ Quotations Aftached Documerts
RFQ: * [5526 | |4 9343525 Sunlend ES, Large Bookeases &

Click on the blue arrow
icon to view the selection
and click on Approved to

Mame:

¥ |[108257 HERK EDVWARDS JPreston|[@|[310-373-0543 5,000.00 create PO (COMP) Click

» [108267 HERTZ EQUIPMENT RENTAL Lisa Caudilo 310-539-8363 £,500.00 RFO: 5526 Descripi OK.

» 108342 Hiti 300-579-5000 5,100.00 Current Status:  SENT
\

o] i for Vendor 108257 New Stat = a1 e PO (COMP \/

| pFiter [ Displaying1-10of1 [0| ) 2 . )

5 Date Changed: * [1175A0239PM | B
N L
4155500000 Largs Bockcases s | |

OK Cancel

To create the Buyer Card Material Purchase Order;
e Click on the Quotations tab.

e Click on the twistee of the Awarded Vendor to open the details section.
e Click on the Create PO button.

Request for Quotation

p (213) 241-4642

Current Query: |@u|ck Key Search v‘ | |ﬁ ‘Selec‘t Action v| Bl & 4 FE & T OB
Search RFQ RF@ Lines Wendors [ GQuotations } Attached Documerts
RFO: * [5536 | &4, 9343925 Sunland ES, Large Bockcases |E Status: * [COMP
[ I[=]| rFitter |1| Displaying1-3ef3 [ (7
Mame 2
~ |[1082s7 HERK ECWARDS J.Preston | |[310-373-0543 5,000.00 310-373-0543 v
» |108267 HERTZ EQUIPMENT RENTAL Lisa Caucila 310-538-6368 £,500.00 310-538-3830
b [108342 Hit B00-879-5000 5,100.00 -
Vender: * [10a257 | [HeriEDwnRDS shpvia [ |@ FoB: [ |
Cortact: [ T cusomerss [ ] e e —
Phone:  |310-373-0543 Fax:  |310-373-0543 Freight Terms: | E!
E-mail: | |
Currency: * a Pay Taxto Vendor? Vendoruote [ | DateofVendorsRepy: [ |HE
Contract Details
ContLicenseMo: | | Cont Classification: | | Financial Rating(sMAuto,Liabiityy: | |
Auto Ins Exp: I:l = Liability Ins Exp: I:l B Workers Comp Ins Exp: I:l =
Ins VerifiedBy: | | Ins VerifiedDate: | | & SafetyPrequalDate: | | &
Create PO — Done Delete

Enter ProCharge Transaction # as the Purchase Order number and click OK.

Create a PO be either entering a unigue number in the PO field or by selecting Autonumber
Select OK when finished.

|I| Displaying1-1 [ |

222222222| &4, 9343925 Sunland ES, Large Bookcases

| Autonumber | | oK || cancel |
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APPROVE PO To Approve the PO in AWMS, from the Start Center:
¢ Hover the pointer over the Purchasing module.
e Choose Purchase Orders.

Start Center

B - . &
€.

R /\‘ Work Q\ LPW é lnvenitor | | Equipment
% orders A ¥

|
" 7
\ M A/ Business Analysis '_/' ,..
AL & Reporting .“a

\FIED g
on Cy

| | ‘
¥ Purchasing | ,! — | Projects 'ﬁ Plans | \\& Resources
& N

Purchase Requisitions b
Reqguest for Quotation

Purchase Orders

Receivirg

Invoices

/4

=
%9

Site: = # Start Center % Go To % Sign Out * Help (213) 241-4642

Purchase Orders

Current Query: Guick Key Search  v| 2220202022 |k
[ searen | _po PO Lines Attached Documents

Purchase Orders Site: B! | 4 StartCenter | >GoTo | =% SignOut i * Help
Loading...
Current Query: |Quick Key Search v | | |8 |select Action ~| 5] & 4 b = &
search | PO | POLines Atached Documents
Purchase Order: * (2222020220 | |44 6343925 Surland ES, Large Bookcases |E Status: * [WAPPR InWorkflow? [
Details Dates
Type: &l Modified By: * [DLU123 Ordered: [1171510254PM | @ Followup: | |

Buyer Comparys [ ] myer [ ] Recuked
oniginalPO: [ | Priority: “ [0 | Status|

Private? Receipts: Modified
Vendor PO: 222222277 @escription:  AA 9343925 Sunland ES, Large
Buokeases
Company:  [108257 | [HERK EDWARDS | & (O RN

Address: [P 0BOX 4204 J
[TORRANCE ] N [a0s10 ] Pay T New Status: [ Bppraved (APPR) 3 -
Freight Terms: Date Changed: =]
[ |

Phone: |310-373-0543 Payment Terms: |:| Paj Memo:

w

Comact: g e —
cusomers | e —
0K Cancel
Ship To Bill To
Hame: 1421 | B [M&0 MANTENANCE CENTRAL 3 IE Hame: | = &
Address: [1500E 14th Street | Address: | ]
|Los AncELES | fea | [soo: | [ | | |
[783mE | & [Lu, Danny |E i [ | & [ |&

Submit Buyer Card Material Requisition Report and Purchase Receipt to Stores personnel.

