WAREHOUSE
RECEIVE AND ISSUE DIRECT POs

Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

Provides guidance for how to receive inventory for direct parts.

DIRECTIONS:

1 From the Facilities Connect Home Screen:

0 Click on the Inventory screen.
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Home

Requests

Tasks

Maintenance
Notifications @

Inventory entory

Fortiolio Ttems at Re-Order Poir
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Assignable On Hold Pe
Items On Order Pendin

Active Cycle Count Tas

Done Issue Transaction

(Required): This wizard creates equipment line item.

= Select Consumable Hold Transactions

Home M My Bookmarks
[5] Reminders - Inven... [ w [#] Quick Find (Inventory) O w [E Inventory Reports [ w
~ Notices [5] Inventory On Hold Pending Issue Ow ABC Class Analysis
Action Items Process Hold Transaction Item: 1031166 & print @ Help Physical Inventory Report

Part Reorder Report @
Part Transfer Report
Stock Part Issues

Inventory Adjustment Dete

Active Pick Tasks O J D Task Name Inventory Item Name
v Contracts No data to display .
Contracts @ S
Contracts Within 60 Dz
Items per page: 10 v 1 of 1 pages
~ PRand PO perpag pae
Open Purchase Requis
R, Catans TR oo
2 From the Inventory screen:
e Click on Receipts.
5 este A 0 ® ©®
@ Inventory | Add to Bookmarks | My Bookmarks
[5] Reminders - Inventory [ w [5] Quick Find (inventory) Ow  [E Inventory Reports Ow
B » Notices Inventory Primary  InvLloc Product Spec  ABCClass Analysis @
Q w Inventory ! Image Item ID Location Name 1D Spec Name Class Part Reorder Report
= 279 - Items at Re-Order Point . _ INVITEM TECH A407-1 P83409 DIRECT ACTUATOR, #4 Actuats Part Transfer Report
- 0 - Consumable On Hold pend = 1018843 DAMPER AIR W/ UNIVER MNT KIT- Stock Part Issues
-331-2973 Mfr Part#
© 0 - Assignable On Hold pendir
A P09 TECH TECH TECH- P83409 DIRECT ACTUATOR, #4  Actuat:
0 - Items On Order pending R¢ - DIRECT DAMPER AIR W/ UNIVER MNT KIT-
0 - Active Cycle Count Task ~331-2973 Mfr Part#
i PO01050 - TECH A115-5 P001050 STOP, WATER SUPPLY Water
0 - Active Pick Tasks @ &  TECH COMPRESSION ANGLE 1/2 INNOM  Line
» Contracts . COMP INLET X Mfr Part# K...
» PRand PO P46965 - EVCP CONS- P46965 GLOVES, COATED Other
wv EVCP-CONS- IGN GLOVES, PALM AND FINGER, SIZE
IGN 9/L, ANSELL, Mfr Part# 11-80...
[51 PO/ Invoice / Receipts [ w
P46965 - TECH  TECH CONs- P46965 GLOVES, COATED Other
Purchase Orders @ wv 16N GLOVES, PALM AND FINGER, SIZE
9/L, ANSELL, Mfr Part# 11-80...
Recei ptS E P031519 - CHCENTRAL ~ 5008-8 P031519 COUPLER, HVAC PIPE  Couplit
=% CHCENTRAL REDIICFR 1 INX 1/4 IN COPPFR

Vv TIP & TRICKS

If you want the Receipts screen to open in a new window, click on the blue arrow next to Receipts
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DIRECTIONS:

3 Upon clicking, the Receipts window will open:

e Click on Add
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@ Receipts | Add to Bookmarks | My Bookmarks
4 15} Popup View +
_ _ 3 Add
Receiving v Apply Filters Clear Filters
Q
- o D Name Vendor Company Name Vendor ID Bill To Lookup Received B
<&
‘.C_LI Contains Contains Contains Contains Contains Contains
g 1012717 PUR1757394-PUR1757394 JOHNSON PIPE & SUPPLY .. 0000098860 ZintPaul Barnes, Brej
a . 1012716 PUR1757394-PUR1757394 JOHNSON PIPE & SUPPLY .. 0000098860 ZintPaul Barnes, Bre
Upon clicking, a Receiving record will open in a new window.
On the General tab:
@ Locate the Purchase Order section.
@ Click on Find
Receiving: A 2 To Bockmanks gy Print @ Help
I ligms  ItemlifeCycle  Notifications  Notes & Documents Audit Actions Create Draft  x
General "
e receipt details. Select a Purchase Order to record receiving quantities against existing line items. =
= General
i Revision 0 Status

