Purchasing AiM User Guide

Create Purchase Order

Purchase Orders are used to purchase materials from Contractors (vendors). The status tells where, in the
process, the Purchase Order is at and what can be done to the Purchase Order. In most situations the Purchase
Generator will be used to create Purchase Orders. Creating a Purchase Order by hand will only be done
occasionally.

1. From the menu, under Purchasing — Purchase Order

Purchasing

Q Purchase Generator

Q, + Purchase Order

b2 Q, 4+ Purchase Receive

1. Click Purchase Order hyperlink and then click “

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

AIM Purchase Order scomr @ 2] [c2
Save Cancel
_ [A001034 ] Last Edited by SCOTT LLOYD On 10/16/22 5:14 PM Status

Type NON-STOCKPO  Q,

Extra Description
Shipping Information ‘

Notes Log y ONE-TIME MARKETPLACE PO FOR NON-STOCK
User Defined Fields Placed By
Status History
SCOTTLLOYD
Related Documents
PO Code 1034
Subtotal 50.00
e
Address Code E] Discount $0.00
Tax $0.00
tekmerbe [ Q] Neeied [ @)
Shipping 50.00
Contact
[j] Markup Percent l:] 50.00
Total 50.00
e —Y o — ) —

Line s Crerore | ot | e

Bl Lne Type Description Vendor Part Inventory Part Order Quantity UOM Line Total Status

2. Enter the general information about the Purchase Order. Note: Status, Type, and Placed By are fiilled
in with the default values.

a. Enter the Contractor you are ordering from. Click Q

Revised: June 1, 2023 AssetWORKS Proprietary and Confidential | Page 1
IWMS




AiM User Guide

AiM Contractor

m Search Cancel

Contractor I} Description

ACE HARDWARE
AIRGAS USA
AKROM INDUSTRIA
ALCO-CHEM INC.

AMAZON

AMERICAM AIR FI

AMIXTER IMNC.

b. This will give you a list of all Contractors. Click the Contractor hyperlink to select a Contractor,

Search

or click and enter the search criteria.

AiM Contractor

Execute Reset

Co ntractor
Description l l
H -
1099 Code = ~ Q
| = [ -

Expiration Date

Address Code

Address Code

Address 1

Address 2

City

State

Zip Code [
Phone [ - " ] [ ]
[

Fax

. Execute
c. Click -

AiM Contractor

m Search Show All Cancel

Contractor I Descrip!

NAPA AUTO PARTS
NICHOLS

NORTHRICH COMPA

d. Click the Contractor hyperlink to select the Contractor.

e. You will be returned to the Purchase Order screen with the Contractor information filled in IF
that Contractor only has one Address Code. (Which will be filled in also.) If the Contractor has
multiple Address Codes your will need to select one.
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f. Click the hyperlink for the Address Code you want to select. You will be returned to the Purchase

Order screen with the Contractor and Address Code filled in.

AiM Purchase Order

sSCoTT

Save Cancel

3. Fill in the other fields as needed.

Status

(Av01034 Last Edited by SCOTT LLOYD On 10/17/22 6:61 AM eNDING REVIEW
Extra Description
7
Shipping Information e NON-STOCKPO  Q
Notes Log y ONE-TIME MARKETPLACE PO FOR NON-STOCK
o s
Status History
SCOTTLLOVD
Related Documents
PO Code 1036
STAPLES ADVANTAGE Subtotal 5000
s
Address Code NA Q B Discount $0.00
Tax $0.00
Shipping 50.00
Markup Percent 5000
I — -
Terms
9 ol 5000
Line items [ Remove | toa | add |
W Une Type Description Vendor Part e Order Quantity UOM Line Total Status

4. To load the Line Items you have two options; load a Purchase Request, or add parts and services directly

to the order.

5. OPTION - Load a Purchase Request.

a. To load a Purchase Request, select the contractor and click

AiM Purchase Order

ScoTT

Last Edited by SCOTT LLOYD On 10/17/22 7:21 AM

A001038

Extra Dzsmpnnn ‘

Shipping Information

Notes Log

User Defined Fields
Status Histery

Related Documents

Created

Contractor Oct 17,202 721 AM B

WESTERN FASTENERS LLC

Address Code

Blanket Number :}
9
9

‘Contact
Expected
Terms

Work Order Warehouse

Line ltems

Vendor Part

B Llne Type Description

Status

Type

Placed By,

PO Code

Currency

Subtotal

Discount

Tax

Shipping

Inventory Part

Markup Percent

Order Quantity UOM

PENDING REVIEW

NON-STOCKPO  Q

ONE-TIME MARKETPLACE PO FOR NON-STOCK

sCLLa113

A
o
E
1)
3
o

1038

c
G
&
ol

:] $0.00

= T T

Line Total Status

i. This will looks for Purchase Request for this Contractor and give you list of Purchase

