Purchasing AiM User Guide

’Purchase Order Receiving

Purchase Orders are used to purchase materials from Contractors (vendors). Purchase Orders with a status

where the Status Flag is Finalized can be received.

1. There are two ways to start a Purchase Order Receiving; from the Purchase Receive application or the

Purchase Order application.

2. OPTION 1: From the menu, under Purchasing — Purchase Receive

n Purchasing
Purchase Generator
Q. + Purchase Order
= Q + Purchase Receive

= Q + Purchase Card

Q 4 Sport Purchase
Q. + Purchase Disbursement

Commented [CP1]: we are adding the quantity in the in the
description the rejection not in the header.

Commented [CP2]: click new to find the po that need to be
received and then enter the po#

Commented [CP3]: Missing instructions on how to attch
packing slip

Commented [CP4R3]: add screenshot of Disburse the order ]

a. Click Purchase Receive hyperlink and then click “

Note: Do not click SEARCH here. Go to the next step to find the issued Purchase Order.

b. Alternatively, you can click + from the menu.

AiM Purchase Order

Execute Basic Search Reset
I e
New Query Purchase Order - - Q
- PO Code = v a)
H Description contains v [ ]
4
Address Code - - E]
Blanket Number [= v] [ Q]
Editor = ~
4

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

click
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AiM Purchase Order

Search Cancel

Purchase Order Description
10023456789 AUTO-GENERATED PO

10098789 LIGHT FIXTURE

ADD1008 AUTO-GENERATED PO

A0D1027 AUTOMATED INVENTORY REORDER

A0D1042 h AUTO-GENERATED PO

d. Click the Purchase Order hyperlink to select the Purchase Order.

3. OPTION 2: From the menu, under Purchasing — Purchase Order

n Purchasing
Purchase Generator

[ CEMEEET

H Q + Purchase Receive

Q + Purchase Card
Q + SpotPurchase

Q 4+ Purchase Disbursement

a. Click Purchase Order hyperlink and then click

i. Alternatively, you can click Q from the menu.

b. Enter the criteria needed to find the Purchase Order

AIM Purchase Order

Description

Purchase Order

Shipment Type

Created Date

Review Date SO lE v

. Execute
and click -

c. Find the Purchase Order you need to update and click the PO Code hyperlink.

AIM Purchase Order scomr @ @ ®

Search

[ Yo R — et Dute
n Exort Anmw AUTOGENERATED PO POISSUED 0000000137 NA SCLLATS Oatz0,20221112AM
P
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AIM Purchase Order

Ed New Search Browse

3 EEN scoron2 =
n ViewFinder AUTO-GENERATED PO

Extra Description

Shipping Information Contractor 0000000137 Created Oct 20, 2022 10
Sent Email
DWYER INSTRUMENTS
o Review
User Defined Fields Address Code NA
Status History

Blanket Number Needed
Related Documents

d. Click the Purchase Receive hyperlink.

4. Once you have found the Purchase Order, you can start the receiving.

AIM Purchase Receive scorr @ e [cd

0 ol SCOTTLON O 002 151 st TG T

Extra Description Last Edited by SCOTT LLOYD On 10/20/22 11:31 AM

Shipping Information. 'AUTO-GENERATED PO PO Code 1062

AUTO-GENERATED PO

Notes Log

Status History 4 Type NON-STOCK PO

Related Documents (ONE-TIME MARKETPLACE PO FOR NON-STOCK
DWYER INSTRUMENTS Shipment Type E] Date Received

Address Code

Blanket Number

Contact Reference Number :]

Ordered By

Line Item
Line POLine  Vendor Part Inventory Part [ry— vom Ordered Accepted  Prior Recsived
o1 1 2010 DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%, 2000 SERIES €A 10000 10000 10000 00000

5. Update any of the fields that need additional information. For example,
a. Description
b. Warehouse

c. Packing Slip Number and Date
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AIM Purchase Receive scomr @ 3
1029 Creted By SCOTTLOYD On 0/20/22 131 AM  Staus
Emnmm Last Eded by SCOTT LLOYD On 10/20/22 1131 AM
. AT GENERATED 70 %0 Code 1082
Shipping Informat DIFFERENTIAL PRESSURE GAUGE - DWYER INSTRUMENTS
Tty AUTO-GENERATED PO
Status History, = Type NON-STOCK PO
Relsted Documess

‘ONE-TIME MARKETPLACE PO FORNON-STOCK.

s N

STORES WAREHOUSE

— =B

e Shipment Type [:q Date Recelved )
Address Code

et
Ordered By
e
E— rees 0w

Contact. Reference Number
Lia tem =
T T e o e o
o1 1 10 DIFFERENTIAL PRESSURE GAUGE,INCH OF WATER, 0-10° RANGE, +/-2%, 2000 SERIES €A 10000 10000 10000 00000