Mame Major, Darius Elijah

Comment

b PP DD PLLPLLPELILPELDILPILPLIPLILIPPILILLILIPLIPIPIPSOLIGLLILLIVS

I den o rac | Hu

Total Received 0

= Purchase Order
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5 Upon clicking, the Active Purchase Order window will open:

@ Enter the PO# in the ID box and press Enter.

oK v Cancel X
Active Purchase Orders v Apply Filters Clear Filters S =T % %
'endor Company Name Bill To Lookup Total Invoice PO Entere|
Contains Contains More Than or Ec More 1
O TURNER CONSTRUCTION ... $50,000.00  02/04/
O MWX1700034 JOHNSON CONTROLS FIRE.. $222.00  02/04/
[ \arvIZ00n00 LALNeAN ~ANTDAL e Cine S11100  nnina

e Click on the PO number that you wish to open. DO NOT click the radio button but click directly on the PO line.

0K v Cancel X
Active Purchase Orders v Apply Filters Clear Filters & ¥ % &
! D Vendor Company Name Bill To Lookup Total Invoice PO Entered Date - Last Integrat
193 Contains Contains More Than or Ec More Than or Equ: More Th
O PUR1931305 GRAINGER DowellWilliam... 00 03/10/2023 03/10/2C
PUR1931320 CDWG Stroth,Patrick ... 03/10/2¢
fam
Upon clicking, the PO Window will open:
e Click on the Revise button.
Purchase Order: PUR1931817 - 0 - PUR1931817 H| 200 To Bookmarks (=) print_ @) Help

General Shipping Line Items Terms and Conditions Item Life Cycle History Notifications Notes & Documents

(Required): Create a Purchase Order specifying the vendor and purchase order details. Select the Line ltems tab to enter line item details.

- General
ID PUR1931817 Revision 0  status Completed
# Name PUR1931817 # Date 03/13/2023

Description SRV
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7 Upon clicking, the Contract Revision window will open:

0 Click on the Continue button.

I

Contract Revision:

(Required): Describe why you are revising the contract.

- Change Type

® Data Revise
O Revision

# Change Type Revise

= Revision Details

Revision Date |12/11/2023 Ea Revised By

Description

Continue %

From the Revision in Progress status:
@ Scroll down to the Bill To section.

@ Begin to type the Technician name and select their name once they appear.

Purchase Order: PUR1931300 - 0 - PUR1931300 ] Add To Bookmarks = print @) Help

Terms and Conditions Ttem Life Cycle History Notifications Notes & Documents Issue Save Save & Close x

HRID Net ID Name Primary Organization

pzil67 Zint,Paul Central Engineer

Address

e Click on Save & Close.

Purchase Order: PUR1931300 - 0 - PUR1931300 +i dd.Ja.Bookn

General Shipping Line Items Terms and Conditions Ttem Life Cycle History Notifications Notes & Documents

= BillTo

Bill To Lookup  Zint,Paul
First Name Paul Last Name Zint
Organization Lookup \Organizations\Workgroups\Central Engineer
Work Phone 847/815-4693 Work Fax

eMail

Address 2020 Ridge Ave #200
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DIRECTIONS:

Upon clicking Save & Close, you will return to the Active Purchase Order window:
@ Click on the radio button next to the purchase order you just edited.

@ Click OK. This will update the PO and close the PO window.

0K Cancel X

Active Purchase Orders ~ Apply Filters Clear Filters: & > AR 2
D Vendor Company Name Bill To Lookup Total Invoice PO Entered Date |- Last Integration Dat
19313 Contains Contains More Than or Ec More Than or Equ: More Than or E
O PUR1931327 JOHNSON PIPE & SUPPLY .. $.00  03/10/2023 03/10/2023 15:C
@ @ PUR1931300 NORTH AMERICAN Zint,Paul $.00  03/10/2023 03/10/2023 15:C
PUR1931304 GRAINGER $.00  03/10/2023 03/10/2023 15:C
O PUR1931305 GRAINGER Dowell,William... $.00  03/10/2023 03/10/2023 15:C
O PUR1931319 GRAINGER $.00  03/10/2023 03/10/2023 15:( ™
q »
Items per page: 50 v 1- 33 of 33 items 1 of 1 pages

10 Upon clicking, you will return to the Receiving window:

@ Click on the Line Items tab.

Receiving: 4] Add To Bookmarks = Print @ Help

| ne Items [liflecycle  Notifications  Notes & Documents  Audit Actions Create Draft  x

(Required): Enter the receipt details. Select a Purchase Order to record receiving quantities against existing line items.

= General

] Revision 0 Status

Name Major,Darius Elijah

Comment

Received By  Major,Darius Elijah Jo €3 % ReceivedOn 02/21/2022 [3] € Delievered on 02/22/2022 FEo

Vv IMPORTANT

Before moving forward, carefully check that the PO has not already been received. Review the Previously
Received column BEFORE Step 11.
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DIRECTIONS:

1 1 From the Line Items tab:

@ Scroll to the right and enter Quantity Received.