Requests to pick from.
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AIM Load Purchase Request scorr @ Y
m 5] Cancel
n Transaction Line Vendor Part Description Part uom Quantity Unit Cast Total
1057 5 982192 STAINLESS STEEL EA 1.0000 $27.4500
ROUND 1.5" WALL
FLANGE

ii. Click the checkboxes for the transaction you want.

i, ciex =]

6. OPTION - Add an Inventory Stock Part

. . Add
a. Toadd anew line, click -

i. You will be asked to select the type on item you are adding.

AiM Add New Line ltem

Next Cancel

Please Select:

@ Stock

() Catalog
() Non-Stock
O Service

ii. Click the radio button for Stock and then click “

AiM Purchase Order Line Item

_ 1 Last Edited by DALLACE UNGER On 6/14/22 3:19 PM Status

Extra Description

Activity L J
Expediting Actions y External Reference [:]
= Code

Notes Log

-]
¥

Purchase Order MO00001066
User Defined Fields

Subtotal 50.00
Uom Discount 50.00
Tax 1 50.00
Green Ne
Tax 2 50.00
Unit Cost
sooo Tax Rebate 50.00
uom
Unit Cost
Markup $0.00
Order Quantity Stock Quantity 00000  Line Total S0.00

Disbursement Defaults

B Sequence Work Order

iii. On the Vendor Part click Q
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AiM Vendor Catalog Part

Execute Reset

T
Vendor Part = ~
Description contains W ‘

= B S

iv. Enter the criteria to find the part and click

AIM Vendor Part

m Search Show All Cancel

Vendor Part § Description Contractor Address Code Green
647207 COMPACT? CORELESS BATH TISSUE, 2 PLY 266013 NA No

v. Click the Vendor Part hyperlink to select the part. This will return you to the Purchase
Order Line Item and will fill in the fields.

AIM Purchase Order Line Item scorr @ o]

m Add Cancel
R

View Last Edited by SCOTT LLOYD On 10/16/225:28PM  Status
Extra Description

COMPACT? CORELESS BATH TISSUE, 2 PLY Subledger Material
Activity,
Expediting Actions y Code
Notes Log Purchase Order  A001034
User Defined Fields

e oo

COMPACT? CORELESS BATH TISSUE, 2 PLY Subtotal 5000
o s COMPACT CORELESS BATH TISSUE, 2 PLY Discount
- C—
Green No
Tax 2 50.00
ks T -—
it Cont XTI TxRebate
oM s
Unit Cost 541.1500
Markup $0.00
Order Quantity Stock Quantity 0.0000  Line Total $0.00
Disbursement Defaults m
B Sequence Work Order Phase Description Warehouse Bin Subtotal
o 50.00

vi. Enter the Order Quantity.

Order Quantity [ 10.0000 ]

vii. Complete the Disbursement Defaults, click the Sequence hyperlink.
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AIM Disbursement Defaults scom @ o]
1 Last Edited by SCOTT LLOYD On 10/16/22 5:28 PM Purchase Order AD01034
Line 1
y COMPACT? CORELESS BATH TISSUE, 2 PLY
i)
Unit Cost $39.4100
Warehouse Transaction 2 Totals
Subtotal $394.10
STORES WAREHOUSE
Discount 50.00
bin
Tax 1 $0.00
e —)
Line Tax Rebate $0.00
Shipping $0.00
Markup 50.00
SQqutn(!Tntal $394.10
viii. Fill in either the Warehouse and Bin (if ordering for stock replenishment) or Work Order
and Phase (if the part is going to a job).
ix. Click
AiIM Purchase Order Line Item scorr @ c3
Cancel
Last Edited by SCOTT LLOYD On 10/16/22 5:28 PM Status -
Extra Description
COMPACT? CORELESS BATH TISSUE, 2 PLY Subledger Material
Activity
External Reference E]
Expediting Actions Y Code
Nates Log Purchase Order  AD01034

