Request for Quotation or to fill an eShop Cart using PR application SOP P3

FM Procurement

Page 1 of 5

Purpose: To request a quote from a vendor, or to request a vendor to fill an eShop cart for a
Maximo PR

When: Requesting a quote/eShop cart for all lines on one PR from one vendor

Who: FM Procurement Team Member

Resources to Complete Tasks

A computer

A Maximo account, with FM Procurement access

Perform These Tasks:

Do These Steps/Notes:

Cornell NetID and
password.

1. Loginto Maximo with your

a. Go to http://maximo.fs.cornell.edu

« Hover over “Login” on the menu bar
¢ Click “Maximo 7.5 Production”

2. Open a Purchase
Requisition

a. Either jump to it from the Desktop Requisition screen (History tab),
if continuing from SOP P2

. . Details. History
o Click the gray arrows to the right |
. “ Status History |> Filter 4}
of the PR number and click “Go To | .. catoa
Purchase Requisitions” ORAFT s14115 1)
APPR 520015 4:2|

Workflow History |> Fitter

Process Reassigned?

Purchase Requisition Status History |> Filter
PR Vend
13760 — Tim [
‘E Go To Purchase Requisitions

13761 3

b. OR...at the top right of the Maximo screen, click Go To — Purchasing
— Purchase Requisitions

3
| Search © (g Print View © 4
»

e |nnans
[l Purchasing 3 Purchase Reguisiions

« If necessary, select your query of open PRs using the top left
drop down (it may already be set as your default)

o Find the PR in the list, and click on a PR number to open it

Page 1 of 5

June 12, 2015



Request for Quotation or to fill an eShop Cart using PR application

FM Procurement

SOP P3
Page 2 of 5

3. Runand PDF the CU
Purchase Requisition Quote
report

a. Click Select Action — Run Reports

“ = p—
* | Select Action el
E "‘_ Change Status

View History
n Create PO

iew Related Records

Duplicate Purchase Requisition

Add to Bookmarks

b. Click “CU Purchase Requisition Quote”

Reports

@ Select a report from the fist, or click Create Report to create an ad hoe report

‘ On Demand Reports Scheduling Status

Reports to Run | Fiter > (), & 1-30f3 4 Downioad : =

Description =

CU Purchase Requisition List
CU Purchase Requisition Quote 4'/ CIICk here

Purchase Reguisition Details

[ cancel |

c. Click the “Submit” button. The report will open in your internet
browser in the “BIRT Report Viewer”

d. Click the “Print” button on the top toolbar
Pagell of 1 e @B g |:| @D@ G
e. Click “OK”, then click “OK” again. The report should open in Adobe

Acrobat in a separate window. (If it doesn’t, your browser can be
configured to open PDFs in Adobe.)

4. Email the report to the
vendor with a request for a
guote or a request to fill an
eShop cart

a. Either email the report directly from Adobe Acrobat:
o On the top of the Adobe screen, click the “Email” button

Pleor@ecozhbhdba

« A dialog box may pop up asking you if you want to use your
default mail application (Microsoft Outlook). Click the
“Remember My Choice” checkbox so it doesn’t ask every time.
Click the “Continue” button.

« A new Outlook email screen will display, with the PDF file as an
email attachment

b. OR, if you wish to name the PDF report with a particular file name,
save it on your Desktop first. Then, use Outlook to create a new
email and attach the PDF to the email
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. In the Outlook email, do the following:

. Close the browser tab that has the Maximo report open (BIRT

. Return to Maximo (it may be in another browser window)

. If you choose not to remain on this Maximo PR while waiting for the

e Inthe “To” field, type in the email address for the Vendor

» Type the Subject: “PR xxxxx” (with the Maximo PR#)

o Type your request in the body of the email, then send the email
¢ Close the Adobe PDF report

Report Viewer). There may also be another blank screen that you
can also close.

« Click the “Cancel” button on the Report dialog box

vendor’s response, click the “Return” :llink on the top right
of the screen, which will bring you back to the Desktop Requisition.
From here, you can either:

« Follow this SOP (P3) or SOP P4 for another approved PR for that
Desktop Requisition (look for approved PRs on the History Tab, in
the “Purchase Requisition Status History” section)

OR

« Click the “View Drafts” button on the top left to view other
DRAFT requisitions, and follow SOP P2 to review, edit and submit
one...

