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Chapter 1

Introduction

This section discusses overview information about Enterprise Asset Management (EAM).
Asset Lifecycle Management 2

EAM Modules 4
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Asset Lifecycle Management

Use QAD Enterprise Asset Management (EAM) to effectively manage your organization’s
physical assets. The EAM suite of applications maximizes manufacturing equipment use and
minimizes repair costs. Lifecycle management includes design, construction, commissioning,
operation, maintenance, and replacement of plant, equipment, and facilities. EAM provides supply
chain management solutions for project accounting, plant maintenance, and maintenance, repair,
and operation (MRO) including inventory and purchasing. EAM is fully integrated with the
Manufacturing and Financial modules in QAD ERP.

Fig. 1.1
EAM

Engineering Plant Operations
Plant

-
I i \‘sﬁ Maintenance
—>
Projects Control
Management / \
MRO

Purchasing 4
o . [
>

Inventory

EAM Business Areas

EAM consists of three primary business areas:
« MRO
« Project Controls
+ Plant Maintenance

MRO Inventory and Purchasing

Storeroom managers use MRO Inventory to determine the critical parts to stock, minimizing
production downtime and inventory investment. A company cannot stock all potential spare parts
that may be required, because of the sheer number and cost.

Buyers use MRO Purchasing to quickly and easily identify the appropriate supplier with the best
price. A small manufacturing plant may purchase thousands of MRO items from hundreds of
potential suppliers. The electronic authorization process enables managers to review purchase
requests and current spending against budget to determine whether to fill the requisition.
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Project Controls Management

Expanding or upgrading manufacturing capabilities is one of the most important annual
investments a manufacturing company makes. Bringing projects in on-time and within budget is
critical to ensure that the asset generates a return on investment. Project engineers use EAM to
track and manage spending against a project’s budget and authorized spending authority. With
real-time information, managers know how much has been spent and how much it will cost to
complete a project.

Plant Maintenance

After the project is complete and plant operations takes control of the asset, maintenance planners
use EAM to set up preventive maintenance schedules to properly maintain equipment. The EAM
work order system records any repairs and associated cost against equipment. With this
information, maintenance managers can determine how best to allocate resources.

EAM Application Framework

The EAM application framework is an Open Edge Reference Architecture (OERA) compliant
system divided into three primary tiers, or layers. The topmost layer, or presentation layer, is a
relatively thin client. NET executable designed to run on Windows XP and newer operating
systems. The middle layer is based on OpenEdge technology and hosts all business services. The
final layer represents databases and any other data source.

Fig. 1.2
EAM Architecture

Presentation Layer
Technology

EAM .NET Client

Business Servicing Layer Microsoft

Business Logic .NET — “Smart Client
& Reporting Localization Ul Repository
Services

PROGESS Software
Data Access OpenEdge 10 AppServer

Database

The presentation layer is a series of generic form, menu, browse, and action engines that render
nearly every aspect of the user interface at runtime.
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Fig. 1.3
EAM
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EAM Modules

EAM groups related functionality into the following modules:

- Maintenance

« Inventory

« Purchasing

« Finance

« Project Controls Management
+ General

 Analysis

System Administration

Fig. 1.4
EAM Modules

EAM v12

' v

Maintenance Inventory

General

MQAD

Analysis

|
v v v

Purchasing Finance

System
Administration

QAD
ERP application
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Maintenance

Use Maintenance to drive work order functionality for maintenance and repair operations (MRO):
« Equipment

PM/PdM

Work Orders

« Service Requests

Labor History

« Codes

Documents

Inventory
Use Inventory to manage parts (inventoried and non-inventoried) across single or multiple plants,
analyzing usage and reserves and improving cost effectiveness:
« Inventory
« Physical Inventory
- Stock Replenishment
« Stores Requisition Lists
« Stores Requisition Approval Groups
« Rebuild Locations
« UOM Conversion
 Codes
« Documents

Purchasing

Use Purchasing to manage indirect purchasing (stock, non-stock, services):
« Purchase Orders
« Requisitions
- Blanket Orders
¢ Quotes
« Routing Substitutions
 Vendors
» Standard Clauses
« Currency
« Exchange Rates
 Approval Groups
 Codes
« Documents

MNQAD
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Finance
Use Finance to manage accounting, taxes, overhead, and any money-related aspects of EAM
operations:
 Accounting
« Projects
» Tax
 Overhead
« Groups
 Codes
- Capitalization History
« Intercompany Accounts
« Documents

Project Accounting

Use Project Accounting under Finance to plan, track, and control detailed project budgeting for:
- Capital Projects
 Expense Projects
 Customer-Funded Projects
« Engineer-to-Order (ETO) projects

Project Accounts make status information on the entire budget or each job/phase of the budget
readily available and visible by job spending limit or budget level.

General

Use General to set up common system properties:
« Business Units
 Business Segments
« Domains
- Sites
« Codes
- Employees
« Groups
 Change Password
« Revisions

Analysis

Use Reporting to display key information in an easy-to-use graphic format:
« Equipment

MQAD
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* Inventory

- Labor

« PM

Project
Purchasing
Service Requests
Work Orders

System Administration
Use System Administration to alter menus, user permissions, roles, and system-wide configurable
features:

» Users

« System Control

* Roles

« ERP Interface

e User-Defined Fields

« Job Control

« System Sequence

- Site Sequences

* Registry

 Report Setup

- Mandatory Fields

« Req Reroute/Notify Fields

« Screen Editor

 Report Designer

« User-Defined Mail

e Product Line

 Equipment Mapping to ERP

« Production Line Mapping to ERP

EAM and Other QAD Applications

EAM trades certain types of information with QAD’s enterprise resource planning (ERP)
applications, which are hosted through an easily accessible, common .NET interface called the
App Shell. Your EAM installation integrates seamlessly into the App Shell.

MNQAD
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Chapter 2
Navigation

The chapter contains information about logging in to and navigating EAM.

Logging in to EAM 10
EAM Display Elements 11

Using the EAM Interface 14
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Logging in to EAM

You may use multiple logins, depending on your responsibilities. Login credentials determine
access privileges.

« The user ID determines permissions. For example, a system administrator accesses more EAM
system features than an inventory clerk does.

« Each site has specific security settings. Logging in to multiple sites may require multiple types
of permissions.

Note Your monitor display may differ from the images in this documentation due to security
settings.

1 Double-click the EAM desktop icon.

2 Enter a user ID and password.
Note The password is case-sensitive, but the user ID is not.

3 Accept the default domain.
4 Click OK.

Fig. 2.1
EAM Login

FIQAD

Enterprise Applications

Uszer: |
FPazzwiord:

Log on to: qall -

oK || cance |

The EAM main window opens.
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EAM Main Interface
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EAM Display Elements

Process Maps

Navigation 11

Process maps are interactive flow charts. They link to programs, browses, related documents, and
other process maps using advanced features of .NET technology. Process maps diagram EAM best
practices in hierarchical order. Swim lanes, the gray stripes on the background, visually separate

functional areas, such as conceptual (Setup) or departmental (Purchasing).

To access lower-level maps:
» Click a node.
» Click a swim lane.
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Fig. 2.3

EAM Home Process Map
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Process Map Node

S

There are six types of process map nodes in EAM.

Symbol

Type

Definition

i

Menu

Links to a program on the menu.

|

Other Process
Map

Links to other process maps.

Menu ltem Links to groups of programs such as
\ Collection browses.
—— | Manual Step Indicates that the task does not link to the

software.
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Symbol Type Definition
. Decision Denotes where a map may flow in one of
___.--"'"- g two directions.

Denotes link to documents or files relevant
to the task.

Document

EAM Module Displays

Navigation

13

When not managed by process maps, EAM modules use standard display and navigation elements.
Each display has a title bar, vertical menu bar, a status bar, a menu, a toolbar, and an application

area.

Fig. 2.4
EAM Elements Display
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When adding or editing a record, a submenu displays.
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Fig. 2.5
EAM Tabbed Elements
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Using the EAM Interface

Title Bar

The title bar displays the name of the database you are logged in to and “Enterprise Asset
Management.”

Example Production: Enterprise Asset Management.

Minimize, maximize, and exit buttons are standard controls for Windows. These tools enlarge,
compress, or close the current window. Click exit to close the window and automatically log out of
the session.

Note To log out, you can also use File|Exit in the Menu.

Fig. 2.6
Title Bar

B Work Order Maintenance E]E]
Menu

The menu is underneath the title bar near the upper left of the window. The menu display contains
module-specific commands, so its appearance varies. Sometimes an option in the menu does the
same thing as a button on the toolbar.

Fig. 2.7
EAM Menu

File Edit Tools ‘Window ﬂelpl

File. File options include Log off, Page Setup, Print Preview, Recent files list, and Exit.
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Edit. Options are Cut, Copy, Paste, and Menu Search.

Tools. Options are Options, Internet Properties, and Manage Workspaces.

Set workspace options such as whether to allow multiple instances of the application to run,
display the left navigation panel, and display multiple workspaces.

Internet Properties displays settings from Internet Explorer.
Use Manage Workspaces to display or hide QAD applications running in the App Shell.
Window. Options are Close All Windows, Open Windows list.

Help
The Help menu contains options that display details about the QAD Enterprise .NET User

Interface, EAM, and client installation.

User Interface Help

The system offers online help for modules, processes, and fields regarding the general .NET UI,
including navigation, programs, browses, and process map information.

Application Help

Application help displays help specific to the application you are running. For questions about
programs and fields in EAM, use application help.

View Configuration

Use View Configuration to see system settings for your EAM installation. You cannot change
anything from this window, but you can locate objects in the code. With the correct credentials,
you can make changes from within the system.
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Fig. 2.8
Help|View Configuration

¥iew Configuration =

‘ Search | N | ‘

+- allow

attachmentadministrationroles [gadadmin, superuser]

[
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connectionprotocol [AppServer]
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connectionsecureport [5164]
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4 lill | k|

Walue Source

About

About displays the current QAD .NET version, date last started, and memory in use. Click Details
to access client details, and click Log to access the build log with details about when the
application was installed to your machine.

Fig. 2.9
Help|About

QAD Enterprise Applications Yersion: 2.8.7 Started 5/15/2008 9:28 AM
Microsoft .NET Version: 2.0.50727.1433 Mermory 79.54 MBE

Details 3> | | View Log ‘ i 1] 4 |

Status Bar

The status bar is at the bottom of the window. It displays your logged-in user ID, and the active
site. If the lower right corner of the window displays a dotted triangle, then you can resize the
EAM window by clicking it and dragging.

Fig. 2.10
EAM Status Bar

User: sysadm Site: SANF I

Toolbar

The toolbar contains standard functions, and functions unique to EAM modules. Tools that display
on the toolbar may vary by module and display.
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Fig. 2.11
Toolbar
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Vertical Menu

The vertical menu contains all available EAM modules. Vertical menu items may include:
« Home
Maintenance

Inventory

« Purchasing

« Finance

 General

Analysis

System Administration

Opening a Module

Use Menu Search to find a specific module within the menu. The system displays matching
options as you type.

Double-click a vertical menu folder or click the plus sign to expand its display options. Double-
click an option to open a browse or list.

Fig. 2.12
EAM Vertical Menu
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Double-click a record in a browse or click Edit to open tabs for an existing record. Click New to
open tabs for a blank record.
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Fig. 2.13
EAM Submenu and Record Tabbed View
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Favorites
The Favorites pane is a custom menu you create using menu options or drag-and-drop techniques.

Fig.2.14
EAM Favorites

|'i~3 E quipment
‘b Pk Templates

Adding Favorites

Add favorites in the following ways:
« Right-click a menu folder or menu item in the Applications pane and choose the Add to
Favorites option.
« Select the menu folder or item you want and drag it from the Applications pane to the
Favorites pane.
- Drag-and-drop URLs from Internet Explorer or Mozilla Firefox to the Favorites pane.

« Drag-and-drop an item or program (executable) from the file system (for example, from
Windows Explorer) to the Favorites pane.

EAM stores favorites on the server rather than on client computers. When you log on to the system
from a different computer than your usual client computer, you still see your favorites.
Additionally, having your favorites on the server protects them from any disk problems that might

occur on your client computer.

Warning If several users share a user ID, favorites can become corrupted.
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Organizing Favorites

Organize your favorites into folders and subfolders, rename menu items and folders, rearrange
folders and items, and remove menu items you no longer want.

To organize menus into a hierarchy, right-click in the menu space and choose Create New Folder.
You can then drag the folder to any position and drag menu items or other folders into it.

To rename or remove a menu item, right-click the item and choose the option you want. You can
also display properties and enter design mode for enabled programs.

To change the icon of a menu item, right-click the item and choose Change Icon. Browse to a
graphics file and select it.

To collapse the display of all open folders, right-click any item and choose Collapse Menus.
When you right-click a folder, you can also create a subfolder within the currently selected folder.

You can launch a group of menu items organized under a folder simultaneously. Right-click the
folder and select Menu Collection. The folder icon changes to a collection icon. Click the icon to
launch all the functions at the same time.

Mail

EAM includes an internal mail system. This system facilitates communication between users or
sends system messages for authorization routing or rerouting, status changes on work orders,
failed processes, and so on. To integrate it with your corporate e-mail, such as Outlook or Lotus
Notes, select SMTP in the system control module.

Tabs

Each open module or submodule displays a tab near the top of the EAM display. For example, you
are working from a work order with a PO assigned to it. You can keep both forms open and work
with them as needed. Click a tab to activate its display. The active tab is white and displays data in
the application area, and the inactive tabs are gray.

Fig. 2.15
EAM Tabs

_l Home | Equipment X | “Work Orders X| Purchase Order &pproval Group X|
TR = R (HEEET

| il =S e i

Press the Tab key to jump from field to field in a tab. Tabbing goes from left to right, top to
bottom.

Lookups

Use lookups to search for codes or records. Some fields have lookups associated with them.
Lookup buttons have a magnifying glass icon. Click the magnifying glass to open a window that
contains all records of a type. If you know the beginning of the record or code, type information in
the Find field. Click the button with the binoculars to run the search.
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Browses

A browse lists the records that meet specified site criteria in the current module. EAM browses
look and function like Excel spreadsheets. Column headers provide flexible, dynamic display
options through ordering, hiding, showing, sorting, and grouping records. All users can view a
browse. You can add a browse to your favorites directory.

If your security settings permit reporting, you can export data to Excel.

Ordering Columns

Drag a column heading to move it to the right or left in the display. Red arrows indicate where the
column is inserted when you release the mouse button.

Hiding a Column

Use this option to remove individual columns from the display.
1 Right-click a column heading.

2 Scroll down to the Hide this column option.

3 Release the mouse button. The column no longer displays in the browse. The data is still
stored in the system.

Fig. 2.16
Hiding a Column

Sort Columns
| Hide this column
AddiRemove Columns

Reset Browse
Save Browse Settings

Adding Columns

Use this option to add or remove columns.
1 Right-click a column heading.
2 Scroll down to the Add/Remove Columns option.

Fig. 2.17
Add/Remove Columns

Sort Columns
Hide this column
| AddfRemove Columns

Reset Browse
Save Browse Settings

This option displays a list of all possible columns for the current record type.

MQAD



Fig. 2.18
Adding Columns

Columns
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3 Select the check box to add a column to the display.
4 Click OK.

Removing Columns

Use this option when you want to remove multiple columns from the display.
1 Right-click a column heading.
2 Scroll down to the Add/Remove Columns option.

Fig. 2.19
Add/Remove Columns

Sort Columns
Hide this column
| AddfRemove Columns

Reset Browse
Save Browse Settings

This option displays a list of all possible columns for the current record type.
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Fig. 2.20
Removing Columns

Columns @

[ Acct Mo (Rebuild) A
Add Date

Add Time

[ Add User ID

[] 42 Found

[[] A5 Found Description

[ A Left

[] 4= Left Descriptian

[] Assembly

[[] Assembly Description

Aszigned

[] Assigned Mame

[ Auth By

O] duth?

Catalog

[7] Char 1 far W0 name b

3 Clear the check box to remove the column from the display.

4 Click OK.

Sorting a Single Column

Click a column heading to sort all by ascending or descending. If the column contains both
alphabetical and numerical data, the system sorts by numbers first, then letters. The currently
sorted column displays an arrowhead pointing up (for ascending sort) or down (for descending
sort).

Fig. 2.21
Sorting a Single Column

[irag a column header here to group by that column.

Dept ~ Equip Mo Serial Mo
4000 civic: ﬂ
_— L

Note If a column contains large amounts of data, EAM may issue a time warning.

Sorting Multiple Columns

Specify up to three column headings to sort, each by ascending or descending order.
1 Right-click a column heading in the current browse.

2 Select the Sort Columns option.

Fig. 2.22
Sorting Columns

| Sort Columns
Hide Ehis column

AddfRemove Columns

Reset Browse
Save Browse Settings
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The Sort Picker lists display all column headings in the current browse. The application sorts first
on the top heading in the list. If there are multiple records with the same sort criteria—for example,
Priority 1—you can further sort by Requestor, and then by Equipment Number. Click OK to sort
the browse view.

Fig. 2.23
Sorting Multiple Columns
Sort Picker, g@@
Sort by
(&) ascending
Friority w

() Descending

Then by
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Fequestor w
() Descending
Then by
(&) ascending
Equip Mo w

O Descending

Saving a Custom Browse

Save changes to a default browse for future use. A saved custom browse is associated with your
user ID. Use the browse from any computer.

1 Right-click over the column heading.
2 Select the Save Browse Settings option.

Fig. 2.24
Save Browse As

Sort Columns

Hide this column
AddfRemove Columns

Save Browse Setkings As

3 Enter the name of your custom browse in the window.
4 Click OK.

From the right-click menu, delete the custom browse or set it as the default view.

Right-Clicking a Browse Record

Right-click over a record to open the right-click menu. Right-click menu options differ between
programs. Right-click menus contain administrative functions and the active Action menu.
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Fig. 2.25
Record Right-Click Menu

Select Al
Add Record To Browse
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Edit

Initialize: Limits

Lack.

Parent Child Lookup
Refresh

Global Refresh

Group
The Group icon looks like a flowchart and is located in the Toolbar.

Fig. 2.26
Group

[s]4
1 Click Group.

2 Drag the column header to group records. For example, a planner groups the records by
Equipment number, then by Priority.

3 Click Group or drag the columns back into place to ungroup.

Fig. 2.27
Grouping Records
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Viewing the Current Record

The highlighted line in the list on the browse tab refers to the selected record. The bold text on the
modules field identifies the currently highlighted or selected equipment record by displaying its
unique identifier and description.

Selecting a Record

There are several ways to select and highlight records in the browse:
« Double-click the highlighted record.
« Use the Find feature.
« Use the record filter.
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Action Menus

Each browse includes an Action menu. Access it in two ways:
 From the dropdown over the browse
« In the right-click menu

Find

Use Find to search for a specific record. Find searches the column on the far left.
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Chapter 3

The General Module

This chapter contains information about the EAM General Module, which is used to set up and
manage system-wide data.

Introduction to the General Module 28
Business Units 28

Set Up Domain, Entity, and Site Data 30
Sites 39

Record Filters 45
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Introduction to the General Module

Use the General module to maintain system files and tools, such as:
« Business units
< Domain, entity, and site relationships
» Codes
- Employees
Mail and Owner Groups

Fig. 3.1
General Menu
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Business Units

Use the Business Units section to create, view, modify, and delete business relation records. The
Domain, Entity, and Site codes you set up in EAM should match the codes added in the QAD ERP
application.

Business Segments

An organization may have specialized Business Segments that operate as distinct units,
concentrating on particular interests or tasks. Managers can track which Business Segments are
initiating capital or expense projects, and identify the driving Business Segments in the Project
module.

In the System Registry, you can add up to eight levels to the Business Segment format. Define the
format based on your organization’s requirements. Not only can you format the Business Segment,
but you can select the length of the Business Segment for a total of up to 15 characters among the
8 levels of formatting.

MQAD



The General Module 29

Business Segments Browse

Access this browse from General|Business Units|Business Segments. Use it to create and modify
entity codes and descriptions.

Fig. 3.2
Business Segments Browse
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Bus Segment. A 15-character field that is used to enter a Business Segment code. The format
of the Bus Segment changes to display dashes, depending on the format definitions in the
System Registry.

Description. Description usually includes the name of the business segment.

Business Segments Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 3.3
Business Segments Right-Click Menu

New

Use New to open the business segment record detail to create a record.
Edit

Use Edit to open the business segment record detail to edit the selected record.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Set Up Domain, Entity, and Site Data

Set Up Business Units and Access to EAM Process Map

Fig. 3.4
Set Up Business Units and Access to EAM Process Map

Srgder-araaton Fraree
v

1 Setup one or more domain codes.

2 Set up one or more entity codes.

3 Set up one or more site codes.

4 Add new site to the sysadm user-subdetail.
5 Copy an existing role to the new site.

6 Log on to new site and edit or set up required roles.
7 Link user sysadm to new security group.

8 Log on to new site and set up required roles.

9 Link user sysadm to new required roles.

10 Set up business segment codes.

Domain Browse

Access this browse from General|Business Units|Domain. Use it to organize and display records,
to access supporting functions, and to edit or create new records. This data is important when
EAM integrates with the QAD ERP system.
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Fig. 3.5
Domain Browse
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Highlight a domain in the upper browse. The middle browse displays entities associated with the
domain. The lower browse displays the sites associated with the entity.

Creating a Domain Record

1 Click New in the upper browse to open a blank domain record. Assign a domain code to match
one set up in QAD ERP.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Domain Record

1 Double-click a record in the upper browse or click Edit to open the domain record detail.
2 Enter information in relevant fields on the tabs.

3 Click Save.

Creating an Entity Record

1 Click New in the middle browse to open a blank entity record. Assign an entity code to match
one set up in QAD ERP.

2 Enter an entity description. The system automatically saves the record.

Editing an Entity Record

1 Double-click the entity description in the middle browse to edit.

2 Enter or update the entity description. The system automatically saves the updated description.
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Creating a Site Record

1 Click New in the lower browse to open a new site record. Assign a site code to match one set
up in QAD ERP.

2 Enter a site description. The system automatically saves the record.

Editing a Site Record
1 Double-click the site description in the lower browse to edit.

2 Enter or update the site description. The system automatically saves the updated description.

Domain Right-Click Menu

The right-click menu contains administrative functions.
Fig. 3.6

Entity Right-Click Menu

Columns »

New

Use New to open the entity browse to create a record.

Edit

Use Edit to open the entity browse to edit the selected record.

Columns

A list of columns available to the entity lower browse displays here. Select a column header to
display it. Clear the column header to hide it.

Domain Record Detail

The record detail contains all information about this domain. Assign a domain code.

Fig. 3.7

Domain Record Detail
Home Dlarmain Clomain: LISA
Drarnain 1S4
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Domain Tabs

Domain records contain four tabs: Detail, Maint, Inventory, and PO/Regs. Add new records or edit
existing ones from here, or save. The values and settings apply to just this domain.

Domain Tab: Detail

Enter domain information on the Detail tab.

Fig. 3.8
Domain: Detail Tab
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General
Description [ USA Demo for 38D EE Language | 1033
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Daybook Code | EAM

Accounting
Regure CC Requee Acch
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SAF
Diefandt ltem Type | ELEC SAF Electical llem Diedauk Suppbet Type | LOC SAF Local Suppler
Default Product Line | Ded Default Product Line

Domain. Enter a code (maximum 8 characters) identifying a specific domain. Codes are
restricted to the upper and lowercase letters and numbers. A primary domain code must be
unique within a database and across connected databases. EAM domains must match QAD
ERP domains.

Description. Enter a brief name (maximum 14 characters) to associate with this domain. This
name must be unique within a database and across connected databases.

Language. Enter the default language for this domain. The EAM domain language must match
the QAD ERP domain language.

Daybook Code. Enter the daybook code associated with this domain.
Bill To. The default bill-to address that is used on all POs for this specific domain.

Ship To. The address type stored in Addresses in the ERP system to designate ship to
addresses.

Clause Type. Refers to the Type field in QAD Enterprise Edition (EE) master comments. In
EE, master comments can be used in various places. To help organize these comments, a user-
defined type field is used to group them. The ERP Interface|Download routine only displays
the EE master comments based on the Clause Type entered into this field.

Daybook Code. Enter the daybook code associated with this domain needed for integration
using QXtend.

Require CC. If this option is selected, EAM requires a Cost Center on a transaction.
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Require Acct. If this option is selected, EAM requires an Account on a transaction.

Require Sub Acct. If this option is selected, EAM requires a Sub Account on a transaction.

Note You can use the mandatory fields functionality found at System Administration|
Mandatory Fields for a more selective enforcement of this requirement.

Default (SAF) Item Type. Enter a default Item Type code associated with a part transaction.
When EE tells EAM that the Item Type concept is required, EAM finds the parts record
associated with mglt_det and provides the parts.type_code value. If parts.type_code is blank or
no parts record can be found, EAM uses the default found here.

Default (SAF) Supplier Type. Enter a default Supplier Type code associated with a purchasing
transaction. When the Supplier Type concept is required, EAM uses the mglt_det.po_no to
find the po_header. It then finds the vendor for that po_header and supplies vendor.type_code.
If the record cannot be found or the value is blank, EAM uses the default found here.

Default (SAF) Product Line. Enter a default Product Line code associated with a part
purchasing transaction. When the Product Line concept is required, EAM uses mglt_det to
find the relevant parts and po_line and pulls the product_line_no from those records. If the
record cannot be found or the value is blank, EAM uses the default found here.

Note EAM only supports SAF when integrated with EE. EAM does not store SAF details
related to transactions. EAM draws the SAF concepts it needs from EE based on a transaction
line’s cost center, account code, and project number. EE then compares those three values to

its SAF Structures and returns the Concepts that EAM must fulfill.

Domain Tab: Maint

Enter system control information to set up domain-wide parameters on the Maint tab.

Fig. 3.9
Domain: Maint Tab
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Post Equip List? If this option is selected, the system posts all stock parts with their Add to
BOM? option selected (on the Codes tab of the Inventory screen) to the Equipment Bill of
Materials structure when issued from stores.
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NStock BOM? This option controls whether non-stock parts are added to the Bill of Material
(BOM) for any piece of equipment referenced on a requisition. The NStock BOM? option is
disabled and cleared when the Post Equip List? option is cleared.

CIM Load. This option controls whether the Loads DUOM Readings batch job data file
includes the equipment’s usage, the accumulated usage for the time frame being reviewed, or
the equipment’s reading, the current meter reading for the DUOM.

Reopen WOs? If this option is selected, users with the required role setting can reopen a work
order. You can issue parts, distribute labor, and receive and charge POs against the work order.
If a work order is closed or canceled and this option is selected, reopen the work order before
you make these changes. If the option is cleared, you cannot reopen the work order.

WO Auth?. If this option is selected, a user with the required role setting must authorize the
work order before any associated parts, labor, or receipts against a PO can be initiated.

SR Auth?. If this option is selected, a user with the required role setting must authorize a
Service Request. The Service Request must be authorized before it can become a Work Order.

PM/Labor Scheduling. Select this option to automatically schedule PMs meeting calendar
criteria, such as specifying holiday closures.

The selected days of the week are used in scheduling preventive maintenance work orders. For
example, if Saturday is selected, and a PM comes due on a Saturday, the system generates the
PM work order for that Saturday. If Saturday is cleared, the system does not generate the PM

work order. It sets the schedule start date to the next available work day. The system finds the
next available day to schedule that work order.

PM's Wk Day. When a PM is due, the system compares the original scheduled date for the PM
to the Sunday-through-Saturday settings (for PM/Labor Scheduling) to determine the actual
date.

For example, if the PM is due on a Saturday and Saturday is cleared, the system validates the
PM work schedules. If it is selected, the PM scheduled start date is the next available workday.
If the PM’s Wk Day option is cleared, the system schedules it for Saturday even though the
Saturday is cleared. It schedules the work order for a day that is not scheduled for PM work.

Reopen Projects? Indicate whether users with the required role setting can reopen closed
projects.

Domain Tab: Inventory

Enter system control information to set up domain-wide parameters on the Inventory tab.
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Fig. 3.10
Domain: Inventory Tab
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Inv Cost Method. Set the inventory cost method for all sites associated with a domain. EAM
supports the following inventory evaluation methods: FIFO (first in, first out), LIFO (last in,
first out), Weighted Avg (weighted average), and Standard (standard cost). Select one of these
options to control how EAM determines the value of the inventory for all items.

Note Do not use the standard cost method.

Cons Reserves? EAM uses this option when calculating the number of parts required to
replenish inventory based on the reorder point and the management maximum quantities. The
purpose of Consider Reserves is to add (selected) or ignore parts that are reserved for specific
jobs from the stock replenishment run.

Cons Res/Short? The system uses this option if there are currently more parts reserved than
available in inventory. EAM adds the number of parts reserved and the shortage when
calculating the quantity to be reordered on the stock replenishment run.

Cons Res Orders? Use this option to add (selected) or ignore the requisitions on-order for
parts that are reserved for specific jobs from the stock replenishment calculation.

ABC Percent. Specify the relative percentage of inventory value for A, B, or C-type parts.

When the ABC Calculation is run, EAM determines the total value of the inventory based on
the unit cost times the quantity of each part. The system evaluates selected ABC percentages
and assigns each part a classification based on its individual value in relation to the total value.

ABC Days. Specify the number of days used to calculate the next physical inventory due date.
First the system calculates the ABC classification of a part. It adds to the current day the
number of days required between physical inventory counts, establishing the resulting date as
the next physical inventory due date.

Reserve Inv?. If this option is selected, EAM automatically reserves all parts on a stores
requisition (work order parts list). When a stores requisition is created, EAM automatically
reserves all parts on the list. If this option is cleared, you can still selectively reserve parts on
specific critical stores requisitions.

Transit? This option determines whether the system uses transit accounts when relocating

parts between sites. If Transit? is cleared, when a part transfer is done from one site, inventory
is automatically relieved from the original site, and it appears in the destination site. If Transit?
is selected, when the part is issued from the original site, it goes into a transit account (similar
to an intercompany charge account). The part remains in the From Site’s transit charge account
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until the inventory clerk receives the part into the destination site. At receipt, the
corresponding debit and credit are made against the intercompany charge account and moves
the part into the destination site. After the part is in the To Site’s inventory, you can issue it.

Diff Acct Period. This option determines whether sites currently in different accounting periods
can process intercompany transactions. If selected, you can process intercompany transactions
between sites in different accounting periods. If cleared, you can process intercompany
transactions only between sites in the same accounting period.

Reopen Stores? Use this option to determine whether users with the required role access can
select the reopen action on closed stores requisitions. If you return items to the store room that
were issued but not used for a Stores Requisitions, select this option.

Part Description Protected. Select this check box to copy the original part number and
description to other sites. When this option is selected, other sites cannot update the part
number and description when they use the Copy Parts Across Sites action.

Domain Tab: PO/Reqs

Enter system control information to set up domain-wide parameters on the PO/Reqgs tab.

Fig. 3.11
Domain: PO/Regs Tab
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Any buyer?. With the option selected, any designated buyer in any site in any domain can
modify any approved PO. With the Any buyer? option cleared, only the buyer who approved a
PO can modify or edit the purchase order.

Reopen PO/Reqgs? If this option is selected, users with the required security setting can
reopen POs or requisitions once they have been closed. Reopen the closed PO before you
make adjustments, such as a return to vendor, additional receipts.

Base Currency. Select a single base currency from a lookup of valid currencies. All entities in
a domain use the same base currency. Transactions in other currencies are converted into the
designated base currency before being passed up to the QAD ERP application.

NStock UOM. Any time a non-stock item (does not have an EAM Inventory Part record) is
specified on a requisition, the system uses the default unit of measure (UOM) from the parts
record. It is validated from the unit of measure table.

Upd Receiver? This option determines whether users can update purchasing receivers.
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EAM provides the choice of whether a receiver number is automatically generated. Sometimes
Accounts Payable departments prefer to input the packing slip number as the Receiver
number. If selected, you can manually enter the Receiver number when receiving against a
purchase order. Clear the option to automatically generate a Receiver number.

Receipt Limit? Select this option to receive orders exceeding the cost shown on the purchase
order. When an order exceeds the cost on the purchase order, the system checks the receipt
limit. You can receive the item if the cost does not exceed the specified percentage or amount
(whichever is greater). Enter the percentage, amount, or both.

Receipt Limit%. Enter a percentage to allow an item to be received with more than the original
guantity ordered.

Receipt Limit Amount. Enter an amount to allow an item to be received with more than the
original quantity ordered.

Receiver? Select the software to use for receiver number generation.
EAM Recv. Prefix? Enter the prefix for EAM receiver numbers.

Enforce buyer Limit. Use the buyer limit with the PO or requisition approval process. Once a
PO or requisition is approved, you can change the cost from what was originally approved.
The buyer limit prevents the buyer from exceeding the approved cost by a percentage above
the approved cost and the designated dollar amount. If exceeded, the system reroutes the PO or
requisition for approval.

Increase Amount. Enter an amount that represents how much a buyer can increase an already
authorized purchase order or requisition without having to reroute the PO or requisition for
reapproval.

Increase %. Enter a percentage that represents how much a buyer can increase an already
authorized purchase order or requisition without having to reroute the PO or requisition for
reapproval.

Decrease Amount. Enter an amount that represents how much a buyer can decrease an already
authorized purchase order or requisition without having to reroute the PO or requisition for
reapproval.

Decrease %. Enter a percentage that represents how much a buyer can decrease an already
authorized purchase order or requisition without having to reroute the PO or requisition for
reapproval.

Limit to Single Vendor? If this option is selected and a part is listed on a blanket order for one
vendor, then the same part cannot appear on a blanket order for another vendor. This is true
regardless of the BO’s effective dates or expiration dates.

Auto Order on Release? With this option selected, once a Release Purchase Order from a
Blanket Order is made by selecting the Release Action, the status of the released PO is
automatically set to “O” (Ordered).
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Sites

Sites Browse
If your user ID has access to multiple sites, you can change the active site to work with records.

Access this browse from General|Business Units|Sites. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 3.12
Sites Browse
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Creating a Site Record

1 Click New to open a blank site record in the upper browse. Assign a site code to match one set
up in QAD ERP.

2 Enter information in the site description. The system automatically saves the new code.

3 Click Save.

Editing a Site Record

1 Double-click a record from the site browse to update the site description. The system
automatically saves the new code.

Sites Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 3.13
Sites Right-click Menu

few

Edit

Columns b

New

Use New to open the site browse to create a record.

Edit

Use Edit to open the site browse to edit the selected record.

Columns

A list of columns available to the sites browse displays here. Select a column header to display it.
Clear the column header to hide it.

Site Record Detail

The record detail contains all information about the site.

Site Tabs

Site records contain eight tabs: General, Purchase Order, Inventory, More Inventory, Maintenance,
Authorization Options, Misc, and MFG/PRO Options. Add new records or edit existing ones from
here, or save. The values and settings apply to just this site.
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Site Tab: General

Fig. 3.14
Site Tab: General
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Site. Enter a code identifying a specific site. Codes are restricted to the characters A-Z, a-z,
and 0-9. A primary Site code must be unique within a database and across connected
databases. EAM sites must match QAD ERP sites.

Description. Enter a brief name to associate with this site. This name must be unique within a
database and across connected databases.

Create Acct Hist. If this option is selected, the system stores an account activity history.
Create Inv Hist. If this option is selected, the system stores a history of specific part numbers.

Company Name. Enter the official company name. All the information in this section appears
on the purchase order document.

Line 1. Enter the first line of the company’s address. This information appears on the purchase
order document.

Line 2. Enter the second line of the company’s address. This information appears on the
purchase order document.

Line 3. Enter the next line of the company’s address. This information appears on the purchase
order document.

Line 4. Enter the next line of the company’s address. This information appears on the purchase
order document.

Line 5. Enter the next line of the company’s address. This information appears on the purchase
order document.

Company Name. Enter the company name. This information appears on the purchase order
document.

Contract GL? If this option is selected, all requisitions that are flagged as contract create a
general ledger transaction in EAM.

MNQAD



42

User Guide — Enterprise Asset Management

Material GL? If this option is selected, EAM creates a general ledger entry for all inventory
transactions, such as physical inventories, issues, receipts, adjustments, and returns to stock, as
well as PO receipts and returns to vendor.

Labor GL? If this option is selected, all labor postings create a general ledger transaction in
EAM.

Upd OH Group? If this option is selected, users are allowed to modify the overhead code on
transactions in EAM.

Equip to PM? If this option is selected, files that are attached to an equipment record
automatically copy to any PM record associated with that piece of equipment.

Equip to WO? If this option is selected, files that are attached to an equipment record
automatically copy to any work order associated with that piece of equipment.

Inv to Reqg?. If this option is selected, files that are attached to an inventory part record
automatically copy to any requisition line record, including that part.

Inv to WO? If this option is selected, files that are attached to an inventory part record
automatically copy to any “fabricated” work orders for that part.

PM to WO? If this option is selected, files that are attached to a PM template record
automatically copy to any work order record created from that PM record.

Equip Rev? If this option is selected, revisions are automatically created when modifications
are made to the equipment record.

PM Rev? If this option is selected, revisions are automatically created when modifications are
made to the PM template record.

PO Rev? If this option is selected, revisions are automatically created when modifications are
made to a purchase order record.

Project Rev? If this option is selected, revisions are automatically created when modifications
are made to a project.

Req Rev? If this option is selected, revisions are automatically created when modifications are
made to a requisition.

Vendor Rev? If this option is selected, vendor revisions can be created when changes are made
to an “ordered” purchase order.

WO Rev? If this option is selected, revisions are automatically created when modifications are
made to a work order record.

Site Tab: Purchase Order

Enter site information on the Purchase Order tab.

MQAD



The General Module 43

Fig. 3.15
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Stock Dept. At the time that a stock part is received, if that stock part does not have a stock
department number, the system looks up the specific site and looks for a specified stock
department for PO receipts.

Stock CC. At the time that a stock part is received, if that stock part does not have a stock cost
center, the system looks up the specific site and looks for a stock cost center for PO receipts.

Stock Acct No. At the time that a stock part is received, if that stock part does not have a stock
account number, the system looks up the specific site and looks for a stock account number for
PO receipts.

Stock Sub Acct. At the time that a stock part is received, if that stock part does not have a
stock sub-account number, the system looks up the specific site and looks for a stock sub-
account number for PO receipts.

NStock Dept. Non-stock items on requisition lines are automatically set to auto-issue. The user
can specify a department number to expense or debit upon receipt of a non-stock item. If one is
not specified, the system looks up the site’s non-stock PO receipt debit department number
field.

NStock CC. Non-stock items on requisition lines are automatically set to auto-issue. The user
can specify a cost center to expense or debit upon receipt of a non-stock item. If one is not
specified, the system looks up the site’s non-stock PO receipt debit cost center field.

NStock Acct No. Non-stock items on requisition lines are automatically set to auto-issue. The
user can specify an account number to expense or debit upon receipt of a non-stock item. If
one is not specified, the system looks up the site’s non-stock PO receipt debit account number
field.

NStock Sub Acct. Non-stock items on requisition lines are automatically set to auto-issue. The
user can specify a sub-account number to expense or debit upon receipt of a non-stock item. If
one is not specified, the system looks up the site’s non-stock PO receipt debit sub-account
number field.
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AP Liab Dept. At the time that a requisition line item is received from a PO, the stock or non-
stock department is debited or increased and also an offsetting liability is credited for accounts
payable. The system looks at the specific site’s AP Liability Department Number against
which to credit all inventory receipts.

AP Liab CC. At the time that a requisition line item is received from a PO, the stock or non-
stock cost center is debited or increased and also an offsetting liability is credited for accounts
payable. The system looks at the specific site’s AP Liability CC against which to credit all
inventory receipts.

AP Liab Acct No. At the time that a requisition line item is received from a PO, the stock or
non-stock account number is debited or increased and also an offsetting liability is credited for
accounts payable. The system looks at the specific site’s AP Liability Acct No against which
to credit all inventory receipts.

AP Liab Sub. At the time that a requisition line item is received from a PO, the stock or non-
stock sub-account number is debited or increased and also an offsetting liability is credited for
accounts payable. The system looks at the specific site’s AP Liability Sub Acct No against
which to credit all inventory receipts.

Inv Freight? If this option is selected, Freight is included in the part expense for stock or non-
stock parts. Stock or non-stock parts include the estimated freight percentage on the
requisition as part of their inventoried cost.

Freight Dept . If freight is specified on a requisition line-item, at the time of receipt, the cost of
the freight is distributed to the freight department for the specific site setup here at General|
Business Units|Sites Purchase Order tab.

Freight CC. If freight is specified on a requisition line-item, at the time of receipt, the cost of
the freight is distributed to the freight cost center for the specific site setup here at General|
Business Units|Sites Purchase Order tab.

Freight Acct No. If freight is specified on a requisition line-item, at the time of receipt, the cost
of the freight is distributed to the freight account number for the specific site setup here at
General|Business Units|Sites Purchase Order tab.

Freight Sub Acct. If freight is specified on a requisition line-item, at the time of receipt, the
cost of the freight is distributed to the freight sub-account number for the specific site setup
here at General|Business Units|Sites Purchase Order tab.

NStock Freight. Number identifying the additional percent added to a non-stock part’s cost to
cover freight.

Bill To No. The default bill-to address that is used on all POs for the specific site.
Ship To No. The default ship-to address that is used on all POs for the specific site.

Print Clauses? An option that controls whether standard clauses print before or after the line
items on a Purchase Order Document.
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Record Filters

Use a filter to specify the information display on a specific browse. Each module has a number of
fields that can establish the criteria for filtering a browse list.

1 Click the arrow beside the Filter option on the Toolbar to access the options. To build a new
filter, select the New Filter option.

Filter +| aLL b
Tew Filker
[ Edtthis Fier |

Manage Filters t

Fig. 3.16
Filter Menu Options

2 Name the new filter.
3 Click OK.
The Filter Criteria window opens.

Fig. 3.17
Basic Record Filter Manager
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An advanced user can use the Advanced view. Click Advanced to open more query options in the
fields list. Create more complex filters by grouping data with and/or and parenthetical statements.
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Fig. 3.18
Advanced Record Filter Manager
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Entering Fields in the Filter Manager

The Fields list displays all possible fields in the database entry associated with the current module.
Click one to move it to the Group By list. Specify the value in the list; for example, to filter records
by this month, enter:

this month
past 30 days

The system can process plain language commands, such as past year (versus 365 days) or your
name (as opposed to user ID). When adding multiple Group By criteria, select AND to indicate
that the filter records must meet all criteria. Select OR to indicate that the filter records meet any
one of the Group By criteria.

Another filtering mechanism is parentheses. Enclose parts of the filter Group by criteria in
parentheses to indicate that this is the first, and most important, filter criteria. The system follows
mathematical progression when filtering records (criteria in parentheses first, then AND, then OR
from left to right).

Use the Up and Down buttons to change the filter priority. Click Delete to move the criteria from
the Group By list. Fields removed from the Group By remain in the database.

For example, a planner filters by all equipment associated with a specific user 1D, with a Status 1
or 2, and by cost center.

Printing

Print the records in the browse list. Use the Print button in the toolbar or the Print option in the File
menu.
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Maintenance

Use Maintenance to drive the work order process for maintenance and repair operations. This
application includes all Preventive/Predictive maintenance (PM/PdM), plus planned and
unplanned work to keep equipment operating at capacity.

This section discusses the following Maintenance module topics:
Maintenance Menu 48

Equipment 48

Preventive/Predictive (PM/PdM) Maintenance 62

Master Lists 75

Work Orders 85

Service Requests 103

Labor History 110

Codes 111
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Maintenance Menu

The Maintenance Menu includes the following submenus:
 “Equipment” on page 48
 “Preventive/Predictive (PM/PdM) Maintenance” on page 62
« “Work Orders” on page 85
- “Service Requests” on page 103
- “Labor History” on page 110
« “Codes” on page 111

Fig. 4.1
Maintenance Menu
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Equipment

Use Equipment to store and track the following information: cost analysis, failure analysis, bill of
materials (BOM), driving units of measurement (DUOM), serialized components, tracking, and
service requests. Track regularly scheduled work and breakdowns while collecting repair and
maintenance cost information for each piece of equipment.
Most cumulative data in equipment records originates in:

« Work Order

* Inventory
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« Purchasing
- Labor
- Project/Job

System-wide information feeds back into the equipment record. Equipment reports present this
stored data. Historical data also triggers preventive work orders for equipment associated with
metering data and failure analysis.

