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Furchasc Ordcr f:_ntry

This manual will walk you through the steps of creating a new
purchase order.

Purchase orders can be created by
*Rolling a Material Request into a purchase order
*Manual entry of a purchase order

*A download from EPIC
(Only if your group is set up with the EPIC down load feature.)
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/= Material Request dows Internet Explorer

s

@ = s Q https:jitest.mms.indiana.edujfmax-stgfscreenMATERIAL_REQUEST _YIEW?priode=120010 R

TSGR |2 Material Request | |

FacilityMAX Hello, BRIDGET ~ Logout

Module | Work Management Setup »
Work Management
Select
Accounts Pavable

Asset Management

Capital Planning & Assessment

Contract Administration
Customer Service
Environmental Health & Safety
Estimating

Einance

Human Resources
Inventory

Key & Access Control

Key Performance Indicators
Lease

Preventive Maintenance
Project Management
Property

Purchasin

Space Management

Time Management
Utility Management

System Administration

From the Module Menu Choose Purchasing and from the Purchasing Menu
choose Purchase Order.

(= Material Request - Windows Internet Explorer

——
@.‘ I 0https:,iftest‘mms.indiana.eduJ’fmax-stgJ’screen,iMATERIAL_REQUEST_VIEW?prCOde=120010 b % 3 X
w & | £ Material Request | i
FacilityMAX Hello, BRIDGET ~ Logout

Module ‘Purchasmg. Setupw

Purchase Order |

Purchase Receive
Purchase Card

Spot Purchase
Purchase Disbursement
Blanket Purchase Order
Vendor Catalog

Vendor Catalog Part

Reverse Disbursement
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Rolling a Material Request into a purchase order

6/2/2009

Below you will see a blank PO Screen. Click on the NEW icon to enter a new PO.

(= Purchase Order - Windows Internet Ceplorar E'El@
— Bk

K3~ [ betosifivest s indana, ecuffmacstalereenMATLRIAL LGULST _YIW = 8 [[#][=
| O Purchass Order B - B - e v s page = 5 Tk -
FacilityMAX Helio, HRIDGET  Logout About  Halp
|I'.lodu|e-v Purchasing Setupy
Purchase Order Felect . ¥
Purchs Crdus Edilor ‘ Status
Edil Date: 7
Descripson
Warkup Pescent
Placud By
PO Codi
Caontractor Craatad Currancy
Sub Total 50.00
" "
Adtress Code Review Diseount $0.00
Blanket Number Tax $0.00
Gontact owded
Shipping $0.00
Exprcted Warkup $0.00
Terms Tatal 50.00
| Line ltems
| Line: Vendar Part Inventary Part Diescription uaM Quantity Line Total Stalis

Enter the Description. Make sure the Status, Type and Mark up are correct.
Put in the contractor number (or zoom to find it) . Make sure the address code
is correct. Enter the work order or warehouse info. You can now add your
shipping information.

-

WA QX Purchass Order i - B) - & - [ireoe - G Tods -
FacilityMAX Hello, BRIDGET Loyt fboul  Help
| Modules  Purchasing Setupe

Purchase Order

Purchase Order |I:|2l:| 0006 | Editer HLGENTRY Stans OPE o
Edit Date. Mar 30, 2000 10:46 AM
{[mme s
Dwscripsion FURCHASE GROER FOR TRAINING LANLIAL
Warkup Pescent o

Placed By BLGEMTRY a

PO Code 200006

Canfracar Currency s | &
Sub Total §0.00
Address Code I T I Discount $0.00
Blanket Number Tax $0.00
LR :l :l Shipging $0.00
1 o« Warkug $0.00
Terms Total §0.00
[nmur.n lmﬂ(ﬁmr | |q [ | Warnhousa | | o, | | l

Line ltems Lo Material Reguesit JL 0

r Line. Vendor Part Ineentory Par Description uoM Quantity Line Towl Stans

(£) 2009 AssotWarks inc
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= Purchase Urder - Windows Internet Explorer

G = | 3 hetpes: frest. mms.induana, edulFma-stgfsoreeniPO_EDIT v | & | ]| x B
WA X Purchass Order - B - d - e (Frake
FacilityMAX Hello, BRIDGET  Logout fboul  Help
Modules Purchasingy Setupy

Purchase Order

Purchase Order |UZUDUOE | Editer HLGENTRY Status [OPEN
Edit Date. Mar 30, 2000 10:46 AM To B -
HLL 0
Dazcripson FURCHASE GRDER FOR TRAMING WANLIAL
WMarkup Pescent 10.00%
Placed By [BLGENTRY 4
PO Code 200006
Conactor oo |8 Cruated ar v [E@03_] 7 Surroncy o &
- " Sub Total 50.00
Address Code Rniew 1 ~[ = P S8
Blanket Humber 9
Tar 5000
R Hueded -
LR l—l 9 Shipping $0.00
Expected ,—| B ,—| Markup $0.00
Tems & Tatal s0.00
Inmunn lwmmmmr | |q [ ] Warnhousa | | o, | | l
Line Hems 8o
r Line Vendor Part Inventory Part Description (5] Cuantity Ling Total Status

(£) 2009 AssotWarks inc

At the top of your screen go to the view drop down menu and choose Shipping

Information.
On the Shipping screen, fill in warehouse, shipment type, ordered by (this
replaces “requestor” from focus) and the address. Click the green done flag.

