Look up Material Order Information - Tradesperson SOP T2

(EZMaxMobile)
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Purpose: How to look-up information on material orders

When: You have submitted material requisitions for work orders

Who: Tradesperson

Resources to Complete Tasks

installed (SOP E3)

A mobile device with the EzMaxMobile app A Maximo account

An EZMaxMobile license

Perform This Task:

Do These Steps:

1. Loginto EZMaxMobile

a. Tap the EZMaxMobile app on your mobile device to open it
b. Log into EZMaxMobile
o Username: Your NetID
« Password: Your Cornell (Kronos) password
« Tip: Turn on the switch next to “Remember Me?” so that you don’t
have to type in your username & password every time
c. The first screen displayed is your Start Center

d. Choose a section below, based on what you are looking for

A) How to view your Saved Requisitions

If you tapped the “Saved
For Later” button on the

a. Click “Go To”, then “View Requisitions” _F

Apps

material requisition screen, (@) Start Center /
the reqwquon was not Eosu"ﬂin _ /
been submitted to FM /
Procurement. ) Asset /
Fm View Requisi@
b.Then, tap “View Saved Requisitions” \ 7,
c. A list of your saved requisitions will be ‘
displayed. Tap on the requisition that you B
would like to review or edit A5/ View Submitted Requisitions
d. To edit or submit the requisition, tap “Edit Requisition”
f-, L
%ﬁ Edit Requisition
e If/when you are ready to send it to FM Procurement, tap the “Submit”
button. If not, tap “Save For Later”
Back Create Requisition  submit  Save ForLater )
e To go back to the “View Requisitions” screen, tap the “Back” button, then
tap n to return to your Start Center
Page 1 of 5 July 1, 2015



Look up Material Order Information - Tradesperson

(EZMaxMobile)

SOP T2
Page 2 of 5

B) How to view your Submitted Requisitions

If you tapped the “Submit”
button on the material
requisition screen, it has
been submitted to FM
Procurement. It will remain
in this list until FM
Procurement submits
(approves) the order.

a. Click “Go To”, then “View Requisitions”

Apps

({)@;\\

=

|| Start Center
=

g Bulletin Board

.
C_) Asset

<t i i
b. Then, tap “View Submitted Requisitions” 4= V'*‘”“*"@

1]

i
%ﬁ View Saved Requisitions

f
‘ "/ View Submitted Requisitions ]

e Requisitions will show here in DRAFT status. As soon as the FM
Procurement Group submits (approves) a requisition and begins the
ordering process, it will disappear from this list. When the order is placed, a
Maximo PO will be created. See Tasks E and F to view Maximo POs.

C) How to view Receipt Status on your list of assigned work orders

When the FM Procurement
Group places your order, a

Maximo PO is created, and

the receipt status will show
on your work order list

< Receipts: NONE

7884099 (INPRG)
2614 Tennis: Install water meter Attn Steve Hubbell

Facility Code: 5385

Facility Mame: Energy Management System
Room/ Area: outside

Senvice: METER

Priority: 30

Target Start: 3/4/15 8:48 AM

Location: U3806-3341

PM Location:

Means the order has been placed, but no

L — materials have been received yet.

8003100 (APPR)
The quick connect on the outlet ball valve VI540 is leaking ammonia on skid

Facility Code: 55108

Facility Name: Central Heating Plant
Room/ Area:

Semvice:

Priority: 30

Target Start:

Location: US510B-02261

PM Location:

materials that have been received.

T
6565730 (COMP2)

; : Means some of the items have been received.
< Receipts: PARTIAL )— See Task D. for how to view the particular

Chilled water system plant three make up pump making noises need to be|

Facility Code: 5111

Facility Mame: Chill Water Plant 3
Room/ Area:

Service:

Priarity: 30

Target Start:

Location: U5111-611

PM Location:

Arg

\Receigts: COMPLETE )—p
_

Means all of the items on have been

received.
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D) How to view specific Materials Received on the work order “materials” tab

You can see what specific
materials have been
received on the Work
Order’s Materials Tab.

