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Create a Purchase Request 
 

A Purchase Request is filled out by an employee to request stock items from inventory and/or items not carried 
in the warehouse.  Both may be combined on one request.   

 

1. A request can be started from the menu or from a Phase.  Started from the Phase is easier since the 
request can copy need information from the Phase. 

a. From the menu, under Work Management  

i. Click  to start a new Purchase Request 

ii. Click Purchase Request hyperlink and then click  

b. From the Phase you want to buy the materials on. 

i. Click the Purchase Request hyperlink in the Action menu  

 

2. This will bring you to the Purchase Request screen. 

 

Because the above Purchase Request was started from a Phase the Work Order, Phase, Shop, Region, 
Facility, Property and Location (which was blank on the phase) were filled in.  If you start the request 
from the main menu you should fill in the Work Order and Phase first as these will fill in the other fields 
for you. 



Work Management                                                                                                                  AiM User Guide 

 

Revised: June 1, 2023                                                                               Proprietary and Confidential | Page 2 

 

3. Enter the Date Needed. 

 

4. Optionally, fill in the following fields: 

a. Requested By 

b. Notify When (applies to the Requested By) 

c. Deliver To 

d. Notify When (applies to the Deliver To) 

 

5. To add other materials you need to the request, click  

 

6. First you need to select what, in general, you are ordering on this line. 

  

A. OPTION - Browse Catalogs 

a. Browsing the warehouse part catalogs is simple. You search by part category instead of 
description.You will be asked to select and Class and Commodity at a minimum, but you can 
narrow the search more by also selecting an Inventory Item classification also. 
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b. Click  

 

c. Scan the list and select the part you want.  (You can only select one at a time.) 

Click:  

 

d. On the Line Item,  

i. Fill in the Quantity 

ii. Click:  

Note: If you cannot find the part in the Part Selection, and you know it is not a stocked part, you 
can go directly to the NonStock Part ordering screen by clicking the “Add Nonstock Part” hyperlink 

on the Part Selection screen. 
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B. OPTION - Add Stock Part by Warehouse 

a. You will need to pick a Warehouse unless there is only one, in which case that warehouse will 
be selected and you will go to the Line Item screen. 

 

b. On the Part field click  

c. On the Inventory Part Profile you can search for an inventory part using any of the fields (or a 
combination of them) to find the part you need. 

 

d. Click:  

e. You will get a list of parts matching your criteria.  Click the Part hyperlink to select the part and 
return to the Line Item screen. 

 

f. On the Line Item screen you will need to fill in the Quantity. 
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g. Click:  

 

C. OPTION - Add Catalog Part by Vendor 

a. You will go to the Line Item screen that allows you to pick the Contractor (vendor) and then 
one of the parts sold by the Contractor. 

 

b. On the Contractor field, click  
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c. You will be taken to a list of Contractors in your system.  If you need to, you can click  
to narrow the list of Contractors.  Once you find the Contractor you are looking for, click the 
Contractor Hyperlink to select the Contractor.  This will also return you to the Line Item screen 
with the Contactor information filled in. 

d. On the Vendor Part field, click  

 

e. This is a list of all the parts the Contractor sells.  You can click  to narrow the list of parts.  
Once you find the part you are looking for, click the Vendor Part hyperlink to slect the part and 
add the information to the Line Item screen. 

 

f. You will need to enter the Quantity and then click  to add the line to the Purchase 
Request. 

D. OPTION - Add Service 

a. You will go to the Line Item screen with only a few required fields. 

 

b. Description – You are required to provide a description of the services. 
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c. Total – You must provide a cost for the services. 

d. Optional – You can provide a Contractor and their Address Code if you know it.  The Quantity 
and Unit Cost are also not required. 

 

e. Click  to add the line to the Purchase Request. 

 

E. OPTION - Add a NonStock Part 

a. You will go to the Line Item screen with only a few required fields. 

 

b. Description – You are required to provide a description of the part. 

c. Part – The part number of the part. 

d. UOM – Select a unit of measure from the list by clicking  

e. Quantity – Number to purchase.  

f. Optional – You can provide a Contractor and their Address Code, the Unit Cost and Commodity 
if you know them.  
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g. Click  to add the line to the Purchase Request. 

F. OPTION - Add Equipment Rental – Ignore as this is not used. 

G. OPTION - Add Inventory Kit – Ignore as this is not used. 

 

7. When all parts you need to order are on the Purchase Request, change the status to the status to send 
the Purchase Request off to be processed. 

 

a. On the Status field click  

b. Select the correct status by clicking on the Status hyperlink. 
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8. Click  on the Purchase Request screen. 
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