Purchasing AiM User Guide

Commented [CP1]: Only Option 2 worked. Need Option 1

’Purchase Order Disbursement

=

Commented [CP2R1]: we should not get a question about
closing the PO. Update screenshot

Purchase Orders are used to purchase materials from Contractors (vendors). Once the items have been received
on a Purchase Order they will need to be disbursed to the warehouse (if inventory) or a Phase on a Work Order
(if non-stock or catalog). Only items that have been received can be disbursed.

1. There are two ways to start a Purchase Order Disbursement
a. From the Purchase Receive screen. The most direct is to do it after completing the receiving.

b. From the Purchase Disbursement screen. This method is easiest if you need to search for the
receiving.

2. OPTION 1 - From the Purchase Receive screen, click the Purchase Disbursement hyperlink in the Action
menu.

AIM Purchase Receive

Browse

AUTO-GENERATED PO
DIFFERENTIAL PRESSURE GAUGE - DWYER INSTRUMENTS

Extra Description

Shipping Information
Contractor 0000000137

3. OPTION 2 — From Purchasing, click Purchase Disbursement

n Purchasing
Purchase Generator
Q + Purchase Order
ﬂ Q. + Purchase Receive
= Q + Purchase Card
Q + Spot Purchase

Q + Purchase Disbursement I
Q 4+ Blanket Purchase Order

Sent Email

a. Click Purchase Disbursement hyperlink and then click “

b. Alternatively, you can click + from the menu.
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AiM Purchase Disbursement
Next Cancel

Please Select:
(@) Purchase Receive
() Spot Purchase
() Purchase Card

c. If needed, click the radio button for Purchase Receive (the default) and click m

d. Fill in the search screen to find the Purchase Order you want to do the receiving for and then

. Execute
click

AiM Purchase Receive Transactions Search o =

Execute Basic Search Reset

S —
a New Query Transaction
Description

View

a s -—
Editor - v ’
P
eone
Purchase Order
Operator
Purchase Order
PO Code [; v] q

e. Enter the criteria needed to find the Purchase Receive. The Transaction is the simplest way to
find the Purchase Receiving.

f. Click the Transaction hyperlink to select the Purchase Receive.

AIM Purchase Receive - Eligible Transactions scort

M Transaction Line Purchase Order  Vendor Part Description Quantity Received Inventory Part Subtotal
O oz 1 10072345678 INFGB STIFF BRISTLE JOHNNY MOPS INFG8 EA 120000 54188
0 oo 1 10013678 NFGB STIFF BRISTLE JOHNNY MOPS 1NFG8 EA 12,0000 sa188
O w2z 1 Awon F123 FILTERS A 3.0000 56000
0 1 1 Aooton PARTNUMBER  ABBVFD EA 10000 $75000
34567

o 1 1002383838 Levizs LIGHT FIXTURE EA 1.0000 $10000

1 Awow 2010 DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10° RANGE, +/-25%, 2000 SERIES EA 1.0000 57559
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g. Click the Purchase Disbursement hyperlink in the Action menu.

AIM Purchase Receive

Search Browse

Purchase Di

- AUTO-GENERATED PO
- smat DIFFERENTIAL PRESSURE GAUIGE - DWYER INSTRUMENTS
S print

Bl Ca—
Extra Description
Shipping Infarmation

Contractor 0000000137
Sent Email

4. Once the Disbursement is brought up, the default assumption is that the entire receiving will be
disbursed. The work order and disburse quantity should already be filled in. There should be little to do
here other than enhance the description or fill in the Delivered To name.

AiM Purchase Disbursement scor @ e ®

1027 Last Edited by SCOTTLLOYD On 10/20/221232PM  Type Purchase Receive.

EEbE "AUTO-GENERATED PO
NotesLog DIFFERENTIAL PRESSURE GAUGE - DWYER INSTRUMENTS Delered To
Related Documents y
Total s7559

MICHAEL KEELIN
Line Item [ Remove | ncd ]

B Line Tansaction Hem procs  VendorPart Work Order Warehouse  Bin e

Reverse  Line

Number Group Component  Quantity Quantity Total Currency

01 a 2010

a. Butif you need to change anything on the Line Item, click the Item number hyperlink.

W2000166 10000 0.0000 §75.59 USD

E

AIM Disbursement Line Item scotT
Add Cancel
1 Last Edited by SCOTT LLOYD On 10/20/221232PM  Transaction 1029
Extra Description i AUTO-GENERATED PO
Line kem 1
A 'DIFFERENTIAL PRESSURE GAUGE|
Work Order Inventory Part
Currency s
uom
EHSC - ROUTINE & DETAIL CUSTODIAL Subtotal
Unit Cost
Discount
Phase
o Q Vendor Part 2010
Tax1
DIFFERENTIAL PRESSURE GAUGE, |
EHSC - ROUTINE & DETAIL CUSTODIAL o " T2
EACH
Invoice Number TaxRebate
Unit Cost 5755900
Shipping
Invoice Line Disburse Quantity ﬁ
Markup
Reversed Quantity 00000

Invoice Line Seq
Invaiced Quantity Line Total

b. When complete, click
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5. cliox I

6. Ifall receiving and disbursement is complete, and your system is configured for a 2-way match (Purchase
Order quanitity and Received quantity) you will be asked if you want to close the Purchase Order.

AiM Purchase Disbursement

II|

Close the PO 11547

Yes No

Y
7. Click to close the Purchase Order. If you do not close the Purchase Order it will need to be
closed manually.
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