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Purpose: To create a Material Requisition for Tools

When: Tool(s) are needed to be ordered

Who: FM Zone Admin, FM Operations Admin, Zone Facility Manager or Operations Manager
Resources to Complete Tasks

A computer A Maximo account, with access to submit Desktop

Requisitions

Important: Please follow the process below for all tool orders, unless the tool is being purchased on a PCard by the
Zone due to URGENT Need Only. In that case, please take note of these two important steps:
1) When submitting the PCard information into ImageNow, GL account R643850 must be used.
2) Create a Maximo Material Requisition as below, with the following modifications:
a. In Step 3b, DO NOT enter a Maximo WO # (this will cause a duplicate charge on the Maximo WO).
b. In Step 4c, type the Material Line description as "Tool - See attachment".
C. InStep 5, attach the PCard receipt.

Perform These Tasks: Do These Steps/Notes:

1. Verify for approved order a. Verify the order was approved by the requestor’s supervisor

2. 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”

3. Create a Material a. Click Go To — Self Service — Desktop Requisitions — Create
Requisition (DESktOp Requisition Deskiop Requisions »

Requisition)

For steps b —d, refer to screen shot on next page.

b. In the “Work Order” field (middle right), type the appropriate WO#,
then click the tab key:
o CCZone—-9118873
o FM Operations (CZ) —9118874
e ENZone—-9118875
e SAZone—9118876

« Important: Do not distribute these WO’s. They may not be used
for labor or materials.
c. In the Delivery Notes field, type “Deliver To: [name of person
(Admin/ZFM) placing the requisition]”.
o For example, “Deliver to Jane Doe”

d. Change the “Requested By” (top right) Net ID to the person you are
submitting the tool requisition for.

« If the tool order is general/for the whole zone, leave your NetID in the
“Requested By” field, then choose “P05” in the “Ship To” field.
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e. Optional: If the tool order is high priority, populate a need by date
in the “Required Date” field (top left). (Otherwise, skip this step.)

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

* Requisition: 51134 CC tool ordsrs-Reporting purposes only =1 Requested By: ENWES »
Defivery Notes: Deiiver to Jane Doe Requested By Name: Erin Marie Sill
Requested By Phone:
Template: Requested For ENW48 »
Required Date: e. (optional) # Priority. 1

Step 2 -+ Review and Submit

| Continue | [ SaveAsDraf Cancel
Shipping Information = Charge Information =
Ship to: P01 GL Debit Account
Address: 639 Dryden Road, B21 Humphreys Svee Bidg. Work Order 8118873 5 |€C tool orders-Reperting purposes only
City: Rhaca Location: 3000 > Misc Facilities or Equipment
State/Province: NY Asset »
ZF/Postal Code: 148504825 Card Type: =
Drop Pont: Pickup Card &
Card Verification Value
Expiration Date:
| Continue | [ SavessDraf Cancel
4. If the orderis for a a. On the bottom right of the “Requisition Line Items” section, click
“Material” that is not listed the “New Row” button
in the MaXimO Item IiSt/ do Requisition Line ltems |> Fitter 0-0of0
the fO”OWing: Ling = Quantity Reguired Date tem  Description Vendor Vendor Name Stoq
(If not applicable, go to ( wewrow D [ ]
Task 5)
b. Change the Line Type to “Material” # Line Type: Material -
rtem:g tem
Condition Code: @
Service
Classification:
Standard Service
Class Description: —
ool
# Quantity:

c. Type a Material Description in the field directly to the right of the
“Item” field | (See screen shot below) |

d. In the “Quantity” field, type a quantity

e. In the “Order Unit” field, type or select a unit using the magnifying
glass (the majority of the time, it will be “EACH”)

f. Repeat Task 4, steps a-e for any other tools needed

# Line Type: Material [=]

ttem: 2> Wetric Comb. Ratcheting Wrench Set, 121 C. ainger 4

Spare Part Remarks:
Condition Code:
Classification: 7

Clags Description: = §

# Quantity: 1.00

# Order Unit: EACH e. O
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5. To attach a quote ora a. Expand the line you want to add the attachment to Requisition Line
picture to a line item, do by clicking on the blue triangle to the left of the line Line «
the following: b L

2

m:ﬂYOU may aISO"Want to b CIle the ”AttaChmentS” icon in the * Reservation Type: AUTOMATIC | =
type “See attached” along middle of the screen * Required Date: 7/1/15 11:58 Al i)
with the description in the Inspection Required?
”Description" field Is Distributed? [

H “
° CIICk Add new Aﬂachmentsé@ View Attachments i
Attachments”, then (7 Addlew Attachments »| "] Add New Fie
ew rille 1 Add from Library Add New Web Page
“Add New File” 7] |

¢ Click “Choose File”, select the file on your computer, then click
“OK”. (You may need to change the file type from “Style Sheet” to “All Files”)

« The paperclip icon will be highlighted in orange

6. When all lines have been a. Use the triangles to the left of each line to expand/contract each
created, review and Save line if necessary, for your review.
the “Draft” Requisition

Requisition Line|
Ling +
|> 1

7 2z

b. 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”)

o 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. See
SOP P2 for populating vendors and submitting the requisition.

/_\
Back S;Eﬂ Qi‘;e As DraQ Cancel

d. After clicking “Save as Draft”, a box will pop up with the Draft
Requisition ID #.
o FM PROCUREMENT GROUP ONLY: To continue with this
Requisition, click the “View Details” button and follow SOP P2,
and start with Task 3.
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o Or, 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

Craft Requisition 19540 has been saved.

View Detailz. | | Return to Start Center | | Create Another Requisition

The Result Will Be:
A Tool Material Requisition in DRAFT status will be in the FM Procurement’s queue to process.

Reference Information:
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