User Defined Fields

COMPACT? CORELESS BATH TISSUE, 2 PLY Subtotal §394.10

oM s COMPACT CORELESS BATHTISSUE, 2 PLY Discaunt 0.00

Tax1 100
Green Ne
Tax2 0.00

uom s
Issue Factor [:] Shipping 0.00

Unit Cost $41.1500 Marka "
larkup. X
Order Quantity Stock Quantity 100000 Line Total §394.10

B Sequence Work Order Phase Description Warehouse Bin Quantity Subtotal

2

Disbursement Defaults

D 1 STORES DC WALL PBOG6 10.0000 $394.10
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AiM Purchase Order scor @ (7] o

Save Cancel

[ AD01034 ] Last Edited by SCOTT LLOYD On 10/16/22 5:27 PM Status PENDING REVIEW Q
Extra Description
‘ Type NON-STOCKPO  Q

Notes Log ONE-TIME MARKETPLACE PO FOR NON-STOCK

User Defined Fields Flaced By SCLL4T13 Q

Status History

Shipping Information

SCOTT LLOYD
Related Documents

PO Code 1035

Contractor 266013 Craated Oct16, 2022527 FM | BB Currency

STAPLES ADVANTAGE

Subtotal $394.10

M case e
Discount 50.00
. ,
Markup Percent 50.00
Total $394.10

Line s Cremore | ot | i

B Line Type Description Vendor Part Inventory Part Order Quantity UOM Line Total Status

D 1 Stock COMPACT? CORELESS BATH TISSUE, 2 PLY 647207 PBOGE 10.0000 CS §394.10 Open

7. OPTION — Add a Vendor’s Catalog Part

. . Add
a. Toadd anew line, click -

i. You will be asked to select the type on item you are adding.

AiM Add New Line Item

Mext Cancel

Please Select

() stock

(@) Catalog
() Non-Stock
O Service

ii. Click the radio button for Catalog and then click “
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AiM Purchase Order Line ltem o =

Cancel

Last Edited by DALLACE UNGER On 6/14/22 3:25 PM Status

Extra Description

Activity L. J
Expediting Actions y External Reference S]
= Code

Neotes Log

Purchase Order MO0000 1066
User Defined Fields

Subtotal 50.00
Lo Discount 50.00
Tax 1 50.00
Green No
Unit Cost
$0.00 Tax Rebate 50.00
tssue Factor :] Shipping 50.00
Markup $0.00
Order Quantity Line Total $0.00
Disbursement Defaults m

B Sequence Work Order Phase Description Warehouse Bin Subtotal

B 50.00

iii. On the Vendor Part click &

AiM Vendor Catalog Part

ecute Reset

£
Vendor Part [ﬁ] [ﬁ
v

Description contains

E EEE

(Y]

Ex
iv. Enter the criteria to find the part and click

AiM Vendor Part

m Search Show All Cancel

Vendor Part ipti Contractor -
GOI1903-02 PURELL ADV HAND SAN GREEM CERT GEL 1200ML LTX-122/C NICHOLS 1 MNo
GOI1904-02 PURELL ADV GREEN CERT INST HAND SAN FOAM 1200ML LTX-12 2/C NICHOLS 1 No
GOI1905-02 LTX-12 PURELL ADVANCED HAND SANITIZER FOAM 2/C NICHOLS 1 No
GOI5072-02 PURELL HC HEALTHY SOAP CM FM ES4 2/1200ML/CS NICHOLS 1 No

v. Click the Vendor Part hyperlink to select the part. This will return you to the Purchase
Order Line Item and will fill in the fields.
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AiM Purchase Order Line ltem

(-]

[C 4

Add Cancel
Lo 2 Last Edited by DALLACE UNGER On 6/14/22 3:25 PM Status
Extra Description -
PURELL ADV HAND SAN GREEN CERT GEL 1200ML LTX-12.2/C Subledger Material
Activity
- . External Reference S}
Expediting Actions y Code
Notes Log
Purchase Order MO00001066
User Defined Fields
Vendor Part GOI1903-02 Q 25 Totals
PURELL ADV HAND SAN GREEN CERT GEL Subtotal 50.00
LOM cs Discount 50.00
=
Green No
2
Unit Cost
Tax Rebate 50.00
e Facter (I shioping
Markup 50.00
Order Quantity 0.0000 Line Total 50.00
Disbursement Defaults Add
B Sequence Work Order Phase Description Warehouse Bin Subtotal
(I 50.00
. .
vi. Enter the Order Quantity.
vii. Complete the Disbursement Defaults, click the Sequence hyperlink.
AiM Disbursement Defaults [ ] [0S
1 Last Edited by DALLACE UNGER On 6/14/22 3:25 PM Purchase Order MO00001066
Line 2
P PURELL ADV HAND SAN GREEM CERT GEL 1200ML LTX-12
Unit Cost 52522
Warehouse Transaction 25 Totals
Subrotal 512610
Bin
Discount 50.00
Tax 1 50.00
Tax 2 50.00
Lne Tax Rebate 50.00
Markup 50.00
Sequence Total 5126.10

