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Purpose: To create a Material Requisition for Consumables

When: Consumable items are needed to be ordered
Who: Tradesperson
Resources to Complete Tasks
A computer A Maximo account, with Trades access
Perform These Tasks: Do These Steps/Notes:
1. Loginto Maximo with your |a. Go to http://maximo.fs.cornell.edu
Cornell NetID and « Hover over “Login” on the menu bar
password. « Click “Maximo 7.5 Production”
2. Create a Material a. Click Go To — Self Service — Desktop Requisitions — Create
Requisition (Desktop Requisition Deskiop Requistions »
ReqUiSition) View Requisitions ‘

b. In the “Work Order” field (middle right), type the work order # for
your Zone/Ops, then click the Tab key on your keyboard:

Consumable Work Order #s:

o Contract College Zone: 8988724
o Endowed Zone: 8988723

e SCL Zone: 8988725

e FM Operations: 8988038

c. If there are any special delivery notes or a required date, enter the
information in the “Delivery Notes” field or “Required Date” field.

d. Click the “Continue” button on the bottom right

# Reqguisition: 44588 C Procurement (End d) = Requested By: EMW48 »
Delivery Notes: Requested By Name: Erin Marie Sill
©
Requested By Phone:
Template: @ Reguested For: EMW45 »
Reguired Date: E% +# Priority 1
-» _Step 2 -» Review and Submit
Continue Save As)
Shipping Information = Charge Information
Ship to: CHP ] GL Debit Account:
Address: 851 Dryden Road Door #17 Work Order: 8988723 2> Consumables Procurement (Endowed)
City: thaca Location: 2000 »» Misc Facilities or Equipment
State/Province: NY Asset »>
ZIPiPostal Code: 14850-4825 Card Type: -

Drop Point: Pickup Card #:
Card Verification Value:

Expiration Date:

Continue Save As|
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3. Choose the items from the
consumables list.

a. On the bottom right of the “Requisition Line Items” section, click
the “Add Line Item” button, then click “Favorite Items”

Requisition Line ltems |> Fiter * G-0ofd 1
Line « Quantity Reguired Date tem  Description Vendor Vendor Name

4

New Row |Q&Linenem v

Select Materials |

( Favorite temz )

Spare Parts

Existing Requisition

b. The list of consumables will be displayed.

o Enter a quantity in the “Quantity” field for the items you would
like to order.

Favarite nems

Q =
Ieema @ Fer - () @ B 1-208156 G 4 Dnwniosd | =
0TR 2 Wi Tape CONSUMASLE CORNELLY 000 S0 3 R
[iEToaE ROLLER, 3" WNIROLLER KIT CONSUNABLE uso 3 A
100 ROLLER, 3 REFLL ROLLER COMSUMABLE usn : R
208825 THPE MASKING 7" X 80 WD CONSUMABLE uso =
205631 T DRLL 216 CONSUMALLE (1] =
230151 DALL BIT. 23, BLACK OXIDE HIGH SPEED, STEEL. FOR 10-24 CONSUMABLE uso "ML
230152 ANCHOR, MACHE 5 CONSUMALLL =il y R
20153 BUR, CARBDE, CYLNDRICAL O, 14X 1 CONSUMABLE usn *
230154 COUNTLRSINK, PLOTLLSS, 24 10 170 CONSUMALLL us =
0155 DOOR SLENCER, RUBBER, FOR UETAL FRAME COMSUMABLE usn ®
230188 DALL BIT. #6, BLACK OXIDE HIGH-SPEED STEEL, FOR 1/4.20 CONSUMABLE uso .3
20157 DALL BT 825, BLACK OXDE HIGH-SPEED STEEL, FOR8-12  CONSUMABLE usn ®
230188 DALL BIT. 434, BLACK OXIDE HIGH-SPEED STELL, FOR®-32  CONSUMABLE uso =
230181 DRLL BIT. 18 X 234" CONSUMASLE us0 R
20182 DALL BT 316" X & CONSUMABLE uso B
230183 DRLL BT, 14" VAN X 67 LG CONSUNASILE 50 x
230164 DALL BIT 1147 X 47 L0 CONSUMABLE uso ®
230188 DRILL BIT. 502 WA X 6147 LG CONSUMAULE s0 x
FeiI T DAL BIT. MASOMARY, 305" X 137 CONELMABLE usn 1
230167 DALL. STER, 15" - LZ" CONSUMABLE UsD o mer e ]

)

/

o When finished entering quantities, click the “Add to Requisition”
button.

c. The Item(s) will populate as line(s) on the requisition, with the
guantity specified above.

Requisition Line items - & Fiter > () . 1-40t4e (=S
Ling Quantity Required Date tem Description Store Location Attachments? 1=
i) » »
b 4 1.00 (%) |205625 5 TAPE MASKING 2°X 60 YD CONSUMABLE 3
» 3 1.00 £, 1sv0ss 5»  ROLLER, 3" MINIROLLER KIT CONSUMABLE 3>
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4. When all lines have been
created, review and Save
the “Draft” Requisition

. Use the triangles to the left of each line to expand/contract each

line if necessary, for your review.

Requisition Line|
Ling =+
|> 1

=3 2

. When all lines have been populated correctly, click the “Continue”

button
| Back || Save As Draft | | Cancel |

c. Important: On the next screen, click the “Save As Draft” button at

the bottom (Do NOT click “Submit”)

e The “Submit” button must only be clicked by a FM Procurement
Team member, and only when a vendor has been populated for
each requisition line item. This is because the Submit button
creates a PR for each vendor and will close the requisition.

| Back | | M | Qwe-’«saraﬂ | Cancel |

. After clicking “Save as Draft”, a box will pop up with the Draft

Requisition ID #.
o Click “Return to Start Center”

« OR, if you need to create another requisition, click “Create
Another Requisition” and follow this SOP starting with Task 2b.

Draft Requisition Created

Draft Reguigition 19640 has been saved.

| View Details | | Return to Start Center | | Create Another Requisition |

. If you accidentally clicked the “Submit” button, call the FM

Procurement Group to let them know so they can look for your
requisition, as it will not be in their main queue.

The Result Will Be:

process.

A Material Requisition for Consumables in DRAFT status will be in the FM Procurement’s queue to

Reference Information:
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