(= Shipping Information - Windows Internel Explarer

w | £ hietps:oust, mens.indana, sduffmas-chfeoraenPo_SHIFFING_BIT v & ||+

Oc

WA | Shipping Information

FacilityMAX

Module s

Hello, BRIDGET  Luxiout

Purchasingy Setupy

Shipping Information QM
0200006

Editer
Edit Date.

BLGENTRY
Mar 30, 2000 10:46 AM

Furchagse Order

DascripSon FURCHASE ORDER FOR TRAIMING MANLIAL

e — e |

Warehousse ELILIN | E3 Atlgnition [RAYMOND KREBES
Address 1 1600 . RANGE ROAD
Address 2

Shipment Troe ity LOOIHGTON
County MONROE
Stali m &

e T = Za fraoe ]
Counry Uz

(£) 2009 AssotWarks inc
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= Purchase Order - Windows Internel Explorer

@ 5 R YT e ———— v & | 4= o
WO 1 Purduse Crie E I 5 [ = G W
FacilityMAX Hello, BRIDGET  Logout fboul  Help

Modules  Purchasings Setupy

Purchase Order

Editer
Edit Date.

BLGENTRY Status

Furchase Order |uzumJos |
Mar 30, 2000 10:46 AM

1| Time
Dwscripsion PURCHAZE CROER FOR TRAIMING WANLIAL ‘

Markug Percent

Placad By BLGEMTRY 4

PO Code 200006

Canractor Currency a
Sub Total $0.00
Address Code - >
L1~ 1= Biscoun 00
Blanket Numiber ) Tax $0.00
B L L= Shipping $0.00
l:l ¥ l:l Markup 40,00
Terms Total so.00
IDL-‘aulhi Iwk(luhr T afm [ Ja[ ] I
[ Line tems OC
| J_ Line: Vendor Part Imeenilory Part Duscription UM Quandity Line Total Status

(£) 2009 AssotWorks inc.

Now you are ready to add your line items. In this example we are going to roll
a material request into a purchase order.

Click on Load Material Request. Below you will see a material request that |
have finalized. Check the box on the left and click the green done flag.

= Load Malerial Reguesl - Windows Inlernel Explorer

G = [ etps:hest.mms.indiana, sdufmac-stalscreeniP_LOAD_WAT_REQUEST_LINES v & |4 = ol
WA | X Load Material Recpuest 5 - B - & - heeoe - £ Took -

FacilityMAX Hullo, BRIDGET Loyt diout  Help

Module,  Purchasing » Seiug v

| | Transaction Line. Wendor Part Description Part L] Quanbty Cost t.‘l?.
F 120010 LIGHT 1
FICTURE
SOCKET
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= Purchase Urder - Windows Internet Explorer

K v |1 heimsyfect s ndiana, eduff < _EDITipocod v & 4] x Bl
WA X Purchass Order S - v e e Gtk r
FacilityMAX Hello, BRIDGET  Logout fboul  Help
Moduley  Purchasing Setup

Purchase Order

BLGENTRY Status
Mar 30, 2000 10:46 AM

Editer

Purchage Order |UZUDUUE |
Edit Date.

1| Time

Markug Percent

Placad By BLGENTRY a

Dascripsan FURCHASE CANER FOR TRANING LANLIAL ‘

PO Code 200006

Currancy

Sub Total £54.90

Agdress Code ¥ : Biscount $0.00
Blankethumber [ | - s040
Contact aQ E__Jaor o |3 . I
Al — Shipping $0.00
Markup 40,00

Total £54.90

Tems 5

IDL-‘aulhi Iwm Order | &

| Ja | |

Line items il

uom Quanlity Lime Total

™ Line Vendor Part Iivventory Part

1234530CKET

() 2004 AsgoiWorks inc

As you can see, the line(s) from the material requests are automatically
brought into the PO. If you do not need to make any changes to the line
items, you can make sure your status is at finalized and click on the save
icon.