As the materials are
received, they are entered
as a material transaction on
the work order.

a. From your work order list, tap on the work order to open it in the Work Order
Tracking application

b. Tap “Materials”

Work Order Tracking
Actions ‘ « | prev
Change Status >
Work Order 80031
g& Start Workflow >
(g Description
The quick connect on the outlet ball w
,"g Labor n)
This number represents the
< ﬁtmﬁ Materials K> number of material transactions
listed on the work order. —

Materials

Line Type: ITEM
Item: MAX228912

Description: Gasket, Ammonia Blower Skid Injection Quill, PT# 40MP-G200 Dixon, TYP: Sanitary Clamp Gasket, ID: 1.87°, OD: 2.5167, MAT: PTFE
Quantity: 10.00
Transaction Type: ISSUE

d. Tap the “Back” button to return to the main work order screen

E) How to view specific Materials Received OR Not Received on the PO (from the work order)

If any POs have been
created for a work order,
there will be a link to those
related POs right on the
work order.

a. From your work order list, tap on the work order to open it in the “Work
Order Tracking” application

b. Tap “Related PO’s”

= TemtrarFe]
@l Multiple Assets, Locations n >
Location Us510B
= . Bl Ski
C@ Report Downtime ¥ H::li:; Pio
P Ci
@ Movel/Swap > e
Room Area
IE@\, Create Follow Up >
- Service
f I
'\ﬁf Create Requisition > o 30

= s .
Related PO's [ 1] >‘Q This number represents the number of

purchase orders related to this work order.

T

)

Run Reports >

gg View Facility Information >

Work Group* UTIL-MN|

Work Type" cM

c. Alist of purchase orders will be displayed. Tap on the purchase order you
would like to view.

Purchase Order

B7520 (APPR)
Spare ammonia injection nozzle parts for blower skids
Ordered Date: 4/21/115 3:23 PM
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How to view specific
materials received or not
received on the PO (from
the WO)...continued

d. The Purchase Order screen will be displayed. Tap “PO Lines”

Purchase Order
Purchase Oiset

Actions

|| so 87520
@ Change Status > [ pescrippon
= || spare ammonia injection nozzle parts for blower skids
|i’+:| Duplicate Record ¥
@ Run Reparts >
Site CORNELLY
Status APPR
Priary 1]
Status Date 42315229 PM
Ordered Date 42115 =
Satalros 2400

e. Individual line items will appear, indicating whether they have been received
or not.

Purchase Order

peions || r0 87520

@ Change Status * Il Denceptin

. || Bpare ammenia injection norzle parts for blower skids
(%) Duplicate Record >

@ Run Reports > :

Site CORNELLY
Stahss APPR

Total Cost 328

PO Lines

Ling: 1

Gasket Ammonia Blower Skid Injection Quill, PT#: $0MP-G200 Dixen, TYP: Sanitary Clamp
Gasket, 1D 1.87", O0: 2.516", MAT PTFE

Itam MAX228912

Work Order 8003100

WO Description The quick connect on Ihe oullel ball vslve V1S40 & leaking ammonsa on skid 82

Description

Facility Code 55108 >
Facility Mame  Cenlral Healing Plan!
Quantity 10.00
Unit Cost 104
10.40
Complete
Line. &
Description Addition charge 1o direct ship
Itam

Work Order 8003100

WO Description The quick connect on e oullel all vatve VIS40 s leakng ammani on skid #2
Facility Code 55108

Facility Name  Central Heating Plant

Quantity 1.00
Unit Cost 500

] 500
Receipts i
Complete

f. Tap the “Back” button until you return to the main work order screen
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F) How to View Specific Materials Received or Not Received on the PO
(from the Purchase Order application)

You can also look up
Maximo POs in the
Purchase Order application

a. From your Start Center, tap Go To — Purchase Order

b. Tap “All Saved Queries”, then tap _m

“POs from My MR’s” Apps

(@k\., Start Center
L

PO's from My MR's Eo Bulletin Board

(:;i);} Asset

Purchase Requisition

c. A list of Purchase Orders created from
Material Requisitions that you submitted q Purchase Order
will be displayed —

d. Tap on a purchase order to open it
e You can also use the “Advanced” button to narrow down your search by
information such as Facility Code, Vendor, Status, etc.
e The “Quick Search” can only be used to look up a specific PO #

e. See Section E, steps d. and e (page 4) for viewing material receipt status for
the individual items on that PO.

Purchase Order

| Quick Search ‘ Advanced

Sort By Select Value

90466 (ORDERED)
Fan,Ceil, FCU-1 -102K PM 360D
Ordered Date: 6/22115 12:18 PM

89721 (APPR)
Test Requisition (EMS)
Ordered Date: 6/12/15 11:33 AM

89720 (WAPPR)
Test Requisition (EMS)
Ordered Date: 61215 11:10 AM

89616 (ORDERED)
Fan, Coil, FCU-1 -102K PM 360D
Ordered Date: 6/11/15 3:11 PM

Reference Information:

SOP E1
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