7. ORDER RECEIVED, STORES TO RECEIVE LINE ITEM IN RECEIVING APPLICATION AND
SUBMIT RECEIPT/PACKING LIST TO BUYER CARD HOLDER

The Stores personnel will perform these functions.
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Receiving To Receive the Line Iltems in AWMS, from the Start Center:
¢ Hover the pointer over the Purchasing module.
e Choose Receiving.

B e (R
2] [ | Business Analysis | .| Project Plans | \\& Resources
] g ; \ Bidn i
FED & Reporting { J‘ \{X

Receiving
Invoices
Deskiop Requisitions
ST, SIS THE PECOFT L

To viewy details of an assiy

My Workflow Assignments _ :
To directly route your assignment, select the route icon

Enter the ProCharge Transaction # in the top search field and click on the

Receiving site: I = #StartCenter | %GoTe | ®SignOut | = Help (213)241-4542
Current Query: Guick KeySesrch v (2222202222 [d N - -
|| Search | Material Receints Service Receigts Aftached Documents

Find Bookmarks

Select In the Receiving screen that appears, click on the Select Ordered Items button.

HEEENNH site: [V ™ | ¢ StariCenter | > Golo | %S

Current Guery: ‘Gulck Key Search v| | |ﬁ ‘Selac‘t Action w & < (=3 1=
Search Material Receipts I Service Receipts Attached Documents:
PO: * 2222222222 | (2] [a. 9343925 Sunland ES, Large Bookeases IE] PO Status: ~ |2PPR Receipt Status: | NONE
Vendor: [108257 | [HerK EDweRDS |E ordered Cost: |[s000.00 Ordered Date: [ 11/15/10 2:54 P
Ship to i [Faamis | [Cu, panmy IE] ived Cost:  |0.00
Waterial Receipts
1| rFilter Displaying 0 - 0 of 0

Mo material receipts found.

[ Select terns for Return FL Select Ordered tems H NewRow]

Items Click in the selection boxes [¥| to select the items received. The top checkbox
selects all items. Click OK when the items received have been selected.

y = Select Ordered Hems

Storeroom: l:“ﬂ
Click here to select ALL Line Find
Items.

- Ok Cancel

Remarks

Save Click on the Save [E] icon in the AWMS toolbar. Saving the record changes the
Receipt Status to COMPLETE.
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|-Z| Receiving Site: B | *StartCenter | *GoTo | % 5i|
Current Guery: |Qu\ck Key Search % | | |ﬁ |Se\ecl Action w g < =3 =
N
Search Material Receipts 1 Service Receipts Attached Documerts
PO: (2222222022 | (2] (449343925 Surland ES, Large Bookcases =] PO Status: * [4FFR Receipt Status: _|[COMFLETE
Vendor:  [108257 | [HERK EDWARDS |E  ordered cost: [5000.00 Ordered Date: 1111510 2:54 PM
Ship to i [7a3s16 | [Lw, Danny |E  Received Cost: [5,000.00

Material Receipts

£ it e ite it ol By
1.00 o0g-AMO-0640-977 2 | 11415010 3:05 PN [DLU123
| Selectltems for Return | Select Ordered tems | | New Row ]|

COMPLETE Receipt Status is COMPLETE.

Stores to submit Buyer Card Material Requisition Report, Purchase Receipt and Packing
Slip to Buyer Card Holder.

8. CLOSE PO, RECONCILE AND UPLOAD DOCUMENTS TO PROCHARGE
The Buyer Card holder to perform these functions.
CLOSE PO To Close the PO in AWMS, from the Start Center:

¢ Hover the pointer over the Purchasing module.
e Choose Purchase Orders.

Start Center

- >
Cia 1
(R ,\‘ Work Q\ | PM é Inventor ! | Equipment
L Orders oy,

7 i

y i gt -~
(AR 3 3 /o &5 . B = p %
| A4\ | Business Analysis l_/' g0, Purchasing g -~ Projects Plans | < Resources
LS

& Reporting .‘.t. Purchase Requisitions = .'«# N,
N - Request for Quatation .
Furchase Orders
Receiving
Invoices

Purchase Orders

site: M & # StartCenter | 5GoTo | =®SignOut | * Help (213)241-4642

Current Query: [Quick Hey Search v | (2222220232 |dh v B
|| Search | po PO Lines Aftached Documents
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Click on the change status #+ icon and select Close from the dropdown list and click OK.

Site: = # Starl Center | ®GoTo | =% Sign Out |

Purchase Orders
Loading...

Current Query: |Guick Key Search v | | |select Action - B £ 4 b = G
Search | PO | POLines Attached Documents
Purchase Order: * (2222222222 | |8, 8543825 Sunkand E5, Large Bookoases iE] Status: * nworkflow? [
Details Dates
Type: Modified By: * [DLU123 Ordered:  [11/15102:54 FM Followup: [ |E

—— boes [
e Priority: “ [0 |
Private? Receipts:  |COMPLETE Modified|

b]

Vendor 0:  222222222Pescription:  AA 9343925 Sunland ES, Large
|E Current Status:  APRR Bookeases

Company: 108257 | |HERK EDWWaRDS

Address: |F 0 5O 4204

[TORRARNCE | fea 1 [aesm0 | Pay T New Status: _
|

Freight Terms: | |& Date Changed: * [1145/0 313w | E
Phone:  [310-373.0543 PaymentTerme: [ | Pal memo: |
Contact shpvia ||

Customer & FOBPoint: [ |
0K Cancel

Reconcile purchase and upload all documents to ProCharge application.

|

Contract =
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