Associate systems and assemblies with equipment for more detailed cost and failure analysis.

Setting Up Equipment

Fig. 4.2
Set Up Equipment Process Map

Define i
L B Maintenance /
Equl%r‘ll'l'ﬁni in Engineering

4

Download
Equipment
Accounting
Data

Establish
Equipment
MNumbering
Scheme

;llmd quipment

Add Asset to
Equipment
Register

Define Mail Define Owner
Groups Groups

1 Establish equipment numbering scheme.

2 Add equipment codes and BOM types.

3 Download equipment accounting table from the QAD ERP application.
4 Define mail and owner groups.

5 Define failure data.
Equipment Browse

Access this browse from Maintenance|Equipment|Equipment. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Fig. 4.3
Equipment Browse
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Equipment Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 4.4
Equipment Action Menu

Action - || Find

Initialize Limits
Lockfiunlock

Parent Child Lookup
Refresh

Rename Equipment
Global Refresh
Print Descriptors
Global Print Descriptors

External Links

Create Down Time
Initialize Limits

Enter the initial lifetime and annual maintenance costs to record expenses pre-dating creation of a
new equipment record. Entries display in the Lifetime Basis and Annual Basis fields on the Detail
tab.
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Fig. 4.5

Equipment Modify Cost
Modify Cost Q@@
Initial Lifetirme ‘| 00000
Initial Anrual ‘| 0000

oK H Cancel ]

Note Refresh the Equipment record to display changes.

Lock/Unlock

As equipment ages and goes out of service, you can prevent any additional charges, such as
inventory issues and labor distribution, against the equipment ID by locking it.

Parent Child Lookup

Use the graphical lookup to see which pieces of equipment are parents and which are their
children.

Note When you click the Parent Child Lookup option, the parent/child tree displays regardless of
the Parent Lookup setting on the System Site Maintenance screen.

Refresh

Use Refresh to display the most recent equipment cost figures on the Detail tab.

Rename Equipment

Use Rename Equipment to assign a new name to a piece of equipment. EAM updates all records
that include this equipment, retaining the history. After verifying the Site and Old Equip No, enter
the New Equip No.

Fig. 4.6
Rename Equipment

Rename Equipment g|§| g|

‘warning: Thiz routine will change the Equip
Mo of every relevant record from Old Equip Mo
to Mew Equip Mo, It may take a long time.

Site:
0ld E quip Mo:

New Equip No: 00001 Corveehor

(] 8 H Cancel ]

Global Refresh

Use Global Refresh to update all or a group of selected records in the current browse.
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Print Descriptors

Use Print Descriptors to print an Equipment descriptor, which is used to store technical
information about a piece of equipment.

Global Print Descriptors

Use Print Descriptors to print the Equipment descriptor for all or a group of selected records in the
current browse.

External Links

Link an unlimited number of files to an EAM equipment record. If you can run the file on your
operating system, you can run it from EAM once it is linked.

Create Down Time

EAM provides a method of tracking downtime directly to a specific Equipment record. Downtime
is considered to be the entire time a piece of equipment is not operational.

Equipment Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.7
Equipment Right-Click Menu

Select Al

New

Edit

Columns 3
Initialize: Limits

Lock/Unlack.

Parent Child Lookup

Refresh

Rename Equipment
Print Descripkors

External Links

Create Down Time

New
Use New to open the equipment record detail to create a record.
Edit

Use Edit to open the equipment record detail to edit the selected record.
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Initialize Limits, Lock/Unlock, Parent Child lookup, Refresh, Rename Equipment, Global
Refresh, Print Descriptors, Global Print Descriptors, External Links and Create Down Time are
options from the Action menu.

Equipment Record Detail

The record detail contains information about this equipment. The equipment number and current
site display over all associated tabs.

Fig. 4.8
Equipment Record Detail
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Creating an Equipment Record

1 Click New to open a blank equipment record.
2 Assign the equipment number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing an Equipment Record

1 Double-click a record from the browse or click Edit to open the equipment record detail.
2 Verify the equipment number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.
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Equipment Tabs

Equipment contains five tabs: Codes, Asset, Detail, Serialized, and User Defined.

Equipment Tab: Codes

Use this tab to group equipment by type or category. It includes a brief description and individuals
or groups associated with the equipment and parent/child data.

Fig. 4.9
Equipment: Codes Tab

Codes | Asset Detail Serialized User Definad
Gepesal
Descaipbon | PARTS WASHER CONVEYOR CONV-04
Calegoty lAB |3 | Twao-Character Category Type |COMP 1) | Computenzed Gauge
Parent? Patent Mo | PPRESS-2003
Upd Chiden? Statuz | A [3] Active Equipment
Location | CG H-LINE |CGH-LINE BOM Type
Faihure Type ) Moty | AANT Adan Art
Planiier Resporsible
Owner : WO Owerves
Praoeity Catalog
Marwal

Description. This field contains a brief description of equipment.

Category. This field indicates the most general equipment code. Use it to designate ownership
or virtual equipment.

Type. This field groups equipment by functional application or classification.

Status. This field displays the status of the equipment or machine. A code shows the current
standing of equipment; for example: A - Active, | - Inactive, O - Obsolete, or M - Moved.

Parent? This field prompts you to make this piece of equipment a Child to another and attach
it to a Parent piece of equipment. For example:
Parent - Production Line (a Virtual piece of equipment)
Children - Blow mold machine, formers, labelers, ink jet printer, conveyors, palletizers,
and so on.
Parent No. This field displays the associated parent equipment of the component.

Upd Children? Select this check box to update the equipment DUOM when the parent’s
current reading changes. Any children conversions set up in DUOM Conversion are
calculated.

Manual. This field displays the name of the equipment manual for a specific piece of
equipment. Manual is for reference purposes only.

BOM Type. The BOM type is a grouping of system and assembly codes unique to a specific
type of equipment, building, or facility.
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Failure type. Use this field to group selected failure and repair codes for the equipment. When
the failure or repair lookup runs from the Work Order Maintenance screen, the system filters to
those codes linked to the failure type of the equipment.

Location. This field describes the physical location of a piece of equipment.
Catalog. Use this field to designate the class or group structure of the equipment.

Planner. Indicate the employee responsible for planning the maintenance on a piece of
equipment. EAM validates your selection against the list of designated planners. Planner
copies to associated PM templates and work orders.

Notify. Enter the user or group of users to notify with e-mail when a piece of equipment
reaches its spending limits.

Responsible. Indicate the employee who is responsible for the equipment.

Owner. This field displays the user or group of users authorized to edit the equipment record.
If an owner is associated with the equipment record, only the owner or owner group members
can edit the equipment record. Unlike most fields that appear on the Equipment Maintenance
screen, copying an equipment record does not copy the owner.

WO Owner. If a WO owner is added to the equipment record, only the owner or owner group
members can edit any work orders for that equipment.

Priority. This editable code indicates the priority level for the piece of equipment. It
automatically copies to service requests and work orders added for this equipment.

Equipment Tab: Asset

Use this tab for equipment that is not serialized. It includes details about the equipment acquisition
and its name plate data, the information typically found on the equipment, and fixed asset data

from finance.

Fig. 4.10
Equipment Tab: Asset
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Project Number. Use a project number when you purchase and install a new piece of
equipment. When you enter a project number, EAM defaults the acquisition cost from the total
spent in the project record.

Job No. Use the lookup to select a valid job number, associated with the project.

PO Number. This field indicates the original purchase order number used to purchase the
equipment.

Job Cost Center. The default job cost center from Finance|Projects displays.
Acquisition Cost. This field indicates the original purchase cost of the equipment.

Job Sub-account Number. The default job sub-account number from Finance|Projects
displays.

Vendor No. This field represents the vendor from whom the equipment was purchased. EAM
validates this number against the Vendor table.

Job Capitalize Date. The job’s capitalize date from Finance|Projects displays. You cannot
modify it.

Manufacturer. This field indicates the manufacturer for a piece of equipment. There is a
lookup available for this field.

Model No. This field is a reference field for storing the equipment or machine’s model number.
Yr Made. This field indicates the year the equipment was built.

Weight. This field indicates the weight of the asset or equipment represented by the GVWR
(Gross Vehicle Weight Rating), information widely used in the construction and fleet industry.

Weight UOM. This field indicates the weight unit of measure. There is a lookup table available
for this field.

Serial Number. This field indicates the serial number of the equipment or machine. Serial
number is for reference purposes only and has no other functionality within EAM.

Purchased Date. This field indicates the purchase date of a piece of equipment.

Tax Auth Loc. Use the lookup to select a tax authorization location.

Profile ID. Use the lookup to select a profile ID.

Installed Date. This field indicates the date a piece of equipment was installed.
Replacement Value. This field indicates the cost of replacing this piece of equipment.
Retired Date. This field indicates the date a piece of equipment was removed from service.

Book Value. This amount represents the calculated worth of the equipment. Accounting can
update the field and use it for insurance purposes.

Fixed Asset No. Asset number cross-references the equipment with the equipment fixed asset
or tag number from your finance department.

Life Expectancy. This field indicates the life expectancy of a piece of equipment in years. This
field is for reference purposes only.

County. This field refers to the county where the equipment resides.
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Asset Create Date. EAM displays the date this asset was recorded into the database.
New Asset? This field indicates that this equipment was added to EAM as a hew asset.
Update Asset? Select this check box to update this equipment in the EAM database.
Asset Last Update. View a list of prior updates to the equipment.

Quantity. Enter a quantity for this asset.

Equipment Tab: Detail

Use this tab to enter information about an equipment record.

Fig. 4.11
Equipment Tab: Detail
Codes | Aszet| Detail | Senalized | User Defined
Accouniing
Expense Ske | US4 Sibe foe Doman USA in 04D EE Dept |30 Packagng
Cost Canter | WO T3 |tk Center 1
Lisbeca
Acet o ] SubAcct Mo
Mateial
AcctNo | 7200 1 |Repai Mainfenance Subcel Mo
Contraciod
AectMo | 7200 Repai Mantenance Subdcct Mo
Spanding Limits
Ldetme Basis | 31000 Cuntent [Lifslime] 31135
Anrusl Basis | 20000 Cument [annual] 18672
Wi Batis | 100 Last Refieshed 0172672001 1608
Froduchon
Production Sch Lost Oppor Rate | )

Expense Site. This field defaults to the current site, but you can charge expenses for this
equipment to another site.

Department. Accounting does not assign department. Maintenance or Production can use this
field to track expenses. It can represent legacy departments or cost centers.

Cost Center. Accounting assigns this piece of equipment to a cost center. All labor, material,
and contractor maintenance costs are charged to this cost center.

Labor Acct No /Sub Acct No. The account number assigned to a piece of equipment to collect
internal labor costs. The sub-account number allows for further details associated with an
account number.

Material Acct No /Sub Acct No. These fields display the account and sub-account numbers
assigned to a piece of equipment to collect material costs. The sub-account number allows for
further detail associated with an account number.

Contractor Acct No / Sub Acct No. This field displays the account and sub-account number
assigned to a piece of equipment to collect contractor costs. The sub-account number allows
for further details associated with an account number.
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Lifetime Basis/Current. These values track the expense limit and the maintenance costs
charged to equipment during its lifetime. The Current value requires no setup. You can use the
Initialize Limits option in Actions to record expenses predating a new equipment record. This
field displays transaction costs from other areas of EAM, specifically when labor, parts, or
contractor costs are charged to a piece of equipment.

Annual Basis/Current. These values track the expense limit and the expenses charged to
equipment during the year.

For the warning message and automatic e-mail to Notify to work properly, use Refresh
periodically. If the annual basis has been exceeded, EAM displays the message, “Equipment
has exceeded the Annual Limits.”

WO Basis. This field displays a limit on expenses charged to a piece of equipment per work
order.

Last Refreshed. This field displays when the current (lifetime) and current (annual) fields
were last refreshed.

Production Schedule. This text field displays the code for the production schedule.

Lost Opportunity Rate. This field displays the per-hour cost to the company of having the
equipment down.

Equipment Tab: Serialized

Use this tab to track serialized components. Purchase and stock serialized equipment in inventory.
For each serialized component, track maintenance repair costs, and schedule PMs.

Note If selected equipment is not serialized, the tab is blank.

Establish an equipment component and connect it to a parent. An equipment designation
represents a location for the type of equipment indicated. Serial-numbered parts issue from
inventory to the equipment, which is charged the current value of the issued serial-numbered part.
The system updates this field during serialized parts issue and return.

Fig. 4.12
Equipment Tab: Serialized

Codes | Asset| Detail | Serialized |User Defined |

Dietail

Sedial No | PO No
Acquisitn Cost | g Life Expet
Purchased Date Instaled Date
Model No Senal Aszet No
Manufactures | Vendar No

Serial No. This field displays the serial number of the component or machine. The serial
number creates a unique record or component.

PO Number. This field displays the original purchase order number used to purchase the
component.

Acquisition Cost. This field displays the original purchase price of the component.
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Life Expectancy. This field displays the life expectancy of a component in years. This field is
for reference purposes only.

Purchased Date. This field displays the purchase date of a component.

Installed Date. This field displays the date a component was installed. The system updates it
during issue and serialized part return to the equipment.

Model Number. This field displays a reference field for storing the issued serialized part’s
model number.

Serial Asset No. This field cross-references the equipment with the Equipment Fixed Asset or
Tag number.

Manufacturer. This field displays the manufacturer of a component.

Vendor Number. This field represents the vendor from whom the component was purchased.

Equipment Tab: User Defined

Use the Equipment User Defined tab to track information against specific equipment in EAM.
There are ten user-defined fields.

Fig. 4.13
Equipment Tab: User Defined
Codes Asset Detail| Serialized |[User Defined]

Detail

Eqp Char 1 =] Eqo Char 2

Eqp Char 3 Eap Char 4

Eaqp Char 5 Eap Char 6

Eap Char 7 Eqp Char 8

Eaqp Char 3 Eap Char 10

Eqp Char 11 Eqp Char 12

Eaqp Char 13 Eap Char 14

Eap Char 15 Eap Char 16

Eap Char 17 Eap Char 18

Eap Char 19 Eap Char 20

Eqp Char 21 | EgpChar22

EqpDec 0.0000 EqpDec 2 gmﬂn.
EapDec3 aooog)  EapDecd 0.0000
EgpDecS | ooooo] EapDecE [ 0.0000
EqpDec? 00000| EopDecB 0.0000
Eaqplnt1 o] Eaplnt2 0
Eap Date (rane] -. Eap Logical

Character 1-2. User-defined character fields, validated against tables that you add.
Character 4-22. Free-form, user-defined character fields, not validated against tables.
Decimal 1-8. User-defined decimal fields for equipment.

Integer 1-2. User-defined integer fields for equipment.

Enable/Disable Logic. User-defined check box.
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Equipment Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 4.14 is Detail for the highlighted equipment record.

Fig. 4.14
Equipment Menu
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Equipment Menu Option | Purpose

Detail This option opens the tabbed view.
Notes Use this option to add notes about the equipment.
Service Requests Use this option to create requests for service needed on any

piece of equipment. You can convert approved requests
into work orders.

Work Orders Use this option to display a list of all work orders
associated with a piece of equipment.

PM Templates Use this option to display a list of all PM templates
associated with a piece of equipment.

Failure Analysis Equipment Failure Analysis is based on work order history

and failure codes associated with a piece of equipment’s
work orders. It provides reliability data and predicts future
problems. The job program Equipment Failure Analysis
keeps this information up to date and accurate. It
recalculates the Mean Time between Failure, the average
cost for downtime hours, the average time equipment is
down for each Failure, and the Next Expected Failure.

Cost Analysis Use this option to view cumulative and detailed labor,
material, and contractor cost of maintenance for individual
pieces of equipment.
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BOM EAM can automatically build the bill of material (BOM) as
parts initially issue to equipment. Each piece of equipment
can also have system and assembly structures. Reference
parts to a system/assembly at issue.

Readings Use this option to view runtime data for an equipment

record. Use readings to schedule PM work orders.
Readings come from equipment work orders or from an
outside data collection source.

Equipment Alternative

Enter an alternate name for the selected piece of
equipment. The system checks this alternate name during
the Loads DUOM batch job, which reads a DUOM file
from an outside source.

Procedure Lists

Attach any number of MILs designated as safety
procedures to a piece of equipment. When a work order is
created for the piece of equipment, these safety procedures
automatically copy to the work order.

Production Hours

View a list of equipment production hour readings here.
Add production hour readings manually or through a batch
process

Equipment Products

Use this option to associate a list of products made by this
piece of equipment. Specify the products produced on the
work order when a repair is required for the equipment.
You can run reports to analyze maintenance cost based on
the product being produced.

Equipment Descriptors

Equipment Descriptors allow the user to set up a standard
template for certain technical information and then these
descriptors can be associated to a number of pieces of
equipment. A given piece of equipment can have multiple
descriptors associated with it. Once the descriptor is
associated with a given equipment record, the user can go
in and update the information on a given field.

Down Time

EAM provides a method of tracking downtime directly to a
specific equipment record. Downtime may or may not be
associated with a maintenance work order. Each down time
record is also associated with an equipment record and,
potentially, System, Assembly, Reason Down, and Failure
codes.

ERP Production Line

EAM provides a method of linking the Production Lines
from the ERP directly to specific equipment records at
System Administration|Production Line Mapping to ERP.
The established relationships are displayed here.

ERP Work Center EAM provides a method of linking the Work Centers from
the ERP directly to specific equipment records at System
Administration|Equipment Mapping to ERP. The
established relationships are displayed here.

Revisions Many quality systems call for strict record keeping about

revisions made to equipment records. The Revisions
submenu provides an audit trail of the modifications made
to this record. View changes associated with this equipment
Revision record. They are automatically created when
modifications are made to the equipment record. They are
stored here in the Revisions submenu and in the Revisions
module at General|Revisions.
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DUOM Conversion

Access this browse from Maintenance|Equipment|DUOM Conversion. Alter the browse, refresh
the window, or delete the record. Update the Driving Units of Measure (DUOM) for subordinate
(child) equipment based on the parent equipment DUOM update. Set up a record to establish the
equation to convert one DUOM type to another DUOM type. For example, one stroke by parent
equipment may drive five rotations on the child. Use a multiplier of 5 to define the relationship of
the From DUOM (strokes) and the To DUOM (rotations). If this exact relationship is unique to a
particular child DUOM, then specify that child as the To Equipment No.

Fig. 4.15
Equipment DUOM Conversion Defined
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DUOM Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.16
Equipment DUOM Right-Click Menu

Select All
#dd Fecord To Browse

Mew

Edit

New

Use New to open the DUOM Tabs to create a record.

Edit

Use Edit to open the DUOM Tabs to edit the selected record.

Note Select the parent equipment Upd Children? check box to use these conversions. Select
Current Reading for the equipment’s DUOM to automatically update the DUOM s for subordinate
equipment.

Preventive/Predictive (PM/PdM) Maintenance
Use Preventive Maintenance (PM) templates to produce work orders, based on a number of

scheduling methods. A PM template addresses several methods including calendar frequency,
equipment DUOM, special events, and a combination of calendar and equipment DUOM.
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PM templates can specify the piece of equipment to work on. The PM module stores many
different operations. Add, copy, and edit a PM template with one or more instructions, parts, or
tool lists. Associate safety procedures and drawings with the PM template. When generating a PM
work order from a template, all of the instructions, parts, tools, safety procedures, and attached
files associated with the PM are copied to the new work order.

The PM template can link to various responsible people or departments, as well as with specific
account numbers, cost centers, or projects to charge.

Performing Preventive Maintenance

Fig. 4.17
Preventive Maintenance Process Map

Freventive
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I—’ Authorize Work |y litharization

Guidelines.

e Perform inspections.

« Lubricate equipment and replace fluids.

« Perform manufacturer-recommended service.

 Develop PM templates and lists.

« Generate work orders. Click the node to open Maintenance|Work Orders|Work Order.
« Authorize work orders if necessary.

- Notify requestors when work orders are authorized. Click the node to open Maintenance|Work
Orders|Work Order.

Instructions

The Master Instruction List (MIL) is a header record. It contains the master instruction list number,
the kind (instruction or safety), a user-defined type code (for classification and sorting), a
description, a procedure number, and a revision number.
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An MIL displays the steps necessary to complete a task. Each step includes a craft and skill code,
as well as time and cost involved.

1 Write the steps for a PM.

2 Add one or more MILs to a PM template. You can add the same MIL to multiple PM
templates.

3 The system copies MILs to a work order when it issues the PM template.

PM Template Record Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.

Fig. 4.18
PM Templates Browse

xxxxxx
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PM Templates Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 4.19
PM Templates Action Menu

fction = | Find
Copy to Equipment
Issue

External Links

Copy to Equipment

Use Copy to Equipment to copy the PM template to a piece of equipment, which creates a PM
template.

Issue

Use Issue to create a single work order from a PM template.
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Fig. 4.20
PM lIssue

Issue Base E@@

The iszue date can be calculated based either
on today's date or the curent nest izsue date.

[ tuttiple lszue

Note The Multiple Issue option displays only if you select Global Issue.

Global Issue

Use Global Issue to create multiple work orders. Select a single PM template for multiple issues or
multiple PM templates. Select multiples manually or by filtering. If you select multiple PMs, use
this option to schedule them for issue. Issue multiples from a PM template up to the end date.

External Links

Link an unlimited number of files to an EAM PM Template record. If you can run the file on your
operating system, you can run it from EAM once it is linked.

PM Templates Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

New

Use New to create a record and open the PM templates screens.

Edit

Use Edit to open the PM templates screens to edit the selected record.

For more information, see “PM Templates Action Menu” on page 64.

Copy to Equipment, Issue, Global Issue, and External Links are options from the PM templates
Action menu.

PM Template Record Detail

The record detail contains all information about this PM Template. The template number and
current site display over all associated tabs.
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Fig. 4.21
PM Template Record Detail

Hame | Phi Template No: 1455 ‘
PM Template No | 1455
H | & I}l P Templates
Equipment [lssue Methad | Cades | Detail [ User Defined Q@ Dl
Equiament /\ .
Desciiption | 8w/ C & | Mill Machine PM Catalog 1HBA3SH | Single phase -
Equip No MM173 4 Milltuming ctr,CNC.105 Location EL100 Equipment Location 100 [ Resding:
Prablem PERFORM ASSIGMED PM TASKS Frecautions Ii;/) Skips
[ Supeiions
ﬁ;l-) Subs
[ Falues
ﬁ;l-) “whark Order
[ PM Master Pas Lis
ﬁ;l-) P Master Instruction List
[P PM 3afety Frocedues

Creating a PM Template

1 Click New to open a blank PM template record.
2 EAM assigns the next PM template number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing a PM Template

1 Double-click a record from the browse or click Edit to open the PM template record detail.
2 Verify the PM template number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

PM Tabs

PM templates contain five tabs: Equipment, Issue Method, Codes, Detail, and User Defined.

PM Tab: Equipment

Use the PM Equipment tab to review default information about the record you selected from the
PM template browse. If you are creating a PM template, use the lookup feature to find the correct
piece of equipment. Select a piece of equipment to copy record data such as the location and
catalog fields.
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Fig. 4.22
PM Tab: Equipment

Equipment |

E quipment
Desciiption M Press stop time check Catalog 1TH12B BRASS HEAD
Equip Mo W3 4 | Work centerd.mfg. Location ELZ00 Equipment location 200

Problem PERFORM THE ASSIGNED PM TASKS Precautions
PER INSTRUCTIONS

Description. This field contains a brief description of what the PM is, such as: “Monthly ball
bearing replacement.”

Equip No. Equipment originates in the Maintenance|Equipment module. The field must
contain a valid equipment number in the current site. If the equipment is locked, EAM
displays a warning message.

Catalog. EAM copies catalog data from the equipment record. Use cataloging to report
differences in equipment operating characteristics, such as cost and failures.

Location. Location indicates the geographic location of the piece of equipment. EAM copies
location data from the equipment record.

Problem. This field contains a detailed description of issues with the equipment, such as “Be
sure no knives are on the conveyor before starting the line.” This field also contains general
information, such as “Monthly PM, perform all tasks on the attached work orders.” Data in
this field prints on the PM work order document.

Precautions. Indicate any special precautions to take while maintaining this piece of
equipment, such as “Let this conveyor belt sit idle for 20 minutes before touching the motor, as
it is very hot.”

PM Tab: Issue Method

There are four different ways to schedule PMs:
- Calendar (for example, every six months)
- DUOM or Driving Unit of Measure (for example, change the car’s oil every 3,000 miles)

 Both Calendar and DUOM (for example, change the car’s oil every 3,000 miles or every three
months, whichever comes first)

 Event (for example, a holiday or shutdown, such as the end of a production run)
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Calendar PM Scheduling Method

Calendar-based PMs depend on Issue Cycle and Number of Cycles. The Issue Cycle is one of the
following: Day, Week, Month, or Year. The Issue Cycle, combined with the number of cycles,
determines the number of days between due PMs.

1 Select an Issue Method. If you select the Calendar option, indicate Day, Week, Month, or Year
in the issue cycle field.

2 Enter the frequency in the No of Cycles field. For example, if you selected a daily issue cycle
and you want to perform the PM every day, enter 1 as the number of cycles. If you want the
PM to be due every six months, select a monthly issue cycle. The number of cycles is 6.

3 Setthe Next Issue date as the starting point. If you do not enter a date, EAM defaults to today’s
date. EAM calculates the PM Due Date based on the issue cycle and number of cycles.

4 Enter a lead day to calculate a PM due date before the PM is due. EAM backs up the PM due
date by the number of days entered here.

5 Indicate reset options on the Due Date with the Sliding option.

- Select the Sliding check box to leave the next PM due date open until the open work order
for this PM template has been closed.

« Clear the Sliding check box to automatically recalculate the due date based on the issue
method and number of cycles.

DUOM PM Scheduling Method

Meters accumulate measurements, such as hours or miles. Define these measurements on
Maintenance|Codes|DUOMs and establish them on relevant equipment records. The term for
defined metering is Driving Unit of Measurement (DUOM). Select one from a list of valid
DUOMs for the equipment. The DUOM cycle equals the number of cycles between PM due dates.

Note Link DUOMSs (count, hours, hits, and so on) to the Equipment record before it is available
in the PM template.

1 Select DUOM as the issue method.

2 Activate the DUOM field.

3 Select the DUOM for this PM template.
4 Enter the number of cycles.

5 Enter at what count.

Note You are only required to set the starting point for this PM template. Once readings start, it
resets incrementally based on the DUOM cycle.

The current reading field is read-only. It displays the current reading for the selected equipment.
EAM calculates an estimated due date after there is data from two readings.

Both

With issue method “Both,” establish a PM template to issue based either on calendar or DUOM,
whichever comes first.
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Event PM Scheduling Method

Events are on-demand PM work orders. This PM occurs on a specific event date established under
event maintenance. Events can be annual, such as an annual plant shutdown (which may not
always fall on the same date). Events may represent opportunities to perform maintenance on
equipment. For example, if production brings down a line or piece of equipment, maintenance can
use unscheduled downtime to perform predefined preventive maintenance that is not dated.

Fig. 4.23
PM Tab: Issue Method
Equiprmert| lzzue Methed | Codes | Delail | User Definad
|3 Misthodd
leaie Method | Calends -
Calsndas
Iee Cpcke | Morth - Mool Cicles 3
Hest lssue | 22172011 - Siaus  Achve
Laad Days o]  ShdngSch?
Last D ay of Month
DCiriving LIOM
Duom Mool DUOM
Meter
DUIOM Cycle 0 Hext DLIOM lssue 0
Cumend Reading 0 Est D Disle
Morslin
M e High Achanl Hagh
M High Time Irberval Max High Time Urit
e Lo Achasl Low
M Losw Tame Indeival M Lo T omes Ut
Ewvert
Event Evert Neod Insue
Scheduing
PM Due | gr21 220011 - Heod Fadusn
Shilft Wok Day? Drurstion ]

Issue Method. Options under Issue Method include Calendar, DUOM, Both, or Event-based.
Issue Cycle. Options under the Issue cycle include Day, Week, Month, and Year.
No of Cycles. This field displays the number of cycles between PMs.

Next Issue. This field displays the next scheduled issue date. Label changes to Last Issue
when Sliding Sch? is selected and an open WO references the PM number.

Status. This field displays Active or Inactive, depending on the setting from the Detail tab. If
you set Sliding Sch? to yes, and there is an open work order from this PM template, then status
is open.

Lead Days. This field displays the number of lead days before the actual due date. It is used
for planning purposes. This field is active only when the issue method is calendar or both.

Sliding Sch?. Clear the check box to issue PM work orders regularly, regardless of the status
of existing work orders. Select the check box to recalculate the next PM issue after the
previous work order reflects the status in WO status. Sliding PMs sets the status to F for
finished or C for closed.

Last Day of Month. Select the check box if the last issue falls on the last day of the month, and
you want subsequent PMs to occur on the last day of the month.
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DUOM. When issue method is DUOM or both, indicate the DUOM. Enter a valid DUOM for
the equipment. This must be a type of meter if issue method is set to both. If you change the
issue method and DUOM type is meter, it defaults to the current reading.

Monitor DUOM. Select the check box to monitor the DUOM.

DUOM Cycle. Indicate the number of cycles or units between PMs; used only for meter-based
PMs.

Next DUOM Issue. A PM is due when the meter reaches the reading value in this field. Enter it
when you create the PM. EAM generates it automatically for subsequent PMs based on the
DUOM cycle.

Current Reading. Displays the current DUOM reading for the equipment.

Est Due Date. EAM calculates the estimated due date with this formula: Today + ((next
DUOM cycle - current reading)/average unit per day usage).

Max High. When using monitor plus temperature as the DUOM, this is the maximum number
of high alarm readings allowed in a set time period before needing a PM / current number of
high alarm readings.

Actual High. When using monitor plus temperature as the DUOM, this is the actual number of
high alarm readings allowed in a set time period before needing a PM / current number of high
alarm readings.

Max High Time Interval. When using temperature as the DUOM, this is the time interval in a
set time period before needing a PM / current number of high alarm readings.

Max High Time Unit. When using temperature as the DUOM, this is the time unit used (that is,
minutes, hours, days) before needing a PM / current number of high alarm readings.

Max Low. When using temperature as the DUOM, this is the maximum number of low alarm
readings allowed in a set time period before needing a PM / current number of low alarm
readings.

Actual Low. When using temperature as the DUOM, this is the actual number of low alarm
readings allowed in a set time period before needing a PM / current number of low alarm
readings.

Max Low Time Interval. When using temperature as the DUOM, this is the time interval in a
set time period before needing a PM / current number of low alarm readings.

Max Low Time Unit. When using temperature as the DUOM, this is the time unit used (that is,
minutes, hours, days) before needing a PM / current number of low alarm readings.

Event. This option displays the selected event.
Event Next Issue. This read-only field displays the next issue date if the issue method is event.
PM Due. EAM calculates this value with this formula: next issue date — lead days.

Next Failure. This read-only field displays the next statistical failure date for a defined failure
code associated with the current PM template. EAM predicts a future failure date.

Note If multiple failure codes associated with this PM have different failure dates, this field
displays the closest date or the next date available.
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Shift Work Day? You can create a maintenance department workday calendar. If a PM is due

on a non-work day and you select the check box, then EAM creates the PM work order. EAM
adjusts the Requested Start Date to the next available work day. If this field is set to No, then
EAM issues the PM work order based on the Next Issue date.

Duration. Enter the estimated duration for this work.

PM Tab: Codes

Use this tab to work with employees, users, and codes.

Fig. 4.24
PM Tab: Codes
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Planner. This field displays the assigned planner’s name. A lookup filters planners at the
current site.

Assigned. This field displays the person responsible for the PM. A lookup filters eligible
employees at the current site.

Notify. Indicate who to notify with e-mail when this PM is due. A lookup filters users in the
user and mail groups.

Owner. Enter a user name for the user or group.

WO Owner. This field contains a valid owner (user or group). A lookup filters personnel in the
user and owner groups. When the PM template issues, the WO is restricted to the owner.

Priority. Priority displays a valid priority from the standard priorities defined for your system.

Pri Craft. This field contains a valid craft from the standard craft codes defined for your
system.

Crew. Identify a group of technicians by a crew code. The crew code is associated with the PM
template. When the PM is issued and a work order is created, that crew number or crew code is
copied to the designated work order.

Shift. This field contains a valid shift from the standard shifts defined for your system. There is
a lookup available for this field.

Class. This field contains a valid word order class from the standard classes defined for your
system. There is a lookup available for this field.

Clearance. This field contains a valid clearance level from the standard clearances defined for
your system. There is a lookup available for this field.
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System. This field contains a valid system code from the standards defined for your system.
There is a lookup available for this field. If the equipment has a BOM type, the lookup filters
by the equipment’s BOM type system codes.

Assembly. This field contains a valid assembly code from the standards defined for your
system. There is a lookup available for this field. If the equipment has a BOM type, the lookup
filters by the equipment’s BOM type system codes.

Est Hrs Labor. This field contains the estimated hours of labor to perform this PM.

Est Hrs Down. This field contains the estimated hours of equipment downtime required to
perform this PM.

PM Tab: Detail

Use this tab to apply expense information from the equipment record to the PM templates and to
work orders created from this template.

Fig. 4.25
PM Tab: Details
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Active? Select this check box to indicate that the PM is currently active. Clear the check box to
set Status on the Issue Method tab to Inactive.

Planned? This setting is copied to the work order at issue. Planners use it to track the amount
of planned and unplanned work.

Lock Lists? Special security applies to any lists copied to work orders created from this PM
template. EAM locks all lists copied to the work order on issue. Users can add new lists, but
they cannot edit or delete locked lists.

Link to Equip? Linking to equipment populates these fields: expense site, department, cost
center, labor account number, labor sub-account, material account, sub-account, cont account,
and sub-account associated with the equipment record.

Project No. This field displays a project number in the current site.

Job No. This field displays a valid job number from the current site. Use job numbers to break
down large jobs into component parts for better cost analysis. All jobs in a PM template copy
to corresponding work orders.

Expense Site. This field defaults to the current site, but you can charge expenses for this PM
template to another site.

Dept. Set up the expense site department in the equipment record and use it in the PM.
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Cost Center. Charge any materials, internal labor, or outside contractor cost to the specific
cost center. EAM uses the default cost center attached to a piece of equipment for the PM
template. All expense accounting data in the PM template defaults to the work order created
from the PM template.

Labor Account No. Use this field to charge the labor records.

Labor Sub Account. EAM uses this expense sub-account number when this PM template
creates a work order.

Matl Acct No. This field displays an expense account number to use when material cost is
charged directly to a work order or the associated equipment.

Matl Sub Acct. This field displays an expense sub-account number to use when material cost is
charged directly to a work order or the associated equipment.

Cont Acct No. This field contains an expense account number automatically that EAM uses
when contractor cost is charged directly to a work order or is charged directly through a
purchase order receipt.

Cont Sub Acct. This field contains an expense sub-account number automatically that EAM
uses when contractor cost is charged directly to a work order or is charged directly through a
purchase order receipt.

PM Tab: User Defined

Use these tabs to track information against specific PM Templates or work orders in EAM. There
are ten user-defined fields. Any user-defined data added to a PM Templates copies to its Work
Orders.

Fig. 4.26
PM Tab: User Defined
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Character 1/2. User-defined character fields, validated against tables that you add.
Character 3/4. Free-form user-defined character fields, not validated against tables.
Decimal 1/2. User-defined decimal fields for PM Templates or word orders.
Integer 1/2. User-defined integer fields for PM Templates or word orders.

WO Date. User-defined date field for PM Templates or work orders.

Logic for WO. Select this check box to add a logical field to the PM Templates or work orders.
PM Templates Submenu

The currently active option displays an underlined text label. For example, the active option in
Figure 4.27 is Detail for the highlighted PM Template.
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Fig. 4.27
PM Templates Submenu
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PM Submenu Option

Purpose

Detail

This option opens the tabbed view.

Notes

Use this option to add notes about the PM Template.

Readings

Use this option to view or update the current meter reading
for the DUOM and equipment in the PM. In the Equipment
module, indicate what type of DUOM to track.

Skips

Use this option to put in a range of dates (start date and end
date) to make the PM inactive. During this time, EAM does
not create work orders for that PM. You can associate an
unlimited number of start and end dates with a single PM.

Superiors

Superiors prevent excessive maintenance by linking
multiple levels of PMs.

This option displays PMs superior to the current record.

Subs (Subordinates)

Subordinates (subs) link multiple levels of PMs together.
This option displays PMs subordinate to the current record.

Failures

Associate an unlimited number of failure codes with a
record. Use them to ascertain whether the PM prevents
those failures from occurring. You may decide to increase
the frequency of the PM or to change the PM parts or
procedures.

Work Order

Use this option to list all past work orders created from the
PM template.

PM Master Parts Lists

Add any number of Master Parts Lists (MPLs) to a PM
template.

PM Master Instruction List

Add any number of Master Instruction Lists (MILs) to a
PM template.
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PM Safety Procedures Add any number of Master Safety Procedures (MSPs) to a
PM template. An MSP identifies all safety instructions that
are attached to a particular PM identified on the Master
Maintenance screen.

Revisions Many quality systems call for strict record keeping about
revisions made to PM Template records. The Revisions
submenu provides an audit trail of the modifications made
to this record. View changes associated with this PM
Template Revision record. They are automatically created
when modifications are made to the PM Template record.
They are stored here in the Revisions submenu and in the
Revisions module at General|Revisions.

Master Lists

Use Master Instruction and Parts Lists to develop work procedures and work order parts lists to
perform work on equipment. Depending on your permissions, you can add or edit existing records.

Instruction List

Use Master Instruction Lists to develop any number of work procedures to perform on equipment.
These procedures are stored in the instruction list module. You can associate one master
instruction list with a number of PM Templates or copy it to corrective maintenance work orders.

Fig. 4.28
Master Instruction List Browse
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4 1 MECH 1
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Master Instruction List Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.
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External Links

Link an unlimited number of files to an EAM Master Instruction List record. If you can run the file
on your operating system, you can run it from EAM once it is linked.

Instruction List Record Detail

The master instruction list consists of a header record with the master instruction list number, the
kind, a user-defined type code, a description, a procedure number, and an owner.

Fig. 4.29
Instruction List Header Record Detail
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Instruction List Steps Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 4.30
Instruction List Steps Action Menu

fction || Find
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Move Up

Highlight a step in the list and move it up to perform it earlier in the sequence.

Move Down

Highlight a step in the list and move it down to perform it later in the sequence.

Creating an Instruction List

1 Click New to open a blank instruction detail record.

2 EAM assigns the master instruction list number.

3 Enter information in relevant fields on the general tab.

4 Click Save.
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Editing an Instruction List

1 Double-click a record from the browse or click Edit to open the instruction record detail.
2 Verify the master instruction number.

3 Enter information in relevant fields on the general tab.

4 Click Save.

Instruction List General Tab

Use this tab to record instruction list information.

Fig. 4.3;L ) .
Instruction List Header Record Detail
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bl % Reveons
Kird |Instuchon - Type |LUANG .
Duesenphon | Lubecabion Iratruchions for Producton E quapment Frocedue | LU 1A
Dwree

Kind. Select either Instruction or Safety.

Type. Use the lookup for a user-defined grouping of instruction lists, by function, such as
inspect and repair or lubrication.

Description. Use this field to explain the purpose of the master instruction list.

Procedure. Use this field as a cross-reference to another application, such as a quality system
that may identify this master instruction list.

Owner. This field adds security to each individual master list by limiting record modification
to the user or group specified here.

Instruction Detail Submenu

The currently active option displays an underlined text label. For example, the active option in
Figure 4.32 is Detail for the highlighted Instruction List Header.

Fig. 4.32
Instruction Detail Submenu
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Instruction List Detail Option  Purpose

Instruction Detail This option opens the tabbed view.

Revisions Many quality systems call for strict record keeping about
revisions made to instruction list header records. The
Revisions submenu provides an audit trail of the
modifications made to this record. View changes
associated with this instruction list header Revision
record. They are automatically created when
modifications are made to the instruction list header
record. They are stored here in the Revisions submenu and
in the Revisions module at General|Revisions.

Instruction List Steps

Add individual steps for a list in the lower browse.

Fig. 4.33 )
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Creating an Instruction List Step

1 Click New to open a blank instruction step record for the master instruction list highlighted in
the upper browse.

2 EAM assigns the instruction step number.

3 Enter information in relevant fields on the step tab.

Click Save.

Click the red X on the PM Inst No, Step tab to return to the browse.

(o2 I G 2 B 0N

Repeat the process to add additional steps.

Editing an Instruction List Step

1 Double-click a record from the lower browse or click Edit to open the instruction detail record.

N

Verify the instruction step number.

w

Enter information in relevant fields on the step tab.

4 Click Save.
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5 Click the red X on the PM Inst No, Step tab to return to the browse.

Instruction List Step Tab

Fig. 4.34
Instruction Step Tab
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Craft. Select the specific craft required to complete this step from a validated table of user-
defined codes.

Reg Pay Rate. Enter the craft’s hourly rates, used in the calculation of the estimated cost for a
step on a master instruction list.

Qty. Enter the number of craft persons required to complete that step. Calculate the cost per
instruction step by multiplying the quantity by the time and its craft rate.

Skill. Select a skill level from a validated table of user-defined codes.

Hours. Enter the estimated amount of time in whole hours required to complete this individual
step.

Minutes. Enter the estimated amount of time in whole minutes required to complete this
individual step.

Std Hrs. EAM displays the calculated amount of time in whole and fractional hours required to
complete this individual step.

Cost. EAM displays the calculated cost to complete this individual step.

Description. Enter text to describe the specific steps or procedures associated with this
individual step.

Note Including all the step costs in a master instruction list calculates the estimated total
planned cost of the master instruction list.

Instruction Steps Submenu

The currently active option displays an underlined text label. For example, the active option in
Figure 4.35 is Detail for the highlighted Master Instruction List Steps.
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Fig. 4.35
Instruction Lists Step Detail Submenu
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Instruction List Step Detail Menu Option Purpose

Instruction Detail This option opens the tabbed view.

Revisions Many quality systems call for strict record keeping about
revisions made to instruction list steps records. The
Revisions submenu provides an audit trail of the
modifications made to this record. View changes
associated with this instruction list steps Revision record.
They are automatically created when modifications are
made to the instruction list steps record. They are stored
here in the Revisions submenu and in the Revisions
module at General|Revisions.

Parts List

Use master parts lists to build a standard list of parts for a preventive maintenance or repair work
order. You can create multiple parts lists, group them by user-defined type fields, provide
descriptions, and cross-reference other quality systems procedures. Associate one master parts list
with a number of PM Templates or copy it to corrective maintenance work orders.

Parts List Browse

Two browses comprise the master parts list. The upper browse lists all the master parts lists for all
sites. Use the filter to reduce this list to a specific source site for parts. Highlight a master parts list
in the upper browse to add or delete a part or edit the quantity required for the parts in the lower
browse.
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Fig. 4.36
Parts List Browse

Parts Lists
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Parts List Action Menu

Access the Action menu from the toolbar or right-click menu.

Fig. 4.37
Parts List Action Menu

Action ~|| Find

Copy BOM

Copy BOM

Copy the BOM for the equipment to the parts list.

Parts List Record Detail

The master parts list contains a header record that includes the master parts list number, the source
site, a user-defined type code (for classification and sorting), a description, a procedure number
(which corresponds with a quality systems number), and an owner.
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Fig. 4.38
Parts List Header Record Detail
Mstr Prts No 7
H
General
Detail
Type HwALC Q Description HWAC SYSTEM MTCE SUPPLIES

Pracedure This is o test Sourcs Site SANF

Owner

Creating a Parts List

1 Click New to open a blank parts detail record.

2 EAM assigns the master parts list number.

3 Enter information in relevant fields on the general tab.

4 Click Save.

Editing a Parts List

1 Double-click a record from the browse or click Edit to open the parts record detail.

2 Verify the master parts number.
3 Enter information in relevant fields on the general tab.

4 Click Save.

Parts List General Tab

Use this tab to record parts list information.

Fig. 4.39
Parts List Header General Tab

H @
Ganeral

Detasd

Fiocedas | ackaka Source Ske | USAA

Chwareest

Type [ELECT : Description | Caib Rebuld Kite

Type. Select from a user-defined grouping for parts lists: parts associated with specific pieces

of equipment or certain types of repairs.

Description. Enter the purpose of the given master parts list.