= Purchase Urder - Windows Internet Explorer

K v |1 heimsyfect s ndiana, eduff 0_YIEW ok v & 4] x Bl
W | ) Purchass Order [ I S = T 3
FacilityMAX Hello, BRIDGET  Lusiout fboul  Help
Moduley Purchasings Setupy
Purchase Order view: B vl W | ™
Furchase Order uzoouuﬁ Editer BLGENTRY Status HINALIZE
EditDate | Mar 30, 2009 14:08 AN Tyme ]

DascripSon FURCHASE ORDER FOR TRAIMING IANLIAL

Markup Percant 10.00%

Plated By BLGENTRY

PO Code 200006

Canlracar 38160118301 Created Mar 30, 2005 Currency uso

Sub Total £54.90
Address Code | BL Review Discount $0.00
Blanket Mumber Tax $0.00
Contact Headed Apr 0, 2000

Shipping $0.00

Expinted Markup $0.00

Terms Taldd $54.00
Line tems
Line  Vendor Pan Inventory Pant Description uan Quantty Line Total Status

12248800KET KT FINTURE £

6/2/2009 Purchase Orders



Manual Entry of Purchase Orders

g v bepsiines s indans. edhlfa-stalsereenPO_EDIT 4 0de= 20000

S £ Purchasn Crder Sioc B o v resge - gk o
FacilityMAX Hollo, BRIDGET  Logoud About  Help
|Mm- Purchasing - Setup -
Purchase Order view: EEIE [N
Purchise Ordes [020000? | Edtar BLGENTRY Status orEn a
EGEDats | Mar 30,2000 1109 AM e

Descngtion PURCHASE CRODER FOR TRAINING MANLUAL

Warkup Percent

Placed By

PO Code 200007
Contractor S0 Created E] Uar w Curmency usn | &

Sub Total $0.00
ssdress Coce Rindew -

E L1~ Dscour sac6

BankelMumber ([ a Ta $0.00
x I

I N Needed v
Evpected :] - l:] Markup $0.00
LR — o e
Inunmu:; lmnmh. T 1 Warchouse [ Ja ] I
| Line items Load Material Reques I Jd l
| r Line Vendor Part Iventory Part Description uom Quanty Line Total Stats |

When you are manually entering line items, you will fill out the top portion of the PO,
and the shipping information as we did in the material request roll over sample.

When you are ready to add a line item, click on the small green plus on the line items
portion of your screen.

Then you will see the screen below to choose Stock, Catalog or non-stock.

ﬂ Add New Line ltem - Windows Inteinet Explorer

e
@ - L) https://tast fims indiana, edu/mms-sta/screendPO_ADD_LINE_ITEM v | bl Certficate Enmar || ++ | X Rl
_ ) »
T4 | L3 Add Mew Line ltem far v o v [k Page v £ Tooks ~
FacilityMAX Hello, BRIDGET ~ Logout About Help
Moduley  Purchasing« Setupy  Reports e
Add New Line ltem (O

Line ltem Type

Please Select

Stock
Catalog
Nen-Stock
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= Purchase Urder Line llem - Windows Internel Explorer

W 4 X Purchase Crder Lis Tem

FacilityMAX

= | hietps: st mens.inchana, edulFmasc-stolscreen PC_LINE_ITEM_EDIT

Hullo, BRIDGET Loyt

vl MRS

diout  Help

Moduley  Purchasing s Setupy
Purchase Order Line ltem Vi

o oo

Ling 2

Edilor
Edil Dabe

BLGENTRY
Mar 30, 2000 11:19 &AM

Descriphon

TEST MANUAL LINE ENTRY PO PART

[ status

Subledger

External Reference Code

Purchase Order

0200007

Vendor Part

UoM

Unit Cost

Issus Factor 1

1

Ordur Cusanity

CHi

Invenitory Part

Unit Cost

Slock Quarndly

0000

5.0000

Tatals
SubTotal

Discount

Taxd

Tax2

Tax Rebate

Shipping

Markup

Line Total

10.00%

Fafresh Totals

£64.00
(5000 ]

lerm—

o489
$A0.39

Disbursement Defaults o0

™ sequence  Work Order

Fhase Description

Warehouse

Bn Uuanbty

SubTotal

- |1 —

Fill in the description, part, uom, cost and quantity. Click on the large
green and white plus at the top of the screen to add additional lines.

= Purchase Urder - Windows Internet Explorer

(&) » | L3 hetpes: frest. mms.induana 0_VIEWpoCod AN W[EERS
WA X Purchass Order - B - d - e (Frake
FacilityMAX Hello, BRIDGET  Lusiout fboul  Help
Moduley Purchasing Setupe
Purchase Order view EoE vl | =
Furchass Oides (0200007 Editer HLGENTRY Stans HINALIZE
Edit Date. Mar 30, 2000 11:22 AM Type PO

Dascripsan FURCHASE OROER FOR TRAIMING WANLIAL BUF

Markup Percant 10.00%

Plated By BLGENTRY

PO Code 200007

Condracior 38160118301

Address Code
Blanket Mumber

Contact

Terms

Created

Review

Needed

Expected

Mar 30, 2008

Curroncy
Sub Total
Diseounit
Tax
Shipping
Warkup

Taldd

usp

§54.00
$0.00
000
40,00
$5.42

$60.38

Line  Vendor Pan Inventory Pant Description uan Quantty Line Total Status

2z 122045 00KET EST UANUAL LINE EX

L 1N

When you are done adding lines, click on the green done flag , change
your status and then click on the save icon.