viii. Enter the Work Order and Phase.
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AIM Purchase Order scorr @ 7] c 2

|Auu1oj.| | Last Edited by SCOTT LLOYD On 10/17/22 6:41 AM Status

Extra Description
T
e \ ‘ -

ONE-TIME MARKETPLACE PO FOR NON-STOCK

Notes Log £
User Defined Fields Flaced By {SCLL-ms Q
Status History
SCOTT LLOYD
Related Documents
PO Code 1036

o 2603 Q s Oct 6 2022841 AM B Currency

STAPLES ADVANTAGE Subtotal $0.00

Address Code artes (R Dot 5000

Blanket Number Q Meeded 1
. Shipping 50.00
Contact 1
E Markug Percent | s0.00
Terms Q] Total $0.00

Work Order | qQ Warehouse [ QJ Line Item Type -

Lin ems [honowe | o | s

W line Type Description Vendor Part imventory Part Ovder Quantity LOM Line Total Status
[ 2 Cotalog PURELL ADY HAND 5AN GREEN CERT GEL 1200ML GOI1903-02 50000 C5 512610 Open
mX-122/C

8. OPTION — Add a Non-Stock Item
a. Toaddanew line, click
i. You will be asked to select the type on item you are adding.

AiM Add New Line ltem

Next Cancel

Please Select:

(O stock

(O catalog
(@ Mon-Stock
() service

ii. Click the radio button for Non-Stock and then click “
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AiM Purchase Order Line ltem

m Add Cancel

-
¥

w

Last Edited by DALLACE UNGER On 6/14/223.31PM  Status
Extra Description - -

| s
Activity. L J
Expediting Actions y External Reference S}

= Code

Notes Log

Purchase Order MO00001066
User Defined Fields

Subtotal 50

Tax 1 50.00

g

Green No w
Tax 2 50.00

Unit Cost Tax Rebate 50.00
I Fact

Markup $0.00

Order Quantity 0.0000 Line Total $0.00
Disbursement Defaults m
B Sequence Work Order Phase Description Warehouse Bin Subtotal
[ 50.00

iii. Fill in the fields:
1. Description of the part (in the red box on the top left side)
2. Vendor Part

3. UOM, click Q to see a list of units of measure
4, Unit Cost
5. Order Quantity

iv. Complete the Disbursement Defaults, click the Sequence hyperlink.

AiM Disbursement Defaults [} IS
1 Last Edited by DALLACE UNGER On 6/14/22 3:31 PM Purchase Order MO00001066
Line 3
E MEW PART
Quantity 2 0000
Unit Cost 53476
Warehouse Transaction 23 Totals
Subtotal 56952
Bin
Discount 50.00
vekoser [ aJ
Tax 1 50.00
Tax 2 50.00
Line Tax Rebate $0.00
Markup 50.00
Seguence Total 569.52

v. You will need to enter the Work Order and Phase.

vi. CIick

Revised: June 1, ZUZ3 ASSEtWQRKS Proprietary and Contidential | Page
11 IWMS




Purchasing

AiM User Guide

AiM Purchase Order Line Item

View

Extra Descriptiol

Adtivity

-

c g

Add Cancel

3 Last Edited by DALLACE UNGER On 6/14/22 3:31 PM Status

n

MEW PART Subledger

aterial W

Expediting Actions Extemnal Reference :}
ki Code

Notes Log
Purchase Order MOD00001066
User Defined Fields
Subtotal §69.52
oM = oY 50.00
T
Green 50.00
Tex2 50.00
33 Tax Rebate $0.00
Markup $0.00
Order Quantity Line Total 569,52
Disbursement Defaults Add
B Sequence Work Order Phase Description Warehouse Bin Quantity Subtotal
O 1 W0001245 001 20000 569.52
VII.
AIM Purchase Order scorr @ 2] o2

Save Cancel

_ (A001034 | Last Edited by SCOTT LLOYD On 10/16/22 5:36 P Status PENDING REVIEW a

Extra Description

Shipping Information

Notes Log

Type NON-STOCKPD QU

y ONE-TIME MARKETPLACE PO FOR NON-STOCK

User Defined Fields Flaced By SCLL4113 Q

Status History:

Related Documents

9.