Procedure. Enter a cross-reference to another application such as a quality system to identify

this master parts list.
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Source Site. Select the site from which this master parts list sources its parts. The part lookup
filters to the specified source site.

Owner. Select an owner from the lookup. This field limits record modification to the user or
group specified here.

Parts Detail Submenu

The currently active option displays an underlined text label. For example, the active option in
Figure 4.40 is Detail for the highlighted Parts List Header.

Fig. 4.40
Parts List Header Detail Submenu

Parts List Detail Header Option Purpose

Parts List Header Detail This option opens the Parts List Header Detail view.

Revisions Many quality systems call for strict record keeping about
revisions made to parts list header records. The Revisions
submenu provides an audit trail of the modifications made
to this record. View changes associated with this parts list
header Revision record. They are automatically created
when modifications are made to the parts list header
record. They are stored here in the Revisions submenu and
in the Revisions module at General|Revisions.

Parts List Parts

Add individual parts for a list in the lower pane.
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Fig. 4.41
Parts List Parts
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Adding Parts to a List

1

2

o o b~

Click New to open a blank record for the master parts list highlighted in the upper browse.

Enter a part number or click the lookup icon to select one. You can only add parts in the
Inventory module.

Enter the quantity.
EAM displays the Part Description and Issue UOM, and calculates the Total Cost.
The system automatically saves the new entry.

Repeat the process to add additional parts.

Editing a Parts List

1
2

3

Highlight a record from the lower browse to update the quantity or delete the part number.
Enter information in the quantity field.

Click the red X to delete this part.

Parts List Part Detail

The parts list part record displays stored information about a part.
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Fig. 4.42
Parts List Part Detail
[ Excel Export (=4 Print #51 Undo

Part Na # | Part Description Gy Tatal Cost
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Source Site. EAM displays the site from the upper browse on this master parts list. The part
lookup filters to the specified source site.

Part No. EAM displays the part number from the inventory module. Enter a valid part number,
or use the lookup.

Part Description. EAM displays the part description from the part record.
Issue UOM. EAM displays the issue unit of measure from the part record.

Total Cost. EAM calculates cost by multiplying the part’s current cost by the planned quantity
in the parts list.

Work Orders

Use Work Orders to create and store work order records. A work order outlines upcoming
maintenance. After the work is complete, update the work order with summary information. By
the time it closes, a work order contains valuable data for historical reporting and analysis.

Work orders can contain the following information: the equipment ID, a statement of work to be
done, any precautions, the employees responsible for doing the labor, the scheduling information,
the expense accounting structure, and the recipient of the expense. Also, you can attach instruction
lists, stores requisition lists, and safety procedures.

When the work is complete, technicians can record the type of failure that caused the event and the
type of repair made. They can associate it with specific systems or assemblies on the piece of
equipment for clearer definitions of where the problem occurred. They can record the amount of
downtime associated with this event and the amount of labor required to repair the problems.

Charge parts from stores against this work order, and attach purchase requisitions to perform work.
With this information, all the costs associated with this event combine in one work order, giving
management a better understanding of the cost for this or similar past events.
Create work orders:

« From PM templates

 From Service Requests

« For Corrective Maintenance (CM) work orders
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Issue PM templates manually or globally to create work orders. You can convert a Service Request
to a CM Work Order. Add Corrective Maintenance work orders directly in the Work Order
module.

Use the Work Order module to manage three special types of work orders:
« Product number
- Serialized part
- Fabricated inventory order
For example, use product number for tooling maintenance. You can configure one tool to make

different product numbers. This applies maintenance activities to the tool (equipment) ID, and to
the product it was configured to make at the time of repair.

A serialized part is a rotatable equipment component, such as a motor, with a serial number. Issue
it to a rebuild location, then create a work order to internally repair and return it to inventory. You
can also return it to the equipment from which it was removed.

Fabricated work orders replenish inventory items sourced from an internal shop instead of
purchased from a vendor. When the part falls below the reorder point, EAM creates a work order
instead of a purchase requisition. Once the parts are fabricated, inventory can receive them.

Performing Planned Maintenance

Fig. 4.43
Planned Maintenance Process Map

Planned
Maintenance Maintenance
Demand

Maint Ops Key Process Add Work
Strage uiprmient —’
Guudings N Eunl 2lines Order
w
ntf;:':gntz}arggn Hc b Nu”;"; —p Maﬁll'?tgnsf'.ne
Reguired?. T Requestar Coordination

Yes | authorize Work ctidE e
—) P Authonzation
Order Guldelines

1 Review the maintenance strategy and key process equipment guidelines.

2 Add a work order. Click the node to open Maintenance|Work Orders|Work Order.
3 Authorize the work order if necessary.

4 Notify the requestor.

5 Coordinate planned maintenance.
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Use the browse to organize and display records, to access supporting functions, and to edit or

create

new records.

Fig. 4.44
WO Browse
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WO Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 4.45
WO Action Menu

[action ~|| Find

Authorize

Change Status
Paost Labor

Fesarae Labor
Copy Master [nstruction List
Prink Document
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Exbernal Links
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Authorize

If WO Auth? is selected on the General|Business Units|Domains|Maint tab, you must authorize the
work orders before you can post any parts, labor, or receipts against a PO tied to the work order.
Enter your credentials and take action to authorize this work order.

Change Status

Use Change Status to change the status of a work order during the work management process.
Once selected, the possible work order statuses display. Select the current status of the work order.
Within work order status maintenance, the system administrator can add or delete different Status
codes. Defaults can trigger e-mail or prompt for data when a work order changes status.

Post Labor

Use Post Labor to charge employees’ time against the highlighted work order.

Fig. 4.46
Post Labor
Dietail
Employes
Site  USA1 Date | 3/8/2011
Ermp No Tiene [HH.MM)
PayAdd Code | Pay Mut Code |1
OH Graoup TotslCont 0
Coeneant
Expence
ToSie USA1 Expence Site US4
Wi N 107 Dapt
EqupMNo COMP SULLAIR 125 HP COMPRESSOR Cott Cantes  wecl
Rebud AcetNo
Senaized Past Sub Acct Mo
Senal No System
Progect Mo Azzembly
Job No

Site. The work order’s default site.
Date. The editable date of the labor transaction defaults to today’s date.

Employee No. This field displays the number of the employee who performed labor on the
work order. You must identify an employee for a labor transaction. This employee number
copies any corresponding information such as pay add rate, employee rate, and overhead

group.

Time. This field displays the amount of time (in hours and minutes, separated by a colon) the
employee worked on the activity for which labor is being charged.

Pay Add Code. This field specifies an amount of money paid to an employee on an hourly
basis, in addition to that employee’s regular hourly wage.

Pay Multi Code. This field adds a multiplier to the employee’s pay rate. Some examples are for
regular time (1x the rate) or time and a half (1.5x the rate) for holidays or call-in pay.

OH Group. This field displays the employee’s overhead group.
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Defaults: If posting labor from the Employee Module, employee’s OH group; if it is a blank or
not posting from the Employee Module, defaults to the site’s OH group (System
Administration|System Control|Sites).

Total Cost. EAM calculates the total cost of a particular labor transaction.

Comment. Enter a textual message that is attached to the labor record and can display in the
Labor History browse.

To Site. The work order’s source or default site.
Expense Site. This field defaults to the current work order’s expense site.

Note The data in the following fields has to have been added to the work order to appear on this
screen.

WO Number. EAM displays the work order number.
Dept. This field displays the department against which the cost on the labor record is charged.
Equip Number. This field displays the equipment number linked to the work order.

Cost Center. This field displays the cost center against which the cost on a labor record is
charged.

Rebuild. Use this field for work orders associated with rebuildable components.

Acct Number. This field displays the account number associated with a particular labor
transaction.

Serialized Part. This is the serialized part to which labor is charged.

Sub Acct No. This field displays the sub-account number used with an account number to
charge the costs on the labor record.

Serial No. This field displays the serial number of the part with which the work order is
associated.

System. If the labor transaction is against a piece of equipment and that piece of equipment
has corresponding system codes, labor can be charged to this specific system as well as to the
piece of equipment.

Project No. The project associated with the work order and labor transaction.

Assembly. This field displays a second code, the system code being established first, identified
with a labor transaction associated with a piece of equipment after labor is distributed to that
equipment.

Job No. This field displays the number by which a specific job is identified in a labor
transaction.

Reopen

Use Reopen to adjust the status of a closed work order.

Global Change Status

EAM comes with standard work order statuses, such as closed, finished, and canceled.
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You cannot delete these codes; however, you can add status codes to a Work Order Status table.
These statuses can contain specific functionality. Determine the default status when creating a
corrective or preventive maintenance work order.

You can also determine in the Status code table that an e-mail should be generated to the user or
group to notify when the Work Order Status changes to that specific status. Use this action to
manage more than one work order at a time, such as when closing a large group of completed and
reviewed work orders.

Global Authorize

Use this action to authorize all or a group of selected work orders in the current browse.

Issue

Use this option to issue parts directly to a work order.

Fig. 4.47
Issue
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Senskzed Part Dept
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Note The data in the upper portion of this screen has to have been added to the work order to
appear on this screen.

Issue To

WO No. EAM displays the default work order number to which to directly charge the part.

System. If you issue the part transaction against a piece of equipment with corresponding
system codes, you can charge the part to this system as well as to the piece of equipment.

Equipment Number. EAM displays the default equipment number to which to directly charge
the part.

Assembly. A second code, the system code being established first, identified with a part issue
transaction associated with a piece of equipment after the part is issued to that equipment.

Rebuild. If you expense this issue transaction to a serialized part, you must also identify the
current rebuild location of the part.

Expense Site. This field defaults to the site on the work order.
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Serialized Part. This field displays the serialized part receiving the issued part.

Department. This field displays the department against which to charge the cost on the part
expense.

Serial Number. This field displays the serial number of the serialized part to which a part is
issued.

Cost Center. This field displays the cost center used when issuing and expensing the part.
Requestor. This field displays the user 1D of the person requesting the part.
Matl Acct No. This field displays the account number used when issuing the part.

Project Number. This field displays the capital or expense project number to which to issue the
part.

Sub Account Number. This field displays the sub-account number used with an account
number when issuing the part.

Job Number. This field displays the job number (within a capital or expense project) to which
to issue the part.

Issue From

Source Site. This editable field displays the current site.

Part Number. This field identifies the part number to be issued to this work order.
Quantity. Enter the quantity of parts to issue.

UOM. This field displays the unit of measure in which the selected part is issued.

Location. Select the location from where the part is issued. If there is more than one location
available for this part, a list displays all the valid locations.

Overhead Group. This field displays the part’s overhead group. Use it only if your issuing
procedure includes selecting the overhead group. Select the overhead group to automatically
add the predetermined cost to the part.

On Hand. This field displays how many of this part are currently available.
UOM Cost. This field displays this part’s cost per unit.
Date. This field displays today’s date.

Warranty Date. If a part has a warranty, you can add this date to the issue transaction. You can
issue a warranty date to a piece of equipment. EAM creates a warranty record in the work
order’s equipment.

Comment. Enter comments about this action.

Reverse Labor

Reverse labor expenses charged to this work order.
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Copy Master Instruction List

Use the lookup to select a master instruction list to copy to the work order. You can edit the list for
this work order.

Print Document

Use Print Document to print the work order package for the highlighted work order.

Global Print Document

Use Global Print Document to print the work order packages for the highlighted work orders.

External Links

Link an unlimited number of files to an EAM work order record. If you can run the file on your
operating system, you can run it from EAM once it is linked.

WO Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.48
WO Right-Click Menu

Select All

Authorize

Change Status
Post Labor

Issue

Reverse Labor

Copy Master Instruction List
Print Document

External Links

New

Use New to open the WO screens to create a record.

Edit

Use Edit to open the WO screens to edit the selected record.

Authorize, Change Status, Post Labor, Reopen, Global Change Status, Global Authorize, Issue,
Reverse Labor, Copy master Instruction List, and Print Document are options from the WO Action
menu. For more information, see “WQO Action Menu” on page 87.
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The record detail contains information about this work order. The work order number and current

site display over all associated tabs.

Fig. 4.49
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Creating a Work Order

1 Click New to open a blank work order record detail.

2 EAM assigns the work order number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing a Work Order

1 Double-click a record from the browse or click Edit to open the work order record detail.

2 Verify the work order number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.
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Work Order Tabs

Work orders contain five tabs: equipment, codes, text, detail, and user-defined.

WO Tab: Equipment

Use the Equipment tab to review default information about the record you selected from the work
order browse. To assign equipment to the work order, enter an equipment code or use the lookup
feature to find the correct equipment.

Fig. 4.50
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Equip No. All equipment has a unique alphanumeric identifier. If a piece of equipment is
selected on the work order, the equipment’s default cost center’s department accounts and sub-
accounts display in the WQO’s accounting fields.

Requestor. This field displays the individual who is requesting work to be performed.

Assigned. Select an employee to assign to the work order. If a number of employees have been
assigned through the scheduling module, the first employee in the list displays in this field.

The Assigned Employee lookup displays employees designated to assignable in Employee
Maintenance.

Planner. Select a planner from the lookup or use the default planner from the equipment
record.

Notify. The notify field represents a person or mail group. This field is used as a distribution
list for EAM Notification and Response System (NRS). Several events on a work order can
trigger e-mail: work order status, as-left code, and part status (parts on-order, due date
changes, and part receipts). The person or mail group in the Notify field receives e-mail
associated with an event on the work order.
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Alert. Use the lookup to select a User ID to receive pager text messages about this work order.

Problem. Use this text input area to describe the problem the work order addresses.

When manually adding a work order, you can enter free-form text in this box. When service
requests convert into work orders, some information from the service request automatically
copies to the problem field. You can edit this text in modify mode.

Received. This field displays the date and time the work order was created on the system.
Changes to the received date or time create work order revisions if applicable. On both add
and copy, the date defaults to the current date. You can update the date.

Start. This field displays the requested work order start date. The start date defaults to today’s
date when the work order is first created. You can update the date when modifying the WO.

Closed. This field displays the date when the work order status was changed to C for Closed,
an indication that all work is complete and no further charges or changes should be made.

Target Date. This field displays the date when the work order is targeted to start.

Priority. Priority denotes the rank or importance of the work order. Use it to sort or filter
records.

If the equipment number is specified when adding a work order, EAM defaults the work
order’s Priority from the equipment. If the equipment number changes on an existing work
order, EAM prompts the user with the question “Pull in equipment defaults?” If yes, EAM
defaults the priority from the equipment. If no, the priority does not change. In modify mode,
you can change the priority on the work order.

Status. This field displays the work order status. The change status action in the work order
updates the status. Status denotes where the work order is in its life cycle. The work order’s
current status can be one of the following: (R) requested, (P) planned, (S) scheduled, (F)
finished, (C) closed, or (X) canceled.

For example, Requested is the initial status of a new work order. Use Planned if a work order
is set up but not expected to be complete until a certain date. Use Schedule when employees
have been assigned for specific days. Use Finished when technicians have completed the
work, and the work order now waits for a supervisor’s approval. You cannot make changes or
modifications to a closed work order. You cannot charge against or modify a canceled work
order.

Delay. This field displays a list of predefined reasons why a work order has not been
completed.

Class. This field displays a user-defined table to group common types of work orders. Sample
class codes are Unplanned corrective, Planned corrective, Breakdown, Safety/Health, and
Preventive Maintenance.

WO Tab: Codes

Use this tab to group work orders by type or classification.
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Fig. 4.51
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Codes

Failure. Indicate the major reason for equipment failure.

The failure code updates the Failure Analysis Module associated with the equipment record.
Failure codes are also associated with PM templates to indicate the type of failure the PM
should prevent from occurring. EAM uses this data to predict when the next failure occurs.

Repair. This field explains the type of repair made to the equipment. Use it to further analyze
specific types of repairs made against specific types of failures. If a failure type is associated
with the piece of equipment on the work order, EAM only offers repair codes associated with
the specific failure type.

System. This field denotes a specific area or component of the equipment. All costs charged to
the work order default to the equipment and the system code identified on the work order. This
enhances reporting capabilities.

Assembly. The assembly ties to the system code and the specific piece of equipment
associated with the work order. You can use or associate only assemblies associated with the
system and the equipment on the work order with a specific work order.

As Found. Use the as-found code with the as-left code. Together they address mechanical
integrity issues, such as “How did I find the equipment?” or “How did | leave the equipment?”
The purpose is to store the equipment condition as part of the work order history before
performing the work.

As Left. Use the as-left code to deal with mechanical integrity issues.

Use this field to store, as part of the work order history, the condition the equipment was in at
the completion of the work order.

An as-left notes additional work to perform. The maintenance manager or supervisor then
knows to create a WO to repair an additional problem identified during the last work order.
You can configure an as-left code to send e-mail to the equipment’s notify or mail group.

Primary Craft. The primary craft is a user-defined lookup to indicate skills required to perform
this work. PM Templates with an associated primary craft include that information by default
on generated work orders.
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Owner. This field adds security to each work order. In add and modify mode, you can modify
the owner field. The lookup data comes from the user and owner group tables. The copy
option does not copy the owner. Once an owner is populated, only that owner can modify that
record.

Crew. The crew defines a group of technicians who can be assigned to a work order.

Shift. This field designates the specific time during the day when the work order is planned.
Shift does not impact the list of employees in the scheduling module.

Clearance. Specify the type of safety clearance required when performing the prescribed
work. You can identify which equipment to shut down before performing maintenance.

Planned. Use this information to track the amount of planned work orders versus unplanned
work orders.

Internal

Note If the work order is a request for fabricated parts, the Internal portion is available for data to
be added.

Fabricated. Indicate whether the work order is for an internally sourced fabricated part. The
check box is clear by default. Use the Create Requests action in Stock Replenishment to
automatically create work orders for fabricated or internally sourced parts.

Stock Run No. This field identifies the stock run number for the fabricated part. It displays on
the work order for planning. To better determine if the work order proceeds, the planner tracks
the status of the fabricated parts with this number.

Source Site. You can source the part from one site and expense it to another, creating an
intercompany part. For example, when parts built for one site expense against another, this
field indicates the inventory site for which the part is being made. The source site’s inventory
account is credited and the expense account in the work order’s expense site is debited when
the fabricated part enters inventory from the work order.

Part No. This field displays the fabricated part number.
Qty to Build. This field displays the quantity of parts to fabricate.

Part UOM. This field displays the unit of measure in which fabricated parts are typically
issued.

Date Due. The estimated due date is calculated by the following formula: Today + Lead Days.

Qty Received. EAM displays the quantity of fabricated parts received into inventory. The
planner uses this data to know when all the parts are built and received.

Rebuild

Note If the work order is a request for serialized parts, the Rebuild portion is available for data to
be added.

Rebuild. This field displays a location to send rebuildable components. A work order can be
associated with a rebuild location and part serial number. Use a rebuild location when it is
associated with a part serial number; otherwise, the cost does not flow to any specific item.
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Cost Center (Rebuild). The Cost Center identifies where to expense cost such as issuance of
materials, internal labor, or outside contract costs. It displays a list of valid cost centers.

Serialized Part. This field displays the part’s serial number for a component that can be rebuilt.

Acct No / Sub Acct No (Rebuild). These fields are the rebuild area’s inventory account and
sub-account number, stored in the rebuild area record. Defaults from the rebuild record.

Issuing parts to a rebuild area is equivalent to moving the part from one inventory to another.
The serialized part, once repaired, returns to inventory at the cost of the repair. The inventory
value increases by the repair cost. When a part is issued to a rebuild area, the inventory
account is lowered (credited) and rebuild inventory is increased (debited). When a part is
returned to inventory, the rebuild inventory is decreased (credited) by the repair cost and
inventory is increased (debited) by the repair cost. The repair cost is expensed out of inventory
when the part is issued from stores.

If a piece of equipment is associated with the work order and that equipment has a defined cost
center, then the equipment’s cost center becomes the default in the work order cost center
field. However, you can override the cost center to expense the specific cost on that work order
to a different cost center.

Serial No. This field displays the part’s serial number for a rebuildable component. A work
order cannot have both an equipment number and a rebuild location and serial number.

Dept (Rebuild). This field displays the rebuild area’s inventory department, which is stored in
the rebuild area record.

Issuing parts to a rebuild area is equivalent to moving the part from one inventory to another.
The serialized part, once repaired, returns to inventory at the cost of the repair. The inventory
value increases by the repair cost.

WO Tab: Text

Use this tab to add precautions and notes about work performed.
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WO Tab: Text
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Precautions. This field displays all warnings when a work order is created.

A printed copy of the work order includes all precautions. Warnings are defined as service
requests and equipment spending limits.

Work Performed. Use this field to note repairs made to the equipment.

WO Tab: Detail

Use this tab to enter accounting information, estimates, and work order source data.

Fig. 4.53
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Project No. A project may represent a capital project where a specific work order captures cost
against that project.

If a work order is associated with a project, any planned costs that are created and attached to
the work order display in the Project Module as part of the planned costs.

Job No. Use this field to break down a larger project into more discrete components,
enhancing cost analysis.

You can associate cost with a project and specific job number within the project. Use the job to
define or reduce a larger project such as a construction project into multiple phases. You can
associate estimated cost and budgets and track actual costs in each phase.

Expense Site. This field defaults to the current site, but you can charge expenses for this work
order to another site. In add or modify mode, the drop-down menu for this field displays only
your accessible sites. If the expense site differs from the source site or piece of equipment’s
site, expenses for the work order flow through intercompany accounts set up under Inter-
Company Account Maintenance.

Dept. Accounting does not assign department. Maintenance or Production can use this field to
track expenses. It can represent legacy departments or cost centers.

Cost Center. This field identifies where to expense cost such as issuance of materials, internal
labor, or outside contract costs. It displays a list of valid cost centers. Typically, expense
accounting data originates from the equipment or project associated with the work order.

Matl Acct No/Sub Acct. This field displays the account and sub-account numbers assigned to a
piece of equipment to collect material costs. Use the sub-account number to store more detail
associated with an account number.

Cont Acct/Sub Acct. Use these numbers when contractor cost charges directly to a work order
through a purchase order receipt. If a purchase order is received, the system automatically
expenses the contractor account number on the work order.

Labor Acct No /Sub Acct No. The account number assigned to a piece of equipment to collect
internal labor costs. The sub-account number allows for further details associated with an
account number.

Labor Estimate. Enter a cost estimate for labor on the work order. Use it to compare estimated
cost with actual cost.

Matl Estimate. Enter a cost estimate for materials on the work order. Use it to compare
estimated cost with actual cost.

Cont Estimate. Enter a cost estimate for contract work on the work order. Use it to compare
estimated cost with actual cost.

Est Hours Down. Enter the estimated amount of time the equipment will be down for this work
order. Define time from the point when the equipment stops working to the time it returns to
production. This figure is not used.

Est Hours Labor. Enter the estimated hours of labor the equipment requires for this work
order.

Est Downtime Date. Enter the estimated start date when the equipment will be down for this
work order.
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Est Down Start Time. Enter the estimated start time (up to 24:00 hours) when the equipment
will be down for this work order.

Est Downtime End. EAM uses the Est Downtime Date and the Est Down Start Time to mark a
beginning date and time when the equipment will be down for this work order. Then EAM
uses the Est Hours Down to calculate the Est Downtime End in a date and time. This
information can be made available to the ERP Scheduling program.

Type. This field denotes the type of work order: PM (Preventive Maintenance) or CM
(Corrective Maintenance).

Auth. This field indicates whether the work order has been authorized.

PM Template No. This field displays the PM template number if the work order originated
from a PM template.

Auth By. This field displays the user who authorized the work performed on a work order.

PM Run No. This field displays a number assigned automatically when PM Templates are
globally issued.

The number in Sequence Maintenance is the last number used, and EAM assigns the next
sequential number when you globally issue PM Templates.

Orig WO No. This field displays the original work order number if the work order was copied
from an earlier work order.

WO Tab: User Defined

Use the WO User Defined tabs to track information against specific EAM work orders. There are
ten user-defined fields. Service Request and PM Template modules share the WO user-defined
fields. Data displayed here could come from entries in those modules.

Fig. 4.54
WO Tab: User Defined
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Character 1/2/3. User-defined character fields, validated against tables that you add.
Character 3/4. Free-form user-defined character fields, not validated against tables.
Decimal 1/2. User-defined decimal fields for the work order.

Integer 1/2. User-defined integer fields for the work order.

Logic for WO name. A user-defined check box.

WO Date name. This field displays a user-defined date label for when the work order is
requested to be done.
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WO Submenu

The currently active option displays an underlined text label. For example, the active option in

Figure 4.55 is Detail.

Fig. 4.55
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Work Order Submenu Purpose
Option
Detail Detail displays the tabbed view of the active record.
Notes Associate textual descriptions with records on the browse.
Use notes to add additional information to any procedures.
Equipment To check on DUOM, service requests, and descriptors,
select equipment. Equipment filters to the equipment record
for this work order.
Assigned Select multiple employees to assign to the work order. The

first employee in the list displays in this field on the Equip
tab. All the employees entered here appear on the work
order document.

Labor History

Use labor history to display a browse of labor records,
displaying both posted and reversed records.

Instruction Lists

Use instruction list to create a detailed list of step-by-step
procedures for technicians to use to perform the work.

Stores Requisitions Lists

Use Stores requisitions lists to create a detailed list of parts
for technicians to use to perform the work.

Cost Analysis This option displays the estimated and actual cost associated
with the work order.
Requisitions This option displays any requisitions and the requisition

lines created for this work order. New requisitions and lines
can be added here as well. The information displayed here is
the same as on the Requisition browse as if it were filtered to
an individual work order.

Requisition Lines

Use requisition lines to display the lower browse of the list
of requisitions associated with this work order. The
information cannot be updated here.
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Down Time EAM provides a method of tracking downtime directly to a
specific work order record and its associated equipment.
Downtime may or may not be associated with a maintenance
work order. Each downtime record added here is also
associated with its equipment record and, potentially,
System, Assembly, Reason Down, and Failure codes.

Revisions Many quality systems call for strict record keeping about
revisions made to a maintenance work order record. The
Revisions submenu provides an audit trail of the
modifications made to this record. View changes associated
with this work order Revision record. They are
automatically created when modifications are made to this
work order record. They are stored here in the Revisions
submenu and in the Revisions module at General|Revisions.

Service Requests

Use Service Requests to consolidate requests and improve communication through automated
e-mail between requestors and the maintenance department.

If a piece of equipment has several associated service requests, you can consolidate them into a
single work order. Service Requests also list duplicate requests, enabling maintenance to cancel
duplicates. If open service requests are not assigned to a work order, include them to address
multiple issues on just one work order.

All users in a plant can use service requests. A receptionist can request light outage replacement. A
technician can note a problem on a production line. Service requests are an easy way to request
maintenance.

EAM notifies the requestor by e-mail when a work order is assigned and completed. If a work
order exceeds a time period, EAM sends a reminder to maintenance to take action.
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Performing a Non-Urgent Service Request

Fig. 4.56
Non-Urgent Service Request Process Map
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Perform the following steps:
1 Add a service request. Click the node to open Maintenance|Service Requests.
2 Visit the site to evaluate the condition or clarify the request, if needed.

3 Notify the requestor about rejected, canceled, or approved service requests. Click the node to
open Maintenance|Service Requests.

4 Maintenance adds a work order for approved requests. Click the node to open Maintenance|
Service Requests.

Service Request Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.
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Service Request Browse
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Service Request Action Menu

Maintenance
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Choices available on this menu vary depending on context. Access the Action menu from the

toolbar or right-click menu.

Fig. 4.58
Service Request Action Menu
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Authorize

The Authorize function is optional. Use Authorize before adding to or converting a service request
into a work order. If a Service Request is “Closed” or “Canceled”, you cannot authorize. If the
Service Request is not yet authorized, then you cannot Create Work Order. Create a work order
after the service request receives Authorization.

Change Status

Use Change Status to change the status of the Service Request. EAM displays the list of user-
defined Work Order Statuses. Set defaults to trigger e-mail and automatic print routines when a
work order changes from one status to another. If a work order already has a service request
assigned to it, you cannot change the status from the Service Request module. Instead, use the

Work Order Module. That status update reflects back on the Service Request.
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Create Work Order

Use Create Work Order to create a work order and associate it with the current service request. A
work order serves as an outline of maintenance work to be done. When the work is complete,
update the work order with summary information. A completed work order gathers valuable data
for historical reporting and analysis.

Remove Work Order

Use this option to remove the association between the current service request and the assigned
work order. EAM automatically notes the service request removal, user ID, and date in the
problem description on the work order. This service request no longer has an association with the
original work order. Assign a new work order. You can assign the service request to a new work
order.

Global Create Work Order

Use this option to globally create work orders to the filtered list of services requests. EAM
combines service requests onto one work order for all service requests referencing the same
equipment number.

Print Document

Use Print Document to print the service request.

External Links

Link an unlimited number of files to an EAM service request record. If you can run the file on your
operating system, you can run it from EAM, once it is linked.

Service Request Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.59
Service Request Right-Click Menu
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New

Opens the service request screens to create a record.
Edit
Opens the service request screens to edit the selected record.

Authorize, Change Status, Create Work Order, Remove Work Order, Global Create Work Order,
Print Document, and External Links are options from the Service Request Action menu.

Service Request Record Detail

The record detail contains all information about this service request. The work order number and
current site display over all associated tabs.

Fig. 4.60
Service Request Record Detail
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Creating a Service Request

1 Click New to open a blank service request record.
2 EAM assigns the service request number.

3 Verify the current site.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing a Service Request
1 Double-click a record from the browse or click Edit to open the service request record detail.
2 Verify the service request number.

3 Verify the current site.
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4 Enter information in relevant fields on the tabs.

5 Click Save.

Service Request Tabs

Use Service Request to report an equipment problem that may not need a work order immediately.
When you create a work order for a piece of equipment with open service requests, the system
prompts you to consider attaching those service requests. Attach any number of service requests,
or none at all. Service requests ensure that all needed work happens at the same time. The service
request originator receives notifications about status changes. Service requests improve the flow of
information among employees.

Service Request Tab: General

Use this tab to view or change information about the service request origin, equipment and
problem details, status, and authorization.

Fig. 4.61
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Originator. This field displays the employee who created the service request, which defaults to
the current user. You can overwrite this field.

Orig Notify. This field identifies who receives automatic e-mail notification when the service
request is created and saved. When the requestor enters a new service request, the original
notify supervisor receives notification.

Original Date. This field displays the date the service request was created. It defaults to the
date the record is created. This can be overwritten.

Alert. Use the lookup to select a user ID to receive pager text messages about this service
request.

Equip No. Enter the identification number for the problematic piece of equipment. If the
equipment is locked, the system displays a warning message. It displays the equipment
description and defaults the user or group to notify from the equipment record.
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Location. EAM displays the physical location from the equipment record.

Notify. This field displays the designated user or group of users who receive notification about
the service request. This field defaults from the equipment record.

Priority. This field indicates the importance of the service request. The priority code defaults
from the equipment record. You can manually enter it.

Service Type. This field displays a lookup that displays codes representing the category of
service requested.

Class. This field displays the class code for this service request. You can use it to classify the
type of work required.

Problem. Enter a description of the problem.
Status. This field identifies where the service request is in its life cycle.

WO Number. This field displays the identifying number of the work order that has been
assigned to this service request.

Assigned. This field displays the employee assigned to the work order associated with the
service request.

Start. Enter the date when the requestor or planner wants to start the work.
Auth?. This field indicates whether the service request has been authorized.

Authorized By. This field displays the user ID of the person who authorized the work order.

Service Request Tab: User Defined

Use the Service Request User Defined tab to track information against specific equipment in
EAM. There are ten user-defined fields.

Fig. 4.62
Services Tab: User Defined
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Character 1/2. User-defined character fields, validated against tables that you add.
Character 3/4. Free-form user-defined character fields, not validated against tables.
Decimal 1/2. User-defined decimal fields for service requests.

Integer 1/2. User-defined integer fields for service requests.

Logic for WO name. A user-defined check box.

WO Date name. This field displays a user-defined date label for when the work order is
requested to be done.
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Service Request Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 4.63 is Detail.

Fig. 4.63
Service Request Submenu
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Service Request Purpose
Submenu Option

Detail Service Request tabs display when you select Detail.
Use the tabs to access an existing record.

Notes You can associate textual descriptions with records on
the browse. Use Notes to add additional information
to any procedures.

Work Orders Displays work order details. Opens the Work Order
Maintenance window filtered to the Service Request’s
associated work orders.

Equipment Displays equipment records associated with this
service request.

Labor History

Use Labor History to display a browse of labor records, including both posted and reversed
records. Reversals show a negative number of hours and negative cost; postings show positive
hours and costs.

Labor History Browse

Use the browse to organize and display records.
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Labor History Browse
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Labor History Right-Click Menu

Maintenance

The right-click menu contains administrative functions and options from the Action menu.

Fig. 4.65

Labor History Right-Click Menu
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Codes

Use Codes to view or add supporting data to lists of codes, such as equipment locations, events,
holidays, priority, failure repair, and others critical to the Maintenance Module. Depending on your
permissions, you can add or edit existing records.

DUOMs

The DUOMs lookup displays in the Maintenance|PM/PdM module. You can add or edit codes
from the code form. Set up DUOM codes in Maintenance|Codes|DUOM.

Associate DUOMs with equipment in Maintenance.
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Fig. 4.66
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Adding a DUOM Code

1 Click New.

2 Enter the DUOM and description. The system automatically saves the new code.

Editing a DUOM Code

1 Double-click the code to edit.
2 Update the DUOM description. The system automatically saves the updated code.

Equipment Codes

Equipment codes include BOM Types, Catalogs, Categories, Failure Types, Locations, Products,
Statuses, Types, Character 1 and Character 2. Access Equipment codes in Maintenance|Codes|
Equipment.

BOM Types

The BOM Types lookup displays in Maintenance, Inventory, and Purchasing. You can add or edit
codes in Maintenance|Codes|Equipment|BOM Types.

Use BOM type to set up a default or standard system and assembly structure for equipment.

The BOM type is only associated with a piece of equipment. Equipment with a BOM type receives
a structure of systems and assemblies under systems associated with that specific equipment. Any
type of transaction such as material issuances, labor distribution, or purchases can be made not
only against the equipment name, but also to a specific system code or an assembly code attached
to the equipment.
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BOM type enables the system to generate a more detailed analysis of where repairs were made on
a piece of equipment.

Fig. 4.67
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Adding a BOM Type Code
1 Click New.
2 Enter the BOM type and description.

3 Right-click New in the lower pane to add a system and assemblies for the system. EAM
automatically saves the new code.

Editing a BOM Type Code
1 Double-click the code to edit.
2 Update the BOM type description.

3 Right-click Edit in the lower pane to edit a system or an assembly. The system automatically
saves the updated code.

Catalogs

The Catalogs lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Catalogs.

Use Catalogs to group common equipment under a single code, for better reporting and filtering
capabilities.
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Fig. 4.68
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Adding a Catalog Code
1 Click New.

2 Enter the equipment catalog and description. The system automatically saves the new code.

Editing a Catalog Code
1 Double-click the code to edit.

2 Update the equipment catalog description. The system automatically saves the updated code.

Categories

The Categories lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Categories.

Use Category to group equipment in broad categories or types. It is a double-digit alphanumeric
field for doing reporting and for filtering equipment.
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Fig. 4.69
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Adding a Category Code
1 Click New.

2 Enter the category and description. The system automatically saves the new code.

Editing a Category Code
1 Double-click the code to edit.

2 Update the category description. The system automatically saves the updated code.

Failure Types

The Failure Types lookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|Equipment|Failure Types.

Use Failure Types to create a grouping of failure codes based on a type of equipment. For example,
“mechanical” is a failure type, and “motor burn out” is a failure code. Track failures on work
orders for equipment to analyze the current PM program’s effectiveness. If PMs are designed to
prevent a certain type of failure, but it is occurring before the PM due date, then modify the PM to
come due more frequently.

If there is not a PM to prevent a frequent equipment failure, then create one.

EAM e-mails warnings about PMs whose failure frequency exceeds PM frequency.
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Fig. 4.70
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Adding a Failure Types Code

1

2

Click New.
Enter the failure type and description.
Enter failure. The system automatically saves the new code.

Right-click New in the lower pane to link a failure code to the failure type highlighted in the
upper pane.

Click the Repairs tab.
Right-click New to select a repair code form the lookup.

Link it to the failure type highlighted in the upper pane. EAM automatically saves the record.

Editing a Failure Types Code

1
2

Double-click the code to edit.
Update the failure type description. The system automatically saves the updated code.

Right-click New in the lower pane to link a failure code to the failure type highlighted in the
upper pane.

Click the Repairs tab.
Right-click New to select a repair code form the lookup.

Link it to the failure type highlighted in the upper pane. EAM automatically saves the record.
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Locations

The Locations lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Locations.

Equipment, Work Orders, and Preventive Maintenance use locations. Location is the physical
location of the equipment from a user defined table of valid locations. Use these locations for
reporting and for filtering.

Fig. 4.71
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Adding a Location Code

1 Click New.

2 Enter the equipment location and description. The system automatically saves the new code.

Editing a Location Code

1 Double-click the code to edit.

2 Update the equipment location description. The system automatically saves the updated code.

Products

The Products lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Equipment|Products.

Use Products to create product number codes. Each code refers to a product produced by a piece of
equipment established in EAM; for example, a die used in a press.

Associate the product number with the equipment record. You can specify what was being
produced on work orders for equipment with associated products. You can run Management
reports on the product the piece of equipment produces.
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Fig. 4.72
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Adding a Product Code

1 Click New.

2 Enter the product number and description. The system automatically saves the new code.

Editing a Product Code

1 Double-click the code to edit.

2 Update the product number description. The system automatically saves the updated code.

Equipment Status

The Equipment Status lookup displays in the Maintenance module. You can add or edit codes in

Maintenance|Codes|Equipment Status.

Create, maintain, and modify status codes. Equipment uses the status table for reporting and

filtering equipment.
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Adding an Equipment Status Code

1 Click New.

Maintenance 119

2 Enter the equipment status and description. The system automatically saves the new code.

Editing an Equipment Status Code

1 Double-click the code to edit.

2 Update the equipment status description. The system automatically saves the updated code.

Types

The Types lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Equipment|Types.

Types contains general classifications or types of equipment. Use the type table for reporting and
filtering purposes in the Equipment module only.
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Fig. 4.74
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Adding a Type Code
1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Type Code
1 Double-click the code to edit.

2 Update the type or description. The system automatically saves the updated code.

Character 1

The Character 1 lookup displays only in Equipment. You can add or edit codes in Maintenance|
Codes|Equipment|Character 1.

Define the Character 1 code for custom data; for example, legacy cost center data.
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Adding a Character 1 Code

1 Click New.

2 Enter the item and description.

Editing a Character 1 Code

1 Double-click the code to edit.

Maintenance

The system automatically saves the new code.

2 Update the item description. The system automatically saves the updated code.

Character 2

121

The Character 2 lookup displays only in Equipment. You can add or edit codes in Maintenance|

Codes|Equipment|Character 2.

Define the Character 2 code for custom data; for example, level.

Fig. 4.76
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Adding a Character 2 Code

1 Click New.

2 Enter the item and description. The system automatically saves the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the item description. The system automatically saves the updated code.

Adding Codes for PM Management

Fig. 4.77
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Codes LIRS Schedule

1 Add clearance codes.

2 Add craft codes.
3 Add crew codes.
4 Add skill codes.
5 Add shift codes.

6 Add events.
7 Add Instructions List Type codes.
8 Add PM and Master Lists Owner Groups.

Events

The Events lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Events.

Add user-defined event codes to create on-demand PM work orders. The Event table lookup lists
these codes. You can associate an event with a date range. PM work orders associated with an
event automatically schedule based on the date range, or when the user requests PMs for a specific
event, such as summer shut-down.
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Fig. 4.78
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Adding an Event Code

1 Click New.

2 Enter the event and description. The system automatically saves the new code.

Editing an Event Code

1 Double-click the code to edit.

2 Update the event description. The system automatically saves the updated code.

Holidays

The Holidays lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Holidays.

Use Holidays to set up specific days during the year when the company is closed for a designated
holiday. The Work Order module uses this information to schedule employees to work orders.
When a work order is scheduled, EAM verifies the date against employee availability and
company holidays.
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Fig. 4.79
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Adding a Holiday Code

1 Click New.

2 Enter the start date, end date, and holiday name. The system automatically saves the new code.

Editing a Holiday Code

1 Double-click the code to edit.

2 Update the holiday name. The system automatically saves the updated code.

List Types

The two List Type lookups display in Maintenance. You can add or edit codes in Maintenance|
Codes|List Types.

Use Instruction List Types to group common types of MILs for better sorting and filtering.

You can group common instructions for PMs, repairs, and rebuilds type classifications. The Master
Instruction List uses type codes.

Use these instruction types to sort and find a specific MIL or to create a MIL.
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Fig. 4.80
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Adding an Instruction List Types Code

1 Click New.

2 Enter the list type and description. The system automatically saves the new code.

Editing an Instruction List Types Code

1 Double-click the code to edit.

2 Update the list type description. The system automatically saves the updated code.

Parts Type Lists

The Parts Type Lists lookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|List Types|Part Type Lists.

Use Parts Type Lists to group Master Parts Lists together by common types. The Master Parts List
and the Work Order Parts List use this data.

Use the Type field to narrow your search for the correct Master Parts List.
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Fig. 4.81
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Adding a Parts Type Lists Code
1 Click New.

2 Enter the list type and description. The system automatically saves the new code.

Editing a Parts Type Lists Code
1 Double-click the code to edit.

2 Update the list type or description. The system automatically saves the updated code.

Pay

Pay codes include Additives and Multipliers. You can add or edit codes in Maintenance|Codes|Pay.

Pay Additives

The Pay Additives lookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|Pay|Pay Additives.

Use Pay Additive to add a specific amount to the standard hourly rate when posting labor. A pay
additive code can be associated with an employee ID. Distribute Labor-Post also uses this code.
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If an employee has an hourly rate of $10/hour, and is associated with a pay additive code for 50
more cents, then the hourly rate becomes $10.50. Sometimes companies use the Pay Additive code
for weekend shifts or third shifts as an incentive for employees to work in the off-times.
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Adding a Pay Additive Code

1 Click New.

2 Enter the part type and description. The system automatically saves the new code.

Editing a Pay Additive Code

1 Double-click the code to edit.

2 Update the pay additive description. The system automatically saves the updated code.

Multiplier

The Pay Multiplier lookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|Pay|Multiplier.

Use Pay Multiplier to determine the standard hourly cost for an employee’s work when posting
labor. Use pay multiplier as part of a formula to calculate the total cost. Pay multiplier multiplies
against the standard hourly rate in the employee record.

Fig. 4.83
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Adding a Pay Multiplier Code
1 Click New.
2 Enter the pay multiplier code, description, multiplier, and type.

3 Indicate whether this code is the system default. The system automatically saves the new code.

Editing a Pay Multiplier Code
1 Double-click the code to edit.
2 Update the pay multiplier, description, or type.

3 Indicate whether this code is the system default. The system automatically saves the updated
code.

Reasons

The Reasons lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Reasons.

Maintenance uses the reason code for more detailed explanation of downtime. Use it for reporting
and filtering purposes within a work order.

Fig. 4.84
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Adding a Reasons Code

1 Click New.

2 Enter the reason and description. The system automatically saves the new code.
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Editing a Reasons Code

1 Double-click the code to edit.

2 Update the reason description. The system automatically saves the updated code.

Service Types

The Service Types lookup displays only in the Service Request module. You can add or edit codes
in Maintenance|Codes|Service Types.

Use the Service Types lookup table to designate the type of service request.

Fig. 4.85
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Adding a Service Type Code

1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Service Type Code
1 Double-click the code to edit.

2 Update the type description. The system automatically saves the updated code.

Skills

The Skills lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Skills.

Use Skills to further define an employee’s capabilities within a craft. For example, if an
employee’s craft code is mechanic, enter an Expert skill level. You can associate the skill code
with a master parts list with a craft code followed by a skill code, or to a work order’s instruction
list.
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Fig. 4.86
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Adding a Skills Code

1 Click New.

2 Enter the skill and description. The system automatically saves the new code.

Editing a Skills Code

1 Double-click the code to edit.

2 Update the skills description. The system automatically saves the updated code.

Work Order

Work Order includes As Founds, As Lefts, Classes, Clearances, Crafts, Crews, Delays, Failures,
Repairs, Shifts, Statuses, Character 1, and Character 2. You can add or edit codes in Maintenance|
Codes.