6/2/2009 Purchase Orders



Purchase Orders from EPIC download

6/2/2009

Just like you did in Focus, you will want to go to the purchase order screen and
do a search. Click on the search icon in the upper right corner. In this
example, | looked for EPIC in the description by using “contains” and EPIC. |
also chose the status OPEN so that | would only see new EPIC orders. To
narrow it down even farther, | put a user name into the Placed by search field.

(= Purchase Unle - Winduws Iriteined Explorer

K3 = [ bl et e enions sl scomervPURCHASE_URDER_DUCUMENT_SEARCH sishaCinde-OPE NS descrpirmEFICdsscnphona | ) || #4/| X -
»

W |03 Puchere Order i - B - - [k Page - (F Tooh -

FacilityMAX Hello, BRIDGET  Logout About  Halp

Moduley  Purchasings Setupy  Heporisy

Purchase Order \ [*A) @

1
PO Cade = -« |

Description [ ] |[corains =] [EFiC |
Purchase Order e v | l
Shipment Type ] “ &

Date Needed e “ [ “ ]

Dte Expatted e “ ] “ ]

Orderea By e « s

Status 1= v| [orEn a

Contractor ] =

Adress Code e o =

\arehouse e v [ a

Paced By . B «| NEHRT __ |&

Attgrtion 1= «

Adress 1 e ¥ [

ity ] «

st R —T

Zip e | |

Courity ] «

Country e | s

Toem Code |_| = - | a

e J O —

Revew Datg e ~“ ] “« ]

Markup |- v [ ] e
(c) 2009 AssalWorks Inc.

As you can see, only 4 records met the search criteria. Click on a purchase
order number to open it.

(= Purchase Unle - Winduws Iriteined Explorer

5 - | s et e o s tpscrmeryPU_BTWSE 2ol Conlem0PElescopbin=£ ICK dsscrider st CON TN Sptsce=) | B |4 % o
W | Q) Puchre Oider - B - & - OB Qo ©
Facility MAX Hello, BRIDGET  Losjout About  Help

Modules  Purchasings Setupy  Reporis.
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(= Purchase Unle - Winduws Iriteined Explorer
@ BE = Y merp—p—— —— S et ~ & X
»
W |03 Puchere Order i - = [t Page - Tooh ~
FacilityMAX Hello, BRIDGET  Logout About  Help
Moduley  Purcl Setupy  Reporise
Purch ~ 9 ™
Futhase Oider (478926 Editor t Stans OPEN
EditDate | Nov 12 2008 19:37 AR Time 2]
Dasaipsan
Warkup Percent
Placed By JHEIMART
PO Code 170926
o
Confractar IBT49TEE Created Mov 12, 2008 Curnency uso
Sub Total $1,51200
Address Cooe BL Revew Diseount $0.00
Blanket Numiber Tax $0.00
Contact Hesded
Shipping 40,00
Expucted Markup £0.00
Terms Tatal 151200

Line  Vendor Pan

Inventory Fart

Description

unm

Cuantity

Line Total

Status

Cpen

fcoaE_ Jora &

LA RARLA|

(]

Click on the edit icon and make any changes needed to the po. Make sure the
status is correct after you have made your changes and then click on the save

icon.

Puichass Dide
W X Puchare Onder

FacilityMAX

O il et e radharss el syt scomeny FU_EDIT Tpolodes] 7H926

Helio, BRIDGET  Logout

Moduley  Purcl

Purchase Order

setupe

Heports

Furchase Order

[178926

Editor

EditDate

F
Now 12, 2008 1137 AR

Dasaipsan

EFIC PO

Status

| [ Time

Markug Percent

Plated By

PO Code

FIHALIZED a
a
HERHART Y
178926

Coniractor Created E Mo [w Curmenty
Sub Total $1,512.00
Address Cote Revew :I v :l
Diseaurl L
Blaniket Number a
Tax $0.00
) Hesded L v
St |8 Shipping £0.00
Expicted = E Markug 8000
Tems L Total $1,512.00
lueﬂauns Imnwmar [ laf ] \Warghouse [ & | I
Line ltems Lowd Material Reques)
™ Line Vendor Part Invventory Part Description uom Quantity Line Total Status

- |1 1

() 2009 AssulWorks Inc.
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