Purchasing

AiM User Guide

Create Spot Purchase Using The Go App

A Spot Purchase is normally used when purchasing items from a vendor either with cash or a credit card and not

using a Purchase Order.

1. Connect to Go-WorkMgmt app.

2. Tap onthe Work Order on your queue or search for the Work Order — below is a screenshot about how

to search for a Work Order — the example uses W2009868.

4:02 505 = @)

< Work Queue NQ

Q W2009868 E——)

W2009868 / 001 - ECME - ENGINEERING MECHANIC...

Your search will narrow
the list.

Tap "Search" on your screen
keyboard.

2
S

440 - ENGINEERING MECHANICAL WING (ECME) SCHEDULED

>
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3. Tap on “Materials” (toward the bottom of the screen).

4:02

Details

1Hine

Status
SCHEDULED
SCHEDULED

Location
UCB

MAIN CAMP

440

COMMON CODES
COMMON CODES

Work Code
REPAIR

Priority
3

Shop
GRN SUPP

Phase Menu

Work Order Notes

Swipe right to start clock

Work Code Group

UNPLANNED REPAIRS ON ASSETS

GROUNDS ZONE SUPPORT

A T 3

#) Edit

Documents

ROUTINE - RESPONSE 5 WORKING DAYS - COMPLETION 2...

Materials

Follow up work

y\a

Work
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4. Tap on “Spot Purchase”.

Note: This action will take you from the Go-WorkMgmt app to the Go-Purchasing app.

ﬂ 03 LAl (E )

£ Phase Materials Menu

W2009868 - 001
ECME - ENGINEERING MECHANICAL WING (... B

led

Shop Stock

Warehouse Request

Purchase Request

|[Spot Purchase
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5. Add Contractor.

a. Search for the Contractor (vendor) if not listed on the screen. In this example, we are searching

for “Home Depot” by typing in Home, then tap “search”.

<4 Go-WorkMgmt

> Vendors
Q. Home | <= 1) © Cancel
0000000137

DWYER INSTRUMENTS

0000000166
MARMON KEYSTONE

0000000266
JB SAUNDERS

0000000312
INTERLINE/SUPPLYWORKS

0000000406
BUFFALO LOCK & KEY

0000000408
EJ BARTELLS

0000000426
R S AMERICAS, INC.

P Y Y V.V W W NV V.

123 space
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b. The list of Contractors will narrow based on the search, if more than one Contractor matched
the search, select the one you are looking for or expand your search — in this example, we are

selecting Home Depot.

4:05
<4 Go-WorkMgmt

&> Vendors

05, = 14

. Home

11453
HOME DEPOT

v1454
HOMEELECTRICAL.COM

v402
RON'S HOME & HARDWARE.COM

V560
BALLICO FARM & HOME SUPPLY

V674
HOME SECURITY STORE

vVo04
HOME WINDOW REPAIR

1}

\ Purchase

/
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6. Tap “+” to get the next available number for the Spot Purchase.

<4 Go-WorkMgmt
4 Spot Purchase -+

1336
1369

1589
HOME DEPOT SAND BAGS SPOT PURCHASE

1608
HOME DEPOT IPM SPOT PURCHASE

1627
MASTER LOCKS

1634
DISPOSABLE SMALL TOOLS

1675
MASONRY BITS PURCHASED ON "UCTR INSTALL"...

1676
MASONRY BITS PURCHASED ON "UCTR INSTALL"...

1727
GIDRALTER BUILDING PRODUCTS

1748
2 3/4" SELF DRILLING WOOD TO METAL SCREWS

1749
2 1/2" SELF DRILLING LATH SCREWS

1752
AERO MONITOR WALL

1790
PLUMBING PARTS

2
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7. Enter a brief description of the purchase, optional but helpful. Tap on “Parts”.

4:05 s 2 (14
4 Go-WorkMgmt

Cancel Spot Purchase Save

1970 e

Enter a brief description of the
purchase, optional.

Description

Vendor
11453

Vendor Terms

Payment Account

Check #

[Parts

Photo Gallery 0

-

\ Purchase /
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8. The Spot Purchase number is listed (still not saved). Click “+” to add the line.

4:06
<4 Go-WorkMgmt

Done

1970

Y
Sa

05 2 14

Parts +

This is the record number of the Spot Purchase

-

e

Purchase
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9. The Go-Purchasing app should have brought in the Work Order selected through the Go-WorkMgmt
app, but it brings this Search screen - this is a known problem:

<4 Go-WorkMgmt

’4 Spot Purchase

Q_ Search Phases

fres

A — ]

B \Qooo) et |

68— \Em_by 5 eeco
= s

Activity Request Purchase Approve Moy
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a. Type in the Work Order number again. Tap on the “search” key on the screen keyboard.

Note: In this example we are using W2009868.

4:06 S0s = (14 )

<4 Go-WorkMgmt

< Spot Purchase

Q. W2009868 i) © Cancel

A

“W2009868"

ABC space
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10. Select “Other Part”.

4:07 =4
4 Go-WorkMgmt

4 Find Part

Vendor Part

Other Part

)

\ Purchase /
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11. Enter fields and tap “Done”:

Note:

Part: If unknown, or receipt is for more than one part, enter “N/A” or “VARIOUS” as appropriate.

UOM: Enter EA.
Quantity: Enter 1.

Unit Cost: Enter total amount of the receipt.

4:08 = %)
< Go-WorkMgmt \

£ Other Part Done
LTI I T T rT T )
H Enter Contractor part number, if "
Part i known, or enter N/A. !
e —— J
PR
n/a LT
Description
UOM | g —— e P > EA
cnor O seeaewiean
Work Order/Phase
W2009868 / 001
QT TTTTTTTTTTTN
Quantity e ! Enter 1 (ONE receipt) Tl > 1
L 1
Unit Cost @) | Entertotal amountofthe §______— > $12.50
: receipt. :
Tax 1 $0.00
Tax 2 $0.00
Rebate $0.00
Markup $0.00
Line Total $12.50

[1:)

\ Purchase J
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12. Tap “Done”.

4:08 = Cf’
4 Go-WorkMgmt
Done/ Parts

-4

1970
Purchase Total $12.50
n/a 1

EA

1

K Purchase /
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13. Attach receipt.

a.

4

Tap “Photo Gallery”.

4:08
4 Go-WorkMgmt

Cancel Spot Purchase

1970

Description

Vendor
11453

Vendor Terms

Payment Account

Check #

Parts

'«:aa

Save

$12.50

[Photo Gallery

hE:

K Purchase

/
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b. Take a picture of the receipt or choose the picture if already taken.

Select this if you
need to take a
picture of the
Add Related Document receipt.
-

-

e

= &
i Select this if }
I you already : Ta ke PhOtO
:took a picture of

the receipt. |1

Photo Library

Cancel
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c. Tap “Save”.

4:10 T
<4 Go-WorkMgmt

Cancel Document Save

Title

Spot Purchase 1970

Type
Images

Tags

Extra Description
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d. Tap “<”".
4:10
<4 Go-WorkMgmt

¥ IMAGES

Related Documents -+

| Spot Purchase 1970

e

\ Purchase /

Revised: July 15, 2024 | Page 17




Purchasing AiM User Guide

14. Tap “Save”.

41 S0S = (14 )
< Go-WorkMgmt \

Cancel Spot Purchase Save

1970

Description

Vendor
11453

Vendor Terms

Payment Account

Check #

Parts $12.50

Photo Gallery

1

\ Purchase /

Revised: July 15, 2024 | Page 18




Purchasing

AiM User Guide

15. Tap “Yes”.

Alert

Do you want to submit this purchase?

&
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