As Founds

The As Founds lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|As Founds.

Technicians use the As Found table to specify the condition of the equipment as repairs begin.
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Codes: As Founds

Maintenance

131

Bl % Codes el
[ DUDMs Az Founds
BT Equipment E| Excel Export (=) Print Add To Favourites | Mew
~E Everts Find @ | Fiter - ALL
- Holidays .
- List Types Az Found Description
S Additives ERK Unusable
L Multipliers Ll Disconnected
-~ Reasons DG Damaged Good
~E Service Types JRETest Test Description
% Skills
217 ‘work Order JRETEST2 & zecond test...
ME s Founds NEW/ Test
[ AsLefts new ! news as found
[ WO Classes new? another a5 found
[ Clearances PFCT Perfect
[ Crafts TEST Testa
Y Crews
L Del TEST2 Testing 2
e elays < :
[ Falures : TESTS Testing 3
7 Repaiis ;o TESM Testing 4
- Shifts : TESTE Testing &
[ Praduction Shit : TESTIhh this is 3 change
[ Work Drder Status =0 TEsTING This is a test
- Cancel Reason 1
[ W Char 2 1 UNKHOWN Unknown Condition
ar
o Prioriies WORKING “orking Condition

Adding an As Found Code
1 Click New.

2 Enter the part type and description. The system automatically saves the new code.

Editing an As Found Code
1 Double-click the code to edit.

2 Update the part type description. The system automatically saves the updated code.

As Lefts

The As Lefts lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|As Lefts.

Associate the As Left code with an e-mail.

If a work order As Left code specifies notification, then EAM e-mails the user or group to notify
them that something more should be done.

For example, set an As Left code of Incomplete to Send Mail? = Yes.
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Fig. 4.88
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Adding an As Left Code

1 Click New.
2 Enter the as left code and description.

3 Select the mail check box to notify. The system automatically saves the new code.

Editing an As Left Code

1 Double-click the code to edit.
2 Enter the as left description.

3 Select the mail check box to notify. The system automatically saves the updated code.

WO Classes

The Classes lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Work Order Classes.

Inventory uses Classes to group common parts together.
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Fig. 4.89
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Adding a Class Code

1 Click New.

2 Enter the WO class and description. The system automatically saves the new code.

Editing a Class Code

1 Double-click the code to edit.

2 Update the WO class description. The system automatically saves the updated code.

Clearances

The Clearances lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Clearances.

Use Clearances to specify the type of clearance required to perform work on a piece of equipment.
Preventive Maintenance and Work Order use this information.

For example, clearances could include the following statements: you can run machinery while
performing this type of work, shut down the machinery, or shut down the entire line. This
information provides an additional level of safety.
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Fig. 4.90
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Adding a Clearance Code

1 Click New.

2 Enter the clearance and description. The system automatically saves the new code.

Editing a Clearance Code

1 Double-click the code to edit.

2 Update the clearance description. The system automatically saves the updated code.

Crafts

The DUOMs lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Crafts.

Use Crafts to assign and post labor in EAM. Each craft code or number is also associated with a
regular pay rate. Plan Cost on the work order instruction list and in MILs use pay rate in their
calculations.
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Adding a Craft Code

1 Click New.

Maintenance 135

2 Enter the craft number, description, and pay rate. The system automatically saves the new

code.

Editing a Craft Code

1 Double-click the code to edit.

2 Update the craft number, description, or pay rate. The system automatically saves the updated

code.

Crews

The Crews lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Crews.

Use Crews to associate crew codes with work orders or PM templates.
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Fig. 4.92
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Adding a Crew Code

1 Click New.

2 Enter the crew and description. The system automatically saves the new code.
Editing a Crew Code

1 Double-click the code to edit.

2 Update the crew or description. The system automatically saves the updated code.

Delays

The Delays lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Delays.

Use Delay to describe a reason for delay on work.
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Adding a Delay Code

1 Click New.

Maintenance

2 Enter the delay and description. The system automatically saves the new code.

Editing a Delay Code

1 Double-click the code to edit.

2 Update the delay description. The system automatically saves the updated code.

Failures

137

The Failures lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Failures.

Use this code to explain the cause of a failure or breakdown. The code usually indicates the part or

component that failed.
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Fig. 4.94
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Adding a Failure Code

1 Click New.

2 Enter the failure and description. The system automatically saves the new code.

Editing a Failure Code
1 Double-click the code to edit.

2 Update the failure or description. The system automatically saves the updated code.

Repairs

The Repairs lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Repairs. Use repair codes to provide detailed information for Failure Analysis. Use
Repair to classify the type of repair required to fix the existing problem on the equipment.
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Adding a Repair Code

1 Click New.

Maintenance

2 Enter the repair and description. The system automatically saves the new code.

Editing a Repair Code

1 Double-click the code to edit.

2 Update the repair description. The system automatically saves the updated code.

Shifts

139

The Shifts lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|Work

Order|Shifts.

Use Shifts to determine when an employee is available to be scheduled for work. Shifts displays in

PM Templates and Work Order modules.
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Fig. 4.96
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Adding a Shift Code
1 Click New.

2 Enter the shift and description. The system automatically saves the new code.

Editing a Shift Code

1 Double-click the code to edit.

2 Update the shift description. The system automatically saves the updated code.

Production Shift

The Production Shift lookup displays in Maintenance. You can add or edit codes in Maintenance|
Codes|Work Order|Production Shift.

These fields were added to support the integration to the ERP’s production scheduling
workbenches. They provide visibility into EAMSs planned maintenance activity. Use Production
Shifts to determine the ERP’s production scheduling.
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Fig. 4.97
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Adding a Production Shift Code
1 Click New.

2 Enter the production shift and description. The system automatically saves the new code.

Editing a Production Shift Code
1 Double-click the code to edit.

2 Update the Production shift description. The system automatically saves the updated code.

Work Order Status

The Statuses lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Work Order Status.

Permanent default work order statuses are Closed, Finished, and Canceled. Status Codes can also
contain specific functionality. Determine the default status to use to create a Service Request, a
CM, and a PM work order. This code can also specify which status, C or F, of a PM work order
triggers the update of the associated sliding PM template.
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Fig. 4.98
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Adding a WO Status Code

1
2

Click New.

Enter the status and description.

Select the check boxes to indicate that this status is a CM, PM, or Service default.
Select the check box to indicate which status to use for a sliding PM.

Select the check box to notify with changes. The system automatically saves the new code.

Editing a WO Status Code

1
2

Double-click the code to edit.

Update the status description.

Select the check boxes to indicate that this status is a CM, PM, or Service default.
Select the check box to indicate which status to use for a sliding PM.

Select the check box to notify with changes. The system automatically saves the updated code.

Character 1

The Character 1 lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|
Work Order|Character 1.

Character 1 is a user-defined field.
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Adding a Character 1 Code

1 Click New.
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2 Enter the character and description. The system automatically saves the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the character description. The system automatically saves the updated code.

Character 2

The Character 2 lookup displays in Maintenance. You can add or edit codes in Maintenance|Codes|

Work Order|Character 2.

Character 2 is a user-defined field.
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Fig. 4.100
Codes: Character 2

1 Applications £

Home SBWO Char1 SBEWO Char2 L

Menu Search ‘- |

=¥ Maintenance
= Equipment
05 PM /P W0 Char 2 - G4~ | Description

5107 Work Orders
[ Service Remuessts
[ Labor History
=% Codes
[ DUk
#-3 Equipment
[ Events
[ Holidays
#03 List Types
w5 Pay
[ Reasons
[ Servics Types
5 Skill
=+ Work Order
[ #s Founds
[ A Lefts
B Classes
7 Clearances
[ Crafts
[ Crews 1
7 Delays
7 Failres
[ Repais
= Shitts
[ Work Drder Status

[ 5B W0 Char 1

&

EIR | & | Ste 20000

m

m

Adding a Character 2 Code

1 Click New.

2 Enter the character and description. The system automatically saves the new code.
Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the character description. The system automatically saves the updated code.
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Fig. 4.101
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Adding a Priority Code

1 Click New.

2 Enter the priority and description. The system automatically saves the new code.
Editing a Priority Code

1 Double-click the code to edit.

2 Update the priority description. The system automatically saves the updated code.
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This section discusses the following Inventory module topics:

Inventory 148

Issue Inventory 149
Physical Inventory 165
Stock Replenishment 169
Stores Requisition Lists 174
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UOM Conversions 184

Codes 185
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Inventory

Use Inventory to store Maintenance, Repair, and Operational (MRO) part records. EAM classifies
and catalogs parts with unique part numbers.

Fig. 5.1

Inventory Top-Level Process Map
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EAM maintains inventory quantities by issuing parts, returning parts, or making adjustments to
inventory levels. MRO inventory records integrate with other EAM modules. For example, users
requesting parts from Maintenance can check availability in Inventory Stores. Inventory integrates

with the Purchasing module to display delivery dates of parts on-order.
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The Inventory Menu includes the following submenus:

“Issue Inventory” on page 149

“Physical Inventory” on page 165

“Stock Replenishment” on page 169

“Stores Requisition Lists” on page 174
“Rebuild Locations” on page 180

“UOM Conversions” on page 184

“Codes” on page 185

“Inventory Transaction History” on page 197

Issue Inventory

Inventory

149

Use Issue Inventory to issue parts or subtract parts from the current quantity on hand and charge

them out against an account structure, work order, equipment, or project.

Issuing Inventory

Issue inventory from stores by verifying whether the item is in stock or requires restocking.
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Fig. 5.3
Issue Stores Item Process Map
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1 Request inventory from the crib or storeroom.

2 If the item is not available, execute a stock-out request.

3 If the item is available in the quantity requested, reserve or pull it.

4 You can:
a Reserve the item for a future date. Request it when you are ready.
b Pull the item now.

5 Pull and kit items for issue and staging.

6 Verify expense accounting data.

7 Issue the item.

Creating an Inventory Record

1 Click New to open a blank inventory record.

2 Assign the part number.

3 Verify the correct site.

4 Enter information into relevant fields on the tabs.

5 Click Save.

Editing an Inventory Record
1 Double-click a record from the browse or click Edit to open the inventory record detail.

2 Verify the part number.
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3 Verify the correct site.

Inventory

4 Enter information into relevant fields on the tabs.

5 Click Save.

Inventory Browse

151

Access this browse from Inventory|Inventory. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 5.4
Inventory Browse
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Inventory Action Menu

Fig.5.5
Inventory Action Menu

Action - || Find

Issue

Return to Inventory
Relocate

Receive from Relocation
Receive Fram Work Order
Return to Work Order
Adjusk

Transfer Ownership
Modify Consignment
Modify Cost

Global Expense Account
Copy Park Across Sikes
Print Descriptors

ilobal Print Descriptors

External Links
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Issue

Use this option to give out a part and remove it from inventory. Issue Inventory Detail displays.

Fig. 5.6
Issue Inventory Detail
fasve Inventory loix]
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To Site. Issue the part to this site.
Regquestor. This field contains the employee number of the person requesting the part.
WO No. Issue and expense the part against this work order number.

Stores Requisition Number. Stores requisitions have unique numbers. Charge the part to this
stores requisition.

Reserved. This field displays the quantity of the part reserved by the system.
Equipment Number. The unique equipment number to which the part is charged.

Rebuild. If this issue transaction is expensed to a serialized part, identify the current rebuild
location of the part.

Serialized Part. This field displays the serialized part to which the part is charged.
Serial Number. The serial number of the part with which the work order is associated.
Project Number. If the part is associated with a project, identify that project here.

Job Number. The number by which a specific job is identified in a part transaction.

System. Use this field to identify a major component on a piece of equipment. You can direct
a part transaction to equipment, specifically to its system.

Assembly. Use assembly to break the system code into smaller components. You can direct a
part transaction to equipment, specifically to its system and assembly codes.

Expense Site. This field defaults to the current site, but you can charge parts to another site.
Department. The department to which the cost on the part transaction is charged.
Cost Center. The cost center to which the cost on a part transaction is charged.

Account Number. The account number to which the part transaction is charged.
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Sub Account Number. A sub-account number that is used with an account number. This is the
sub-account number to which the costs on the part transaction are charged.

Source Site. This field contains the site from which a user receives a part.

UOM. This field displays the unit of measure with which to issue parts. For example, you buy
parts in boxes, but you issue them individually or in units of each.

Overhead Group. This field contains the part’s overhead group, if one is associated with the
part.

UOM Cost. This field displays this part’s cost per unit or issue cost.
Date. This field displays today’s date.
Return to Inventory. Use this option to put an unused part back into inventory.

Relocate. Use this option to send a part to another site, or to move a part between storeroom
locations in one site.

Receive from Relocation. Use this option to receive a part from another site.

Receive from Work Order. Use this option to receive a fabricated part from a work order added
to build that part.

Return to Work Order. Use this option to return a fabricated part to a work order added to build
that part.

Adjust. Use this option to adjust the inventory level for this part.
Transfer Ownership. Use this option to indicate another owner for the consigned part.
Modify Consignment. Use this option to modify a part’s consignment information.

Modify Cost. Use this option to change the part’s cost, generating general ledger entries based
on the changes.

Note Use this option only with approval from your Finance department.

Global Expense Account. Use this option to add an expense element (Site, Department, Cost

Center, Account, or Sub-account) to the highlighted part records. Charge this accounting data
when the part is issued.

Copy Part Across Sites. Use this option to copy the part number and description to one or
more different sites and, if applicable, location at that site.
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Fig. 5.7
Copy Part Across Sites

[ Copy Past Across Sites

Print Descriptors

Use Print Descriptors to print an Inventory descriptor. Inventory descriptors are used to store
technical information about an EAM Inventory item.

Global Print Descriptors

Use Print Descriptors to print the Inventory descriptor for all records or a group of selected records
in the current browse.

External Links

Link an unlimited number of files to an EAM inventory record. If you can run the file on your
operating system, you can run it from EAM once it has been linked.

Inventory Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 5.8
Inventory Right-Click Menu
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New

Use New to create a inventory record.
Edit
Use Edit to edit the selected inventory record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Issue, Return to Inventory, Relocate, Receive from Relocation, Receive from Work Order, Return
to Work Order, Adjust, Transfer Ownership, Modify Consignment, Modify Cost, Copy Part
Across Sites, Global Expense Account, Print Descriptors, Global Print Descriptors, and External
Links are options from the Action menu.

Inventory Record Detail

The record detail contains information about the part. The part number and current site display
above the associated tabs.
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Fig. 5.9
Inventory Record Detail
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Inventory Tabs

Inventory contains six tabs: General, Stock Detail, Codes, Cost, PO Text, and User Defined. Add

new records or edit existing ones.

Inventory Tab: General

Use this tab to record inventory order information.

Fig. 5.10
Inventory: General Tab
Site US-A1 PatNo L
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Description. This field contains the part’s primary description.
Buyer. Use the lookup to select the buyer’s employee ID.

Buyer Name. The system displays the buyer’s name in this field.
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Lead Days. This field refers to the number of days a vendor requires to deliver an ordered part.

Status. Select the user-defined status code (such as active, inactive, or no longer used) from
the lookup.

Critical? This field classifies a part as critical.
Sole Source? Selecting sole source expedites the purchasing process.
Serialized? Select this check box if you can track this part with a serial number.

Consignment? This field indicates if this part is consigned.
Note You cannot select both consignment and serialized for the same part.

Source. Select vendor to buy, or internal to build this part.

Area. This field refers to an internal build or fabrication location.
Note Area is required for an internally sourced part.

Pri Vendor. The system displays the primary vendor ID.
Vendor Part Number. The system displays the number the vendor uses to identify this part.
Manufacturer. The system displays the manufacturer for the part.

Manufacturer Part Number. The system displays the number the manufacturer uses to identify
this part.

Initial Location. This field refers to the bin location of the part.

Inventory Tab: Stock Detail

Use this tab to enter stocking information for a part.

Fig.5.11
Inventory: Stock Detail Tab
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On-Hand. The system displays the quantity (in issue UOM) of this part currently in inventory
at all bin locations for this site.

Reorder Point. Enter the quantity at which to reorder a part.
Reserved. The system calculates the total quantity of the part reserved on stores requisitions.

Min Order Qty. This field refers to the designated minimum order quantity.
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Available. This field displays the total quantity on-hand at all bin locations within a site, minus
the quantity on reserve.

The lowest number displayed here is zero. If there is a deficit because of attempted reserves,
the system displays the quantity of that deficit in the Short field.
Safety Stock. Enter the minimum quantity to keep on hand for a particular part.

Short. The system calculates this field to show the number of parts reserved but not available
in stores.

Example There are 10 unreserved parts in stores and you attempt to reserve 12. Only 10 are
available. The system shows a shortage of 2. The system updates the number short based on
reserving, unreserving, receiving, and issuing of a particular part.

Mgt Max Qty. This field refers to the optimal amount to stock through stock replenishment, a
guantity pre-set by management.

Reorder point + Minimum order quantity = Mgt max qty

Planned Order. The system displays the planned order quantity for this part. It represents all
requisitions with a status of P (planned).

Order Unit. Enter the vendor-designated quantity or multiple of this quantity to use to order
this part.

Example If the order unit is 2, then the system always orders that part in increments of 2.
Typically, this represents the vendor-designated minimum order quantity required to purchase
the part.

On Order. The system displays the total quantities of a part from all purchase orders with that
item listed. It represents all purchase orders with a status of O (ordered).

Issue UOM. This field refers to a unit of measure, such as “each,” used when issuing a part
from stores.

Last Physical. This field refers to the date of the last physical cycle count for a part.
Note Physical count manually verifies or corrects the quantity listed in stock.

Last Received. This field refers to the date the part was last received from a purchase order.

Order UOM. Select the unit of measure to use when ordering parts.

Note You may stock the part by each, yet purchase the part in boxes. Boxes represent the
ordering unit of measure. Establish a UOM conversion before adding it in the Inventory
record. For example, the Order UOM for a part is box, and the Issue UOM is each. The
multiplier is 10. When you order a box for the part, EAM converts the quantity, resulting in ten
units available.

ABC Code. Classify each part as A, B, or C, based on its value relative to the store inventory.
Last Issued. This field refers to the date when this part was last issued.

Physical Due. This field displays the date of the next required physical inventory.
You can search or filter for parts by the next physical inventory date.

Date Created. The system displays the date this inventory record was created.
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Inventory Tab: Codes

Use this tab to enter stocking information for a part.

Fig. 5.12
Inventory: Codes Tab
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Type. Use the part type for reporting and filtering purposes in inventory only. For example,
specify a type code in a filter in stock replenishment or physical inventory.

Class. Use the part class for filtering and ordering purposes in inventory only.

Commodity. Group general classifications of parts with this user-defined table in inventory,
requisition, and vendor modules. Associate a part with a user-defined commodity code copied
to a requisition for that specific part. Associate vendors with a list of codes for commaodities
that they can supply to your company.

Notify. Notify this user ID or group by e-mail when inventory stock drops to or below the
reorder point or safety stock.

Catalog. The inventory table is hierarchical. The higher level, catalog, can be a broad grouping
of parts.

Sub Catalog. The lower level, subcatalog, consists of types in the catalog.
Size. Select the size to assign to a part.

Planner. The system displays the employee name or code for the planner and populates the
name field.

Planner Name. The system displays the name of the planner you select from the lookup.

MSDS No. This field refers to a user-defined table of MSDS (Material Safety Data Sheet)
codes tied to descriptions.

Note MSDS sheets may be stored elsewhere in the organization. EAM cross-references these
sheets.

Notify. Notify this user ID or group by e-mail when inventory stock drops to or below the
reorder point or safety stock.
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Weight. This field displays the weight of the part.

Weight UOM. This field displays the weight unit of measure for this part; for example, pounds
or kilograms.

Active? This field indicates whether a particular part is active. Inactive parts do not display in
the lookup.

Add to BOM? Select the check box to add the part to the equipment bill of materials on issue.

Auto Issue? Select this option to determine whether to auto issue and expense this non-
inventoried part on receipt.

Taxable? If the part is taxable, select this check box.

Tax Code. The system copies the tax code for the part to the requisition for the part, unless
assigned a project tax code. If the part has a special tax status, add a tax code to the part.
Typically leave a part’s tax code field blank.

Tax Class. The system copies the tax class for the part to the requisition.

Tax Usage. The system copies the tax usage for the part to the requisition.

Commodity Code. Enter a valid code based on a selection from the lookup for codes defined in
Intrastat Commodity Code Maintenance in EE. If no code is entered specifically for the part,
then the code from Intrastat Control defaults for the PO line.

Inventory Tab: Cost

Use this tab to list unique accounting data for a part.

Fig. 5.13
Inventory: Cost Tab
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Inventory. Typically, you leave Inventory fields blank, unless you intend to debit accounting data
that is different from the system default upon receipt.
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Inventory Dept. Transfer the inventory value upon receipt of the part to this inventory
department code.

Inventory Acct No. Transfer the inventory value upon receipt of the part to this account. At
issue, EAM credits the cost of the part from the inventory account number and that value is
redirected or expensed to the entity that consumes that part; for example, equipment, project,
work order.

Inventory Cost Cntr. Transfer the inventory value upon receipt of the part to this cost center. At
issue, EAM credits the cost of the part from the inventory account number and that value is
redirected or expensed to the entity that consumes that part; for example, equipment, project,
work order.

Inventory Sub Acct. This field refers to the sub-account to which the part’s inventory value is
associated.

Note If the inventory accounting data changes, the system prompts you to create new records
and GL transactions.

Adjustment. Typically, you leave Adjustment fields blank, unless you intend to debit accounting
data different from the system default upon receipt.

Adj Department. This field refers to the department affected by an inventory adjustment
transaction.

Adj Acct No. This field refers to the account number affected by an inventory adjustment
transaction, manually or through the Physical Inventory module. This account overrides the
system default adjustment account.

Adj Cost Center. This field refers to the cost center affected by an inventory adjustment
transaction, manually or through the Physical Inventory module. This cost center overrides the
system default adjustment cost center.

Adj Sub Acct No. This field refers to the sub-account number affected by an inventory
adjustment transaction, manually or through the Physical Inventory module.

Expense. Expense fields are display-only. Data comes from the Accounts Sub Detail screen. Use
this information for parts such as consumables not charged directly to a project, equipment, or
work order. You can set up more than one expense accounting combination, but one must be the
Primary.

Expense Site. Charge this part to the site you indicate here.

Exp Dept. Charge the primary department for this part.

Exp Acct No. Charge this primary account number when issuing this part from stores.

Exp Cost Center. Charge the primary cost center when issuing this part from stores.

Exp Sub Acct No. Charge the primary sub-account number when issuing this part from stores.

Consignment. Suppliers stock inventory at the customer site, but do not bill the customer until
inventory is issued from the storeroom. This provides critical spares available on demand, with
payment due at the time of issue. You need consignment inventory and adjustment accounts for
consignment transactions. If there is data in these fields on the part record, it is used on GL
transactions created when an inventory transaction is done against a consignment part. Otherwise,
EAM uses System Site defaults established at General|Business Units|Sites on the Inventory tab.
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Cons Asset Dept. This field refers to the consigned asset department used for any transactions
that occur for the vendor-owned stock for this part.

Cons Adj Dept. This field refers to the consigned adjustment department for any adjustments
of the vendor-owned stock for this part.

Cons Asset CC. This field refers to the consigned asset cost center used for any transactions
that occur for the vendor-owned stock for this vendor.

Cons Adj CC. This field refers to the consigned adjustment cost center used for any
adjustments of the vendor-owned stock for this part.

Cons Asset Acct. This field refers to the consigned asset account used for any transactions that
occur for the vendor-owned stock for this vendor.

Cons Adj Acct. This field refers to the consigned adjustment account used for any adjustments
of vendor-owned stock for this part.

Note If the Send Cons QAD ERP 3.2? check box is clear for this vendor, the QAD ERP
application does not create GL transactions.

Cons Asset Sub. This field refers to the consigned asset sub-account used for any transactions
that occur for the vendor-owned stock for this part.

Cons Adj Sub. This field refers to the consigned adjustment sub-account for any adjustments
of the part’s vendor-owned stock.

Cost.

Cost. This field refers to the current cost per issue UOM.
Note The label for this field depends on the costing method (LIFO, FIFO, weighted average).

OH Group. Enter the overhead group into this field.

Total Cost. The system multiplies the cost by the overhead percentage and adds the result to
the part cost. If no overhead percentage exists for this part, the Total Cost equals the regular
part cost.

Est Freight. Use this field to estimate freight cost on a requisition, expressed as a percentage of
the part’s cost.

Inventory Tab: PO Text

Use this tab to add an expanded definition of the part.
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Fig. 5.14
Inventory: PO Text Tab
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PO Text. Enter an expanded description, specifications, or other data for you and the supplier
to identify the part. The purchase order may contain this information.

Inventory Tab: User Defined

Use the User Defined tab to track information against specific inventory in EAM. There are ten
user-defined fields.

Fig. 5.15
Inventory: User Defined Tab

s B R

Character 1/2 for Inventory. User-defined character fields, validated against tables that you
add.

Character 3/4 for Inventory. Free-form user-defined character fields, not validated against
tables.

Inventory Decimal 1/2. User-defined decimal fields for inventory.
Inventory Integer 1/2. User-defined integer fields for inventory.
Inventory Date. A user-defined date field for inventory.

Inventory Logic. A user-defined logical field for inventory.

Inventory Submenu

The currently active option displays an underlined text label. For example, the active option in
Figure 5.16 is Detail.
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Fig. 5.16
Inventory Submenu
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Inventory Submenu Option

Purpose

Detail

Use this option to display expanded information about an
inventory record.

Notes

Associate textual descriptions with records on the browse.
Use notes to add additional information to any part record.

Requisitions for the Part

This option lists all requisitions associated with the part.
The information displayed here is a combination of the
contents of the upper and lower Requisition browses.

Vendor Parts

You can associate an unlimited number of vendors to a
specific part number in the top of the browse. Of these
vendors, one is primary. The middle browse displays a list
of vendor part numbers for the vendor selected in the top
browse. In the bottom browse, set up pricing schedules
complete with quantity ranges and an expiration date for
each vendor part number.

Reserve Analysis

Display all reserved quantities for a part for specific stores
requisitions, showing number of parts reserved, date
required, number of parts short, and any purchase orders
and requisitions attached to a transaction.

FIFO/LIFO Stack

This option displays the quantity and price of purchase
receipts in LIFO or FIFO order for this part.
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Purpose

Consignment Stack

Vendors stock consignment parts at the customer's location
and retain ownership until you use those parts. The system
displays available consignment parts. View a part's next
issue cost, depending on the vendor, based on FIFO. Also
see the quantity remaining for each vendor, or that is
company owned. The Consignment Stack Sub Detail is
only available for parts where the Consignment field is
enabled.

Alternates

This option displays all the alternate part numbers added
for this part for other sites. Cross-reference a part number
in one site to a different part number in another site. This is
used for organizations that do not use the same part
numbering scheme across sites

Common Names

This option displays all the common names and nouns
added for this part. Enter common names so employees can
search by the names they use for certain items. For
example, a sledge hammer might be commonly called:
sledge (26 Ib.), a persuader, or a nudger.

Manufacturers

This option displays all the Manufacturers and
Manufacturers part numbers added for this part in the
Vendor Parts Submenu. Additional Manufacturers and
Manufacturers part numbers can be added as well.

Accounts

Avoid clerical errors, such as parts issued to inappropriate
account numbers and cost centers, by setting up specific
expense cost center, department, account, and sub-account
numbers to which this part can be issued.

BOMs

This option displays all the equipment Bills of Materials on
which this part is used and appears. Build the BOM
manually or automatically by selecting the Post Equip List
check box in System Administration|System Control.

Revisions

Many quality systems call for strict record keeping about
revisions made to a part record. The Revisions submenu
provides an audit trail of the modifications made to this
record. View changes associated with this part record. They
are automatically created when modifications are made to
this part record. They are stored here in the Revisions sub
menu and in the Revisions module at General|Revisions

Inventory Descriptors

View a part's current availability, general ledger transaction
history, work order usage, purchase requisition history, and
stock out history.

Analysis

View a part's current availability, general ledger transaction
history, work order usage, purchase requisition history, and
stock out history.

Physical Inventory

Use the physical inventory module to:
« Pick a group of parts based on user-defined criteria to count and print count sheets.
« Verify the quantity in inventory and enter count results.
- Adjust the on-hand inventory quantity automatically after closing count.

Inventory

165
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EAM includes only active parts in physical inventory lists and the physical inventory add lookup.

Managing Physical Inventory
Periodically, count the inventory in your storeroom.

Fig. 5.17
Manage Physical Inventory Process Map
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1 Develop the physical inventory schedule and inform all affected departments.
2 Label inventory locations with items to count.

3 Add required physical inventories.

4 Freeze inventory to count.

5 Generate physical inventory count sheets and distribute to teams.

6 Perform the physical count and compare it to records on the count sheets.

7 Record the results in EAM.

8 Review variances. If tolerances are exceeded, perform a recount.

9 Cancel physical inventory that requires cancelation and update stock out data.
10 Close physical inventories and update EAM.

11 Print physical inventory results reports.

Creating a Physical Inventory Record
1 Click New.

2 Enter relevant information about the physical inventory in the top panel.
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The system saves the record automatically.

Adding Parts to a Physical Inventory Record

1 Add parts to the physical inventory using the global add action in the top panel.
2 Add more parts to the physical inventory run in the lower panel.

3 Double-click a part record after you add parts.

4 Enter the count information into the relevant field.

Physical Inventory Browse

Access this browse from Inventory|Physical Inventory. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 5.18
Physical Inventory Browse
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Physical Inventory Action Menu

Fig. 5.19
Physical Inventory Action Menu
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Change Status

EAM assigns an inventory header record status of Scheduled (S) to new Physical Inventory. You
can change the status to:
 Closed (C), or

» Canceled (X)
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Close to adjust the counted quantities, based on what changed for the part/location. Adjust cost if
needed, based on cost structure (LIFO/FIFO, and so on). Cancel the physical inventory and
abandon any pending transactions.

Global Add

Use Global Add to add a group of parts to a physical inventory run.

Print Document

Use Print Document to print a count sheet. You can also print it from Analysis|Inventory|Physical
Inventory|Count Sheet.

Physical Inventory Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.20
Physical Inventory Right-Click Menu
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New
Use New to create a new physical inventory record with a scheduled (S) status.
Edit

Use Edit to open the physical inventory record detail to update the vendor number, type, or control
number in the physical inventory header.

Column

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Change Status, Print Document, and Global Add are options from the Action menu.

Physical Inventory Record Detail

The system increments the new physical inventory record number. Enter any other relevant
information.

MQAD



Inventory 169

Fig.5.21
Physical Inventory Record Detail
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Stock Replenishment

Use Stock Replenishment to identify parts below reorder point or safety stock level. Create
requisitions or work orders to replenish depleted inventory.

« Create a stock replenishment header or stock run in the top frame.
» Globally add parts or attach individual parts to a stock run.
« Print the list of items below reorder point or safety stock level for review in the bottom frame.

The stock run number is copied to the requisition or work order, noting its origin.

Replenishing Purchased Stock
Verify that corporate guidelines authorize a replenishment requisition.

Fig. 5.22
Purchased Stock Replenishment Process Map
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1 Create a stock run and add parts.

2 Generate a stock replenishment document.
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3 Review and update reorder quantities, following corporate stock replenishment guidelines.
4 If you commit to the stock replenishment, create purchase requisitions.

5 Analyze purchase requisitions against corporate guidelines.

6 If there is a request for quotation required, obtain it.

7 Fulfill the stock replenishment requisition.

Stock Replenishment Browse

Access this browse from Inventory|Stock Replenishment. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 5.23
Stock Replenishment Browse
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Stock Replenishment Action Menu

Fig. 5.24
Stock Replenishment Action Menu
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Global Add

Use Global Add to add a group of parts to a stock replenishment run. Filter for critical items,
specific commodities, or selected vendors, or request the list of all items below the reorder point or
safety stock level.
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Fig. 5.25
Global Add
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Print Document

Use Print Document to print a Stock Replenishment document. You can also print it from Analysis|
Stock Replenishment.

Create Requests

After you select the parts that need stock replenishment, use the Create Requests Action to
automatically create requisitions and work orders for those parts.

Stock Replenishment Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.26
Stock Replenishment Right-Click Menu

Columns 3

Global Add
Create Requests

Prink Docurment

New

Use New to open the record detail to create a stock replenishment run.
Edit

Use Edit to update the Description, Type, or Originator fields in the Stock Replenishment header.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Global Add, Print Document, and Create Requests are options from the Action menu.

Stock Replenishment Record Detail

The system increments the new stock run record number, assigns planned (P) status, and fills in the
originator and origination date. Enter the description, type, and update originator.

Fig. 5.27
Stock Replenishment Record Detail
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Stock Replenishment Middle Browse

Review and update order information about each part to replenish on the middle browse.

Fig. 5.28
Stock Replenishment Tab: Parts
Parts
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Part No oo 1000 big motor To Urder 1.0000

Quantities

Mot Max Gty 11 OnHand 13

Planned Order IW1ER On Order 1060.01

Reserved 23 Shart i}

RAeserved Orders 20 Source Vendaor

Pri Vendar 1005000 Aeq Mo
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Part No. This field refers to the inventory part number.

Note Stock replenishment does not include inactive parts. These do not display in the parts
lookup in the bottom frame.

Description. This field displays the description from the master parts record.

To Order. The system calculates this field based on the management maximum quantity, minus
on-hand, minus planned and ordered requisitions. You can update this field manually.
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Example The reorder point is 10, the management maximum is 20, and the current on hand is
10. The system determines that it takes 10 parts to get the on-hand back up to the mgt max.

If there are 5 parts on order, the system adds those to the on-hand quantity, 10 + 5, which is 15
on-hand. Order 5 more to get the management maximum of 20.

Mgt Max Qty. EAM uses the value found in the part record to calculate the quantity of parts to
order.

On-Hand. This field displays the current on-hand quantity of a specific part in the inventory
bin locations.

Planned Order. The system displays the planned order quantity for this part. It represents all
requisitions with a status of P (planned).

On-Order. The system adds and displays the total quantity of a part from all purchase orders
with that item listed. It represents all purchase orders with a status of O (ordered).

Reserved. The system displays the current reserved quantity for the specific part.

Note The system can add the quantity short, the considered reserved, and the reserved orders
into the replenishment calculation. These options are user-set for all sites within a domain.

Example If the on-hand quantity is 10 with a management max of 20, the system
recommends to order 10. If 5 parts are already on-order, the system recommends to order 5. Of
those 5 on-order, if 2 are reserved for a specific work order, then the system recommends to
order 7.

Short. This system-calculated field is the total quantity reserved in all open stores requisitions
beyond the current on-hand quantity availability.

For example, the reorder point is 10 and the management max is 20. If 0 are on-hand, the
system recommends to order 20. If the short quantity is 2, then the system recommends to
order 22.

Reserved Order. Current requisitions and reserved orders comprise this calculated field.

Source. This field specifies the part replenishment source. There are two settings: vendor or
internal.

A vendor source generates a requisition to buy the part. Internal source creates a work order to
make the quantity of parts required.

Pri Vendor. EAM displays the primary vendor from the part master record.

Requisition No. The requisition header number displays in this field. After you create a
request, the system adds requisitions for vendor-sourced parts. Create requests adds one
requisition for each vendor listed on that stock run, and groups all vendor parts as lines on that
requisition.

Line No. The requisition line number displays in this field.

WO No. The work order number assigned to this part displays in this field. After you use the
create requests action, EAM adds work orders for each internally sourced part.
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Stock Replenishment Lower Browse

In the lower browse, you can review order information about each part highlighted on the middle
browse.

Fig. 5.29
Stock Replenishment Lower Browse
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Stores Requisition Lists

Use Stores Requisition List to internally request stock items. Create a detailed parts list for a work
order or task. Print the stores requisition and use it as a stock item pick list, or process it directly
online. After the items are pulled, issued and staged, the transactions are completed, expensing
costs directly to the work order, equipment, expense account data, or project code. Use Stores
Requisition Lists to attach multiple parts lists to a work order. Pre-plan a work order by identifying
all required parts. To separate parts lists by groups of technicians, categorize mechanical parts
separately from electrical parts.
EAM automatically creates a stores requisition if you are:

« Issuing a stock part to a work order, and no stores requisition has been designated

« Auto-issuing a non-stock part from a requisition without a contractor to a work order, and no
stores requisition has been designated

« Issuing a PM with master parts lists

Adding a Stores Requisition

Request a stores item following the recommended procedure, and order replenishments if needed.
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Fig. 5.30
Request Stores Item Process Map

Request Stores Any
Item Department Storeroom
Authorize
Stores
Requisition
gt
Add Stores ' Autharizations. M@ Process Stores
Requisition Required? Reguisition Issue Items
Hold Stores
4 Pull & Kit
Requisition — ) Quantity ™~ Y88 ¢o o o pamers Pull Ttems ™. Yes, UL Kt
i ilable? 2 2 4 .
U:}Hv?:{t el 3 4 o Issue/ Staging
& sl
Await Request
2 Reserve Items —Jp to Pull & Issue
Items
Purchase Ez Wait for 4 Mo = Sw%k
Fulfillment Order? Out Event?
1%
Perfarm Root

‘Cause Anaysis

1 Add a stores requisition to the system.
2 Acquire authorization and process the requisition.
3 If the quantity is not available:
a Record a stock out event, or
b Hold the requisition until a replenishment order is available.
4 If the quantity is available:
a Reserve or pull the item.
5 Pull the items and kit for issue or staging.

6 Issue the items.

Stores Requisition Browse

Access this browse from Inventory|Stores Requisition. Use it to organize and display records, to
access supporting functions, and to edit or create new records.
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Fig. 5.31
Stores Requisition List
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Stores Requisition List Action Menu

Fig. 5.32
Stores Requisition List Action Menu
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Change Status

Use the change status option to update the status of a stores requisition. Select the current status
from the lookup.

Note Customize the change status table under Maintenance|Codes|Work Order Status
Maintenance. Add or delete status codes, set defaults, and mark codes to trigger e-mail based on
work order changes.

Reopen

If your system configuration uses this feature, and you have the required security level to access it,
click Reopen to open the stores requisition. Highlight the status and click OK.

Copy BOM
Use Copy BOM to copy an equipment bill of material to a new stores requisition.
Copy Master Parts List

Use Copy Master Parts List to copy lists of parts on an MPL and add them to a new list.

Print Documents

Use Print Document to print a Pick List or stores requisition list. You can also print this document
from Analysis|Inventory|Pick List.
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Authorize

Prevent issuing parts from a Stores Requisition that has not been authorized by enabling the
authorization of Stores Requisition at General|Business Units|Sites More Inventory tab. Set up
Roles to allow a user to Authorize a Stores Requisitions with Action.

Stores Requisition List Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 5.33
Store Requisition Right-Click Menu
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New

Use New to create a stores requisition.
Edit

Use Edit to modify the stores requisition.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Change Status, Reopen, Copy BOM, Copy Master Parts List, Print Document, and Authorize are
options from the Action menu.

Stores Requisition List Detail

The system increments the new stores requisition list number and defaults to the current site for the
source and expense site data. Requestor defaults to the current user and today’s date. Change any
of this data if needed.
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Fig. 5.34
Stores Requisition Record Detail
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Creating a Stores Requisition List
1 Click New to add a stores requisition list.
2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Stores Requisition List

1 Double-click a record from the browse or click Edit to open the stores requisition list record
detail.

2 Enter or update information in relevant fields on the tabs.

3 Click Save.

Stores Requisition List Detail Tab
Enter information about the request to withdraw parts from stores on the Detail tab.

Fig. 5.35
Stores Requisition Tab: Detail

Home © | Stores Reduisbion Lists |sne US-A-1. Stoens RagNo: 66 X
Stn USA1 | SeresReqhn B | Nt Bacont
dton = | bl (00| D

IJe:'-‘,ll F_:-") b
Dret:
Destription | Pat foi wio Gty PL & Notes
Reqmtn | AaNT [t ctan Soute [Sies -
Soacelie |USA1 Virder No

Regared Date | 3072011 -

Experne

WO Ho 106 [ Equoo  COMP1
Prowsct Ho Job Mo
Esponie Site US4 Rebud
Senpioed Pat Senal Mo
Diogt Cost Corder  #ell
AeciNe 720 SubAcet No
Gyiren [+ Biernbls
S (s
S rden Sabe Dlhor Hlekly

MQAD



Inventory 179

Description (Detail). Each parts list has a description. Since you can associate multiple parts
lists to a work order, description helps to quickly identity the task for these parts.

Status (Detail). The stores requisition status code and the work order share the work order
status validation table.

Note After you issue all parts on the child browse of the stores requisition and the issued
quantity equals the planned quantity, EAM automatically changes the status of the stores
requisition to C (closed). You can reopen a closed stores requisition. You can change the status
of the stores requisition.

Requestor. This field refers to the employee who created the stores requisition list.

Source. This field indicates whether to source a stores requisition list internally or from an
outside vendor. Options include vendor and stores. The default is stores.

Source Site. This field refers to the site from which to select parts and issue to a stores
requisition.

Vendor No. This vendor is the source for the parts on the stores requisition list. You can update
it only if source is Vendor.

Required Date. This field refers to the required date for the requested parts.

WO No. Associate a work order with the stores requisition list. The stores requisition inherits
the work order account structure.

Equip No. This field refers to the equipment associated with the stores requisition list.
Project No. Associate a project to a stores requisition list.

Job No. If a specific project requires the list of parts associated with the stores requisition,
associate the project number. On issue, the parts are expensed correctly to the project. Projects
can have multiple jobs. Select the specific job to expense parts on issue if there is an associated
project.

Expense Site. This field defaults to the current site, but you can charge material expenses to
another site when parts issue to the stores requisition.

Rebuild. Send rebuildable components to this location. Associate a valid rebuild area on the
stores requisition. On issue, the parts are directed to the rebuild location.

Serialized Part. Select a valid rebuild area to charge material to a serialized part. identify the
serialized part number and specific serial number. Only serialized parts currently in the rebuild
area display in the lookup.

Serial Number. The serial number of the part with which the work order is associated.

Dept. This field refers to the expense department number issued to the stores requisition list.
All parts issued against the stores requisition list charge to the department number on the
stores requisition list.

Note If you use the QAD ERP application, there is not a department field associated with the
general ledger number. EAM does not send the department code to the QAD ERP application.
Most customers use the cost center as a department field.
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Cost Center. This field refers to the expense cost center number issued to the stores requisition
list. All parts issued against the stores requisition charge to the cost center number on the
stores requisition list.

Acct No. This field displays the expense account number associated with the stores requisition
list. All parts issued to the stores requisition charge to the account number on the stores
requisition list.

Sub Acct No. This field refers to the expense sub-account number associated with the stores
requisition list. All parts issued against the stores requisition charge to the sub-account number
on the stores requisition list.

System. If the stores requisition is for a piece of equipment, find further usage detail in the
system and assembly codes. Codes reference specific locations on specific equipment. They
provide an inventory breakdown for cost and where items are used.

Assembly. Stores requisitions for a piece of equipment contain more usage detail using the
system and assembly codes. Codes reference specific locations on specific equipment. They
provide an inventory breakdown for cost and where items are used. Enter a system code before
you select an assembly code.

Sales Order. Select the correct SO from the list of sales orders in QAD ERP.

Sales Order Notify. Notify this user 1D or group by e-mail when actions take place on a sales
order.

Rebuild Locations

Use Rebuild Locations to control serialized part rebuilds, such as for motors.
« Send parts removed from equipment to internal or external vendor locations for repair.

 Generate work orders against a rebuild location, instead of equipment, and the associated
serial number for the serialized part at that location. Add work orders to build internal parts
linked to a rebuild location.

« Charge costs to the work order. The cost flows to the part serial number. Cost remains with the
part when it returns to inventory. It stays with the part until it issues out to a piece of
equipment. Then, the cost expenses to the equipment when issued.

Also use Rebuild Locations when fabricating internally sourced parts.

Rebuild Locations Browse

Access this browse from Inventory|Rebuild Locations. Use it to organize and display records, to
access supporting functions, and to edit or create new records.
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Fig. 5.36
Rebuild Locations Browse
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Rebuild Locations Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 5.37
Rebuild Locations Right-Click Menu

Select All

New

Use New to create a new Rebuild Location record.

Edit

Use Edit to open the Rebuild Location record to edit.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hide it.

