Purchasing AiM User Guide

Purchase Generator

Purchase Orders are used to purchase materials from Contractors (vendors). The Purchase Generator allows
you to gather items from multiple Purchase Requests onto one Purchase Order. The Generator will show you
what Contractors have unfulfilled items and let you select the one you want to put on the Purchase Order and
then generate the Purchase Order for processing.

1. From the menu, under Purchasing — Purchase Generator

n Purchasini - a
Q, 4 Purchase Order

H Q, 4 Purchase Receive
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- Q 4 Spot Purchase

2. Click Purchase Generator hyperlink.
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3. Enter the criteria needed to get the Purchase Requests you need. (Purchase Request statuses must be
of the Finalized type. Purchase Requests that are still in an Open state are not ready for purchase.)

Execute

4. Click

AiM Purchase Generator ;)
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Search

[+ ]
bl| O contracror aepx e e g
Address Code 1 Toral §3323
= O contractor DYNATECH AREl Line 0
-
Address Code 1 Total §15280
[ contractor NiCHOLS Line 2
-
Address Code 1 Total $305.12
O contractor STAPLES OFFICE Line 1
Address Code 1 Toral 51000

5. You will get a list of Contractors with outstanding items requested from them. On the right side you can
see the number of items (not the quanities) and the total cost of the items.
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6. To see more details about the items to be ordered, click

AiM Purchase Generator

O contractor ELECTRIC

Address Code 1

fem Type Vendor Part Work Order Phase Capital Project

Purchase
Request
REMOVE
WHITEBOARD.
FROM CINDY

o
Total $3323

Line Total

§3323 §33.23

Capital Project

O o 2 Nenstock capLe Wo001074 001
HDMI CABLE 100 FT REMOVE
WHITEBOARD
FROM CINDY
GARYSOFFICE  GARY'S OFFICE
1) e
O contractor DYNATECH AIR FI
Address Code 1
Work Order
O s 1 catalog HFLNK1660 Wo001160 001
FILIERS LK 1660 3PLY POLY LN FIXED METERED  FORD EXPLORER
(31620 TEST 2012 PM
[ 1 Cauabog HFLNK1660 W0001213 [13]
FILTERS, LINK 16'X60' 3 PLY POLY LINK FIXED METERED  FORD EXPLORER
3-16%20°) TesT 201 PM

7. To create a Purchase Order you need to select one or more of the lines for a Contractor.

checkbox next to the Contractor’s name will select all items.

AIM Purchase Generator

o
Total 515280

Quaniity UOM
20000 EA 57.64 §15.28
20000 EA §7.64 §15.28

Clicking the

somr @ @ &

0000000137 DWYER INSTRUMENTS

Vendor Part Work Order Capital Project

Purchase Request  ltem  Type

hose 1 NonStock 2010 ‘2000008 01
DIFFERENTIAL PRESSURE GAUGE, INCH OF WATER,  AIR CONDITIONING ~ (DEN) - AR
2

ANMAKING NOISE  CONDITIONING FAN

MAKING NOISE

0-10" RANGE, +/-2%, 2000 SERIES

8. Once you have made the selection(s) for a Contractor click
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=
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10000 EA §7559

9. You will be taken to the Purchase Order screen so that you can process the Purchase Order.

AiM Purchase Order

Last Edited by SYSTEM On 10/20/22 10:33 A

zm. Descrption

"AUTO-GENERATED PO.

Shipping Information
Notes Log
User Defined Fields

Status History
Related Documents.

Contacor Greted am mwmw 8
OWHERINSTRUMENTS

Revew
AddrssCode [E—
Sarkettumoer 9] e
Conaet [

b S—
Tems [ —)
HorkOrder Webase [ a)

Items
Line Type Description Vendor Part
NonStack DIFFERENTIAL PRESSURE GAUGE,INCH OF WATER, 0-10 RANGE, +/-2%, 2000 SERIES. 2010

(=5

Tree NON-STOCKPO Q.

‘ONE-TIME MARKETPLACE PO FOR NON-STOCK

Paced By Q

o |

—
Markup Percent :] 50.00

Unetemype [ v

Quantity UOM

Line Total Status

10000 EA 57559 Open
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10. As part of the processing of the Purchase Order, do not forget to set the[ Disbursement Defaults \on the

Line Item. This can slow down the PO Issuance later.

AiM Disbursement Defaults

1

Warehouse

Work Order

waoos @)
AR CONDITIONING FAN MAKING NOISE
(@ q)

(DEN) - AIR CONDITIONING FAN MAKING NOISE

11. To generate other Purchase Orders, SAVE the Purchase Order and click BACK to

Generator.

Transaction

Line

1058

LastEdited by SCOTT LLOYD On 10/20/22 1036 AM  Purchase Order

Line

Quantiy

Uit Cost

Subtotsl
Oscaunt
Tt

a2

Tax Rebate
shiping
Markup

Sequence Total

Commented [CP1]: what is Disbursement Defaults ?

sor @ &

001002
AUTO-GENERATED PO
1

S Totals

7539

return to the Purchase
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