Create a Purchase Request for Materials

In the Go Work Management
app, from the Phase Details
Menu, select Materials.

Select Purchase Request.

Go Purchasing app will launch.
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Add a Description.
Enter Needed By Date.
Select Parts.

Tap the Blue Cross (+) to add a
Part.
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Scan / Search Part

Scan a part by Barcode or

Type short Description

Tap on a Part to Request.

Enter Quantity to Request, and
Tap Done.

9:41 - -
< Parts
Q. Window

Q Cancel

94 o -
< Parts
WINDOW,0PERATOR CRANK,LEFT HAND, 10", BLAINE, hngi‘v
Inventory, In Stock
13326M 4

WINDOW,OPERATOR HANDLE, FOR CASEMENT WINDOW, 3 .
Inventory, In Stock

22238M 5
WINDOW,HARDWARE,FOR SASH WINDOWS,LOCK,BRAE% F
Inventory, In Stock

483211201
OTHER724 SQUEEGEE WINDOW 12 STAINLESS STEEL COM
Vendor Catalog Part

483212003
OTHER786 SQUEEGEE,18WINDOW,PR450,UNGER,COMPLE
Vendor Catalog Part

CH310 46
441097, WINDEX, 26 OZ. BOTTLE, WINDOW CLEANER EA
Inventory, In Stock

MH350 30
07A3, IVES, SASH ALUM BRS-PLT FASTENER WINDOW égc )
Inventory, In Stock

uT15127 30
GASKETING, WINDOW -ITEM 15 D50005P15 EA
Inventory, In Stock

uT17093 1
GAUGE,3 WINDOW DRAFT NONES0 EA >
Inventory, In Stock

w B B e

Activity Request Purchase Approve More

9:41 o -

< Request Part Done

13074M

— — > —

Related Documents 0
Warehouse

cs1

CEN - CENTRAL STOCKROOM 1

uom EA

EACH

Quantity ‘ 4




Browse Inventory by Part Class / Category

Note: UCB Class, Commodity, and Item Codes are different than shown below.
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Select Item.

Tap Done

Tap Search

Select Part.
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Enter the Quantity to Request.

Tap Done to finish.
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Select an Other Part (Non-stock, non-catalog)
When entering a part to order, try to be as complete as possible. You can even add a photograph or link
to the item you wish to purchase.

1) Enter the manufacturer’s part number

2) Enter the part description

3) Enter the unit of measure (usually, EA)

4) Enter the Quantity

5) Enter the Unit Cost

6) Select the preferred vendor (the buyer may select another)

7) Select the address code (for invoice payment)

8) Add a photograph if desired. This may help the buyer.

9) Add in an additional information about the part that may be helpful to the buyer. For example, a
URL to the vendor’s purchase website.

10) Tap DONE when ready to continue.

Add more parts as needed. They do not need to be from the same vendor.



Enter Part and Description.

Enter UOM, Qty, and Unit Cost.

Optional: Add Contractor
(Vendor) and Address Code

Optional: Add Photo

From Camera or Library
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Submit the Request

When ready to submit your list of parts, tap Save.

You will be prompted to confirm that you want to
submit this request. Tap Yes to continue.

Note: Tapping No will cancel the request, and you
will have to start over again if you change your
mind. It may be easier to submit the request, and
make a change after it is submitted.
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