Rebuild Locations Record Detail

Fig. 5.38
Stores Requisition Record Detail
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Creating a Rebuild Location Record

1

2

3

4

5

Click New to open a blank rebuild location record.
Assign the area number.

Verify the current site.

Enter information into relevant fields on the tabs.

Click Save.

Editing a Rebuild Location Record

1

2

3

4

5

Double-click a record from the browse or click Edit to open the rebuild location record detail.
Verify the area number.

Verify the current site.

Enter information into relevant fields on the tabs.

Click Save.

Rebuild Locations Detail Tab

Enter information about the rebuild location on the Detail tab.

Fig. 5.39
Rebuild Location Tab: Detail
Sie Us A1 frea | MACHINESHOP
H®
wwwww ]
Detal
Vendo? & Contact
Addess | 35 Croghan Streel ] Address 2
City | Fremont St |0H
Zo [4ua Phone [4141251024
Fax Countty |US
Accounting
Experse Site | USA1
Dept [5]  CostConter [Adw ]
AcctMo [ 5000 3]  subhcctMo B

Site. This field displays the site identified with the rebuild location. When the system creates
the rebuild location, the Site field is read-only.

Area. This field refers to the rebuild location name.

Vendor? This field indicates whether the rebuild is an internal or a vendor rebuild location.
Contact. This field refers to the individual to contact for information at the rebuild location.
Address. This field refers to the street address of the rebuild location.

Address 2. This field refers to additional information about the rebuild location street address,
such as suite number.

City. This field refers to the rebuild location city.
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Zip. This field displays the postal code of the rebuild location.

Country. Enter the country of the rebuild location.

Phone Number. This field displays the phone number of the rebuild location.
Fax. This field displays the fax number for the rebuild location.

Expense Site. Select the site to charge for the rebuild from the lookup.

Dept. This field displays the department to use as the default when charging parts, labor, or
contractor costs against a rebuild work order.

Cost Center. This field displays the default cost center when charging parts, labor, or
contractors against a rebuild work order.

Acct No. This field displays the account number associated with the expense side of any
distribution of labor, issuing of materials, or contracting against a part in a rebuild location.

Sub Acct No. This field displays the sub-account number tied back to the account number.

Note If you create a work order for a serial number in a rebuild location, then the default
work order’s account structure comes from the rebuild location. If a serialized part returns to
stores, then the account structure in the rebuild location represents the inventory asset account
number. When the part is transferred from the rebuild, it is credited against the rebuild. It
debits or increases the value of the inventory. Cost transfers to stores until the part is issued to
a piece of equipment.
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UOM Conversions

Use Unit of Measure (UOM) Conversion to automatically create a conversion when transitioning
between issuing units of measure and purchasing units of measure.

For example, parts issue out of inventory in units of each (such as individual pencils). The vendor
requires the company to buy the part (pencils) in units of boxes (25 pencils to a box).

The conversion occurs when requesting 25 eaches. The system converts boxes from the vendor
into eaches for issue. It converts the box price into each prices so that the cost at issue is for the
individual pencil, not the box unit (order price).

UOM Conversion Browse

Access this browse from Inventory|UOM Conversions. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 5.40
UOM Conversions Browse

Home | UOM Corversion 1\%

[ Excel Export (SpPrint | Add To Favourites | || New

o
= Find ® [Sie. U5A- » fier.»
FHTY Maintenance = B =
B Inventoy Orclet LIOM + |Issue UOM | Pait No Round By Multiphe:
[ Invertoy 4 : '
[ Physical Inventory !
[ Stock Replereshment BG £ MiR 1 §
%" Stotess Requisition Lists 86 EA mi6} ! L
[ Rebuid Localions s P 1 s
(gl LOM Conversion
9 r BOX CASE 0004 1 [}
[ Inventory Transaction History O £ ! e

UOM Conversions Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 5.41
UOM Conversions Right-Click Menu

New

Use New to create a UOM conversion record.
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Edit
Use Edit to edit the UOM conversion record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a UOM Conversion Record
1 Click New to open a blank UOM conversion record.
2 Enter information into relevant fields (order/issue UOM, multiplier, part number, and round

by). The system automatically saves your record.

Note Associate a part number when it has a unique multiplier such as order = box, issue =
each, and the multiplier is 15. Otherwise, all parts with a standard UOM conversion (for
example: order = dozen, issue = each, and the multiplier is 12) use the same multiplier. You
need only create it once, with part number left blank.

Editing a UOM Conversion Record
1 Double-click a record from the browse or click Edit to open the UOM conversion record.
2 Enter information into round by or multiplier fields.

3 Click Save.

Codes

Use Codes to view or add supporting data to lists of codes. Codes are inventory classification
tables. They group parts for filtering and/or reporting.

Codes in this section contain records for lookups on tab pages in Inventory. Depending on your
permissions, you can add or edit existing records.

Commodities
The commaodity lookup displays in Inventory. Add or edit codes from Inventory|Codes|
Commodities.

- Commodity codes group items based on the type or use of the part. Maintenance technicians
use them to find or order a repair part.

- Commodity codes can be an important tool for buyers to help analyze a company’s spending
habits. They can also be used in the Stock Replenishment routine and in Inventory and
Purchasing.

« You can format commodity codes to match industry standards. Codes can be up to 15
characters in length, or have hierarchical structure with up to four levels of two codes.

The commaodity code format displays dashes within the commodity, depending on the format
definitions you establish in the System Registry.
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Example Sample commodity codes, from the National Institute of Government Purchasing Web
site, assume a format definition of 3-2-2-3-1, where length 1 is three positions or characters, length
2 is two, length 3 is two, length 4 is three, and length 5 is one:

Table 5.1

Sample Commodity Codes

Commodity Description

620 Office Supplies

620-80 Pens

620-80-21 Pens, Ball Point
620-80-21-075-4 Fine Point, Black Ink, 12/box
620-80-21-075-3 Fine Point, Blue Ink, 12/box
620-80-21-075-1 Fine Point, Green Ink, 12/box
620-80-21-075-0 Fine Point, Red Ink, 12/box
Fig. 5.42

Codes: Commodities

Applications | »
BELECLE] Cormmaodities
Menu Search [ Exccel Export (54 Print | New
+ @ Maintenance Find @ | Fiker + ALL -
=% |nventom
i - N —
E Iwentary Commadity Drescription
|'f) Physical Inventory 01 --- - Test
[ Stock Replenishment 1---- - Purchased Parts also
|'f) Stores Requizition Lists 100--- - Fumps [l
[ Stores Requisition Approval Gioups 10-00-1-0- - desc-chy
l—i:] Rebuild Locations 1000-14-1 - 810 L3232 newasdf
[ UOM Corversion
 Codes 1000102 - 2 L5425
= o
Ea Commodities 1000-1-0-3 - 10X12 L5436
[ MSDS 10-00-1-04 - 12X12 L3436
=% Pat » _ 1214 L5436
[ Catalogs 10-00-10-7 -
l—i:] Dlasses 10-00-20-1 - 2x3 1003
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- =7 10002402 - 4 LCE 12
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P Types 000e0s - 4 LCC 16
[ Character 1 10-00-20-4 - X8 LCC 20
[ Character 2 D 1000205 - EX10LCC 24
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rijj Stock Out Types < [AEETEN Gaskets also
7 Stack Fun T 1
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H

Adding a Commodity Code
1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing a Commodity Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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MSDS

The Material Safety Data Sheet (MSDS) lookup displays in Inventory. Add or edit codes from
Inventory|Codes|MSDS.

Note This code cross-references MSDSs that may be stored somewhere else in the organization.

Fig. 5.43

Codes: MSDS
Applications W
[ ey Search | =] Excel Expart (=4 Prink Add To Favourites | Mew
e = < | Eilker v ALl e

T Maintenance
% Invento
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[ Physical Inventory 1011 [EELEES

%" Stock Replenishment 1040 rMEDS 1040-chg
Stores Requisition Lists 123 neve 123
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[ UOM Conversion
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L P Commodities -, 2 Desoription for &
i EEEE B MSDS B -another 11
[ The MSDS C
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1234567890 Filler b4 SD'512345672901234567290

X Tastz Testing
[ Locations

L [ES Parts Status
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Adding an MSDS Code
1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing an MSDS Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Part

Part includes information to associate with parts, such as catalogs, classes, locations, statuses,
Types, User-defined Inv Char 1, and Character 2.

Catalogs

The Catalog lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Catalogs.

This inventory table is hierarchical. The top level can be a broad grouping of parts, and the lower-
level types within that group. Use Catalogs in Inventory only, for filtering and reporting purposes.
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Fig. 5.44
Codes: Catalogs
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Adding a Catalog Code

1 Click New.

2 Enter the part catalog and description in the top frame.

3 If there is a subcatalog, enter it and its description in the middle frame.

4 Enter any common names in the bottom frame. The system automatically saves the new code.

Note The common name is associated with the subcatalog code. The common name is a noun
or an adjective to describe the catalog or subcatalog. Sometimes users add their own names.

Editing a Catalog Code

1 Double-click the code to edit.

2 Update the part catalog or description.

3 Ifthere is a subcatalog to update, enter it and its description.

4 Update the common name. The system automatically saves the new code.
Classes

The Classes lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Classes.

Classes group common parts together. Part classes are in Inventory only, used for filtering and
reporting purposes.
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Adding a Class Code

1 Click New.

Inventory

2 Enter the part class and description. The system automatically saves the new code.

Editing a Class Code

1 Double-click the code to edit.
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2 Update or add the part class description. The system automatically saves the updated code.

Locations

The Locations lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part]|

Locations.

Use location to indicate the bin location of the part. Each part requires at least one location to track
quantities. A current quantity is associated with the location.

Fig. 5.46
Codes: Locations
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Adding a Location Code

1 Click New.

2 Enter the part location and description. The system automatically saves the new code.

Editing a Location Code

1 Double-click the code to edit.

2 Update or add the part location description. The system automatically saves the updated code.

Parts Status

The Parts Status lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Part
Status.

Statuses are user-defined, such as Active (A), Inactive (I) or Obsolete (O), used for analysis and
reporting purposes.

Fig. 5.47
Codes: Parts Status
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Adding a Parts Status Code

1 Click New.

2 Enter the part status and description. The system automatically saves the new code.
Editing a Parts Status Code

1 Double-click the code to edit.

2 Update the part status or description. The system automatically saves the updated code.

Types

The Types lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Types.
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Use types in the stock replenishment routine. Types indicate a part’s functional application, used
for filtering and reporting.

Note Add or edit type codes only for accounting/SAF purposes. They should match the
corresponding SAF data found in the QAD ERP in Generalized Codes Maintenance. If and when
those items are used in operational transactions, the items with which they are associated should be
items in Item Master Maintenance.

Fig. 5.48
Codes: Types
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Adding a Type Code
1 Click New.

2 Enter the part type and description. The system automatically saves the new code.

Editing a Type Code

1 Double-click the code to edit.

2 Update or add the part type description. The system automatically saves the updated code.

Inv Char 1

The Inv Char 1 lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Inv
Char 1.

There are 70 user-defined fields in EAM. Of these, there are two Inventory tables for user-defined
lookup codes. You can customize labels and build codes and descriptions.
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Fig. 5.49
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Adding an Inv Char 1 Code

1 Click New.

2 Enter the code and description. The system automatically saves the new code.

Editing an Inv Char 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Inv Char 2

The Inv Char 2 lookup displays in Inventory. Add or edit codes from Inventory|Codes|Part|Inv
Char 2.

There are 70 user-defined fields in EAM. Of these, there are two Inventory tables for user-defined
lookup codes. You can customize labels for these two fields.
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Adding an Inv Char 2 Code

1 Click New.

Inventory

2 Enter the code and description. The system automatically saves the new code.

Editing an Inv Char 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Physical Inv Types
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The Physical Inventory Types lookup displays in Inventory. Add or edit codes from Inventory|

Codes|Physical Inv Types.

Use physical inventory types to classify the purpose of a physical inventory count, such as wall-to-

wall or spot.

Fig. 5.51
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Adding a Physical Inventory Type Code
1 Click New.

2 Enter the type and description. The system automatically saves the new code.

Editing a Physical Inventory Type Code
1 Double-click the code to edit.

2 Update or add the type description. The system automatically saves the updated code.

Stock Out Types

The Stock Out Types lookup displays in Inventory. Add or edit codes from Inventory|Codes|Stock
Out Types.

Use stock out types to classify a stock out occurrence.

Fig. 5.52
Codes: Stock Out Types
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Adding a Stock Out Type Code
1 Click New.

2 Enter the stock out type and description. The system automatically saves the new code.

Editing a Stock Out Type Code
1 Double-click the code to edit.

2 Update or add the stock out type description. The system automatically saves the updated
code.
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Stock Run Types

The Stock Run Types lookup displays in Inventory. Add or edit codes from Inventory|Codes|Stock
Run Types.

Use stock run types to classify the purpose of a stock run such as internal or critical parts.

Fig. 5.53
Codes: Stock Run Types
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Adding a Stock Run Type Code

1 Click New.

2 Enter the run type and description. The system automatically saves the new code.

Editing a Stock Run Type Code

1 Double-click the code to edit.

2 Update or add the run type description. The system automatically saves the updated code.

UOMs

The Unit of Measure lookup displays in Inventory. Add or edit codes from Inventory|Codes|
UOMs.

Use UOMs to classify the units of measure and cost decimals.
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Fig. 5.54
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Adding a UOM Code

1 Click New.

2 Enter the UOM, description, and cost decimal. The system automatically saves the new code.

Editing a UOM Code

1 Double-click the code to edit.

2 Update the UOM description, or cost decimal. The system automatically saves the updated
code.

Sales Order

The Sales Order lookup displays in Inventory|Stores Requisition Lists. View sales orders added in
QAD ERP from Inventory|Codes|Sales Order.

Fig. 5.55
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Inventory Transaction History

The Inventory Transaction History displays in Inventory.

Inventory

197

Whenever an Accounting Period set up in GL Calendar at Finance|Accounting|GL Calendar is
Closed, EAM can create an Inventory History for that closed period. This option is controlled by

enabling a setting in General|Business Units|Sites on the General tab.

Fig. 5.56
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This section discusses the following Finance module topics:

Finance 200
Accounting 202
Tax 217
Overhead 225
Groups 229
Codes 234

Intercompany Accounts

238

Chapter 6
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Finance

Use Finance to view, manage, and enter manual journal entry transactions, create and manage GL
accounting calendars, access records for accounting periods that have been closed, and create and
manage budgets. Finance includes:

- Accounting

e Tax

 Overhead

e Groups

« Codes

Intercompany Account

Fig. 6.1
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Setting Up Financial Data in EAM

Fig. 6.2
Set Up Financial Data Process Map
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1 Download cost center data from QAD ERP.

2 Download account data from QAD ERP.

3 Download sub-account data from QAD ERP.

4 Download GL calendar from QAD ERP to EAM.
5 Set up the GL calendar in the EAM application.

6 Download budget data from the EAM application.
7 Download budget data from QAD ERP.

8 Determine departments needed and set them up in EAM.

Setting Up the GL Calendar in EAM

Use this module to set up the GL accounting period calendar. Download the GL calendar from
QAD ERP if one is there.
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Fig. 6.3
Set Up Accounting Calendar Process Map
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1 If the calendar in the QAD ERP application is already set up:
a Download the GL calendar year.
b Update the GL calendar period.
¢ Copy the calendar to other sites.
2 If QAD ERP does not offer a GL calendar:
a Setup the GL calendar year.
b Setup the GL calendar period.

¢ Copy the calendar to other sites.

Accounting

Accounting includes the following:
+ Posted GL Transactions

Unposted GL Transactions

GL Calendar

Lifetime Budgets

Departments

Cost Centers

Accounts

Sub Accounts

Posted GL Transactions Browse

Access this browse from Finance|Accounting|Posted GL Transactions. Use it to view posted GL
transactions. Organize and display records, access supporting functions, export to Excel, and edit
or create new records.
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Fig. 6.4
Posted GL Transactions Browse
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The Posted GL Transactions screen displays all EAM transaction records on the Browse after
filtering. These records can be sent to QAD ERP or used to view QXtend detail. The GLs should
ultimately be posted to QAD ERP.

Posted GL Transactions Action Menu

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.5
Posted GL Transaction Action Menu
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Re-post GL Transaction

Select the Re-Post GL Transaction item to post the selected GL record to QAD ERP.

View QXtend Detail

Select the View QXtend Detail item to see the selected GL record in QXtend.

Unposted GL Transactions Browse

Access this browse from Finance|Accounting|Unposted GL Transactions. Use it to enter general
ledger transactions into EAM. You can also organize and display records, access supporting
functions, export to Excel, and edit or create new records.
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Fig. 6.6
Unposted GL Transactions: Browse
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Users can associate the manually created GL with a work order number, equipment number, or
project number and job number in EAM. The user can indicate whether the manually entered GLs
should ultimately be posted to QAD ERP.

Unposted GL Transactions Action Menu (upper browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.7
Unposted GL Transactions Action Menu
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Post

Select the Post Action to post the selected GL record to EAM.

Global Post

Select the Global Post Action to post the selected GL records to EAM.

GL Calendar

Use the GL Calendar to set up and close accounting periods based on year, period, and site.

GL Calendar Browse

Access this browse from Finance|Accounting|GL Calendar. Use it to set up the GL calendar for a
fiscal year, period, and quarter for each site. Organize and display records, access supporting
functions, export to Excel, and edit or create new records.
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Fig. 6.8
Sites Account Calendar Browse
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The Sites calendar includes three browses: year, period, and site. The upper browse displays the
selected accounting year.

The middle browse contains quarters and periods for the selected accounting year. The first period
is number 1, and the system sequentially increments the numbers of subsequent periods. Users can
manually enter beginning and end dates for each period. If you change an account period’s end
date, EAM automatically changes the start date of the following period to eliminate gaps or
overlaps. Use the Close action to close the selected period.

Use the lower browse to close account periods on a site-by-site basis.

Important You cannot reopen closed accounting periods.

GL Calendar Action Menu (upper browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.
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Fig. 6.9
Sites Account Calendar Action Menu
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Use Copy to copy the selected GL calendar to the new year on the Copy Calendar screen.

Fig. 6.10
Copy Calendar
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Close

Use Close to end the selected year. If you use QAD ERP, EAM notifies you that there are
transactions you still need sent to QAD ERP.

Note You cannot overwrite an existing GL calendar.

GL Calendar Action Menu (middle browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.11
Sites Account Calendar Action Menu
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Close

Use Close to end the selected period. If you use QAD ERP, EAM notifies you that transactions
should be sent to QAD ERP. If you proceed, QAD ERP excludes unsent transactions from period
totals.

You may close account periods in certain sites earlier due to time zone differences. Close account
periods by site to set specific end-of-period accounting deadlines for individual sites.
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GL Calendar Action Menu (lower browse)

Options on this menu depend on context. Access the Action menu from the toolbar or right-click
menu.

Fig. 6.12
Sites Account Calendar Action Menu
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Use this action to close account periods on a site-by-site basis. If you use QAD ERP, EAM notifies
you that transactions should be sent to QAD ERP. If you proceed, QAD ERP excludes unsent
transactions from period totals.

You may close account periods in certain sites earlier due to time zone differences. Close account
periods by site to set specific end-of-period accounting deadlines for individual sites.
GL Calendar Right-Click Menu (all browse levels)

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.13
Sites Account Calendar Right-Click Menu

New

Use New to open the GL calendar browse to create a record.

Edit

Use Edit to open the GL calendar browse to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Copy and Close are options from the Action menu.

MNQAD



208 User Guide — Enterprise Asset Management

GL Calendar Record Detail
Download any GL calendars from QAD ERP if you use the interface.

Creating a GL Calendar Site Record

1 Click New to add a blank GL calendar for a fiscal year.
2 Assign the fiscal year.
3 Verify the domain.

Editing a GL Calendar Site Record

EAM displays downloaded accounting period dates as they have been set up in QAD ERP. On the
GL Calendar middle browse, users can edit beginning and end dates for each period. If you change
an account period’s end date, EAM automatically updates the start date of the following period.

1 Double-click a record from the middle browse to edit begin and end dates for a period.
2 Verify or change the dates.
3 Verify the site.

Lifetime Budgets

Use this module to plan resource allocations. Enter cost center, account, and sub-account
combinations for specific account calendar periods. Download budgets in QAD ERP to EAM.

Fig. 6.14
Budgets Process Map
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1 Create budgets in EAM if you are not downloading them from QAD ERP.
2 Update budgets in EAM.
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3 Copy budgets in EAM.
4 Recalculate and update budgets in EAM.
5 Print and review budgets

6 Eliminate unnecessary budgets.

Lifetime Budget Browse

Access this browse from Finance|Accounting|Lifetime Budgets. Use it to set up budgets for the
fiscal year and periods for each site. Organize and display records, access supporting functions,
and edit or create new records.

Fig. 6.15
Lifetime Budgets Browse
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The Lifetime Budget functionality includes two browse levels. The upper browse displays the
Domain, Site, Year, and Period set up in the GL calendar. You cannot update it. It displays the
periods status for the selected accounting year.

The lower browse contains cost center, account, and sub-account combinations and the planned
spending amount for the selected accounting year’s periods.

Set up a budget for Period 1 of a year for a site. Copy this budget to all periods (including Period 1)
for the year.

Lifetime Budgets Right-Click Menu (upper browse)

The right-click menu contains administrative functions. You cannot update the upper browse.

Fig. 6.16
Lifetime Budgets Right-Click Menu
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Lifetime Budgets Right-Click Menu (lower browse)

The right-click menu contains administrative functions.

Fig. 6.17
Lifetime Budgets Right-Click Menu
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New

Use New to open the budgets browse to create a record.

Edit

Use Edit to open the budgets browse to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Budget Record Detail

Budget Records for a Site in a Domain (upper browse)

Download budgets from QAD ERP to the QAD EAM application. The display in the upper browse
comes from the data set in the GL calendar and is not updateable.

Creating a Budget Site Record (lower browse)

EAM displays the accounting period’s budgets as they have been set up in QAD ERP. On the
lower browse, set up or edit a budget for Period 1 of a year for a site. Copy it to all other periods
for that year in the site. You can copy this budget to all periods (including Period 1) for the year in
a different site.

1 Click New.

2 Enter the cost center, account, and sub-account combination for the highlighted budget period
record.

3 Add the budget amount for the cost center, account, and sub-account combination.
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Editing a Budget Site Record (lower browse)
1 Double-click a record from the lower browse to open the sites budget record detail.

2 Verify or change the budget amount for the cost center, account, and sub-account combination.

Departments Browse

Access this browse from Finance|Accounting|Departments. Organize and display records, access
supporting functions, and edit or create new records. Each site may contain different departments.

QAD ERP does not use departments. Departments in EAM do not impact GL transactions in QAD
ERP.

Fig. 6.18
Departments Browse
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Departments Right-Click Menu

The right-click menu contains administrative functions.

Fig. 6.19
Departments Right-Click Menu
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New
Use New to open the department record detail to create a record.
Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Edit

Use Edit to open the department record detail to edit the selected record.
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Creating a New Department

1 Click New. EAM assigns the user’s current site.

2 Enter a department name and description.

Editing a Department

1 Double-click the department to edit.

2 Enter or edit the department description. The system automatically saves the updated
description.

Cost Centers
Use cost centers with the cost center group. Associate a cost center group code with the user ID.

You can use a cost center as a basis of routing approvals for a purchase requisition as well as a
stores requisition. You can associate each cost center with an approval group.

Create and name a cost center group at Finance|Groups|Cost Center Group. Add a list of cost
centers to the group on the lower browse.

Use EAM to associate the cost center group with selected user IDs under System Administration|
User|User-Subdetail|Cost Center Group. You can associate multiple cost center groups with a user
ID.

Cost Centers Browse

Access this browse from Finance|Accounting|Cost Centers. Organize and display records, access
supporting functions, and edit or create new records.

Fig. 6.20
Cost Center Browse

Cost Centers Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 6.21
Cost Centers Right-Click Menu
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New

Use New to create a cost center record. If you use the interface to QAD ERP, download cost
centers from it.

Edit
Use Edit to edit the selected cost center record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Cost Center

1 Click New.
Note Download cost centers from QAD ERP if you use an interface with that application.

2 Enter a cost center name, description, requisition approval group, and stores approval group.

3 Select the check box if this cost center is currently active.

Editing a Cost Center

1 Double-click a record from the browse to open the cost center record detail.

2 Enter or edit a cost center name, description, requisition approval group, or stores approval
group.

3 Select the check box if this cost center is currently active.

Accounts

Use accounts to charge labor, issue parts, or purchase materials for a site. Use an account as a basis
of routing approvals for a purchase requisition and a stores requisition. Associate each account
with an approval group.

Create and name an account group at Finance|Groups|Account Group. Add a list of account
numbers to the group on the lower browse.

Use EAM to associate the account group with any selected user 1Ds, under System Administration|
Users|User Subdetail|Account Group. You can associate multiple account groups with the user ID.
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Account Browse

Access this browse from Finance|Accounting|Accounts. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 6.22
Account Browse
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Account Right-Click Menu

The right-click menu contains administrative functions.
Fig. 6.23
Account Right-Click Menu
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Creating a New Account

1 Click New.
Note Download account data from QAD ERP if you use an interface to that application.

2 Enter a account name, description, type, requisition approval group, and stores approval
group.

3 Select the check box if this account is currently active.

Editing an Account

1 Double-click a record from the browse to open the account record detail.

2 Enter or edit an account, description, type, requisition approval group, or stores approval
group.

3 Select the check box if this account is currently active.
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Adding a Valid Account Range

1 Click New on the lower browse. Designate the cost centers for which the selected account
number is valid.

2 Enter the starting cost center, press Tab, and enter the ending cost center.
3 Repeat as necessary. You can associate multiple cost center ranges to an account number.

Note If you download accounts and cost centers from QAD ERP, the valid account associations
for cost centers download as well.

Sub-accounts

Use the sub-account download feature to download accounts from QAD ERP into EAM. QAD
ERP uses sub-accounts to analyze activity on a account code and to provide detail for financial
reporting. Use sub-accounts to report on the financial activity of business units or divisions in an
entity.

Sub-accounts Browse

Access this browse from Finance|Accounting|Sub-accounts. Use it to organize and display records,
to access supporting functions, and to edit or create new records.

Fig. 6.24
Sub-accounts Browse
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Sub-accounts Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.25
Sub-accounts Right-Click Menu
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Creating a New Sub-account

1 Click New. Download sub-accounts from QAD ERP if you use an interface with the
application.

2 Enter a sub-account code and description.

3 Select the check box if this sub-account is currently active.

Editing a Sub-account
1 Double-click a record from the browse or click Edit to open the sub-account record detail.
2 Enter or edit a sub-account code and description.

3 Select the check box if this sub-account is currently active.

Adding a Valid Sub-account Range

1 Click New on the lower browse. Designate the accounts for which the selected sub-account
number is valid.

2 Enter the starting account, press Tab, and enter the ending account.
3 Repeat as necessary. You can associate multiple account ranges to a sub-account number.

Note If you download accounts and sub-accounts from QAD ERP, the valid account associations
for sub-accounts download as well.
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Tax

Global Tax Management (GTM) in QAD ERP supports multinational enterprises to calculate taxes
on business transactions. The types of taxes, formulas used to calculate them, and when taxes are
assessed often vary considerably between countries. GTM can process taxes for multiple countries
within the same database.

EAM Tax Management includes tax classes, tax codes, tax rates, and tax types. These data items
may depend on one another, and most are based on tax laws relevant to the corporation and
location.

Setting Up Tax Structure in EAM

Fig. 6.26
Set Up Tax Structure in EAM Process Map
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1 Enter and review required data in QAD ERP.

2 Determine taxes needed in EAM.
3 Add Tax Type Codes.

4 Add Tax Usage Codes.

5 Add Tax Class Codes.

6 Define Tax Codes.

7 Define Tax Rates.

8 Set up Site Tax Environment.

Tax Classes

Use this table to create and modify tax class codes. Tax class codes track a class of people or items.
A tax class can represent a customer, supplier, or item. In some cases, tax law specifies that the tax
applies based on tax class. In QAD ERP, the tax class determines the tax rate for tax types in the
set of tax types for related transactions.
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Note In EAM, tax class is associated with a tax rate.

Tax Classes Browse

Access this browse from Finance|Tax|Tax Classes. Organize and display records, access
supporting functions, and edit or create new records.

Fig. 6.27
Tax Classes Browse
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Tax Classes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.28
Tax Class Right-Click Menu
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Creating a New Tax Class
1 Click New.

2 Enter a tax class name (maximum of three characters) and description.

Editing a Tax Class

1 Double-click a record from the browse or click Edit to open the tax class record detail.

2 Enter or edit a tax class description.

Tax Codes

A tax code specifies the tax types that apply to a particular taxable purchase.

Tax types are individually associated or grouped under a tax code.
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When you specify a tax code on a purchase transaction, EAM validates associated tax types
against rates that include those types, as well as any tax class or usage associated with the

purchase.

Tax Codes Browse

Access this browse from Finance|Tax|Tax Codes. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.29
Tax Codes Browse
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Tax Codes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.30
Tax Codes Right-Click Menu
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Use New to open the tax code record detail to create a record.

Edit

Use Edit to open the tax code record detail to edit the selected record.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Tax Code

1 Click New.
2 Enter a tax code and description.

3 Click New on the lower browse and add one or more tax types.

Editing a Tax Code

1 Double-click a record from the browse or click Edit to open the tax code record detail.

2 Enter or edit the tax code description.

Tax Rates

Use a tax rate to define a specific tax rate percentage. Each tax rate must have an associated tax
type. Associate a tax class or usage code with a rate code to identify a specific rate percentage.

The tax rate defines tax accrual.

During a taxed purchase transaction, EAM begins the tax calculation by validating the tax code on
the requisition. EAM validates each associated tax type code. It matches them with the applicable
tax rate. If tax type codes are combined with the specified class or usage codes on a tax rate, the
system adds those applicable percentages to the tax calculation.

The combination of tax type, tax class, and tax usage determine the tax rate in EAM.
Tax Type + Tax Class + Tax Usage = Tax Rate

Note Tax class and tax usage are not required. The tax type can define the tax rate.

Tax Rates Browse

Access this browse from Finance|Tax|Tax Rates. Use it to organize and display records, to access
supporting functions, and to edit or create new records.
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Tax Rates Browse
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Finance

The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.32

Tax Rates Right-Click Menu
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Use New to open the tax rate record detail to create a record.

Edit

Use Edit to open the tax rate record detail to edit the selected record.

Columns

221

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Tax Rate

1 Click New.

2 Enter a tax rate, description, type, class, usage, and other relevant information.

Editing a Tax Rate Record

1 Double-click a record from the browse or click Edit to open the tax rate record detail.

2 Enter or edit a tax rate description, type, class, usage, or other relevant information.
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Tax Rate Record Detail

The record detail contains all information about this tax rate. Assign a tax rate code, enter other tax
elements previously established, set limits for this rate, and select variables unique to this rate.

Fig. 6.33
Tax Rates Browse
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Tax Rate. Enter the code to define a tax percentage based on tax type, and optionally combine
with a tax class and tax usage.

(Tax Rate) Description. This field contains a text description of the tax rate. Enter meaningful
text to identify the tax rate.

Tax Type. Enter the tax type code. A tax type is associated with a specific tax rate, alone or
with a tax class and tax usage. If there are various tax class and tax usage codes to include in
the calculation, you can include the same tax type in multiple tax rates.

Tax Class. This code represents a customer, supplier, or item. Use this code to track a class of
people or items.

Tax Usage. This code represents the operation type or how the purchased items are used.

Tax Rate%. This field contains the percent of tax charged on receipts of goods upon close and
receipt of the PO.

% Recoverable. Enter a percentage if this tax rate permits you to recover some of the entire
purchase tax amount.

Tax Limit. This field contains the upper limit on the taxable amount. EAM automatically
ceases to include this tax when you reach that limit. Set up a tax limit only when the law
stipulates a ceiling on the cumulative total.

Accrue Tax? Select this check box if the amount of tax for this tax rate should be accrued
instead of paid to the vendor.

Accrue G/L? Select this check box if you create GL transactions for the accrual of the tax upon
receipt in EAM. Use it when the Accounts Payable department wants to calculate the accrued
amount of tax based on actual invoices.

Inventory Tax? Select this check box if you want the tax on stock items to go to the cost of the
inventory item and include it when the part is issued. Do not select it if you want the tax on a
stock item to go to a tax expense account.

Non Stock Tax? Select this check box if you want the tax on non-stock items to go to a tax
expense account.
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Tax Types

Tax types are the building blocks of tax codes. A tax type represents the tax definition for a region
(state, county, city, and so on). EAM groups tax types under a tax code. They apply to all domains
in the database. In QAD ERP, tax types are individually calculated and reported as regional taxes
or tax exemptions. They apply to all domains in the database. Some samples are Canadian
PST/GST, California sales tax, and federal excise tax. On transactions, the system calculates taxes
for line items based on the tax types specified.

You can create as many tax types and as many tax codes as you need.

When you specify a tax code on a purchase transaction, EAM validates associated tax types
against rates that include those types, as well as any tax class or usage associated with the
purchase.

Tax Types Browse

Access this browse from Finance|Tax|Tax Types. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.34
Tax Types Browse
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Tax Types Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.35
Tax Types Right-Click Menu
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New

Use New to open the tax type record detail to create a record.

Edit

Use Edit to open the tax type record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Tax Type

1 Click New.

2 Enter a tax type (maximum of 16 characters) and description.

Editing a Tax Type
1 Double-click a record from the browse or click Edit to open the tax type record detail.

2 Enter or edit a tax type description.

Tax Usages

You can create as many tax usages as you need.

Tax Usages Browse

Access this browse from Finance|Tax|Tax Usages. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 6.36
Tax Usages Browse
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Overhead

Overhead refers to a continuing cost of operating a business. Overhead usually groups expenses
that are necessary to the continued functioning of the business, but that do not directly generate
profits, such as accounting, advertising, depreciation, indirect labor, insurance, interest, legal fees,
rent, repairs, supplies, taxes, telephone, travel, and utilities.

Overhead Rates

Set up overhead rates to associate with overhead groups. Overhead rates and groups add costs to a
transaction to account for an organization’s overhead expenses.

Overhead Rates

Set up overhead rates to associate with overhead groups. Overhead rates and groups add costs to a
transaction to account for an organization’s overhead expenses.

Fig. 6.37
Add Overhead Rates Process Map
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1 Determine overhead rates data needed.

2 Add overhead rates.
3 Update overhead groups.
4 Maintain overhead group options.

5 Deploy overhead groups.

Overhead Rates Browse

Access this browse from Finance|Overhead|Overhead Rates. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Fig. 6.38
Overhead Rates Browse
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Overhead Rates Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.39
Overhead Rates Right-Click Menu
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New

Use New to open the overhead record detail to create a record.

Edit

Use Edit to open the overhead record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Overhead Rate

1 Click New.

2 Enter an overhead rate code and description.
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Editing an Overhead Rates Record

1 Double-click a record from the browse or click Edit to open the overhead rates record detail.

2 Enter or edit an overhead rate description.

Overhead Groups
Use overhead groups to recover overhead expenses from operational cost centers and departments.

You can apply overhead groups (composed of overhead rates) to part issue and labor posting
transactions. Overhead rates can be fixed monetary unit amounts or percentages of the total
transaction cost. Build as many overhead rates and overhead groups as you need. You can set
default overhead groups per site, part, and employee. You control whether users can modify
overhead groups on transaction screens.

Overhead Groups Browse

Access this browse from Finance|Overhead|Overhead Groups. Use it to organize and display
records, to access supporting functions, and to edit or create new records.

Fig. 6.40
Overhead Groups Browse
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Overhead Groups Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.41
Overhead Groups Right-Click Menu
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Creating a New Overhead Group

1 Click New in the upper browse.

2 Enter the overhead group name and a description.
3 Click New in the lower browse.

4 Select an overhead rate code from the lookup. Add as many overhead rates as required to build
up the group’s fixed amount or total rate.

Editing an Overhead Group
1 Double-click a record from the upper browse.
2 Enter or edit the overhead group description.

3 Click New or Delete in the lower browse.

4 Add or subtract associated rates.
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Groups
Use groups to restrict purchase requests to valid accounts and cost centers. You can develop

groups of users with project approval limits.

Setting Up Finance Groups

Fig. 6.42
Finance Group Process Map
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1 Define account groups.
2 Define cost center groups.

3 Define project approval groups.

Account Group
Use account numbers with the account group. Use the account group code with the user ID.

Create and name an account group, typically generalizing the type of users that are associated with
it. Add a list of account numbers to that group on the lower browse.

Associate the account group with any selected user 1Ds, under System Administration|Users|
Account Groups. You can associate multiple account groups with the user ID.

When the user selects the Authorize Action in Requisitions, the system validates the associated
account group or cost center group in the requisition with the user permissions. If these are found,
the requisition approval process begins.

Account Group Browse

Access this browse from Finance|Groups|Account Group. Organize and display records, access
supporting functions, edit, or create new records, and export to Excel.
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Fig. 6.43
Account Group Browse
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Account Group Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.44
Account Group Right-Click Menu
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Use New to open the account group record detail to create a record.

Edit

Use Edit to open the account group record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.
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Creating a New Account Group

1 Click New in the upper browse.

2 Enter the account group name and description.
3 Click New in the lower browse.

4 Select an account code from the lookup. Add as many accounts as you need.

Editing an Account Group Record

1 Double-click a record from the browse to update the account group description.
2 Enter or edit the account group description.

3 Click New or Delete to add or remove accounts from the group.

Cost Center Group
Use cost centers with the cost center group. Use the cost center group code with the user ID.

Create and name a cost center group, typically generalizing the type of users to associate with it.
Add a list of cost centers to the group on the lower browse.

Associate the cost center group with selected user IDs, under System Administration|Users|Cost
Center Group. You can associate multiple cost center groups with a user ID.

When the user selects the Authorize Action in Requisitions, the system validates the associated
account group or cost center group in the requisition with the user permissions. If these are found,
the requisition approval process begins.

Cost Center Group Browse

Access this browse from Finance|Groups|Cost Center Group. Use it to organize and display
records, to access supporting functions, and to edit or create new records.
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Fig. 6.45
Cost Center Group Browse
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Cost Center Group Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
Fig. 6.46
Cost Center Group Right-Click Menu
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New

Use New to open the cost center group record detail to create a record.

Edit

Use Edit to open the cost center group record detail to edit the selected record.
Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.
Creating a New Cost Center Group

1 Click New in the upper browse.
2 Enter the cost center group name and description.

3 Click New in the lower browse.
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4 Select a cost center from the lookup. Add as many cost centers as you need.

Editing a Cost Center Group

1 Double-click a record from the browse or click Edit to open the cost center group record detail.
2 Enter the cost center group name or description.

3 Click New or Delete in the lower browse to add or remove cost centers from the group.

Project Approval Group

Use Project Approval Groups to represent a group of users who can approve projects.

Project Approval Group Browse

Access this browse from Finance|Groups|Project Approval Group. Use it to organize and display
records, to access supporting functions, and to edit or create new records. Assign a project
approval group to a project.

When a user approves a project, EAM validates the user’s spending limit. If the spending limit is
equal to or greater than the project cost, the project is approved and authorized. If the project cost
exceeds the spending limits, then the action is approved but not authorized. Someone with
sufficient spending limits must authorize it.

The settings for a user under System Admin|Users|Detail tab determine user spending limits and
amounts for approval of projects.

Fig. 6.47
Project Approval Group Browse
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Project Approval Group Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 6.48
Project Approval Group Right-Click Menu
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Use New to open the project approval group record detail to create a record.

Edit

Use Edit to open the project approval group record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a New Project Approval Group

1 Click New in the upper browse.
2 Enter an approval group and description.
3 Click New in the lower browse.

4 Select a user from the lookup. Add as many users as you need.

Editing a Project Approval Group
1 Double-click a record from the browse to update the project approval group description.
2 Enter or edit an approval group description.

3 Click New or Delete in the lower browse to add or remove users from the group.

Codes

Use Codes to view or add supporting data to lists of codes, such as project, status, type, and others
critical to the Finance module.

Code forms in this section contain records for lookups on tabs within Projects. Depending on your
permissions, you can add or edit existing records.

Project

Project codes include Statuses, Types, User-defined Character 1 and Character 2.
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Statuses

Access the Statuses lookup from Finance|Projects|Codes. You can add or edit codes from the code
form, and also designate project status changes that trigger system-generated e-mail to a Notify.

Fig. 6.49
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Adding a Status Code

1 Click New.
2 Enter the status and description.

3 Select defaults and notifies. The system automatically saves the new code.

Editing a Status Code
1 Double-click the code to edit.
2 Enter or edit the status description.

3 Select defaults or notifies. The system automatically saves the updated code.

Types

Access the Types lookup from Finance|Projects|Codes. You can add or edit codes from the code
form.

Use Types to add, view, or edit project types.
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Fig. 6.50
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Adding a Type Code
1 Click New.

2 Enter the project type and description. The system automatically saves the new code.

Editing a Type Code

1 Double-click the code to edit.

2 Enter or edit the project type description. The system automatically saves the updated code.

Project Character 1 and 2

Access the Proj Character 1 lookup from Finance|Projects|Codes. You can add or edit codes from

the code form.

Use (user-defined) Proj Character 1 and 2 to access your organization’s validation tables for data
entry and selection in the project module. The system administrator or implementation team

defines the labels for these two fields.
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Fig. 6.51
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Adding a Proj Char 1 Code
1 Click New.

2 Enter the project character 1 or 2 code and description. The system automatically saves the
new code.

Editing a Proj Char 1 Code

1 Double-click the code to edit.

2 Enter or edit the project character 1 or 2 description. The system automatically saves the
updated code.

Jobs

Job codes include Types, User-defined Character 1, and User-defined Character 2.

Types

Access the Types lookup from Finance|Jobs|Codes. You can add or edit codes from the code form.
Use Types to add, view, or edit job types.
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Fig. 6.52
Codes: Job Type
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Job Char 1 and 2

Access the Character 1 lookup from Finance|Jobs|Codes. You can add or edit codes from the code
form.

Use (user-defined) Character 1 and 2 to access your organization’s validation tables for data entry
and selection in the project module on the Jobs lower browse. The system administrator or
implementation team defines the labels for these two fields.

Intercompany Accounts

Use intercompany accounts when GL transactions must go between sites (for example, inventory
transfer between site A and site B), and you cannot use the default transfer cost center, account,
and sub-account.

When a part relocates from one site to another, EAM credits the inventory from which it was
removed, and debits the transit location. Use EAM System Admin|System Control Maintenance|
System Site Maintenance|More Inv tabbed page to set up cost center, account number, and sub-
account.

Define a unique default intercompany cost center, account, and sub-account to use when GL
transactions go between the user’s primary site and other sites in EAM.
Intercompany Accounts

Access this browse from Finance|Intercompany Accounts. Organize and display records, access
supporting functions, access existing or create new records, and export to Excel.

Fig. 6.53
Intercompany Accounts Browse
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Intercompany Accounts Right-Click Menu
The right-click menu contains administrative functions and options from the Action menu.

Fig. 6.54
Intercompany Accounts Right-Click Menu
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Use New to open the intercompany accounts record detail to create a record.

Edit

Use Edit to open the intercompany accounts record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Intercompany Accounts Record Detail

The record detail contains the information about this site’s Intercompany Accounts default cost
center, account, and sub-account to be debited anytime GL transactions go between this site and
the highlighted other site.

Fig. 6.55
Intercompany Accounts Record Detail
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From Site. EAM enters the current user’s primary site. This cannot be changed.

To Site. Select the site by using the lookup table available in the To Site field. Any other site
that is involved in intercompany transactions and cannot use your site’s default transit
accounting data should be set up here.

Dept. This is the department to be used in any intercompany transaction between the site listed
in the To Site box and the From Site. Select the department through the Dept field’s lookup.
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Cost Center. This is the cost center to be used in any intercompany transaction between the
site listed in the To Site box and the From Site. Select the cost center through the Cost Center
field’s lookup.

Acct No. This is the account to be used in any intercompany transaction between the site listed
in the To Site box and the From Site. Select the account through the Acct No field’s lookup.