Receiving: ] Add To Bookmaris f= Print @ Help

General LineItems  Item Life Cycle Notifications Notes & Documents Audit Actions Create Draft x

(Required): Complete the quantities received for each line item.

= Line Items Quan‘nt‘y
show: [50 v

© Export 1 totalfound .
PO Line Name Qua ReceIVEd Previously Received Part No. Spec
Received Total

» INVITEM 1021940, WT-1070298, DIRECT: PUMP, VACUUM GL100 SING ST, NASH--452VG1007D000 (QUOTE-452929) leach 1each 1 each 452VG1007D000 CON-

< »

@ Click on Create Draft.

Receiving: ] Add To Bookmaris = Print @ Help

General  LineItems ItemlifeCycle  Notifications  Notes & Documents  Audit Actions Q Create Draft x

(Required): Complete the quantities received for each line item.

= Line Items

© Export 1totalfound show: [50 v

PO Line Name Quantity Quantity Received Previously Received Part No. Spec
Ordered Received Total
» INVITEM 1021940, WT-1070298, DIRECT: PUMP, VACUUM GL100 SING ST, NASH--452VG1007D000 (QUOTE-452929) 1each o]each 1each 1 each 452VG1007D000 CON-
Al »

@ Click the checkbox on the left, only for lines with quantity. DO NOT check the box for back-order items.

Receiving: 1022841 - 0 - PUR1931300-PUR1931300 H Aca To Bookmarks = Print @ Help

General LineItems Itemlife Cycle  Notifications Notes & Documents  Audit Actions Issue Save Save & Close More X

(Required): Complete the quantities received for each line item.

= Line Items

[ Export 1 total found Show:
I Issue Issue POID POLine POLine POBill ItemID Storage Area SpecID PO Line Name Quanti
D Status Comment Number To Ordere

! Lookup
Q h PUR1931300 1 Zint,Paul P66855 - EVCP EVCP-C513-FLR P66855 RAGS, TERRY, WHITE, 15X25, Econo Towel 1
»
@ Click on Issue.

Receiving: 1022841 - 0 - PUR1931300-PUR1931300 A Acd To Bookmarks (=) Print @ Help

General  LineItems  Itemlife Cycle  Nofifications  Notes & Documents  Audit Actions Q Save & Close  More X

(Required): Complete the quantities received for each line item.

= Line Items

[ Export 1 total found Show:
O ! Issue Issue POID POLine POLine POBIill TItemID Storage Area SpecID PO Line Name
D Status Comment Number To Ordere
Lookup
E PUR1931300 1 Zint,Paul P66855 - EVCP EVCP-C513-FLR P66855 RAGS, TERRY, WHITE, 15X25, Econo Towel 1
] »
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DIRECTIONS:

12

Upon clicking Issue, the item will appear in the Issued Line Items section:

@ Refresh the window to change the Issue Status from Active to Posted.

Receiving: 1028238 - 0 - PUR2024920-PUR2024920

] 4e To Bockmaris ([} Prine @) Help

General  LineItems  ItemLife Cycle  Motifications  Motes & Documents  Audit Actions Complete  Revise  More X
(Required): Complete the quantities received for each line item.

= Line Items

@ Export 1totalfound Show: | 100

I Purchase Unit  Unitof IssueID Issue PO ID POLine POLine POBIllTolLookup ItemID Storage Area SpecID
Price Per Cost Measure Status Comment Number
Unit Conversion
Needed

PO Line Name

INVITEM 10353
WT-1358255,
QUOTE#S0074¢

$48.35 $48.35 e

1 Johnson,Christina INVITEM CHCENTRAL- CON-
1035339 DIRECT

1046163 DIRECT: LAMP, L

Posted 021920 ©.o. .,

COB, 36W, HIDI
E26, 40K, 120V,
L36CCE26U40K

*

@ Scroll to the right and confirm the Total Cost has been filled in. Use the Refresh button if you do not see the Total Cost.

Receiving: 1022841 - 0 - PUR1931300-PUR1931300

General Line Items Item Life Cycle Notifications Notes & Documents Audit Actions

= Issued Line Items

Apply Filters Clear

ventory Item ID Inventory Item Name Stock Category Quantity Issued Unit Price

56855 - EVCP P66855 - EVCP: TOWEL, TE... Stocked 1 each

4

Items per page: 50 v 1-10f 1items

Complete Revise More X

] Add To Bookmarks =k Print @ Help
Complete Revise More X
2b LY
TR
S X
Total Cost
$.45
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