SCOTT LLOYD
PO Code 1035
Contractor 266013 Created Currency
STAPLES ADVANTAGE
Subtotal 5474.80
pm——" i
Discount 50.00
s
Markup Percent s0.00
s —
Total 5474.80

Line ltems

= T T

Description Vendor Part Inventory Part Order Quantity UOM Line Total Status

W Line Type

[] 1 Stock COMPACT? CORELESS BATH TISSUE, 2 PLY 647207 PBOGE 10,0000 CS $394.10 Open

2 lonStoc! ILE GL( 200 - NON- 0352410505553 5.0000 $80.70 n
NonStock NITRILE GLOVES| LARGE BOX OF BLUE, LATEX/POWDER-FREE, NON- BX Opes
STERILE EXAM GLOVES| PROFESSIONAL GRADE

OPTION — Add a Service Line

. . Ad
a. Toaddanew line, click -

i. You will be asked to select the type on item you are adding.
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AiM Purchase Order Line ltem

Extra Description
Activity
Expediting Actions
Notes Log

User Defined Fields

AiM Add New Line ltem

Next Cancel

Please Select:

() stock

() Catalog
(C) Mon-Stock
@ Service

ii. Click the radio button for Service and then cIickm

[ ] =
Cancel
a Last Edited by DALLACE UNGER On 6/14/22 3:37 PM Status
External Reference S]
& Code
Purchase Order MO00D0 1066
Unit Cost :] 2 Totals
Subtotal 50.00
s E— -
w2
Tax Rebate $0.00
Shipping $0.00
RO 50.00 Markup $0.00
Line Total 50.00
Disbursement Defaults m
B Sequence Work Order Phase Description Subtotal
01 50.00

iii. Fill in the fields:
1. Description of the part (in the red box on the top left side)
2. Amount

3. Optionally, enter the Unit Cost and Order Quantity (the system will calculate
the Amount for you)

iv. Complete the Disbursement Defaults, click the Sequence hyperlink.
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AiM Disbursement Defaults [ c3
1 Last Edited by DALLACE UNGER On 6/14/22 3:37 PM Purchase Order MO0 1066
[
Line a
4 WASH WINDOWS

Quantity 1.0000
Unit Cost 5500.00

Work Order S] Transaction 2 Totals
Subtotal 5500.00
Discount 50.00
Tax 1 50.00
Tax 2 50.00

Line Tax Rebate 50.00

Shipping 50.00
Markup 50.00
Sequence Total 5500.00

v. Enter the Work Order and Phase.

i, cioc =]

AiM Purchase Order Line Item scor @ [c2

Last Edited by SCOTT LLOYD On 10/17/22 7:11 AM Status

Extra Description

POWERWASH WALLS AND WINDOWS Subledger
Activity,
Expediting Actions y Ex::;nal Reference E}

Notas Lo
) Purchase Order A001034
User Defined Fields
Unit Cost 2 Totals
Subtotal §500.00
Discount 50.00
AL - a0
e
Tax Rebate 3000
Shipping 50,00
Amount Markup sa00
Line Total $500.00
Disbursement Defaults m
B Sequence  WarkOrder Phase Description Quantity Subtotal
o W2000125 001 1.0000 §500.00
Revised: June 1, 2023 AsselWORKS Froprietary and Confidential { Page
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AIM Purchase Order scomr @ [7] =

Save Cancel

(Acoi02a ] Lost e by SCOTTLLOYD O 0/16/22 536M St Y

Extra Description

7
Shipping Information b NONSTGCKPO  Q
Motes Log A ONE-TIME MARKETPLACE PO FOR NON-STOCK
User Defined Fields Placed By 5CLLAT13 Q
Status History
SCOTT LLOYD
Related Documents
PO Code 1035
Contractor 266013 Created Currency
STAPLES ADVANTAGE
Subtotal 5500.00
Discount 50,00
ax X
Mo
Markup Percent $0.00
opecs _
Total $500.00

Line s T T T

B Line Type Description Vendor Part Inventory Part Order Quantity UOM Line Total Status

[] 3 Serice POWERWASH WALLS AND WINDOWS 1.0000 $500.00 Open

10. After all lines are entered, cIick
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