Sub Acct No. This is the sub-account to be used in any intercompany transaction between the
site listed in the To Site box and the From Site. Select the sub-account through the Sub Acct
No field’s lookup.
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Purchase Orders 243
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Approval Groups 320
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Purchasing Overview

Use Purchasing to create and maintain requisitions, standard clauses, and approval groups, revise
vendors, and add routing substitutions.
The Purchasing Menu includes the following submenus:
« Purchase Orders
« Requisitions
« Blanket Orders
¢ Quotes
 Routing Substitutions
 Vendor
» Standard Clauses
« Currency
- Exchange Rates
 Approval Groups
 Codes
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Purchasing 243

Use a purchase order to formalize a purchase transaction with a supplier.

Adding and Distributing Purchase Orders

Fig. 7.1
Creating a Purchase Order Process Map
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1 Add a purchase order for authorized requisitions.

2 Attach terms and conditions per corporate guidelines.

3 Negotiate required contracts.

4 Authorize the PO.

5 Change the PO status to ordered.

6 Distribute the PO document as required.
7 Notify the requestor.

8 Receive the PO and put away items.
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Receiving Purchase Orders

Fig. 7.2
PO Receipt and Put Away Process Map
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1 When you add and distribute a purchase order, or a goods or contractor invoice arrives, verify
that a PO exists.

o If there is no PO, reject the receipt.
2 Verify that the quantity and details are correct.

a If the quantity and details are incorrect, notify the requestor for disposition or
reprocessing.

b Review your vendor non-conformance guidelines.
- If you can receive the goods, review corporate receiving tolerance guidelines.
- If you cannot receive the goods, return them to the vendor.

3 Return any goods that do not meet corporate receiving tolerance guidelines to the vendor.

4 Receive PO line items for any goods meeting the conditions in steps 1 and 2. When you add
and distribute a purchase order, or a goods or contractor invoice arrives, verify that the
guantity and details are correct.

5  Print and distribute the receiver document.

6 EAM creates Accounts Payable liability in the financial system.
7 Notify the requestor that the items have arrived.

8 Receive and put away stores items.

9 Stage and deliver received goods.
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Purchase Orders Browse

Access this browse from Purchasing|Purchase Orders. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 7.3
Purchase Orders Upper and Lower Browse
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Creating a Purchase Order

1 Click New to create a purchase order record. The system assigns a purchase order number,
which cannot be modified by a user.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Purchase Order
1 Double-click a record from the browse or click Edit to open the purchase order record detail.
2 Enter information in relevant fields on the tabs.

3 Click Save.
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Purchase Orders Action Menu
Fig. 7.4

PO Action Menu

Action ~|| Find & Site

Return To Vendor

Lock/Unlock

Reopen

Modify Currency

PO Order

Global PO Order

Order Added or Modified Lines
Receive

Change PO Status I
Authorize

Global Authorize

Print Document

Submit PO/Receipts to MFGPRO

Return to Vendor

Use the return to vendor function to return parts to vendors after receiving them through the
purchasing module. Return to vendor:

« Reduces the on-hand inventory quantity

- Creates a general ledger transaction that credits the inventory accounts and debits the accounts
payable liability accounts.

Lock/Unlock

The buyer associated with the purchase order can lock/unlock the purchase order. Only the buyer
on the PO can modify or update a locked PO or any attached requisitions.

Note If a control setting called Any Buyer is enabled in General|Business Units|Domain|
PO/Regs, any user set as a buyer is able to make modifications to another buyer’s PO.

Reopen

The reopen option only applies if Reopen PO/Regs? has been enabled in General|Business Units|
Domain on the PO/Regs tab. Users with the required settings in Roles can reopen POs once they
have been closed.

Modify Currency

Use this option to select a different currency code for the PO. Only currencies valid for this vendor
are available for selection.

PO Order

Use PO Order to activate the purchase order. Items on a purchase order cannot be received unless
the purchase order status is O (ordered).

Note If Authorization is required for a PO and/or Requisitions, the PO cannot be ordered until the
authorization has been done. An error message appears if this condition has not been met.
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Global PO Order

Use this action to put multiple POs on order. First, select the POs to be put on order and then select
this option. This option is not active on the menu if no PO or only one PO is selected. Items on a
purchase order cannot be received unless the purchase order status is O (ordered).

Note If Authorization is required for a PO and/or Requisitions, the PO cannot be ordered until the
authorization has been done. A Global Error Log appears that says not all POs could be placed.
The reason for the error is listed in the Message Text field. This log can be printed or exported to
Excel to manage the list of records accordingly.

Fig. 7.5
Global Error Log
a2 Global Error Log (=
Net all records could be medified. Please review the list of errors below for il
+ more details.
5 2 =
Message Typ Site PO No Message Text
Error US-A-1 1064 Requisition 10824 has not been authorized.
I Error US-A-1 1064 Attached Requisition has not been authorized.

Order Added or Modified Lines

Use this option to order the added or changed items on a purchase order. This option is only
available for a purchase order with a status of O (ordered). Once the changes are reauthorized, this
action gives the user control over sending the new changes to an existing ordered PO in ERP.

Receive

Use this option to receive a purchase order. The Receive POs form displays.
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Fig. 7.6
Receive POs Form
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[ il ] |
Packing Slip No: Receive Date: | 04/08/2000 ¥ | Ship Date: | 04/08/2009 ¥ | Receiver
RECEIVE CAMCEL

1 Select the purchase order to receive.

2 Indicate the quantity of each line item to receive.
3 Indicate the packing slip number.

4 Verify the Ship and Receive dates.

5  Verify the receiver.

6 Click Receive.

Change PO Status

Use this action to change the status of this PO to C-Close or X-Cancel.

Authorize

Use this action to authorize this PO.

Global Authorize

Use this action to authorize multiple POs globally. First, select the POs to be authorized, then
select this option. This option is not active on the menu if no PO or only one PO is selected.

Print Document

Use Print Document to print the purchase order. You can also print it from Analysis|Purchase
Order Print|Purchase Order.

Submit PO/Receipts to MFG/PRO

Use this action to transfer these items to the ERP.
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Note If a transaction fails because of a disconnect between EAM and the ERP, this action allows
you to manually send the new PO or the PO receipts and returns to ERP.
Purchase Orders Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 7.7
Purchase Orders Right-Click Menu

Select All |

Add Record To Browse

New
Edit

Columns 3

Return To Vendor
Lock/Unlock
Reopen

Modify Currency
PO Order

Global PO Order
Order Added or Modified Lines
Receive

Change PO Status
Autharize

Global Authorize
Print Document

Submit PO/Receipts to MFGPRO

New

Use New to create a purchase order.

Edit

Use Edit to edit the selected purchase order.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Below the Columns option are the following Action menu options: Return to Vendor,
Lock/Unlock, Reopen, Modify Currency, PO Order, Global PO Order, Order Added or Modified
Lines, Receive, Change PO Status, Authorize, Global Authorize, Print Document, and Submit
PO/Receipts.
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Purchase Orders Record Detail

Fig. 7.8
Purchase Orders Upper Browse
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Purchase Orders Tabs

The Purchase Orders screen contains four tabs: Order, Misc, User Def, and Intrastat. Add new
records or edit existing ones from here, save, or export to Excel.

Purchase Order, Order Tab

Enter information about the purchase on the Order tab.

Fig. 7.9
Purchase Orders Order Tab
Action ~ | | [ | D “% Purchase Order
{Grder| Misc | User Def| Intrastat ey Dot
Vendor Information =\
—> Motes
Wendor Mo | A2002 ), Vendor Name Tube City LLD o
Fhone Ho Eax No L] Standard Claus.
Contact | Kenny Sheppard Email | jwc782us @hotmail.com {Eﬁ'} Vendor
Address —(‘3 R
Address 1 Croghan Street 36 Address 2 Suite 1000 ﬁ) Requisition
Address 3 City Fremont 6—’ Routing
State OH ZipCode OH43420 =
= p-ode . Iﬁ) Revisions
Country US Language | 1033 3, |English - USA
Tax
Taxable? Tax Code  US
TaxClass H Tax Usage
Total Tax  0.00
Order Information
Total Cost  1.000.00 Currency USD
Auth Cost  0.00 Freight 0.00
Actual Freight 0.0000 Remarks
Orig Date Due | 6302013 - Date Due | §/3/2013 -
Wendor Order Consignment?
Confirming? Confirmed To

Vendor Number. Enter the vendor number associated with the PO.

Vendor Name. This field displays the vendor name associated with the PO. It copies directly
from the vendor master record.
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Phone Number. This field displays the primary vendor’s phone number. This number is copied
from the vendor record to the PO but can be updated directly on the PO.

Fax Number. This field displays the vendor’s fax number. This number is copied from the
vendor record to the PO but can be updated directly on the PO.

Contact. This field displays the primary contact designated in the vendor record. The contact
is copied from the vendor record to the PO but can be updated directly on the PO.

e-mail. This field displays the e-mail address listed on the vendor record. The e-mail is copied
from the vendor record to the PO but can be updated directly on the PO.

Address 1. This field displays a line of the vendor’s address. This line of the address is copied
from the vendor record to the PO but can be updated directly on the PO.

Address 2. This field displays a line of the vendor’s address. This line of the address is copied
from the vendor record to the PO but can be updated directly on the PO.

Address 3. This field displays a line of the vendor’s address. This line of the address is copied
from the vendor record to the PO but can be updated directly on the PO.

City. This field displays the vendor’s city. The city is copied from the vendor record to the PO
but can be updated directly on the PO.

State. This field displays the vendor’s state. The state is copied from the vendor record to the
PO but can be updated directly on the PO.

Zip Code. This field displays the vendor’s postal code. The zip code is copied from the vendor
record to the PO but can be updated directly on the PO.

County. This field displays the vendor’s county. The county is copied from the vendor record
to the PO but can be updated directly on the PO.

Language. This field displays the vendor’s language code, which can be changed on this PO.

Note When you print the purchase order document, EAM uses this language code. If no
vendor or language is specified on the vendor record, EAM uses the language marked as
default from General|Codes|Language.

Taxable? Select this check box if the PO is taxable.

Tax Code. This field displays the default tax code for the vendor, copied to the PO.
Tax Class. This field displays the default tax class for the vendor, copied to the PO.
Tax Usage. This field displays the default tax usage for the vendor, copied to the PO.
Total Tax. This field displays the total tax associated with the purchase.

Total Cost. This field displays the total cost of the purchase.

Currency. This field displays the vendor currency if there is one, or the system default.
Authorized Cost. This field displays the amount authorized to spend on this purchase.
Freight. This field displays the cost to ship goods to the purchaser.

Actual Freight. A buyer normally enters this data after all requisitions have been attached to
the PO.
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Remarks. This field contains notes relevant to this purchase order. Use this field to enter
general remarks pertaining to the vendor, usually about the order or the shipping process.
These notes are displayed on the PO.

Original Date Due. This field displays the date the purchase order was originally due.

Date Due. This is the date that the vendor has committed to deliver the parts or the service to
the facility. The buyer enters the due date and uses it to inform the requester of the PO status.
If a due date changes after a PO is ordered, EAM can send e-mail to inform the requester of
any due date changes.

Vendor Order. This is an updatable field identifying the vendor’s corresponding order number,
used as a cross-reference for the purchaser to communicate with the vendor when trying to
locate a specific order.

Consignment. This field indicates whether this PO is for consigned parts.

Confirming. Select the check box to indicate whether the vendor should consider this purchase
order entirely new, or confirmation of one already placed.

Confirmed to. This field indicates the vendor representative who confirmed the order.

Purchase Orders Miscellaneous Tab

Enter information about the PO on the Miscellaneous tab.

Fig. 7.10
Purchase Miscellaneous Tab
Action - |l [ | @ % Purchase Order
| Order‘f MISC User Def“i Intrastat | F@ Detail
Stipping = Notes
Vender Invoice ShipToNe |US-A-1 3, |USA-A kg
[T
Bill TeNo [US-Acl = SiaVia: [FEF | Refrigator dy Standard Claus
Terms | 2M 1. |2 MO after month end of invoice FOB [Fremont, OH L-.‘E] Vendor
it : 2
@ Receipts
Detail ’d ey
Buyer |sysadm 2 | System Administrator Notify &r' Requisition
Ordered By Ordered Date E‘f‘ Routing
Expeditable? ¥ Status P E,J Batisons
Auth? Auth Status
Auth By Printed?

Vendor Invoice. Enter the vendor invoice number associated with the PO.

Ship To Number. This field displays the code for the ship to location. Specify a default Ship To
for each PO in General|Business Units|Domain. The buyer can override this.

Bill To Number. This field displays the code for the bill to location. Specify a default Bill To
for each PO in General|Business Units|Domain. The buyer can override this.

Ship Via. Use the preferred method to ship goods from this vendor.

Terms. This field displays the vendor payment terms from the vendor record.

FOB. Free on Board (FOB), denotes whether freight charges are part of the PO price or will be
billed separately after the invoice, and who pays for freight (buyer or vendor). For example, if
the buyer lives in Des Moines and buys a product FOB New York, the buyer must pay the
shipping charges from New York to Des Moines.
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Buyer. This field displays the buyer associated with the PO.

Select the buyer from a lookup of valid buyers.

After requisition approval, EAM restricts who can change a requisition. Only the buyer and
the person who authorized the expenditure are allowed to change the requisitions on the PO.
Notify. This field displays the individual or group of individuals to e-mail, based on certain
events occurring against the requisition or purchase order.

Select the user or group to notify for the PO.

As a purchase order goes through the routing approvals, ordering, and receipt process, the
system e-mails the user or group with updates.

Ordered By. This field displays the name of the person who changed the status to O (ordered).
Ordered Date. This field displays the date the order was placed.

Expeditable. Select the check box if this order can be expedited.

Status. This field displays the order’s status. PO statuses are P (planned), O (ordered), C
(closed), or X (canceled). EAM assigns a new PO a status of P. PO Order Action changes the
status from P to O. EAM changes the status of the PO from O to C when 100% of the goods
are received, or when the receiver indicates that the order is complete.

Authorization Status. This field displays the authorization status of the PO.

The system updates this field.

The status remains blank if the authorization has not been started or if PO Authorization is not
enabled at General|Business Units|Sites. If the PO Authorization is in process, the status is
routing.

Authorized? This field denotes whether the PO is authorized.

After a user authorizes the PO, the system selects this field.

Authorized By. This field displays the user ID who authorized the expenditure of the PO.

EAM validates spending limits. If you can spend at least the amount required, the PO becomes
authorized. Your user ID displays in the authorized by field. If you do not meet these criteria,
the PO routes to others for consideration of approval. The user who meets the spending limit

authorizes the PO.

Printed? EAM prompts you to acknowledge that the PO was printed. The system selects this
field after you indicate successful printing.

Purchase Order User-Defined Tab

Enter information about the requisition on the User-Defined tab.
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Fig. 7.11
Purchase Orders User-Defined Tab
Action ~ || | & | @ “% Purchase Order
| Order|| Misc |ser Def| Intrastat % Detsil
User Defined Fields Not
les
PO Char 1-QA 3 PO Char 2 3 =
PO Char PO Char 4 Sy Sancerd Cius
PODate | {none) - PO Int1 0 Sy Vendor
FO Int 2 g PODect 0.0000 fd Receipts
PO Dec 2 noooo) PO Logical &1—’ Requisition
&'? Routing
[ Revisions

PO Char 1 - QA/PO Char 2 - QA. User-defined character fields, validated against tables that
you add.

PO Char 3- QA/PO Char 4 - QA. Free-form user-defined character fields, not validated against
tables.

PO Date - QA. Enter a date type field here.

PO Dec 1 - QA/PO Dec 2 - QA. User-defined decimal fields for POs.
PO Int 1 - QA/PO Int 2 - QA. A user-defined integer fields for POs.
Po Logical - QA. A user-defined check box for POs.

Purchase Order Intrastat Tab

Fig. 7.12
Purchase Orders Intrastat Tab

l | 3 8
‘ Crder | Misc || User Def | Intrastat: Q@ Detail

Intrastat
Intrastat PO

— Notes

e, Standard C1
Terms of Delivery Port of Arrival/Dispatch B Sonco e

=
Nature of Transaction Statistical Procedure “ify Vendor

Country of Dest/Dist Port of Transshipment fd Receipts

Mode of Transport Include Mema ltems %2 Requisition
Ew Reing
[ Revisions

Intrastat PO. Select the check box if this Purchase Order and its lines are ones where Intrastat
data should be collected.

Terms of Delivery. Enter the Intrastat terms of delivery (FOB point) used to calculate the
statistical value of the relevant goods at the border for Intrastat purposes.

Port of Arrival/Dispatch. When the system creates Intrastat History records automatically, it
uses the Port of Arrival//Dispatch code that is recorded for the order line that is associated with
the Intrastat History record.

Nature of Transaction. Enter a valid code if your country requires this information.

Statistical Procedure. When the system creates Intrastat History records automatically, it uses
the statistical procedure code that is recorded for the order line that is associated with the
Intrastat History record.
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Port of Transshipment. Enter a valid code defined in Port Maintenance to be used as the
default when collecting Intrastat data in supported functions. During order entry, the user can

override this value.

Mode of Transport. Enter a one-character code that identifies the mode of transport used to
carry the goods to the border.

Include Memo Items. Select the check box if you typically create Intrastat history records for

memo items.

Note All of the Intrastat data entered on the PO header defaults to all the lines on the PO.

However, the PO line data can be changed on a line-by-line basis. Depending on the requirements

of the country where you use Intrastat, some codes are required and others are optional.

Note This browse can only be updated if the requisition lines for the PO have been added. On this
tab, designate a purchase order and its lines as ones where Intrastat data should be collected. Click
the Intrastat tab to display the Intrastat details on the PO header.

Purchase Order Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 7.13 is Detail for the highlighted PO record.

Fig. 7.13
PO Submenu

1 “% Purchase Order

@

Detail
% Notes
':-,}‘-‘. Standard Clauses
Sy Vendor
d’ Receipts
_:'“u—' Requisition

[~ Routing

[%~ Rewvisions

PO Submenu Option

Purpose

Detail

This option opens the tabbed view.

Notes

Use this option to add notes about the purchase order.

Standard Clauses

View, add, and delete standard clauses associated with the
PO.

Vendor View, add, and edit vendors associated with the PO.
Receipts Use receipts to view parts received against the PO.
Requisition View and work with associated requisitions.
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Routing View the routing group and status associated with this PO.

Revisions Many quality systems call for strict record keeping about
revisions made to Purchase Orders. The Revisions
submenu provides an audit trail of the modifications made
to this record. Revision records are automatically created
when modifications are made to the Purchase Order. View
changes associated with this PO record, they are stored
here in the Revisions submenu and in the Revisions module
at General|Revisions.

Requisitions

Use Requisition to create and maintain requests in EAM to purchase inventory stock items, non-
stock parts, or service work. From this point, requisitions attach to purchase orders. Requisitions
represent the detailed line item information on the purchase orders.

Create a header record identifying the expense in terms of cost center, account, sub-account, work
order, equipment identification, supplier, and more.

All the detailed header information copies into the purchase requisition’s line items. You can
modify them.

A requisition header is unique to a specific supplier. EAM automatically manages purchase orders
consolidation to common suppliers when POs are globally created from multiple requisitions.

Fulfilling a Requisition

Fig. 7.14
Creating a Requisition Process Map

Purchase
Requisition Storeroom
Fulfillment

Requestor / No Non Stock
Purchase

Department Requisition

Create Classify Corporate

Purchase Req Project Catalog / Stock
Purchase  —f 2 —p P
it as Capital or Classification Item?
Reguisition Exagmse Guidelines

S
Check if
Available in
Stores t}? Avoid
Purchase
Available in Yes Cance Issue Stores
Stores? | FPurchase Ly TS

Requisition

No Complete
Purchase

Requisition

1 Create a purchase requisition.
2 Classify the requisition as capital or expense using corporate guidelines.
3 Indicate a non-stock requisition if you are not going to catalog or stock the item.

4 For an item to catalog or stock, check stores for availability.
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5 If the item is available, cancel the purchase requisition and issue the item.

6 If the item is not available, complete the purchase requisition.

Requisitions Browse

Access this browse from Purchasing|Requisitions. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 7.15
Requisitions Upper and Lower Browse
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Creating a Requisition

1 Click New to create a requisition record. The system assigns a requisition number and cannot
be modified by a user.

2 Enter information in relevant fields on the tabs.

3 Click Save.

Editing a Requisition
1 Double-click a record from the browse or click Edit to open the requisition record detail.
2 Enter information in relevant fields on the tabs.

3 Click Save.
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Requisitions Action Menu

Fig. 7.16
Requisitions Action Menu
Action -| Find & | 9
Authorize
Stop Routing
Global Autherize
Change Status
Maodify Currency
Reopen
Create Purchase Order
Global Create Purchase Order
Create Quotes
Print Document
Authorize

Use the Authorize Action to authorize the requisition or begin routing for approval of the
requisition. If you have a large enough spending limit, authority for the associated accounting
structure, and the approval group has no quality person, you can authorize the requisition without
going through routing.

Stop Routing

Only the initiator can stop a requisition from routing for authorization. If the initiator stops the
routing, an e-mail notification is generated and sent to the person that currently is the next in line
to authorize that indicates routing has been stopped. The routing status on the requisition changes
from Routing to blank. The Requisition Status remains P (pending). No routing history is
maintained. Once stopped, restart the routing from the beginning.

Change Status

Use the change status option to update the status of a requisition. Select the current status from the
lookup. Options are (C) Close or (X) Cancel. You cannot cancel a requisition that has been
received against. You cannot receive against a closed or canceled requisition.

Modify Currency

Use this option to select a different currency code for the requisition. Only currencies valid for this
vendor are available for selection.

Reopen

This action only applies if Reopen PO/Reqgs? has been enabled in General|Business Units|Domain
on the PO/Regs tab. When enabled, any canceled requisitions may be reopened to process further.

Note Any POs or Regs that are closed and have receipts against them are not allowed to be
reopened.

Create Purchase Order

Use this option to create a purchase order for the requisition.
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Global Create Purchase Order

You can globally create purchase orders for selected requisitions. This action creates a PO for each
of the selected requisitions with the same vendor identified on each requisition, and then attaches
each requisition to its new PO.

Create Quotes

Use this option to create a request for quotation for the requisition.

Print Document

Use Print Document to print the requisition. You can also print it from Analysis|Purchasing|
Requisition Document|Requisition.

Requisitions Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 7.17
Requisitions Right-Click Menu

Select All
Add Record To Browse
New

Edit
Columns »

Authorize

Stop Routing

Global Authorize

Change Status

Meodify Currency

Reopen

Create Purchase Order
Global Create Purchase Order
Create Quotes

Print Document

New

Use New to create a requisition.

Edit

Use Edit to edit the selected requisition.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Below the Columns option are the following Action menu options: Authorize, Stop Routing,
Global Authorize, Change Status, Modify Currency, Reopen, Create Purchase Order, Global
Create Purchase Order, Create Quotes, and Print Document.
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Requisitions Record Detail

Fig. 7.18
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Requisitions Tabs
The Requisitions screen contains two tabs: Detail and Expense. Add new records or edit and save
existing ones from here.
Requisition Detail Tab

Enter information about the requisition on the Detail tab.

Fig. 7.19
Requisitions Tab: Detail
sie Reato
Action ~ |l | | D
Detail | Expense
General
Description ‘ Test ABC Date Required ‘ (none) -
Total Cost (B)  5.000.00 Total Cost In Vendor Currency  5.000.00
Contractor? Auto lssue? ¥
Stock Run Mo
Order
PO o ‘ 0 |3\| Status P
Wendor No _
Vender Pri Contact Vendor Phone No
Consignment? Currency  USD
Exchange Rate  1.00 Exchange Rate 2 1.00
* Buyer ANDF{EW ERADY Notify
Date Due ‘ 41002013 -
Authorization
Auth? Auth Status
Auth By Auth Cost  0.00
Base Currency  USD Approval Group

Description. Enter up to a 30-character alphanumeric description of the requisition. You can
filter and sort by the description.
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Date Required. This field displays the required date for the material or service, entered by the
creator of the requisition.

The buyer uses this scheduling information when negotiating with the vendors.

Requestor. This field displays the employee who requested the items, goods, or services
associated with the requisition.

When you create a requisition, EAM adds the employee number of the user ID entering the
new requisition in the requestor field. You can override this field.

Total Cost (B). EAM calculates the total cost in the base currency by multiplying the quantity
times the order cost in the base currency on each line of the requisition and displays the total.
Requisition routing approval uses the total cost value. EAM compares the total requisition cost
to the approving individual’s spending limits.

Total Cost in Vendor Currency. This field contains the cost in the vendor’s currency.

Contractor? This field denotes whether the requisition is for an outside contractor or services.

A requisition with Contractor selected is auto-issue. Typically, a work order or equipment
identification number links to the requisition. The system uses the contractor cost center,
account, and sub-account number from the work order or equipment, instead of the material
cost center, account, and sub-account number when the requisition is auto-issued or expensed
upon receipt.

Auto Issue? This field denotes whether to directly expense parts or services upon receipt.

If a line item on the requisition is a stock part set to auto-issue or a non-stock or service, fields
on the expense tab identify the cost center, account, and sub-account number to charge. The
item is received against the PO and expensed to those accounts on the line and EAM credits
the accounts payable liability account.

If you selected auto-issue, you can direct the expense by referencing:
« WO No

Stores Reg No

Equip No

Rebuild

Project Number/Job

« Cost Center/Account/Sub-account

Select the check box to display expense accounting structure defaults.
The auto-issue check box also affects what displays and prints on the purchasing documents:
« Requisition document

- If auto-issue is selected, the department, cost center, account, and sub-account number
from the expense section display and print.

- If auto-issue is clear, the inventory dept, inventory cost center, inventory account
number, and inventory sub-account display and print.

» Purchase order

« For each requisition, if auto-issue is selected, the cost center, account, and sub-account
number from the expense section display and print.
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- If auto-issue is clear, the inventory cost center, inventory account number, and sub-
account display and print.

Stock Run Number. When a requisition is automatically created through a stock run, the
system fills this field with the stock run number.
Note If the requisition is not auto-created by a stock run, the system fills this field with a 0.

PO No. The requisition is attached to this purchase order.

EAM retains the requisition throughout its entire life. Instead of copying a requisition to a
purchase order, EAM attaches a requisition to the purchase order. EAM displays the purchase
order number in the PO number field.

Status. Status defaults to P (planned). After placing the requisition on order, the system
automatically assigns it an O (ordered) status in the PO. From within the requisition, you can
select the change status action and select to either X (cancel) or C (close) the requisition.

Vendor No. Enter the vendor number associated with the requisition. If a PO number has been
entered and the PO has a designated vendor, EAM displays that vendor number.

When a purchase order is created for the requisition, the system copies the vendor from the
requisition to the purchase order.

Note The vendor name displays next to the vendor number.

Vendor Primary Contact. This field displays the primary contact designated in the vendor
record, copied to the requisition.

Vendor Phone Number. This field displays the vendor phone number, copied to the requisition
from the vendor record.

Consignment. This field indicates whether this requisition is for parts on the premises owned
by the vendor.

Currency. The primary currency the vendor uses. Requisitions for this vendor default to this
currency. EAM defaults to the base currency if there is no vendor or PO number.

Exchange Rate 1. This field contains the current exchange rate for the requisition currency
from the QAD ERP application.

Exchange Rate 2. This field contains the secondary exchange rate from the QAD ERP
application.

Buyer. If this is a stock part and a buyer is associated with the part number, the buyer’s
employee ID and name are pulled into the requisition line. A buyer specified on the requisition
copies to line items attached to the requisition.

If the buyer is blank, select one from a lookup of valid buyers. After requisition approval,
EAM restricts who can change a requisition. Only the buyer and the person who authorized the
expenditure are allowed to change the requisition and its lines.

Notify. This field displays the individual or group of individuals to e-mail, based on certain
events occurring against the requisition or purchase order.
Select the user or group to notify for the requisition from a lookup.

The individual or group in this field may consist of a user 1D or a group of users, called a mail
group. As a requisition goes through the routing approvals, ordering, and receipt, the system
e-mails the user or group to notify with updates.

MQAD



Purchasing 263

Date Due. This field displays the date the buyer expects to receive the parts, based upon the
vendor’s feedback. You can change the date on each line.

Auth?. This system field denotes whether the requisition is authorized.

Auth Status. This field displays the authorization status of the requisition.

If the authorization has not been started, the status remains blank. If the requisition is in the
routing process, the status is routing. If it is authorized, the status is authorized.

Auth By. This field displays the user ID who authorized the expenditure of the requisition.

EAM validates spending limits, cost center group and/or account group. If you can spend at
least the amount required and can approve against the cost center number or account number,
the requisition becomes authorized. Your user ID displays in the authorized by field. If you do
not meet these criteria, the requisition routes to others for consideration of approval. The
quality approver or user ID who meets the spending limit authorizes the requisition.

Auth Cost. This field displays the current requisition cost at authorization.

The authorized cost field displays the original approval requisition because it might differ
from the final amount.

The buyer and the final authorizer can change the requisition after authorization. In the
General|Business Units|Domain|PO|Regs tab, set a buyer limit (either percentage or amount),
limiting the buyer’s ability to increase the authorized requisition’s cost. If it is required to be
incremented in a small amount, the buyer can manage a requisition. If changes exceed the
buyer limits, the system also forces the requisition to reroute for approval. EAM enters a new
authorized cost every time it changes.

Base Currency. The base currency of the site’s domain. This is specified on the General|
Business Units|Domain|PO|Regs tab.

Approval Group. The group of users to which the requisition is routed for approval.

Requisition Expense Tab

Enter expense and tax information about the requisition on the Expense tab.
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Fig. 7.20
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WO No. If the requisition is associated with a work order number, you can identify it here. It is
validated from the work order table and only displays open work orders. Identifying the work
order on a requisition has two effects:

- |If the requisition is set to auto-issue, when the parts, goods, or services are received
through the purchasing system, they charge directly to the work order’s expense
accounting data.

- If the work order is associated with the requisition but auto-issue is cleared, these parts are
still for the work order. Inventory receives them. The accounting data reflects the
inventory asset data. When the parts are received, EAM reserves them for the work order.
They go into inventory, to be issued out later to the work order. Then they are charged to
the work order’s expense accounting data.

Stores Req No. When you enter a WO number with an associated stores requisition number, it
displays in this field.

Equip No. This field displays the identifying number for a piece of equipment.

If the requisition is associated with a piece of equipment, identify the equipment in this field.
Select the equipment from the lookup.

Identifying the equipment on a requisition creates the expense GL transaction only if auto-
issue is selected. When purchasing receives the parts, goods, or services, it directly charges the
equipment’s expense accounting data.

If the equipment is associated with a requisition with no auto-issue, these parts are still ordered
for the equipment. Inventory receives them. Account number fields reflect the expense
account number. In this case, the equipment number serves only as a note that the parts were
ordered for this piece of equipment.

Rebuild. This field is not currently active pending future implementation.

You can create a requisition for goods and services to repair or rebuild a serialized or
fabricated part.
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EAM sets the requisition to auto-issue. The user must specify a rebuild location, a part
number, and serial number. Upon receipt against a PO, the cost associated with the requisition
is charged directly to the rebuild, part number, and serial number specified. This cost is
associated with the part and the specific serial number. The part returns to the storage area,
where it issues and charges to a piece of equipment.

Serialized Part. This field is not currently active pending future implementation.

This field displays the serialized part number from EAM’s inventory. A requisition created
specifically to repair a rebuildable or serialized part must identify the serialized part number.

Identify the serialized part’s current rebuild area. You cannot repair a serialized part in the
inventory bin location; first, move it to a valid rebuild location. You must know the serial
number of the serialized part to identify the specific part to repair.

Serial No. This field is not currently active pending future implementation.

This field displays the serial number of a serialized part associated with the requisition. A
requisition created specifically to repair a rebuildable or serialized part must identify the serial
number.

Identify the serialized part’s current rebuild area, as well as the part and its serial number.

Project No. This field displays the identifying number for a project.

When a project number is associated with a requisition, EAM copies the project’s primary
expense accounting number.

Job No. This field displays the job number, associated with a project to expense for this
purchase.

First, identify a project to use a job number.

If auto-issue is selected, the cost of the goods and services on the requisition automatically
flows to the identified project and job expense accounting structure on the requisition.

System. This field is associated with equipment ID, identified on a requisition.

Create a requisition to charge directly or issue upon receipt against a specific piece of
equipment. Associate a valid system for more detailed analysis of where this cost was
expensed on the equipment.

Each piece of equipment must have an associated BOM type. To reference a system, use the
lookup to see a table of valid system codes associated with the equipment through the BOM
type. Associate an assembly below the system field for more detailed analysis.

Assembly. This field displays the assembly associated with the system code, which associates
to a piece of equipment.

If the requisition is a direct charge and identifies a piece of equipment, then the part expenses
directly to that equipment. For more detailed analysis of where on the piece of equipment this
part goes, associate the part to a specific system code.

Expense Type. This field determines the requisition expense type: capital or expense.

All requisitions default to expense. Expense type refers to the approval process for a
requisition. In User Maintenance, each user has two spending limits for expense or capital
requisitions. The requisition check box determines the kind of spending limit. If you enable
the Req Proj Limit? check box in General|Business Units|Sites|Authorization Options tab,
EAM uses a third limit value, if it is present.
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Implementation Issue: In a facility where people sign approvals for goods and services, they
may have two types of spending limits. For example, for regular expenses, an individual has
$500 approval. On capital items (typically larger purchases), the same individual has an
approval limit of $5,000.

Expense Site. This field displays the site to expense this requisition to.

Dept. This field displays the department charged for the requisition upon receipt.

Select auto-issue to expense the requisition to a department.

Note If dept, cost center, or sub account are required and the requisition is not auto-issue, the
system ignores the required field setting.

Cost Center. This field displays the cost center, which is an area of the facility that can receive
materials or services and in turn can be charged for them.

Select the cost center from a table of cost centers, previously created in Finance|Groups|Cost
Centers.

If cost center is required and the requisition is not auto-issue, the system ignores the required
field setting.

Acct No. This field displays the account number that receives the auto-issue requisition
charges during the purchasing routine.

The account number table validates the account number. If you are using a cost center, the
account number must be valid within the cost center.

The system copies the default account number. If an auto-issue requisition identifies a piece of
equipment or a work order, then the system copies the work order’s account number by
default.

Note A stock replenishment purchase automatically uses the part inventory cost center,
account, and sub-account number and if it is blank, then the system uses the site default.

Sub Acct No. This field displays the sub-account number associated with a specific account
number. The PO charges the sub-account number when it receives the requisition.

When a PO receives goods and services, specifically for this line item or requisition, the cost
charges to the sub-account number.

You can identify a sub-account number only if a sub-account number was previously
identified or associated with the requisition.

Taxable? This check box displays the vendor’s default tax setting. Click to change this setting.
Tax Code. This field displays the vendor’s default tax code.
Tax Class. This field displays the vendor’s default tax class.

Tax Usage. This field displays the vendor’s default tax usage.

Requisitions Submenu

The currently active menu option is displayed with an underlined text label and highlighted line.
For example, the active option in Figure 7.21 is Detail.
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Fig. 7.21
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Requisition Submenu

Option Purpose

Detail This option opens the tabbed view.

Notes Use this option to add notes about the requisition.

Routing View routing status and routing group associated with this
requisition.

Purchase Order View the PO associated with this requisition.

History View the history of all requisitions created for the
highlighted part.

Vendor View the vendors associated with this requisition.

Receipts View parts received against this requisition.

Standard Clauses View, add, and delete standard clauses to associate with

this requisition.

Revisions Many quality systems call for strict record keeping about
revisions made to Requisitions. The Revisions submenu
provides an audit trail of the modifications made to this
record. View changes associated with this Requisition
Revision record. They are automatically created when
modifications are made to the Requisition record. They
are stored here in the Revisions submenu and in the
Revisions module at General|Revisions.

Requisition Lines

Create an individual request for purchase of an inventory stock item, non-stock parts, or service
work. Access this information from the bottom browse in Requisitions.
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Requisition Lines Detail Tab

Enter information about the requisition line on the Detail tab.

Fig. 7.22

Requisition Lines Detail Tab

Site

Line

10000

Req No

Action - | b | ) | D

Detail | Expense " PO Text " User Defined

Part Information

Source Site | 10000 b Part Mo | 05-01-0444

Description | Element filter, 7x5.5.80cfm Qty Ordered 0.0000
Order Cost 12.7500 Uom | Cs

Total Cost  0.00 Req Currency USD

Location | AZ . Commedity | 1000203
Vendor Part . ‘wieight/UOM 0.0000!
Contractor? ‘weight UOM
Luto Issue? Total Weight 0.00
From Schedule? OH Group
Est Freight 0.00% Freight 0.00
Prod Line
Order
Status P Requestor | sysadm 1 | System Administrator

Crested By sysadm Date Required | (none) -

Date Crested  5/182011 Notify |ENGR 3 |Engineering Dept

Orig Date Due  5/22/2011 Date Due | 5/22/2011 M

Buyer | 12345X % | Ralph Redgers

Source Site. The site from which the part number on the requisition is selected. If a user needs
to purchase a part for another site other than the current working site, a different source site is
selected. Then when selecting a part number, EAM displays only those parts associated with
the identified source site.

Part Number. The part number associated with the requisition. Access the lookup at the part
number field. The lookup displays a list of valid part ID numbers. From this list, select the part
to order and to replenish stock. If the part number entered is a valid EAM stock number, the
system pulls in all the relevant information, such as the description, purchase order text, and
account number structure. However, EAM allows you to enter any number such as a vendor
part number, non-stock part, or service description, which allows you to make this an auto-
issue requisition. If a user enters a part number that does not exist in Inventory, EAM treats
this as a non-stock purchase and you must identify the expense accounts for expensing on
receipt.

Description. Enter up to a 30-character alphanumeric description of the requisition. If a stock
part number is added to the requisition, the part’s description in Inventory|Inventory is copied
to this field.

Qty Ordered. This is the quantity to be ordered on the requisition. If the requisition is being
created by the stock replenishment routine, EAM calculates the quantity ordered based on
user-defined parameters. Otherwise, you can create a requisition and specify a quantity to
order. EAM may also check to see if the vendor has minimum order quantities set up in the
vendor part record.
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Order Cost. The price per unit of measure that the organization is paying for the given goods
or services. If this is a stock part, the following hierarchy determines which of three prices is
used:

- If the vendor has a valid price schedule, that price is pulled into the requisition.

« If no vendor price schedule exists, the system populates the order cost with the last price in
the requisition currency charged for this part from the vendor.

« If no price schedule or last price in the requisition currency exists, EAM pulls in the cost
established for the part in the Inventory record.

Note While EAM may provide a default, in many cases the buyer validates this price by
direct contact with the vendor and a new price can be entered directly on the requisition. On
receipt, for this part and vendor, a new last price is updated for future purchases.

UOM. The vendor’s specified order unit of measure for the part or service. If this is a stock
part, the field is filled in with the part’s order UOM as entered in the part record. When parts
are purchased and received in inventory, the purchasing unit of measure is automatically
converted to the issuing unit of measure. Whenever the listing of available parts is viewed,
they are shown in the issue unit of measure. For example, a vendor might sell parts by the Box,
but your organization uses and issues the parts by the Each, meaning one at a time. The
Inventory|UOM (Unit of Measure) Conversion module facilitates automatically creating a
conversion when transitioning between issue unit of measures and purchase unit of measures.

Total Cost. EAM calculates the total cost by multiplying the Qty Ordered times the Order Cost
on the requisition.

Req Currency. This field displays the vendor currency, which defaults from the requisition
header.

Location. The first bin location found in the part record is defaulted to the requisition. The user
can override that bin location and identify another valid location within the Location Lookup.
Only locations associated with this part can be used. If the requisition is for a non-stock part or
service, any valid location can be selected from the Location Lookup.

Commodity. A user-defined table used to describe the type of part. If the requisition is for a
stock part and the part had a commodity code listed in its record, then that commodity code
would be copied over to the requisition.

Vendor Part. If a vendor is specified in the requisition and this line is for a stock part, the
system searches for a vendor part number associated with the EAM part record. If a vendor
part number exists and is set to primary, it copies into the requisition by default. This value can
also be overridden and another vendor part number linked to a vendor selected if available. If
the requisition is for a non-stock part, you can enter a vendor’s part number if a manufacturer’s
part number was entered in the Part No field.

Weight/UOM. The weight of one order unit of measure for this part. The accompanying UOM
field displays the weight’s unit of measure, such as pounds. By default the system calculates
the weight of one order unit of measure based on data found in the part record. For example,
the Issue UOM is Each and the Order UOM is Box. The system refers to the UOM Conversion
to calculate how many Eaches (issue unit) are in a Box (order unit). The system multiplies the
number of issue units per order unit by the weight of an issue unit, yielding a product that
equals the total weight for the order unit. If the Issue UOM and Order UOM are the same, the
system simply displays the weight of the Issue UOM as entered in the part record.
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Contractor? Select this check box if the requisition line is for outside contractor services. If
enabled, then the requisition is an auto-issue. A work order or equipment identification
number is typically noted on the Expense tab of the requisition or this requisition line. The
system uses the contractor’s expense accounting data from the work order or equipment
instead of the material accounting data when the part is auto-issued upon receipt.

Auto Issue? This field denotes whether to directly expense parts or services upon receipt.

If a line item on the requisition is a stock part set to auto-issue, then fields on the expense tab
identify the cost center, account, and sub-account number to charge. Inventory receives the
purchase order part directly, then expenses it to the cost center, account, and sub-account noted
on the requisition.

If it is a non-stock part or service, then the designated expense account structure on the
requisition is charged, debiting the requisition and crediting the accounts payable liability
account.

If auto-issue is clear, EAM prompts you to change the auto-issue setting to Yes and you fill out
any of the following fields:

+ WO No

Stores Req No

Equip No

Rebuild

Project Number/Job

Cost Center/Account/Sub-account

From Schedule?. This check box notes whether the default unit price came from the part’s
price schedule.

OH Group. The overhead group code associated with the requisition. This field is available if
the auto-issue check box is selected. Click the field for a lookup table of valid overhead group
codes. Adds either a fixed amount or percentage to the total cost passed on when the part is
issued, allowing the organization to recover overhead expenses from operational cost centers
and departments.

Est Freight. Estimated freight is not meant to be an exact amount but a method for allocating
freight to part cost. The estimated freight percentage on the requisition line defaults from the
stock part’s estimated freight percentage or the site’s non-stock freight percentage.

Freight. The estimated freight costs for the requisition, also referred to as allocated freight
costs.

Product Line. Select a Product Line code from the lookup.

Note The codes entered here are used exclusively for SAF accounting purposes set up in
QAD Enterprise Edition Financials. Add and edit Product Line codes in System
Administration|Product Line. The Product Line codes defined there should match the
corresponding Product Line codes in the QAD ERP.

Status. Status defaults to P (planned). After placing the requisition lines on order, the system
automatically assigns it an O (ordered) status in the PO. From within the requisition, you can
select the change status action and elect to either X (cancel) or C (close) a requisition line’s
status.
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Requestor. This field displays the employee who requested the items, goods, or services
associated with the requisition line.

When you create a requisition, EAM adds the employee number and name of the user entering
the new requisition in the requestor field. You can override this field.

Created By. The creator’s user ID displays in this field.

Date Required. This field displays the required date for the material or service, entered by the
creator of the requisition.

The buyer uses this scheduling information when negotiating with the vendors.

Date Created. The date the requisition line was created. The system updates this field.

Notify. This field displays the individual or group of individuals to e-mail, based on certain
events occurring against the requisition line or purchase order. Select the user or group to
notify for the requisition line from a lookup.

Orig Date Due. This field displays the original date the buyer expected the parts to be received
before vendor feedback.

Date Due. This field displays the date the buyer expects to receive the parts, based on the
vendor’s feedback. The buyer or requisition creator can change the date.

Buyer. If this is a stock part and a buyer is associated with the part number, the buyer’s
employee ID and name are pulled into the requisition line. A buyer specified on the requisition
copies to line items attached to the requisition.

If the buyer is blank, select one from a lookup of valid buyers. After requisition approval,
EAM restricts who can change a requisition. Only the buyer and the person who authorized the
expenditure are allowed to change the requisition and its lines.

Requisition Lines Expense Tab

Enter information about the requisition line on the Expense tab.

Fig. 7.23
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WO No. If the part or service on the requisition line is for a work order, identify it in the work
order number field. It is validated from the work order table. Linking a work order to a
requisition line has two effects:

- If the requisition line is set to auto-issue, when the parts, goods, or services are received
through the purchasing system, they charge directly to the work order expense accounting
data.