6. If a quantity other than what was ordered is received, click the hyperlink for the appropriate Receiving

Line Item.
Line Item [ rermove |
M Lline POLine  VendorPart Inventory Part Description Ordered Received  Accopted  Prior Received
m ° 1 2010 DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%, 2000 SERIES A 10000 10000 1.0000 00000
AiM Purchase Receive Line ltem scotT

Last Edited by SCOTT LLOYD On 10/20/22 1131AM  POLLine

o

e M

e cunity
s wor

Stock Quantity. 1.0000

‘Order Quantity. 1.0000 Quantity Remaining 0.0000
Rejections [T | hee ]
W Sequence Rejection Description Quantity Editor Editor Edit Date.

If the ordered quantity does not match the received quantity, adjust the Quantity to match the actual
number received. You can chose to Reject extras or accept them.

7. If there are Rejections, click m

AIM Rejection scorr @ [c]

BEl .« Cancel

1 Last Edited by SCOTT LLOYD On 10/20/22 11:46 AM  Transaction 1029,

AUTO-GENERATED PO

Line. 1

'DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%,

auny (E—

8. Enter a description and the Rejection reason by clicking Q and select the rejection reason.
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AiM Rejection

Search Cancel

DAMAGED DAMAGED

OTHER OTHER

WRONG PART ORD 'WRONG PART ORDERED
WRONG PART REC WRONG PART RECEIVED

9. Enter the Quantity being rejected.

AIM ReJenmn scort

Cancel

Last Edited by SCOTT LLOYD On 10/20/22 1146AM  Transaction 1029

RECEIVED ONE TOQ MANY. SENDING IT BACK. AUTO-GENERATED PO

Line 1

'DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%,

OTHER

Qansy @:

10. cii (2]

AiM Purchase Receive Line Item scoTT

Last edited by SCOTT LLOYD On 10/20/22 11:31AM PO Line

Extra Dmv\plmn
Related Documents
Vendor Part. 2010 Inventory Part Prior Receives 0.0000
Disbursed 0.0000
uom EA oM
. quniy
- sracnn | [N o | o0
Issue Factor 10000 Rejected 1.0000
Stock Quantity 20000
Order Quantity 10000 Quantity Remaining 0.0000
Fjedions (oo | mas ]
W Sequence Rejection Description Quantity Editor Editor Edit Date.
o1 OTHER RECEIVED ONE TOO MANY. SENDING IT BACK. 1.0000 SCLL4113 SCOTTLLOYD ‘Oct 20, 2022 11:46 AM

1. clioc 2]
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AiM Purchase Receive scor @ e ®

1029 e S D a2l R

Extra Description Last Ecited by SCOTT LLOYD On 10/20/22 11:31 AM
ing Information 'AUTO GENERATED PO PO Code e
e e DIFFERENTIAL PRESSURE GAUIGE - DWYER INSTRUMENTS
Notes Log AUTO-GENERATED PO

Status History. Type NON-STOCK PO

Related Documents ‘ONE-TIME MARKETPLACE PO FOR NON-STOCK

Contractor Warehouse STORES Q Received By e Q

STORES WAREHOUSE

swpmence [ q) Date Receed
Ordered By
-

Contact Reference Number :]

DWYER INSTRUMENTS

Address Code

Line ltem m

B Line POLine  Vendor Part Inventory Part Description Ordered Received Accepted

200 DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10° RANGE, +/-2%, 2000 SERIES  EA 1.0000 20000 10000 0.0000

12. When everything is complete, set the Status to with a status flag of Finalized.

AIM Purchase Receive scor @ (2] o4
U T Created By SCOTT LLOYDOn 10/20/22 1131 AM  Status D =
Extra Descrption Last Edited by SCOTT LLOYD On 10/20/22 11:31 AM

g nformation 'AUTO GENERATED PO PO Code e
7Tl DIFFERENTIAL PRESSURE GAUGE - DWYER INSTRUMENTS

Notes Log

Status History Type NON-STOCK PO

Related Documents

Contractor Warehause STORES Q Received By sauans Q

STORES WAREHOUSE

e G— S T
.
Blanket Number

Contact Reference Number :]

DW/YER INSTRUMENTS.

Address Coda

Line ltem m

M Line POLine  Vendor Part [ Description Accepted  Prior Received

200 DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER, 0-10" RANGE, +/-2%, 2000 SERIES  EA 10000 20000 10000 00000

13. cicx IS

14. You are now ready to Disburse the order.
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