Q' Create Requisition (& View Drafts

OR
« Click “Start Center” to return to your Start Center

5. Receive response from the
vendor, review quote or
eShop cart

. If vendor emailed you an attached quote:

. If the vendor emailed a notification that a cart has been filled in

« Open and review the quote from the vendor
« Save it on your desktop or other desired file location

eShop, open the cart in eShop to review

6. Open the PR in Maximo

a. If you are logged out of Maximo, log in (see Task 1)
. Go to the PR application in Maximo by clicking Go To — Purchasing —

. If necessary, select your query of open

Purchase Requisitions

PRs using the top left drop down (it may =
already be set as your default) .| P

PRs requested by users in non-UTIL persongroups

Open P01 PR's
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. In the PR field, type the PR #, then click Enter.
. The PR should appear in the list. Click on the PR # to open it.

PRs . 7 Fiter > (L = 4k 1-20 0f 11849 EP

PR Description Statul

13773
FOR SOP TRAINING: Install door in room

A 301 See Mark and Joe for details AL

. Click the “PR Lines” tab

7. For PCard or | Want Doc
orders only, review and
update pricing on the
Maximo PR

. Important: For PCard orders only: if the vendor quote has different

pricing than the Maximo PR, and/or if it is a PCard or | Want Doc
order, and there is a shipping & handling charge or PCard fee,
update costs on the PR lines by doing the following. (If this
information is unknown at the time, you will also have the

opportunity to update it on the Maximo PO.)
o Click the “Change Status” % button. Change the status to

“Waiting On Approval”, then click “OK”

« To update unit costs, edit the amount in the “Unit Cost” field on
each line. Click the tab key, and the Line Cost will update.

« To add a line for shipping & handling:

o Click “New Row” button on the bottom right
o Choose the Line Type “Standard Service”

o In the ”—Item” fIEId’ type the |etter5 ”Sh”l *L\n:TI;‘:; Standard S:'v -
then click the Tab key. The description hem  tem
“Shipping” will automatically populate. Condton Cone]| | Meter

Service

o Type the amount in the “Line Cost” field T

o To add a line for a PCard fee: -

o Click “New Row”

o Choose the Line Type “Standard Service”

o In the “Item” field, type the letters “pc”, then click the Tab key.
The description “PCard_Fee” will automatically populate.

o Type the amount in the “Line Cost” field

. Click the ”Approve"ﬁ button.

» Type a Memo (optional), then click “OK”

8. If the vendor provided a
guote, attach the quote to
the Maximo PR

. Click the attachment (paperclip) icon on the top right of the PR

SCreen | astachments é)
s>

. Click “Add New Attachments — Add New File”
. Click the “Browse” button to select the file. Click “Open”
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d. (Optional) Name the document — it can be the same as the PDF
name.

e. Click “OK.”

f. The paperclip will have an orange colored background, indicating
there is an attachment

9. Will you continue making a. If yes, go to SOP P4, “Create & a Maximo Purchase Order from a PR
the purchase? and Place an Order” and start with Task 4

b. If no, click the “Return” l:l link on the top right of the screen,
which will bring you back to the Desktop Requisition. From here,
you can either:

« follow this SOP (P3) or SOP P4 for another approved PR for that
Desktop Requisition (look for approved PRs on the History Tab, in
the “Purchase Requisition Status History” section)

OR

o Click the “View Drafts” button on the top left to view other
DRAFT requisitions, and follow SOP P2 to review, edit and submit
one...

g

i

|;i',-' Create Requisttion ( & View Drafts

OR

o Click Start Center” to return to your Start Center

The Result Will Be:

The buyer would have requested a quote from a vendor, by emailing them the “CU Purchase Requisition
Quote” report. The vendor would have responded, and the buyer would have attached the vendor
quote to the Maximo PR and/or reviewed a cart in eShop that the vendor filled.

Reference Information:
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