- If a work order is associated with the requisition line but auto-issue is cleared, these parts
are still for the work order. Inventory receives them. The accounting data reflects the
inventory asset data. When the parts are received, EAM reserves them for the work order.
They go into inventory, to be issued out later to the work order. Then they are charged to
the work order’s expense accounting data.

Stores Req No. When you enter a WO number with an associated stores requisition number, it
displays in this field.

You can enter a specific stores requisition number manually or select one from the lookup.

Equip No. This field displays the identifying number for a piece of equipment.

If the requisition line is associated with a piece of equipment, identify the equipment in this
field. Select the equipment from the lookup. Identifying the equipment on a requisition line
creates the expense GL transaction only if auto-issue is selected. When purchasing receives
the parts, goods, or services, it directly charges the equipment’s expense accounting data.

If the equipment is associated with a requisition line with no auto-issue, these parts are still
ordered for the equipment. Inventory receives them. Account number fields reflect the
expense account number. The equipment number serves as a note that the parts were ordered
for this piece of equipment.

Rebuild. This is field is not currently active pending future implementation.

Create a requisition for goods and services to repair or rebuild a serialized or fabricated part.
Identify the current rebuild area. You must move a serialized part from the inventory bin to a
valid rebuild location.

For a serialized part, EAM sets the requisition to auto-issue. Specify a rebuild location, a part
number, and serial number. Upon receipt against a PO, the cost associated with the requisition
is charged directly to the rebuild, part number, and serial number specified. This cost is
associated with the part and the specific serial number. The part returns to the storage area,
where it issues and charges to a piece of equipment.

Serialized Part. This field is currently not active pending future implementation.

This field displays the serialized part number from EAM’s inventory master. A requisition
created specifically to repair a rebuildable or serialized part must identify the serialized part
number.

Serial No. This field is currently not active pending future implementation.

This field displays the serial number of a serialized part associated with the requisition. A
requisition created specifically to repair a rebuildable or serialized part must identify the serial
number.

Identify the current rebuild area, as well as the part and serial number.

Project No. This field displays the identifying number for a project.
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When a project number is associated with a requisition line, EAM copies the project’s primary
expense accounting data.

Job No. This field displays the job number, associated with a project to expense for this
purchase. Identify a project to use a job number.

If auto-issue is selected, the cost of the goods and services on the requisition line automatically
flows to the identified project and job expense accounting structure on the requisition line.

System. This field is associated with equipment ID, identified on a requisition line.

Create a requisition line to charge directly or issue upon receipt against a specific piece of
equipment. Associate a valid system for more detailed analysis of where this cost was
expensed on the equipment.

Each piece of equipment must have an associated BOM type. Use the lookup to see a table of
valid system codes associated with the equipment through the BOM type. Associate an
assembly below the system field for more detailed analysis.

Assembly. This field displays the assembly associated with the system code, which associates
to a piece of equipment.

If the requisition line is a direct charge and identifies a piece of equipment, then the part
expenses directly to that equipment. For more detailed analysis of where on the piece of
equipment this part goes, associate the part to a specific system code. Beneath the system
code, there is a specific assembly code associated with the system.

Validation: The assembly code table must be valid. It must also be valid for the associated
system code. A system code is required to use an assembly code.
Expense Type. This field determines the requisition line expense type: capital or expense.

All requisition lines default to expense. Expense type refers to the approval process for a
requisition. In User Maintenance, each user has a spending limit for two types of requisitions:
expense or capital. The requisition check box determines the kind of limit you have for that
type of requisition.

Implementation Issue: In a facility where people sign approvals for goods and services, they
may have two types of spending limits. For example, for regular expenses, an individual has
$500 approval. On capital items (typically larger purchases), the same individual has an
approval limit of $5,000.

Expense Site. This field displays the site to expense this requisition line to.

Dept. This field displays the department charged for the requisition line upon receipt.
Select auto-issue to expense the requisition line to a department.

Note If dept, cost center, account, or sub-account is required (in System Administration|
Mandatory Fields) and the requisition is not auto-issue, the system ignores the mandatory field
setting.

Cost Center. Select the cost center from a table of cost centers, previously created in Finance|
Groups|Cost Centers.

Acct No. This field displays the account number that receives the auto-issue requisition line
charges during the purchasing routine.

The account number table validates the account number. If you are using a cost center, the
account number must be valid within a cost center.
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The system copies the default account number. If an auto-issue requisition identifies a piece of
equipment or a work order, then it copies the work order account number by default.

Note A stock replenishment purchase automatically uses the part asset account number or
system site default.

Sub Acct No. This field displays the sub-account number associated with a specific account
number. The PO charges the sub-account number when it receives the requisition.

When a PO receives goods and services, specifically this requisition line item, the cost charges
to the sub-account number.

You can identify a sub-account number only if a sub-account number was previously
identified or associated with the requisition.

Note If you selected Auto Issue?, all the fields under the Asset heading are blank. If Auto
Issue? is clear, EAM displays the asset sub-account information under the heading Asset.

Asset Source Site. This field displays the site to debit when this requisition line is received.

Asset Dept. If the requisition line part includes the inventory department (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Cost Cntr. If the requisition line part includes the inventory cost center (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Acct No. If the requisition line part includes the inventory account number (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Asset Sub Acct. If the requisition line part has the inventory sub-account filled out (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site defaults (POs tab of System Site Maintenance) are displayed.

Note If a user changes the requisition line part number, the system pulls in new asset account
information along with the other defaults from the part record or System Site Maintenance.

Taxable? Select this check box if the requisition line is taxable.
Tax Code. This field displays the default tax code, copied to the requisition line.
Tax Class. The system copies the default tax class to the requisition line.

Tax Usage. The system copies the default tax usage to the requisition line.

Requisition Lines PO Text Tab

Enter comments about the requisition line on the PO Text tab.
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Fig. 7.24
Requisition Lines PO Text Tab

| PO Text |

Purchase Order Text
PO Text |

PO Text. Enter an expanded description, specifications, or other data for you and the supplier.
The purchase order may contain this information. EAM copies PO text from the stock record
for stock parts. You can enter unlimited PO text for a non-stock part. PO Text prints on the
purchase order.

Requisition Lines User-Defined Tab

Enter comments about the requisition line on the User-Defined tab.

Fig. 7.25
Requisition Lines User-Defined Tab

User Defined!
User Defined Fislds
FeqChar1- 04 ) Req Char 2 - QA
Feq Char 3 - QA Fieq Char 4 - 04
Feqlint1- G4 o Feqgnt2- Q4 i
FeqDec1- G4 0.0000 FeqDec 2 - Q4 0.0000
ReqDate - QA [none] - Req Logical - G4

Req Char 1 - QA/Req Char 2 - QA. User-defined character fields, validated against tables that
you add.

Req Char 3- QA/Req Char 4- QA. Free-form user-defined character fields, not validated
against tables.

Req Int 1 - QA/Req Int 2 - QA. User-defined integer fields for requisition lines.
Req Dec 1 - QA/Req Dec 2 - QA. User-defined decimal fields for requisition lines.
Req Date - QA. Enter a date type field here.

Req Logical - QA. User-defined check box.

Requisition Line Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 7.26 is Detail for the highlighted requisition record.
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Fig. 7.26
Requisition Line Submenu

" Requisition Line

% Detail

EH History
Detail
Er’ Inventory

Er’ Inventory Anzlysis

E{J Purchase Order

8 Receipts

{E’f’ Vendor

Bﬁ-’ Vendor Parts

{:‘E’f’ Detail

b’) Revisions

Requisition Submenu Option

Purpose

Detail

This option opens the tabbed view.

History

View the history of all PO Lines where this part is used.

Inventory

View inventory associated with this requisition line.

Inventory Analysis

View EAM’s analysis of inventory associated with this
requisition line.

Receipts View goods and serviced received against this requisition
line.
Vendor View the vendors associated with this requisition.

Vendor Parts

If the requisition line is for a stock part, view, add, and
delete vendor parts. EAM displays the vendor parts for the
EAM part.

Revisions

View the revision history of this requisition. Changes to the
requisition are automatically tracked and accessible
through this menu item and in the Revisions module at
General|Revisions.

Blanket Orders

Overview

Blanket orders take advantage of negotiated pricing for a set of parts or services to be supplied by
a vendor. They are useful for recurring purchases for expendable goods. The blanket order covers
multiple deliveries within an agreed upon range of time from the vendor. A blanket order created

once can be used to generate individual releases against the order without going through the entire

new purchase order creation procedure each time a release is required.

Some of the advantages of using blanket orders include:
 More efficient order processing for high-volume items

- Better ability to manage negotiated prices and changes from a single contract
- Tighter enforcement of spending controls and expiration dates on vendor contracts

- Automatic change tracking for audit compliance
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Business Use Cases

There are different ways to work with specific vendors and streamline the purchasing process with
them in EAM:

= Vendor Price Schedules. A buyer can establish vendor price schedules for specific
commodities. This provides buyers with the capability to establish pricing once for a specific
period, eliminating the need for technicians and others to continually seek new pricing each
time a part is required or to rely on last price when received.

 Stock Replenishment. For automated stock replenishment, sole source parts are identified in
inventory based on pre-approved pricing and stocking levels from a vendor. When these parts
are requested for replenishment, the purchasing process is expedited so that the purchase order
can be sent to the vendor without additional need for confirmation of pricing or fulfillment
requirements.

When a buyer periodically negotiates to purchase parts or services from a vendor at agreed-upon
pricing or discounts and terms for a specified period of time, a blanket order can be created to
represent the agreement. This allows the purchasing process to be streamlined internally as the
planned purchase with the vendor has been authorized and externally as the details are already
agreed to with the vendor ahead of time.

When initiating discrete purchases, a message is presented to the requestor when the vendor and
items are already on a current BO so that a release can be used to fulfill the purchase.

Blanket Order Process Flow

Figure 7.27 shows the process flow of a blanket order from where it is created to where it becomes
a purchase order and parts are ordered from the vendor.

Fig. 7.27
Blanket Orders Process Flow
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Blanket Orders Browse

Access this browse from Purchasing|Blanket Orders. Use it to organize and display records, to
access supporting functions, and to edit or create new records.

Fig. 7.28
Blanket Orders Browse
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Creating a Blanket Order

Follow these steps to create a blanket order:

1

2

Open the Blanket Order browse located in Purchasing|Blanket Orders.

Click New to add a new blanket order record. The system automatically assigns a blanket
order number, which cannot be modified by the user.

Enter information in relevant fields on the Detail and User Defined tabs. See “Blanket Orders
Tabs” on page 282.

Once all the information has been entered, click Save.

Add lines to the blanket order. Select the blanket order and click New in the blanket order lines
browse.

Enter the relevant information in the Detail, Codes, and Tax Tabs. See “Blanket Order Lines
Tabs” on page 288.

Click Save.

Editing a Blanket Order

1
2
3

Double-click a record from the browse or click Edit to open the blanket order record detail.
Enter information in relevant fields on the tabs.

Click Save.
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Blanket Orders Action Menu

Fig. 7.29
Blanket Orders Action Menu

Action - || Find J

Authorize

Release

Change BO Status
Modify Currency
Recpen
Lock/Unlock

Copy Blanket Order

Print Document

Authorize

Use this action to authorize this blanket order. All blanket orders must be authorized. If as the
initiator you have a large enough blanket order spending limit, and the blanket order approval
group linked to the buyer has no quality person, you can authorize the blanket order without going
through routing. Otherwise, the authorization request must go to through the approval group.

Release

The release option is only available on the blanket order Action menu. A blanket order is actually
a contract that is never ordered from directly; however, a release from a blanket is created each
time parts are desired and a new purchase order is created with the select items from that blanket
copied over. The release function allows the buyer to identify which line items from the blanket
are selected for purchase and the quantity.

Fig. 7.30
Blanket Order Release
e -io)
 Selectal
Feleste? Line Fatho Daacaption Location Dwe Dats Oty UM Lisi Price Dise % Mt Price: Cost Canelosse?  Flasson
B 1 omm Pt 00558 tatll SNSRI e 0 0 8 & yes
2 AR Fiadsl Beaing. Shiel 1-A13_ MA22. 0 EA = ] 4 [ yes
M3 MSIED Manual Motor Switch,_ 1413 [II000 ORI €4 125 il 1 100 e

VenderNo | soom | Blacket Dedet [ 1112 Bawce | _10-50}-[0 Totw Cost 2400  Avalable 9776 00

Emease Cameed |

1 Select the blanket order items to release.

2 Indicate the release quantity of the selected line items.
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3 Click Release.

Change BO Status

Use this action to change the status of this blanket order to X-Cancel. The blanket order header and
line items’ status changes from Open (O) to Cancel (X). Canceling a blanket order has the same
effect as closing it. Unlike requisitions and purchase orders, blanket orders can be canceled even if
there are receipts against them.

Canceling a blanket order cancels any planned releases associated with it. When a blanket order is
canceled, the Remaining Balance on the blanket order header is increased by the value of the
planned releases. Any ordered POs that were created from a Blanket remain ordered and receipts
are allowed.

The Return to Vendor action is still permitted with canceled blanket orders.

Modify Currency

Use this option to select a different currency code for the blanket order. If there are releases against
the blanket order, the currency cannot be modified. The blanket order line items are changed to the
new currency and the base currency amount is calculated based on the current exchange rate. Only
one currency is allowed per blanket order. Only currencies valid for this vendor are available for
selection.

Reopen

The reopen option only applies if Reopen PO/Reqgs? has been enabled in General|Business Units|
Domain on the PO/Regs tab. Users with the required settings in Roles can reopen POs once they
have been closed.

Lock/Unlock

The buyer associated with the blanket order can lock/unlock the purchase order. This function
enables the buyer to control releases off a blanket order. Releases are not allowed off a blanket
order that is locked. Already-ordered releases can continue to be processed after a blanket order is
locked. However, released POs that have planned status cannot be placed on order once the
blanket order is locked.

If the system site control setting Any Buyer is set to Yes, then any user that is designated as a buyer
can lock and unlock the blanket order.

Blanket order line items that are associated with a project validate the release amount against the
project’s remaining balance and update the project’s cost analysis at the time the release is made.

Copy Blanket Order

Make a copy of a blanket order to create a new blanket order. You are prompted to enter a new
Effective Date, Expiration Date, and Expiration Quantity for the copied blanket order.

All of the following conditions must be met for the new blanket order to be created:

 The Effective Date must be later than the original blanket order’s Expiration Date and later
than today’s date.
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« The Expiration Date must be later than today’s date or left blank.
« The Expiration Quantity must be greater than zero.

No release history from the original blanket order is copied to the new blanket order.
Status on the new blanket order is Planned (P).

The new blanket order is not authorized.

Print Document

Use Print Document to print the blanket order.

Blanket Orders Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 7.31
Blanket Orders Right-Click Menu

Select All

Add Record To Browse

Mew

Edit
Columns 3

Authorize

Release

Change BO Status
Medify Currency
Recpen
Lock/Unlock

Copy Blanket Order

Print Document

New

Use New to create a blanket order.

Edit

Use Edit to edit the selected blanket order.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Authorize, Release, Change BO Status, Modify Currency, Reopen, Lock/Unlock, Copy Blanket
Order, and Print Document are options from the Action menu.
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Blanket Orders Record Detail

Fig. 7.32
Blanket Orders Upper and Lower Browses
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Blanket Orders Tabs

The Blanket Orders screen contains two tabs:
* Detail

» User Defined

Add new records or edit existing ones from here, save, or export to Excel.

Blanket Order Detail Tab

Enter information about the blanket order on the Detail tab.
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Fig. 7.33
Blanket Orders Detail Tab

Detail | User Defined Fields |
Blanket Info
Wendor No 4 Effective Date | 4/15/2013 -
Expiration Date | (none) - Expiration Amount 0.0000
Currency USD Remaining Balance 0.00
Status P Discount % 0.0000
Notify | sysadm 4 Buyer
Bill-To Ship-Te
Eill To | Ship To
Contact
Phone Mo Fax No
Email
Address 1
Address 2
Address 3
City
State Zip
Country Terms
Language | 1033 4 FOB
Autheorization and Tax
Auth Status Auth Cest  0.00
Auth By Auth Cost(B) 0.00
Taxable?
Tax Class 4 Tax Code
Tax Usage

Vendor Number. Enter the vendor number associated with the PO. This must be an active
vendor. The vendor’s contact, phone, fax, e-mail, address, language, terms, and tax data
automatically populates the appropriate fields. The vendor’s contact, phone, fax, and e-mail
can be updated from this screen.

Effective Date. Set a starting date on which releases from the blanket order can be made. This
is a required field on the blanket order header.

When an item is added to a blanket order, the system checks to see if that item exists on
another open blanket order. If it does, you are prevented from adding the item. The only
exceptions to this rule are for non-stock items.

The system also validates items whenever the Effective Date or Expiration Date is changed.

An open blanket order is one in which the Status is O (Open) and today’s date falls between
the order’s Effective Date and its Expiration Date.

When releasing items (using Release on the Action menu), the Effective Date must be later
than or the same as today’s date.

Once a release has been made from the blanket order, the Effective Date cannot be changed.

Expiration Date. Set an ending date before or on which releases from the blanket order can be
made. A valid Expiration Date is required before releases can be made from the blanket order.

If the Expiration Date is set to today’s date, then releases can continue until the end of today,
but not tomorrow.
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When modifying the Expiration Date, the system verifies that there is not another open blanket
order with any of the same line items, except for non-stock items, in which the new Effective
Date falls between the other blanket order’s Effective and Expiration Dates.

If the new Expiration Date is before or the same as today, the system checks to see if there are
any current planned releases from the blanket order that will be canceled due to the change to
the Expiration Date. If so, a warning message displays and you are given the opportunity to
cancel the change to the Expiration Date. If you proceed with the date change, those planned
releases are canceled.

Any releases whose status is Ordered are not affected by an Expiration Date change and can
still be modified.

Expiration Amount. Set an expiration amount for the blanket. The blanket order expires and no
additional releases can be made from it when this amount is reached.

If the Expiration Amount is increased from the original amount, then a reroute for approval
occurs. The Remaining Amount is updated by the difference of the increase. There are no
threshold ($ or %) options.

Once an Expiration Amount increase is approved, the Authorized Cost is updated with the new
amount.

The Expiration Amount can be decreased, but not below the current total spent plus ordered
releases.

Currency. This field displays the vendor currency. The system defaults to the vendor’s primary
currency, although this can be changed.

Only one currency can be defined per blanket order. All items are purchased in the currency
displayed on the blanket order header. If multiple currencies are required for a vendor on a
blanket order, create a separate blanket order for each currency.

Remaining Balance. This field displays the expiration amount less the total amount that has
been released against the blanket as of

today’s date. The system automatically calculates this amount when releases are made from
the blanket order. If a planned or ordered release is canceled or the quantity ordered is reduced,
the system increases the Remaining Balance.

Changing the Discount % on a planned release also affects the Remaining Balance.

Status. Status defaults to P (planned). After authorizing the blanket order, the system
automatically assigns it an O (open) status.

Discount %. Enter the negotiated discount percentage, which is copied to all the blanket order
lines. The discount percentage can be changed on the blanket order lines.

An alternative is to leave the Discount % field blank on the blanket order header and enter the
Discount % only at the line level. This is most useful when each item has a different Discount
%.

Changing the Discount % in the blanket order header applies the change to all line items. A
message indicating this displays and gives the option to proceed or cancel.

In addition, a message displays asking if the new Discount % should be applied to planned
releases. Selecting Yes causes the discount to be applied to the blanket order and recalculates a
new price per UOM and net price.
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Notify. This field displays the individual or group of individuals to e-mail, based on certain
events occurring against the blanket order. Select the user or group to notify from a lookup.

The individual or group in this field may consist of a user ID or a group of users called a mail
group. As a blanket order goes through the routing approvals, the system e-mails the user or
group to notify with updates.

Buyer. After a blanket order has been approved, only the Buyer can:
« Modify the blanket order
« Cancel a line item
« Lock or unlock the blanket order (Releases cannot be made on a locked blanket order.)

Bill To. Enter the code for the bill-to location. Specify a default Bill To for each blanket order
in General|Business Units|Domain. The buyer can override this.

Ship To. Enter the code for the ship-to location. Specify a default Ship To for each blanket
order in General|Business Units|Domain. The buyer can override this.

Contact. This field displays the primary contact designated in the vendor record, copied from
the vendor record to the blanket order.

Phone Number. This field displays the primary vendor’s phone number.
Fax Number. This field displays the vendor’s fax number.

Email. This field displays the e-mail address listed on the vendor record.
Address 1. This field displays a line of the vendor’s address.

Address 2. This field displays a line of the vendor’s address.

Address 3. This field displays a line of the vendor’s address.

City. This field displays the vendor’s city.

State. This field displays the vendor’s state.

Zip Code. This field displays the vendor’s postal code.

Country. This field displays the vendor’s country.

Terms. This field displays the vendor payment terms.

Language. This field displays the vendor’s language code, which can be changed on this
blanket order.

FOB. Free on Board (FOB) denotes whether freight charges are part of the PO price or will be
billed separately after the invoice, and who pays for freight (buyer or vendor). For instance, if
the buyer lives in Des Moines and buys a product FOB New York, the buyer must pay the
shipping charges from New York to Des Moines.

Auth Status. This field displays the authorization status of the blanket order. All blanket orders
must be authorized. This is not optional.
The status remains blank if the authorization routing for approval has not been started.

If the blanket order is in the authorization routing for approval process, the status displayed is
Routing.
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If it is authorized, the status displayed is Authorized.
Only the Buyer can modify the blanket order once it has been authorized.

Auth Cost. This field displays the current blanket order cost at authorization. This is the total
amount that has been authorized to spend against this blanket order. If the blanket order
currency is different than the base currency, the value here is displayed in the blanket order’s
currency.

Auth By. This field displays the user ID who authorized the expenditure of the blanket order.
The Buyer is the only one able to modify the blanket order after it has been authorized.

Auth Cost (B). The authorized cost amount converted to the base currency for the site.
Taxable? Select this check box if the PO is taxable.

Tax Class. This field displays the default tax class for the vendor, copied to the PO.
Tax Code. This field displays the default tax code for the vendor, copied to the PO.
Tax Usage. This field displays the default tax usage for the vendor, copied to the PO.

Blanket Order User-Defined Tab

The Blanket Order User-Defined tab contains fields for additional information associated with
the blanket order, defined by you to suit the requirements of your site. See “Purchase Order
User-Defined Tab” on page 253.

For a description of the Intrastat fields, see “Purchase Order Intrastat Tab” on page 254.

Fig. 7.34
Blanket Orders User Def Tab

User Defined Fields
PO Char 1-QA b PO Char 2
PO Char 3 PO Char 4
PO Int 1 0 PO Int2 0
PO Dec 1 0.0000 PO Dec 2 0.0000
PO Date | (none) - PO Logical
Intrastat
Intrastat PO
Terms of Delivery Part of Arrival
Nature of Transaction Statistical Procedure
Country of Dest/Dist Port of Transshipment
Mode of Transport Include Mema ltems
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Blanket Orders Submenu

Fig. 7.35
Blanket Orders Submenu
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Detail. Click to display Blanket Orders Detail tab.
Notes. Click to create, edit, and view text notes associated with this blanket order.
Revisions. Click to view the revision history of this blanket order.

Routing. Click to view the approval routing status of this blanket order.

Blanket Order Lines Browse

The Blanket Order Lines Browse shows the details of the items on the blanket order.

Fig. 7.36

Blanket Order Lines Browse
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Blanket Order Lines Action Menu

Fig. 7.37
Blanket Order Lines Action Menu

Action ~|| Find

Change Status

Reopen

Change Status

Select this action to change the status for the blanket order line. Current option is X (Cancel).
When the status for the line is set to X, th line cannot be released once canceled.

Reopen

Select this action to make the BO line available again for use with the BO. The Status is reset to P.
Once the BO is authorized, the status is changed to “O” and the line can be selected for Release.
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Blanket Order Lines Right-Click Menu

Fig. 7.38
Blanket Order Lines Right-Click Menu
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MNew
Edit

Columns ]

Change Status

Reopen

New

Use New to open the blanket order to create a record.

Edit

Use Edit to open the blanket order line detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hide it.

Blanket Order Lines Tabs

There are three Blanket Order Lines tabs:
e Detail
« Codes
o Tax
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Detail Tab

Fig. 7.39

Blanket Order Lines Detail Tab

Site 10000

Line I

Purchasing 289

=

Detail iCDdesii Tax |

Part Info

Part No

uom

List Price

Net Price
Additional Detail
Status

Reguestor

Location

PO Text
PO Text

Source Site | 10000

Description

0.0000 Discount %

Prod Line |

Vendor Part

Commodity

15.0000!

Part Info

Source Site. The site from which the part number on the blanket order is selected.

Part Number. Select the part number for the item on this blanket order line from the drop-

down menu.

Description. Displays the item description associated with the part number selected.
UOM. Unit of measure associated with this part number.

List Price. List price of the item associated with the part number per UOM.

Discount %. Enter the discount from the list price on this item.

Net Price. The price per UOM of the item when the discount has been applied to the list price.

Additional Detail

Status. Shows the status of the blanket order with which this line item is associated: P

(planned) or O (ordered).

Product Line. Select the product line associated with the item from the drop-down menu.

Requestor. Select the requestor of the item from the drop-down menu.

Vendor Part. Select the vendor part number associated with the item from the drop-down

menu.

Location. Select the location of the item from the drop-down menu.

Commodity. Select the commodity code associated with the item from the drop-down menu.
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PO Text

Enter, edit, and view additional text associated with this blanket order line item.

Codes Tab
Fig. 7.40
Blanket Order Lines Codes Tab
Site 10000 BO No 001
Line 1
H D
[Detil[{Cadesi] Tax
Codes
Auto lssue? Contractor?
WO Ne 0 Equip Mo
Project Mo Job Mo
Expense Type |Expense - Exp Dept No
Exp Site 10000 Exp Cost Center
Exp Acct Mo Exp Sub Acct
Asset
Asset Site 10000 Cost Center
Acct No Sub Acct
Codes

Auto Issue? This field denotes whether to directly expense parts or services upon receipt.

If a line item on the blanket order is a stock part set to auto-issue or a non-stock or service,
fields on the expense tab identify the cost center, account, and sub-account number to charge.
The item is received against the PO and expensed to the cost center, account, and sub-account
number on the blanket order. EAM credits the accounts payable liability account.

If you selected auto-issue, you can direct the expense by referencing:
WO No
Stores Req No

Equip No

Rebuild

Project Number/Job

Cost Center/Account/Sub-account

Select the check box to display expense accounting structure defaults.
The auto-issue check box also affects what displays and prints on the purchasing documents:
- Blanket order document

- If auto-issue is selected, the department, cost center, account number, and sub-account
number from the expense section display and print.

- If auto-issue is clear, the inventory dept, inventory cost center, inventory account
number, and inventory sub-account display and print.

» Purchase order
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« For each blanket order, if auto-issue is selected, the cost center, account, and sub-
account number from the expense section display and print.

- If auto-issue is clear, the inventory cost center, inventory account number, and
inventory sub-account display and print.

Contractor? This field denotes whether the blanket order is for an outside contractor or
services. A blanket order with Contractor selected is auto-issue. Typically, a work order or
equipment identification number links to the blanket order. The system uses the contractor cost
center, account, and sub-account number from the work order or equipment, instead of the
material cost center, account, and sub-account number when the blanket order is auto-issued or
expensed upon receipt.

WO No. If the blanket order is associated with a work order number, you can identify it here. It
is validated from the work order table. Identifying the work order on a blanket order has two
effects. If the blanket order is set to auto-issue, when the parts, goods, or services are received
through the purchasing system, they charge directly to the work order’s expense accounting
data. If the work order is associated with the blanket order but auto-issue is cleared, these parts
are still for the work order. Inventory receives them. The accounting data reflects the inventory
asset data. When the parts are received, EAM reserves them for the work order. They go into
inventory, to be issued later to the work order. Then they are charged to the work order’s
expense accounting data.

Equip No. This field displays the identifying number for a piece of equipment.

If the blanket order is associated with a piece of equipment, identify the equipment in this
field. Select the equipment from the lookup.

Identifying the equipment on a blanket order creates the expense GL transaction only if auto-
issue is selected. When purchasing receives the parts, goods, or services, it directly charges the
equipment’s expense accounting data.

If the equipment is associated with a blanket order with no auto-issue, these parts are still
ordered for the equipment. Inventory receives them. Account number fields reflect the
expense account number. In this case, the equipment number serves only as a note that the
parts were ordered for this piece of equipment.

Project No. This field displays the identifying number for a project. When a project number is
associated with a blanket order, EAM copies the project’s primary expense accounting
number.

Job No. This field displays the job number, associated with a project to expense for this
purchase. First, identify a project to use a job number. If auto-issue is selected, the cost of the
goods and services on the blanket order automatically flows to the identified project and job
expense accounting structure on the blanket order.

Expense Type. This field determines the blanket order expense type: capital or expense.

All blanket orders default to expense. Expense type refers to the approval process for a blanket
order. In User Maintenance, each user has two spending limits for expense or capital blanket
orders. The blanket order check box determines the kind of spending limit. If you enable the
Req Proj Limit? check box in the General|Business Units|Sites|Authorization Options tab,
EAM uses a third limit value, if it is present.
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Implementation Issue: In a facility where people sign approvals for goods and services, they
may have two types of spending limits. For example, for regular expenses, an individual has
$500 approval. On capital items (typically larger purchases), the same individual has an
approval limit of $5,000.

Exp Dept No. This field displays the department charged for the blanket order line upon
receipt. Select auto-issue to expense the blanket order line to a department.

If dept, cost center, account, or sub-account is required (in System Administration|Mandatory
Fields) and the blanket order is not auto-issue, the system ignores the mandatory field setting.
Exp Site. This field displays the site to expense this blanket order to.

Exp Cost Center. Select the cost center from a table of cost centers, previously created in
Finance|Groups|Cost Centers.

Exp Acct No. This field displays the account number that receives the auto-issue blanket order
line charges during the purchasing routine.

The account number table validates the account number. If using a cost center, the account
number must be valid within a cost center.

The system copies the default account number. If an auto-issue blanket order identifies a piece
of equipment or a work order, then it copies the work order account number by default.

A stock replenishment purchase automatically uses the part asset account number or system
site default.

Exp Sub Acct. This field displays the sub-account number associated with a specific account
number. The PO charges the sub-account number when it receives the blanket order.

When a PO receives goods or services, specifically this blanket order line item, the cost
charges to the sub-account number.

You can identify a sub-account number only if a sub-account number was previously
identified or associated with the blanket order. The sub-account must be valid for the previous
account number.

If you selected Auto Issue?, all the fields under the Asset heading are blank. If Auto Issue? is
clear, EAM displays the asset sub-account information under the heading Asset.

Asset

Asset Site. This field displays the site to debit when this blanket order line is received.

Cost Center. If the blanket order line part includes the inventory cost center (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Acct No. If the blanket order line part includes the inventory account number (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site default (POs tab of System Site Maintenance) is displayed.

Sub Acct. If the blanket order line part has the inventory sub-account filled out (Cost tab of
Inventory record), it is displayed here. If this information in the part record is blank, then the
site defaults (POs tab of System Site Maintenance) is displayed.

If a user changes the blanket order line part number, the system pulls in new asset account
information along with the other defaults from the part record or System Site Maintenance.
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Tax Tab
Fig. 7.41
Blanket Order Lines Tax Tab
Site 10000 BO No 001
Line 1
H @
Detail | Codes ||
Tax
Taxable?
Tax Class Tax Code
Tax Usage
User Defined Fields
Reg Line Char 1 Feg Line Char 2
mdbtest Regline Char 4
RegLine Int 1 0| ReglineInt2 0
RegLine Dec 1 0.0000) Reqline Dec 2 0.0000
Regline Date | (none) - Regline Logical

Intrastat

Intrastat ltem
Country of Dest/Dist
Intrastat Commedity Code
Terms of Delivery
Mature of Transaction
Mode of Transport
Net \wWeight 0.00

Country of Origin
Statistical Procedure
Port of Arrival/Dispatch
Region of Arrival/Dispatch
Port of Transshipment

um

Tax

Taxable? Select this check box if the blanket order line is taxable.

Tax Class. The system copies the default tax class to the blanket order line.

Tax Code. This field displays the default tax code, copied to the blanket order line.

Tax Usage. The system copies the default tax usage to the blanket order line.

User Defined Fields

For a description of these fields, see “Requisition Lines User-Defined Tab” on page 275.

Intrastat

Note This data defaults from the blanket order header. Use the lookups on the fields to select

different data.

Intrastat Item. Select to have the system automatically create Intrastat history records for the
item. For items for which you do not want Intrastat records created, such as intangible goods
or items related to motorized vehicles, clear the check box.

County of Dest/Dist. Enter a valid country code.
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Country of Origin. This code indicates the country of origin. Data defaults from the Intrastat
Control program in EE.

Intrastat Commodity Code. This code can be entered for the part in EAM so it defaults for the
part on this Intrastat PO line. If this code is not defined for an EAM part, then the code from
Intrastat Control defaults into the field. The defaulted code can be changed using the lookup.

Statistical Procedure. When the system creates Intrastat History records automatically, it uses
the statistical procedure code that is recorded for the order line that is associated with the
Intrastat History record.

Terms of Delivery. Enter the Intrastat terms of delivery (FOB point) used to calculate the
statistical value of the relevant goods at the border for Intrastat purposes.

Port of Arrival/Dispatch. When the system creates Intrastat History records automatically, it
uses the Port of Arrival//Dispatch code that is recorded for the order line that is associated with
the Intrastat History record.

Nature of Transaction. Enter a valid code if your country requires this information.
Region of Arrival/Dispatch. A fiscal region code, predefined by each country.

Mode of Transport. Enter a one-character code that identifies the mode of transport used to
carry the goods to the border.

Port of Transshipment. Enter a valid code defined in Port Maintenance to be used as the
default when collecting Intrastat data in supported functions. During order entry, the user can
override this value.

Net Weight. The weight of one order unit of measure for this part. By default the system
calculates the weight of one order unit of measure based on data found in the part record. For
example, the Issue UOM is Each and the Order UOM is Box. The system refers to the UOM
Conversion to calculate how many Eaches (issue unit) are in a Box (order unit). The system
multiplies the number of issue units per order unit by the weight of an issue unit, yielding a
product that equals the total weight for the order unit. If the Issue UOM and Order UOM are
the same, the system simply displays the weight of the Issue UOM as entered in the part
record.

UM. Displays the weight’s unit of measure, such as pounds.

Blanket Order Lines Submenu

Fig. 7.42
Blanket Order Lines Submenu

B Blanket Order Lines

S5y Detsil

&P' Revisions

Detail. Click to display the Detail tab for this blanket order line.

Revision. Click to display the revision history for this blanket order line.
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Quotes

The Quote module, sometimes referred to as Request for Quotation (RFQ), is used to allow the
organization to request competitive bids on parts or services from various vendors.

The Quote module contains a number of components. The first is the quote header, which contains
basic information about the quotation, such as a general description, requester, assigned buyer,
technical contacts, status, dates required, and response due dates by vendors. Requisitions can be
turned into Quotes or they can be added manually. The next component is the quote line, where a
specific part or service is added. Requisitions turned into Quotes create the lines automatically or
they can be added manually. The next component is the Bids Sub Detail, where vendors are added,
and the buyer enters the vendor’s bid quantities, price, and valid dates to the quote line. The Quote
Actions allows you to print quotes, change status, and award a quote or quote line to a specific
vendor or vendors.

Create a Request for Quotation

Fig. 7.43
Creating a Request for Quotation Process Map

R‘Q"‘m‘ Procurement

Add Request Distribute RFQ

Refer to Ricahm Award Bids to
for ation - Corporate RFQ . to Candidate & Selected
E;#Q) » l:i':l,aellm.-sQ b Verslors ¥ analyzemios P

Vendor(s)

Revision RFQ for Work Yes Manned
Control & Audit —)- rder P Maintenance HMaintenance
Traceabdlity Planning? Coordination
e
29
RIQ for Project,  Yes phrpect Malntenance /
) Dévapmant g
W Mon Stock
e Procurement

Autharization

To create a request for quotation:

1 Refer to corporate RFQ guidelines.

2 Distribute RFQ to candidate vendors.

3 Receive and analyze bids.

4 Award bids to selected vendor or vendors.

5 If the RFQ is needed for Project or Work Order planning, direct it to that group for
authorization.

6 If the RFQ is not needed for Project or Work Order planning, direct it to the proper group for
authorization.
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Quotes Browse

Access this browse from Purchasing|Quotes. Use it to organize and display records, to access
supporting functions, and to edit or create new records.

Fig. 7.44
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Creating a Quote

To create a quote:

1 Click New to open a blank quote record. The system assigns an RFQ number.
2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Editing a Quote

To edit a quote:

1 Double-click a record from the browse or click Edit to open the quote record detail.
2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Quotes Action Menu

Fig. 7.45
Quotes Action Menu

Action ~| Find
Award
Change Status
Print Document

External Links
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Award

Use the Award action to award bids to those vendors that have a positive Award Qty entered on the
lower browse. Once the bids have been awarded, they can be turned into purchase orders.

Change Status

Use the Change Status option to update the status of a quote. Select the current status from the
lookup. Options are (C) Close or (X) Cancel.

Print Document

Use Print Document to print the quote. You can also print it from Analysis|Purchasing|Quote
Document|Request For Quote.

External Links

Link an unlimited number of files to an EAM quote record. If you can run the file on your
operating system, you can run it from EAM once it is linked.

Quotes Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 7.46
Quotes Action Menu

e

Edit

Columns »
Award

Change Status

Print Document

External Links

New

Use New to create a quote.

Edit

Use Edit to edit the selected quote.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Award, Change Status, Print Document, and External Links are options from the Action menu.
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Quotes Record Detalil

Fig. 7.47
Quotes Browse
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Quotes Detail Tab

Enter information about the quote on the Detail tab.

Fig. 7.48
Quotes Record Detail
Detail !_‘..) piad
G:::vm QUDTE FOR FROJETC S P -:" Qi ¢y
Requestor | AANT 2| Adem Are Commodty © Standerd Clauses
Tech Contact | GLODGLE [3| GREG CODGLE Tech Contact Phena 770 123 0587
Buper | ABRADY b _-'-IIE'HE‘A" BRADY Dept |20 1| Fabocation

ShpToNo |USA | B#ToNo  USA1
Date Foguaed | 5731201 w| ResporseDue | 4/3002001 -

Description. Enter up to a 30-character alphanumeric description of the quote. You can filter
and sort by the description.

Status. Status defaults to P (planned) on a new quote. From the Action menu on the Quote
browse, you can select the Change Status action and select either X (cancel) or C (close) the

quote.

Requestor. When you create a quote, EAM adds the employee number of the user ID entering
the new quote in the requestor field. You can override this field.

Commodity. Specify a commodity code here in the quote header or upper browse. This code is
not added to the individual lines on the quote. This user-defined code is used in the inventory,
requisition, quotes, and vendor modules to group general classifications of parts and services.

Tech Contact. The designated employee, identified by an employee ID number, who is to be
contacted by the vendor with any technical issues surrounding the quote.

Tech Contact Phone. This field displays the technical contact’s phone number.

Dept. Enter the department requesting the goods or services.
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Ship To No. The address that is used as the Ship To, which is eventually used on the PO
created from the quotation header.

Bill To No. A Bill To Address can be entered by the user/buyer on the quote header for use
when the quote is turned into a purchase order.

Date Required. The required date for the material or service, entered by the creator of the
quote.

The buyer uses this scheduling information when negotiating with the vendors. It is printed on
the quotation document sent to the vendor.

Response Due. The date the buyer is requiring the vendor to have the response to the quote
sent back.

Project. The project associated with this quote.

Quotes Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 7.49 is Detail for the highlighted quote record.

Fig. 7.49
Quotes Submenu

S5y Detai

6-) Quote Yendor

{.}é‘} Standard Clauses

Quotes Submenu Option Purpose

Detail This option opens the tabbed view.

Quote Vendor Use this option to display the vendors added in the Quote lines and the parts
they are bidding on in the Quotes Vendor Browse

Standard Clauses View, add, and delete standard clauses to associate with this quote.

Quotes Vendor Browse

Fig. 7.50
Quotes Vendor Browse
Site 10000 RFQ Mo 2
Pg Excel Export Print Add To Favourites New
Find % | Default -

Vendor No # |Vendor Name

00050000 American Steel Company

Enter and browse the vendors bidding on this quote. Select a vendor to display their bids for items
on the Vendor Bids by RFQ Line portion of the browse.
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Vendor Number. The vendor number.

Vendor Name. The name of the vendor.

Vendor Bids by RFQ Lines

Fig. 7.51
Vendor Bids by RFQ Line

Excel Export (5 Print ~ Add To Favourites New. 48 Undo
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RFQ Line Part No ~ |Vendor Part N | Vender Name Bid Qty |Bid UOM |Bid Price |Currency| Bid Price in Base Bid Expiration Date |Award Qty | Awarded|Reason Cod |Closed |Requisiti | Requisition Line|
03010111

Displays the bid information for RFQ line items for the selected vendors.

Bid Quantity. The quantity of items expressed in terms of the Bid Unit of Measurement
(UOM).

Bid UOM. The unit of measurement that applies to the items.

Vendor Part Number. The vendor’s part number for the item.

Bid Price (B). The bid price for the item expressed in the site’s base currency.
Vendor Bid Currency. The currency used by the vendor.

Bid Expiration Date. The date that the bid expires.

Delivery Date. The expected delivery date from the supplier.

Standard Clauses

Fig. 7.52

Standard Clauses

site PO No
Clause [ Jme e 1]
=1

Quote Clause

Detail

Description | Confidentiality

Text |Al specifications ars considered Company Confidertial propristary business irformation and not to be disclosed to outsids parties |

Use to create, edit, and view standard clauses associated with this quote.

Quote Lines

Create an individual request for quote of an inventory stock item, non-stock parts, or service work.
Access this information from the lower browse in Quotes.
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Fig. 7.53

Quote Lines

Excel Export (=4 Print Add To Favourites | New g Edit

Action = | Find < | Default A )

RFQ Line ~ (Status |Part No | Description |Qty Requested Order UOM | Date Required |

1 05-01-D444 Element fitter, T%5.5",80cfm  1.00 cs 08302012

Creating a Quote Line

To add a quote line:

1 Click New to open a new quote line. The system assigns an RFQ line number.
2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Editing a Quote

To edit a quote:

1 Double-click a record from the browse or click Edit to open the quote record detail.
2 Enter information in relevant fields on the Detail tab.

3 Click Save.

Quote Lines Action Menu

Fig. 7.54
Quote Lines Action Menu

Action ~| Find
Change Status

Change Status

Select this item to select the status for the quote line from a menu. Current option is X (Cancel).

Quote Lines Right-Click Menu

Fig. 7.55
Quote Lines Right-Click Menu

Select All

Add Record To Browse

MNew
Edit

Columns 3

Change Status

New

Use New to open the quote line detail to create a record.
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Edit
Use Edit to open the quote line detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Quote Lines Detail Tab

Enter or update information about the quote line on the Detail tab.

Fig. 7.56
Quote Lines Detail Tab

Sie USA1 AFD No 16
RFQ Line.

H @ & Ouste Line |
Detail % peta

= Bids

General

PatNo MN1ZM Descrpion | Engre, Gas She, 3600mm
Gty Flequested 100000] Ordee UDM | EA
Date Requeed | 3/28/2011 - Commoddty | 262011

Note If the quote is generated from a Requisition, the information on the quote lines pictured in
the figure cannot be updated. However, you can view the Detail tab by double-clicking a quote
line. The Bids Submenu can then be accessed and additional vendors and bid data can be entered.

Part Number. The part number associated with the quote. Access the lookup at the part
number field. The lookup displays a list of valid stock part ID numbers. However, EAM
allows you to type in any number such as a vendor part number, non-stock part, or service
description. If the part number entered is a valid EAM stock number, the system pulls in all the
relevant information such as the description, and commodity code.

Description. Enter up to a 30-character alphanumeric description of the quote. If a stock part
number is added to the quote, the part’s description in Inventory|Inventory is copied to this
field.

Qty Requested. This field displays the quantity required on this quote for the specified part.

Order UOM. The vendor’s specified order unit of measure for the part or service. If this is a
stock part, the field is filled in with the part’s order UOM as entered in the part record.

Date Required. This field displays the required date for the material or service, entered by the
creator of the quote.

The buyer uses this scheduling information when negotiating with the vendors.

Commodity. A user-defined table used to describe the type of part. If the quote is for a stock

part and the part had a commodity code listed in its record, then that commodity code would
be copied over to the quote. A commodity code can be specified on each quote line.
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Quote Line Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 7.57 is Detail for the highlighted quote record.

Fig. 7.57
Quote Line Submenu

S5y Detai

[ Bids

Quote Line Submenu Option  Purpose

Detail This option opens the Detail tab view for RFQ line.
Bids View, add, update, and delete vendors’ responses to the part or service on the
quote line.

Bid Entry Screen for RFQ Line

Fig. 7.58
Bid Entry Screen for RFQ Line
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# |Vendor Part N | Veender Mame Bid Qty | Bid UOM Bid Price |Currency |Bid Price in Base Currenc Bid Expiration Date Awarded | Award Qty |Closed Reason Code

Vendor Number. Enter the vendor number associated with the bid. Must be a valid vendor in
the system.

Vendor Part Number. Defaults from RFQ line part if there is one defined for the part. Enter a
new number when supplied by the vendor. This field can be left blank.

Vendor Name. This field displays the vendor name associated with the vendor number
entered.

Bid Quantity. Enter the quantity of the part that the vendor has indicated it can supply.

Bid UOM. Enter the unit of measurement the vendor has indicated it can supply for the
guantity of the requested part. For example, requested UOM each may equal Bid UOM dozen.

Bid Price (B). Displays bid price for the part converted to the site’s base currency.
Currency. Enter the currency for the vendor’s pricing for the quote.

Bid Price in Base Currency. Enter the vendor’s price for the item

Bid Expiration Date. Enter The date the vendor states that the bid expires.

Awarded. Updated by the system when Award action is executed. The bid line cannot be
modified once awarded.
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Awarded Qty. Specify the amount awarded to the vendor to supply. The amount cannot exceed
the bid quantity specified by the vendor.

Closed. Updated by the system when Award action is executed. All bid lines are updated
whether an amount was awarded or not.

Reason Code. Select a user-defined reason from the lookup if no Awarded Qty is specified for
the bid line. For more information, see “Quote Reason” on page 337.

Routing Substitutions

Use a Routing Substitution to replace a user for all requisition, purchase order, and project
approvals for a specified time period.

If purchase authorization is required and an individual is away for a period of time, that person can
substitute another user to authorize purchases until the person returns. The start date and end date
is used by the system to automatically send approvals to the substitute person.

The Substitute person takes on the spending authority for the user that is away. When viewing a
routing list of users, the substitute person is identified in the group as a substitute user.

Using Established Purchasing Controls
1 Click New to open a blank routing substitution record.
2 Enter information in relevant fields. The system automatically saves your record.

Fig. 7.59
Purchase Requisition Authorization Process Map
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Fig. 7.60
Purchase Order Authorization Process Map
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Routing Substitutions Browse

Purchasing

305

Access this browse from Purchasing|Routing Substitutions. Use it to organize and display records,
to access supporting functions, and to edit or create new records.

Fig. 7.61
Routing Substitutions Browse
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Use the vendor file to store supplier information, including address, contacts, tax information,
shipping data and terms, and currencies. Inventory and Purchasing use the vendor file. Equipment,
Physical Inventory, and Stores Requisition files may also include a vendor number.
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Adding a Vendor Record to EAM

Fig. 7.62
Creating a Vendor Record Process Map
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Vendor(s) in Procurement
EAM
Add New
Vendor Codes
. Download Any Download Any
Identify Add Vendor(s& Download Required Required New Vendor
Sourcing Needed in QAl Vendor(s) to 4 —) q —)
Channeis o 3008 —» EAM — Langéjzaa to Curr;{ﬁy to Codes Needed?
-]
Z
Update New i
‘endor <

Records

1 Identify sourcing channels.

2 Add vendors to the QAD ERP application.
3 Download vendors to EAM.

4 Download languages to EAM.

5 Download required currency to EAM.

6 Add new vendor codes.

Vendor Browse

Access this browse from Purchasing|Vendor. Use it to filter and display records, to access
supporting functions, and to edit or create new records. Vendor records can also be downloaded
from the ERP.

Note It is recommended that vendor records are downloaded from the ERP to maintain data
integrity.

Fig. 7.63
Vendor Browse
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Adding a Vendor Record
1 Click New to open a blank vendor record.

2 Assign the vendor number.
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3 Enter information in relevant fields on the tabs.

4 Click Save.

Editing a Vendor Record

1 Double-click a record from the browse or click Edit to open the vendor record detail.
2 Verify or change the vendor number.

3 Enter information in relevant fields on the tabs.

4 Click Save.

Vendor Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 7.64
Vendor Right-Click Menu

Columns 3

New

Use New to open the vendor record detail to create a record.
Edit
Use Edit to open the vendor record detail to edit the selected record.

Columns

307

A list of columns available to the browse displays here. Select a column header to display it. Clear

the column header to hide it.

Vendor Record Detail

The record detail contains all information about this vendor. Assign a vendor number to display

over all associated tabs.
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Fig. 7.65
Vendor Record Detail

Hame Yendaor Yendar Mo: 42001

Wendor No | 42001 |
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Vendor Tabs

The Vendor records screen contains five tabs: Address, Detail, Codes, Remit, and User Defined.
Add new records or edit existing ones from here, save, or export to Excel.

Vendor Tab: Address

Enter vendor physical address information on the Address tab.

Fig. 7.66
Vendor: Address Tab
#dders |Detail | Codes | Remit| User Defined O peind
AdaxsDasly S Fuuchase Oides
Masmes | Carbon Frames Addess | E Ma Sireet 1508 =
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Ciy [ Welington Stae [T Gl Vendor Contacts
Zo |UTEdSE Courly | Carbon & Vendo Cormodiies
Courtry | LS LINITED STATES FriCortact Lily Aden
Phore Ho Fax o
Emal

Name. This field displays the vendor name that displays with purchase orders and quotations.
Address 1. This field displays a line of the vendor’s address.

Address2. This field displays the second line of the vendor’s address.

Address3. This field displays the third line of the vendor’s address.

City. This field displays the vendor’s city of address.

State. This field displays the vendor’s state of address.

Zip. This field displays the vendor’s postal code.

County. This field displays the vendor’s county of address.

Country. This field displays the vendor’s country of address.

Pri Contact. This field displays the primary contact name for the vendor.

Note The primary contact cannot be updated directly from this field. The contact information
can only be added or updated from the Vendor Contacts submenu.

Fax No. This field displays the vendor’s primary contact fax number.
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Phone No. This field displays the vendor’s primary contact phone number.

e-mail. This field displays the e-mail of the vendor’s primary contact.

Vendor Tab: Detail

Enter vendor information on the Detail tab.

Fig. 7.67
Vendor: Detail Tab

Purchasing
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Fiesght Irvoice Detads

Acltve? Fedesal ID
Order Method | 1INV Minimum Drdes 100.0000
Freight on lrvoice? [ Ins Exp Date | 1/1/202 -

Shipping
ShpVIA | CONSOLIDAT
Tems 300 ]

|COMSOLIDATED FRT FOB | Salt Lake City, UT

30 days aftes invoice date Met Diuse in D ays 20

o| Discount % 0.0000!
Last Receipt  11/12/2000

Disc in Drays

Last Purchased  11/12/2010

Contact Defaults
Aubo Print? Aubo Fax?

Avuto Emadl?

Active. Select this check box to use this vendor. If this check box is not selected, the vendor
lookup excludes the vendor. Validation for Vendor No on Purchase Order, Requisition, and
Vendor Part Maintenance screens prevents users from entering an inactive vendor. EAM
notifies you about any open records that use a vendor that could cause problems when you
change vendor status to inactive.

Federal ID. This field displays the vendor’s Federal Tax ID.

Minimum Order. This field displays a minimum total cost to meet or exceed on a purchase
order for this vendor. The value is in terms of the vendor’s currency. If the total cost of the PO
is not greater than or equal to the vendor’s minimum order, EAM stops the order when you
select the PO Order action.

Order Method. This field displays the preferred method to order goods from a vendor, such as
fax, telephone, or e-mail.

Freight on Invoice. Select the check box to include freight on the invoice. Otherwise, the
system does not include freight on the invoice. There is no receiver for freight for any parts
received from this vendor. Typically, you still pay for freight, but the shipper charges
separately from the supplier.

Ins Exp Date. This field displays the date the vendor’s insurance expires.
Ship Via. Use the preferred method to ship goods to this vendor.

FOB. Free on Board (FOB) denotes whether freight charges are part of the PO price or will be
billed separately after the invoice, and who pays for freight (buyer or vendor). For example, if
the buyer lives in Des Moines and buys a product FOB New York, the buyer must pay the
shipping charges from New York to Des Moines.

Terms. This field displays the vendor payment terms.
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Net Due in Days. This field displays the number of days before you must pay the vendor’s
invoice.

Disc in Days. This field displays the number of days a vendor allows you to use an invoice
discount.

Discount %. If you pay the invoice within the number of days specified, this field displays the
percentage of that discount.

Last Purchased. This field displays the last date you placed a PO with this vendor.

Last Receipt. This field displays the latest date you received an item against a purchase order
for this vendor.

Auto Print. (Currently not available.) Select this check box to automatically print expedite
letters or POs for this vendor.

Auto Fax. (Currently not available.) Select this check box to automatically fax expedite letters
or POs for this vendor.

Auto e-mail. (Currently not available.) Select this check box to automatically e-mail expedite
letters or POs for this vendor.

Vendor Tab: Codes

Select system codes information on the Codes tab.

Fig. 7.68
Vendor: Codes Tab
Address | Detail | Codes | Remit| User Defined
Codes
Twpe |LOC _ | SAF Local Supplies Status | E Excellent
Approved? | Language |us | english (U.S.]
Mirsority? Minarity Code
Cumency | USD us Tanabl=? |
TaxCode |EAM [ TaxClass [C
TasUsage [vATH | Send Cons ERP? &
Receipt Credi
Dept || =Y Cost Center
Acct No . Sub Acct No

Type. The Vendor Type code is user-defined. It groups common types of vendors for filtering
and sorting.

Status. This field displays the vendor’s current status. It is for information only.

Approved? Select this check box if the vendor is approved to do contract work on site. If you
did not select the vendor check box and there is a contract requisition attached to the purchase
order, you cannot authorize or order a PO.

Language. This field display the supplier’s local language.

Note When you print the purchase order document, EAM uses this language code. If no
language is specified on the vendor record, language defaults from General|Codes|Language.

Minority? Select this check box if the vendor is minority-owned.

Minority Code. This field displays the minority code for government reporting purposes.
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Currency. This field displays the vendor’s currency type.
Taxable? Select this check box if the vendor is taxable.
Tax Class. The system displays the default tax class for the vendor.

Tax Code. This field displays the vendor’s tax code. If an out of state vendor does not charge
sales tax, you can set a vendor tax code to default to a use tax code. If a part has a tax code or
is being purchased for a project that has a tax code, the part or project’s tax code is the default
tax code on the requisition.

Tax Usage. The system copies the default tax usage for the vendor to the requisition.

Send Cons ERP. Select the check box to send consignment adjustment GL transactions to the
QAD ERP application.

Dept. This field displays the vendor’s receipt credit department.
Cost Center. This field displays the vendor’s receipt credit cost center.
Acct No. This field displays the vendor’s receipt credit account number.

Sub Acct No. This field displays the vendor’s receipt credit sub-account number.

Note Receipt credit dept/cc/acct/sub fields are used on receipt and return to vendor (including
tax and freight). EAM uses vendor fields on the GL, and not the site’s AP dept/cc/acct/sub or
Expense Items Receipt (EIR) from the QAD ERP application.

Vendor Tab: Remit
Enter vendor payment information on the Remit tab.

Fig. 7.69
Vendor: Remit Tab

Address | Detail | Codes | Remit | User Defined |

Remtt To

Remit To | A2001 RMT Courty
EMT Name | Carbon Frames RMT Courty | US [SJUNITED STATES
RMT Address 1 [ E Main Sheet 1508 | RMT Contact [Lity Allen
RMT Addiess 2 RMT Phone No |
RAMT Addiess 3 | | RMTFaxNo |
AMT City | ‘Wellington RMT St |UT

RMT Zip | UT84542

Remit To. This field displays a lookup that associates the vendor address to remit payment for
invoices.

RMT County. This field displays the vendor’s remit-to county.

RMT Country. This field displays the vendor’s remit-to country.

RMT Name. This field displays the vendor’s remit-to name.

RMT Contact. This field displays the vendor’s remit-to contact name.

RMT Address. These fields display the vendor’s remit-to address information.
RMT Phone Number. This field displays the vendor’s remit-to phone number.

RMT Fax No. This field displays the vendor’s remit-to fax number.
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RMT City. This field displays the vendor’s remit-to city.

RMT St. This field displays the vendor’s remit-to state.

RMT Zip. This field displays the vendor’s remit-to postal code.
Vendor Tab: User Defined

Use the Vendor User Defined tab to track information against specific vendors. There are ten user-
defined fields.

Fig. 7.70
Vendor: User-Defined Tab

Address | Detail | Codes | Remit| User Defined
User Defined Fisids
Char1 Code |5-STAR [ Excellent Char 2Code [INSTATE In State Vendor
Vendor Char 304 | | Wendocint1 | o
Veendo Char 404 | | vendoint 2 | 0|
Vendor Dec 1 | 00000 Vends:Date |[(none) -|
Vendot Dec 2 | 0.0000]  Verdo Logical )

Character 1/2. User-defined character fields, validated against tables that you add.
Character 3/4. Free-form user-defined character fields, not validated against tables.
Decimal 1/2. User-defined decimal fields for vendor.

Integer 1/2. User-defined integer fields for vendor.

Enable/Disable Logic. A user-defined check box.

Vendor Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 7.71 is Detail for the highlighted vendor record.

Fig. 7.71
Vendor Submenu

S5y Detsil
6-) Purchase Orders

6-) ‘Vendor Currency

E.‘_ﬂ Vendor Clauses

E.‘_ﬂ Vender Contacts

E.‘_ﬂ Vendor Commedities

[“ Revisions
Vendor Submenu Option | Purpose
Detail This option opens the tabbed view.
Purchase Orders View all purchase orders associated with this vendor.
Vendor Currency Update currencies vendor accepts for payment.
Vendor Clauses View clauses associated with this vendor.
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Vendor Contacts View this vendor’s contact names and information.
Vendor Commodities View commodities associated with this vendor.
Revisions View the revision history for this vendor record.

Vendor Currency Submenu

The Vendor Currency submenu allows the buyer to check the valid currencies that can be used to
purchase against for a specific vendor. Select one currency as primary. For example, in Figure 7.72
USD is the primary currency and CAD and MXN are the alternate currencies.

Fig. 7.72
Vendor Currency Submenu
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Multi-Currency Purchasing

Sometimes, vendors require purchase orders to be processed and paid in a currency other than their
primary currency. This requirement sometimes occurs when the vendor sources an item from a
third-party supplier who requires a different currency than the primary vendor.

The EAM Purchasing module restricts the available currencies used on a purchase order based on
the vendor. It also tracks purchase history (last price paid) for a part using different currencies.

Customers using EE Financials can access multiple currencies per vendor through the Vendor
Currency submenu. The primary currency is displayed on the vendor header. Customers using SE
have a lookup directly on the header, and selection of any currency is available.

Modify Currency

When you create a requisition, the default currency is displayed on the requisition header and in
the requisition line. For example, in Figure 7.73 the initial price for line 1 is 100 USD.
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Fig. 7.73
Default Currency in Requisition Header and Line

Home | Requisiions | Site: US-A-1, Req No: 5749 X|
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To modify the currency, select Modify Currency from the Action menu in the requisition header.
Only the valid list of currencies is displayed. If you select MXN (Peso), the new currency and

price are displayed on the purchase requisition. When the currency is selected, the user can use the

currency exchange rate.
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Fig. 7.74
Modify Currency
ol Modify Currency [E=NEER% a2l Modify Currency [E=SEER
Currency - Currency MXN -
CAD
|
usD Exchange Rate 13.27000
4>
I I I [ Get Current Exchange Rate ] [ OK ] [ Cancel ]
Only the valid currencies are displayed. If MXN is selected, the exchange rate is shown.

= ‘Hume |!Hequ\siﬁons Site: US-A-1, Reg No: 5749 X

Site US-A-1 | ReaNo 5749
Adion - | | & |
Detail | Expense
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Description [ Whuts Currenc«,-purchase Date Required 5,‘25.’2015 -
Requestor | AHOLT [ Alice Holt
Total Cost (B) 754 Total Cost In Vendor Currency 100
Contractor? [ Buto lssue?
P Stock Run No
= Order
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Vendor No  B2001 Carbon Frames Corp H
‘ Wendor Pri Contact  Lilly Allen Wendor Phone No
Exchange Rate  13.27 Exchange Rate2 1
“Buyer ABRADY ANDREW BRADY Notify |
Date Due | 5/25/2012 -

If you select MXN (Peso), the new currency and price are displayed on the purchase requisition.

Vendor Cost Submenu

The Purchasing module also tracks purchase history (last price paid) for a part using different
currencies. On receipt, EAM creates a record of the last cost, last cost date, and currency.

For every currency used for this part and vendor, an entry is created so the next time a purchase
requisition is created in any of the currencies listed, EAM uses the selected currency’s last cost on
the requisition header.
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Fig. 7.75
Vendor Cost Submenu
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Standard Clauses

The QAD ERP application uses standard comments, similar to EAM’s standard clauses. When a
purchase order is copied to the QAD ERP application, EAM standard clauses are copied to the

standard comments section.

During implementation, you can copy standard comments from the QAD ERP application into

EAM. Standard comments in the QAD ERP application are grouped by type. The system
administrator must identify the types. Use Standard Clauses to attach standard terms and

conditions or special instructions to a purchase order. Standard Clauses can also be attached to a
Vendor Record. Each time a vendor is linked to a purchase order, all of the vendor’s Standard
Clauses are copied to the purchase order. Additional Standard Clauses can be added as needed and

attached to a purchase order.
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Downloading and Adding a Standard Clause

Fig. 7.76
Establishing Standard Clauses Process Map
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1 Determine the master clauses you need.

2 Add them to the QAD ERP application.

3 Download clauses to EAM.

4 Add other clauses to EAM if you need them.
5 Add clauses to vendors.

6 Add purchasing data to EAM.

Creating a Standard Clause

1 Click New.

2 Enter information in relevant fields. The system saves the clause.

Editing a Standard Clause Record
1 Highlight a record in the browse.

2 Double-click the record.

Purchasing
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3 Enter information in the Description or Text fields. The system saves the updated clause.

Standard Clauses Browse

Access this browse from Purchasing|Standard Clauses. Use it to organize and display records, to

access supporting functions, and to edit or create new records.

MNQAD



318 User Guide — Enterprise Asset Management

Fig. 7.77
Standard Clauses Browse

Site 10000 FO No

)

Clause Type a
H @

Quote Clause

Detail

Description | Confidentiality

Text |Al specfications are considered Company Corfidertial proprietary business information and not to be disclosed to outside parties.|

Standard Clauses Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 7.78
Standard Clauses Right-Click Menu

Columns »

New

Use New to open the standard clause record detail to create a record.

Edit

Use Edit to open the standard clause record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Standard Clause: New

Creating a Standard Clause Record

1 Click New.

2 Enter information in relevant fields.
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Editing a Standard Clause Record
1 Double-click a record from the browse.

2 Enter information in relevant fields. The system automatically saves your changes.

Currency

Fig. 7.79
Currency Browse
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Add or update currency types and exchange rates to EAM by downloading them from the QAD

ERP application. The Currency table lists valid, available Currency codes.

Creating a Currency Record

1 Click New.

2 Enter information in relevant fields.

3 Enter currency conversion information into the lower pane. The system automatically saves
your changes.

Editing a Currency Record

1 Double-click a record from the browse.

2 Enter currency conversion information into the lower pane. The system automatically saves
your changes.

Currency Browse

Access this browse from Purchasing|Currency. Use it to organize and display records, to access
supporting functions, and to edit or create new records.
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Fig. 7.80
Currency Browse

Currency Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 7.81
Currency Right-Click Menu

Columns 3

New

Use New to open the currency record detail to create a record.

Edit

Use Edit to open the currency record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Approval Groups

Use Approval Groups to monitor and control costs across the organization. Approval groups
consist of individuals who have specific spending authority. There are three types of approval
groups:

« Requisition
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+ Blanket Order
« Purchase Order
A requisition approval group can authorize an expenditure and control it down to the specific cost

center and/or account number. Groups consist of users with specific spending authority and
authorization to spend against cost center or account groups.

A blanket order approval group authorizes the expiration amount (total amount that can be spent)
and discount on a blanket order.

A purchase order approval group is composed of buyers and buyer managers. The PO approval
group evaluates the total expense to the organization. This may include many requisitions
associated with one purchase order number.

Establishing Purchasing Controls

Fig. 7.82
Establish Purchasing Controls Process Map

Establish
Purchasing
Controls

Finance /
Procurement

Purchasing
Planning

roups TOUpS

. Establish Establish
Establish Establish Cost Establish Req Purchase Order Project Add Required
Acoount Center Groups Approval Approval Approval Routing
Groups roups Substitutions

1 Establish account groups.

2 Establish cost center groups.

3 Establish requisition approval groups.

4 Establish purchase order approval groups.
5 Establish project approval groups.

6 Add routing substitutions.

Account Group

Establish account groups at Finance|Groups|Account Groups. Associate one or more account
groups per site for a requisition authorization initiator in the initiator’s user profile. When routing
is initiated, EAM validates that the user can purchase against the account on the requisition.

Creating an Account Group Record

1 Click New to open a blank account group record.

2 Enter information in relevant fields. The system automatically saves the new group.
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3 Right-click New in the lower pane to add the appropriate accounts for this group. Enter the
Acct No or click the lookup to select one. The system automatically fills in the Acct No’s
description.

Editing an Account Group Record
1 Double-click the group to edit.
2 Update the group description.

Cost Center Group

Establish cost center groups at Finance|Groups|Cost Center Groups. Associate one or more cost
center groups per site for a requisition authorization initiator in their user profile. When routing is
initiated, EAM validates that the user can purchase against the cost center on the requisition.

Creating a Cost Center Group Record

1 Click New to open a blank cost center group record.
2 Enter information in relevant fields. The system automatically saves the new group.

3 Right-click New in the lower pane to add the appropriate cost centers for this group. Type in
the Cost Center or click the lookup to select one. The system automatically fills in the Cost
Center’s description.

Editing a Cost Center Group Record

1 Double-click the group to edit.
2 Update the group description.

Requisition Approval Group

User IDs can be associated with the requisition approval group in Purchasing|Approval Groups|
Requisition Approval Groups. The requisition approval group can also be associated with any
number of account numbers or cost centers.

Note Each account number and cost center can have only one approval group for account or cost
center-based routing. A user can have only one approval group per site.

Identify a requisition approver by selecting Requisition Limit? in User Maintenance. Enter a value
for expense type purchase and capital purchases. If the requisition is marked capital, EAM uses
capital limit. Establish a requisition approval group listing appropriate users, selecting Cons
Limit? for this user to authorize based on spending authority. If Cons Limit? is selected, the
individual is a quality approver.
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Fig. 7.83
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A requisition approval group has a code and description, typically generalizing the type of users to
associate with it. Add a list of user IDs to that group.

When a user with the appropriate account or cost center group initiates the routing process, the
system locates the appropriate requisition approval group. The users on the appropriate requisition
approval group receive e-mail requesting their approval of a requisition. To change the status of
the requisition, a user in the approval group with sufficient spending limits must authorize it
during the routing.

Enable the Use Hierarchical? option at the General|Business Units|Sites|Authorization Options tab
to use all or any of the three methods for routing approval:

« Account based

- Cost center based

e User based
Account-based routing requires a specific requisition group to be assigned to a specific account

number. EAM routes a requisition based on its account information to the group associated with
the account number on the requisition. This information is in Finance|Accounting|Accounts.

Cost center-based routing requires a specific requisition group to be assigned to a specific cost
center number. EAM routes cost center information to the group associated with the cost center
number on the requisition. This information is in Finance|Accounting|Cost Centers.

User-based routing depends on the user who initiates the routing. The user group is assigned to the
User Profile.

In all three options, EAM requisition initiators must have a cost center or account group in their
profiles. In this way, you can control who can purchase against cost center and account numbers.

When you select Hierarchical, EAM considers all methods in a user-defined sequence.
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For example, the first method is cost center, the second is account, and the third is user. EAM uses
the cost center approval group first. If no cost center is listed or no requisition approval group is
linked to the cost center, it uses the account approval group. If no requisition approval group is
linked to the account, EAM uses the user-based method for routing. If the user who initiates the
routing does not have a requisition approval group assigned to their User Profile, the routing is
aborted.

Purchase Order Approval Group

A Purchase Order Approval Group is a group of users with the ability to approve purchase orders.
Access this code from Purchasing|Approval Groups|Purchase Order Approval Groups.

Identify approvers and their associated sites under Employee Maintenance. Establish the PO
spending limit under the user profile.

Fig. 7.84
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Establish a PO Approval Group listing the approvers. Select Cons Limit? to indicate that this
approver can authorize based on spending authority. If Cons Limit? is clear, the individual is a
quality approver who can verify quality of vendor, budget, and so on, but cannot authorize
spending.

If the individual who tries to authorize the blanket order has a sufficient BO spending limit, the BO
is approved. If not, EAM verifies spending limits and creates a routing to the buyer’s BO approval
group (in the employee record). EAM routes the group based on individual spending authority. It

begins with the lowest spending limit and authorizes when it reaches the approver with a sufficient
BO spending limit.

Blanket Order Approval Group

A blanket order approval group authorizes total amounts for blanket orders against which
recurring periodic releases are made. Access this code from Purchasing|Approval Groups|Blanket
Order|Approval Groups.
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Fig. 7.85
Blanket Order Approval Group Browse
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Establish a Blanket Order Approval Group listing the approvers. Select Cons Limit? to indicate
that this approver can authorize based on spending authority. If Cons Limit? is clear, the individual
is a quality approver who can verify quality of vendor, budget, and so on, but cannot authorize
spending.

The individual who initially tries to authorize the purchase order determines a purchase order’s
approval group. If the individual who tries to authorize the purchase order has a sufficient PO
spending limit, the PO is approved. If not, EAM verifies spending limits and creates a routing to
the buyer’s PO approval group (in the employee record). EAM routes the group based on
individual spending authority. It begins with the lowest spending limit and authorizes when it
reaches the approver with a sufficient PO spending limit.

Codes

Use Codes to view or add supporting data, such as Bill To and Ship To addresses, minorities,
returns, order methods, and other information critical to the Purchasing module.

Defining Vendor Codes

If your EAM system is integrated with the QAD ERP application, vendors, bill to and ship to data
codes are downloaded from ERP. Do not update vendor data from EAM except when noted.
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Fig. 7.86
Define Vendor Codes Process Map
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1 Add order method codes.

2 Add vendor type codes.

3 Add vendor status codes.

4 Add minority codes.

5 Add ship via codes.

6 Define vendors in EAM. See “Vendor Submenu” on page 312.
Addresses

Address codes include Bill Tos and Ship Tos.

Bill Tos

The Bill To lookup displays on Purchasing|Codes|Addresses|Bill Tos. Add or edit codes from the
code form.

Use Bill Tos to record vendor billing address and contact information.

Fig. 7.87
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Adding a Bill To Code

Download the address to which you send an invoice from the QAD ERP application, or add
directly to EAM.

1 Click New.

2 Enter the bill to number, name, address, and contact information. The system automatically
saves the new code. The purchase order system requires that a Bill To address is specified on
each PO. Use Bill Tos to record billing address and contact information.

Editing a Bill To Code

1 Double-click the code to edit.

2 Update the bill to name, address, and contact information. The system automatically saves the
updated data.

Ship Tos

Download the address to which the vendor ships goods from the QAD ERP application, or add
directly to EAM.

The Ship Tos lookup displays on Purchasing|Codes|Addresses|Ship Tos. Add or edit codes from
the code form.

Use Ship Tos to record vendor shipping address and contact information.

Fig. 7.88
Codes: Ship Tos
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Adding a Ship To Code

1 Click New.

2 Enter the code and ship to details. The system automatically saves the new code.
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Editing a Ship To Code

1 Double-click the code to edit.

2 Update the name, address, and contact information. The system automatically saves the
updated data.

Minorities

The Minorities lookup displays on Purchasing|Codes|Minorities. Add or edit codes from the code
form.

Use Minorities to filter and report on vendors based on their minority status.

Fig. 7.89
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Adding a Minority Code

1 Click New.

2 Enter the minority and description. The system automatically saves the new code.

Editing a Minority Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Order Methods

The Order Methods lookup displays on Purchasing|Codes|Order Methods. Add or edit codes from
the code form.

It is a table of valid methods or ways of placing an order with a vendor.
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Codes: Order Methods
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Adding an Order Method Code

1 Click New.

2 Enter the order method and description. The system automatically saves the new code.

Editing an Order Method Code

1 Double-click the code to edit.

m

Excel Export (=) Print
= Fing

Purchasing

Add To Favourites | New Undo

% | Filter ~ ALL v Default

Order Method ~ ~ | Description
1234567501234 5676501234567850- 2

Invoice

Master Card

new order method #1
new order method 2
new order method #3
Order Method 2
Order Method 3

Mariz's 1est

Mo <)

329

2 Update the order method and description. The system automatically saves the updated code.

Returns

The Returns lookup displays on Purchasing|Codes|Returns. Add or edit codes from the code form.

Reference a return code to explain why the return to the vendor was made. Return reasons provide
better vendor history and performance reporting capabilities to determine the causes and frequency
of reasons for a part returning to a vendor, such as quality, incorrect part, and so on. Return codes
can also be associated with e-mail. Return codes can trigger notification to the buyer associated

with the requisition’s purchase order.

Fig. 7.91
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Adding a Return Code

1 Click New.

2 Enter the return, description, and select e-mail. The system automatically saves the new code.

Editing a Return Code

1 Double-click the code to edit.

2 Update the description or e-mail option. The system automatically saves the updated code.

Ship Vias

The Ship Via lookup displays on Purchasing|Codes|Ship Vias. Add ship via codes directly to
EAM.

The Ship Via module is a table of methods by which goods can be shipped to a plant. The Ship Via
code is associated with a Vendor record when the vendor is utilized on a purchase order. The Ship
Via code from the Vendor record is pulled into the purchase order Ship Via field. This can be
overridden by the buyer if necessary.

Fig. 7.92
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Adding a Ship Via Code

1 Click New.

2 Enter the ship via, description, and select rush. The system automatically saves the new code.
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Editing a Ship Via Code
1 Double-click the code to edit.

2 Update the description or rush option. The system automatically saves the updated code.

Exchange Rate Types

Updated from Sys Adm|ERP Interface|Download|Currency Download|Rate Type. Rate Types are
from ERP Exchange Rates that are downloaded to EAM. EAM uses the accounting rate types.

Fig. 7.93
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Terms
The Terms lookup displays on Purchasing|Codes|Terms. Add or edit codes from the code form.

Use Terms to represent the vendor’s terms for payment. You can download terms from the QAD
ERP application at System Administration|ERP Interface|Download|Terms Download.

Fig. 7.94
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Adding a Ship Via Code
1 Click New.

2 Enter the term and description. The system automatically saves the new code.

Editing a Ship Via Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Purchase Order

Purchase Order codes include Character 1 and Character 2.

Character 1

The Character 1 lookup displays on Purchasing|Codes|Purchase Order|Character 1. Add or edit
codes from the code form.

Fig. 7.95
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Adding a Character 1 Code
1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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Character 2

The Character 2 lookup displays on Purchasing|Codes|Purchase Order|Character 2. Add or edit
codes from the code form.

Adding a Character 2 Code

1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Requisition

Requisition codes include Character 1 and Character 2.

Character 1

The Character 1 lookup displays on Purchasing|Codes|Requisition|Character 1. Add or edit codes
from the code form.

Adding a Character 1 Code

1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Character 2

The Character 2 lookup displays on Purchasing|Codes|Requisition|Character 2. Add or edit codes
from the code form.
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Fig. 7.96
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Adding a Character 2 Code

1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Vendor

Vendor codes include Statuses, Types, Character 1, and Character 2.

Vendor Status

The Vendor Status lookup displays on Purchasing|Codes|Vendor|Statuses. Add or edit codes from
the code form.

Fig. 7.97
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Adding a Status Code

1 Click New.

2 Enter the vendor status and description. The system automatically saves the new code.

Editing a Status Code
1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Types

The Type lookup displays on Purchasing|Codes|Vendor|Types. Add or edit codes from the code
form.

Fig. 7.98
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Adding a Type Code
1 Click New.

2 Enter the vendor type and description. The system automatically saves the new code.

Editing a Type Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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Vendor Char 1

The Vendor Character 1 lookup displays on Purchasing|Codes|Vendor|Vendor Char 1. Add or edit
codes from the code form.

Fig. 7.99
Codes: Vendor Character 1
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Adding a Vendor Char 1 Code

1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Vendor Char 1 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

Vendor Char 2

The Vendor Character 2lookup displays on Purchasing|Codes|Vendor|Vendor Char 2. Add or edit
codes from the code form.

Adding a Character 2 Code

1 Click New.

2 Enter the user-defined purchase order code and description. The system automatically saves
the new code.

Editing a Character 2 Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.
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Quote Reason

The Quote Reason lookup displays on Purchasing|Quote|Quote Line Submenu. Add quote reason
codes to EAM to track why a vendor was not awarded the bid on a selected quote line.

Fig. 7.100
Codes: Quote Reason

it Applications Home | Quote Reasan

| [ Bxcel Export (= Print -+ Add To Favourites | [ ] New ) Undo
5 Currency £} < | Filter + ALL - Default

[ Exchange Rates
Reason Code  ~ | Description

-7 Approval Group
=% Codes » 12345678501224567  123456789012345675830 Descriptionsoont

{7 Addresses BTH BID TODHIGH
vNQ VENDOR NOT QUALIFIED

- Order Methods

-E Returns

[ Ship Vias

f*r’ Exchange Rate Types
F‘r’ Terms

[#5] Purchase Order
[#7) Requisition

@ Vendor

=g Cucte Rezson] 4
A3

m

- All PO Lines

[E7 All BD Lines
i (3 Finance

Adding a Quote Reason Code

1 Click New.

2 Enter the Quote Reason code and description. The system automatically saves the new code.

Editing a Quote Reason Code

1 Double-click the code to edit.

2 Update the description. The system automatically saves the updated code.

All PO Lines Browse

Access this browse from Purchasing|All PO Lines. Use it to organize and display records and to
access supporting functions. Using the filter, selected POs or requisitions can be displayed, the
browse printed or exported to Excel.

Fig. 7.101
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All PO Lines Right-Click Menu

The right-click menu contains administrative functions and options.

Fig. 7.102
All PO Lines Right-Click Menu

Select All

Add Record To Browse
Mew

Edit

Columns 3

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

All BO Lines Browse

Access this browse from Purchasing|All BO Lines. Use it to filter and display records and to
access supporting functions. Using the filter, selected POs or requisitions can be displayed, the
browse printed or exported to Excel.

Fig. 7.103
All BO Lines Browse
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All BO Lines Right-Click Menu

The right-click menu contains administrative functions and options.

MQAD



Purchasing 339

Fig. 7.104
All BO Lines Right-Click Menu

MNew
Edit
Columns 3

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.
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Chapter 8

Project Accounting

This section discusses the following Project Accounting module topics:
Project Accounting Introduction 342

Jobs 371
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Project Accounting Introduction

Use Project Accounting to track and control expenses associated with projects within facilities and
across the organization. Set up budgets, spending estimates, and warning limits. Designate
multiple cost centers, departments, accounts, sub-accounts, and charge expense accounting data
for a project. Designate a project number and job number on work orders, part and service
requisitions, part issues, stores requisitions, and labor postings. Record and track all costs

associated with a project or job within a project.

Using the Fixed Asset integration with Project Accounting, you can create an asset from a job
(including entering a fixed asset 1D, service dates, asset class, and location) and gain visibility into

the capitalized and uncapitalized amounts associated with a project or job.

Setting Up a Project

Fig. 8.1
Set Up Project Process Map

Project
Initiation

Engineering

Finance

System
Administration

Add Project
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Approval Data

Accounting
Guidelines

Project
Add /Update SupneHn g&t Uj j Ye j
X = p Proje; Set Up Project
Project Record DozLmentation Jobs Now? Jobs
itEaH elines
2
Attach
Complete - -
Initial Project Ragied il
Details e
Classify Project o=l Set Multi-Year esl add/ Co
as Expanse or ! Annual ) : Py
Capital Budgets Project Records
Corporate Set Inital
Classification Querall Project
Guidelines Budget

A il Define Project Project
Authorization Atcounting Authorization
idelines

Engineering

Project
Resource
Development

1 Add or update a project record in EAM.

2 Complete initial project details.

3 Classify the project expense type (expense or capital).

4 Verify compliance with corporate project guidelines.

5 Add project-related approval data.

6 Review and follow quality and spending authorization guidelines.
7  Define the project accounting structure.

8 Review and follow project accounting guidelines.
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9 Set the initial overall project budget.

10 Set annual budgets for a multi-year project.

11 Review and follow supporting documentation guidelines for the project.
12 Set up project jobs.

13 Add or copy records if other business units need the project.

14 Develop project resources to plan the project before authorization.

15 Obtain authorization for the project.

Project Browse

Access this browse from Finance|Projects. Use it to organize and display records, to access
supporting functions, export to Excel, and to access existing or create new projects.

Fig. 8.2
Project Browse
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Project Action Menu

Fig. 8.3
Project Action Menu

Action -|| K | @ | D

Post Labor

Copy Project
Change Status
Lock/Unlock

Refresh

Recpen

Authorize

Reallocate

Modify Budget
Reverse Labor
External Links
Global Refresh

Job Allocation View
Capitalize New Asset
Modify Capital Asset

Post Labor

Use Post Labor to charge employees’ time against the highlighted project and selected job.

Copy Project

Use Copy Project to copy Expense Data, Attachments, Jobs, Work Orders, Requisitions, and
Stores Requisitions Lists from this project as a template for a new project.

Fig. 8.4
Copy Project

Copy Project

Site Code

Mew Project Mo

Expensze Accounts

Altachments

Jobs
Wwhork Orders
Requisitions

Stores Req Lists

(] 8 ] [ Cancel

Change Status

Use Change Status to select one of the Project Status codes established for a project at Finance|
Codes|Projects|Project Status.
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Note You cannot cancel a project with posted expenses.

Lock/ Unlock

Use Lock to prevent any additional charges against the project and its jobs. Use Unlock to resume
making charges against the project.

Note If the project has an owner, only the owner (or member of the owner group) is able to
lock/unlock a project.

Refresh

Use Refresh to update all the changes made to the project and jobs.

Reopen

Use Reopen to change the status of a closed or canceled project to make additional changes or
charges.

Authorize

Use this action to authorize this project. The authorize option only applies if Proj Auth? has been
enabled on the Maintenance tab at General|Business Units|Business Segments|Sites. When
enabled, all projects must be authorized before cost can be expensed against them.

If, as the initiator, you have a large enough project spending limit, and the approval group linked to
the project has no quality user assigned, you can authorize the project without going through
routing. Otherwise, the authorization request must go through the project approval group.

If the Project Authorized Spending requires an increase, a re-route for a new approval is required

Reallocate

Use Reallocate to reallocate funds to another project. EAM provides the Net Budget and the Total
Spent for this project.

Modify Budget

Use Modify Budget to revise the overall budget for this project.

Reverse Labor

Use Reverse Labor to remove employee charges against this project and selected job.
External Links
Link an unlimited number of files or a URL to this project record.

Global Refresh

Use Global Refresh to update multiple projects selected in the current browse. A user can select
multiple Project records in the browse by using the Ctrl or Shift key.
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Job Allocation View

Displays a view of the jobs associated with this project and their funding.

Note This view is only available when the Use Allocations? check box on the Project Cost tab is
selected.

Fig. 8.5
Job Allocation View
Job No Description Available From Parert Allocated Allocated To Children Unzllocated
#7408 101A Equipmert 110000 ) 0 a

Capitalize New Asset

Create a fixed asset from a project. The cost captured in projects is used when capitalizing a new
fixed asset from EAM to QAD’s Fixed Assets module.

Fig. 8.6
Capitalize New Project Asset

Fixed Asset ID

Description |
Class |

Location |

Service Date | 4/16/2013 -

Total Spent |
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Table 8.1
Item Description
Fixed Asset ID Enter the fixed asset identifier of this asset.
Description Enter the text description of this asset.
Class Enter or select the asset class of this asset.
Location Enter or select the location of this asset.
Service Date Enter or select the date this asset is placed into

service.

Total Spent Displays the total spent on this project.
Capitalized Amount Displays the capitalized amount on this project.
Uncapitalized Amount Displays the uncapitalized amount on this project.

New Capitalized Amount  Enter the capitalized amount of this asset. This cannot
be greater than the uncapitalized amount of the
project.

Modify Capital Asset

Once a fixed asset is created and new costs occur, a cost adjustment or trailing charge can be
processed from EAM back to the asset in QAD’s Fixed Assets module.

Item Description

Fixed Asset ID Displays the fixed asset identifier of this asset.

Description Enter the text description of this asset.

Class Enter or select the asset class of this asset.

Location Enter or select the location of this asset.

Service Date Enter or select the date this asset is placed into
service.

Total Spent Displays the total spent on this project.

Capitalized Amount Displays the capitalized amount on this project.

Uncapitalized Amount Displays the uncapitalized amount on this project.

New Capitalized Amount  Enter the capitalized amount of this asset. This cannot
be greater than the uncapitalized amount of the
project.

Project Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.
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Fig. 8.7
Project Right-Click Menu
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New

Use New to open the project record detail to create a record.

Edit

Use Edit to open the project record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Options from the Action menu include Post Labor, Copy Project, Change Status, Lock/Unlock,
Refresh, Reopen, Authorize, Reallocate, Modify Budget, Reverse Labor, External Links, Global
Refresh, Job Allocation View, Capitalize New Asset, and Modify Capital Asset.

Project Record Detail

The record detail contains all information about this project. The project number and current site
display over all associated tabs.
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Fig. 8.8
Project Record Detail

10000 Preyect o
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Creating a Project Record

1
2
3
4

5

Click New to open a blank project record.

Assign the project number. If it exists in the QAD ERP application, use the same number.
Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Editing a Project Record

1
2
3
4

5

Double-click a record from the browse or click Edit to open the project record detail.
Verify the project number.

Verify the current site.

Enter information in relevant fields on the tabs.

Click Save.

Project Tabs

The Projects screen contains six tabs: General, Cost, Customer Funding, Program, Lifetime
Budget, and User Defined.

Project Tab: General

Use this tab to define, view, or change information about the project, including details, codes, tax,
authorization, and primary expense accounting.
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Fig. 8.9
Project: General Tab
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Detail

Description. Enter an alphanumeric description of the project.

Start Date. Enter the planned start date of the project. The project manager uses this data for
planning and reference purposes.

Estimated Completion Date. Enter the estimated completion date of the project. Use this data
for planning and reference purposes. After you complete and close the project, compare this
date to the revised and actual completion date to measure success in planning and scheduling.

Revised Completion Date. Enter a revised completion date from the estimated completion
date.

Note Use this date in reporting, to compare the estimated completion date with the actual
completion date.

Actual Completion Date. This system-assigned date indicates when the project was completed.
Compare the actual completion date to the estimated completion date. Review the completed
date to measure success in planning and scheduling.

Note If you reopen a closed project, the system clears the actual completed date field.

Expense Type. Select the expense type, Capital, or Expense.

All projects default to Expense. If there is requisition authorization, expense type specifies the
approval process for a project requisition. In User Maintenance, each user has a spending limit
for two types of requisitions: expense or capital. The requisition type determines the kind of
limit the individual has.

Status. This field displays the user-defined project status. Initial project status defaults from
the Default? check box from Finance|Codes|Projects|Status. Project status cannot be closed or
canceled for a work order, stores requisition, or purchase order to reference that project. To
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receive and issue parts or distribute labor against a project number, the project status cannot be
closed or canceled, and must be approved, if authorization of projects is required under
System Admin|System Control Maintenance|Sites|<site>|Maintenance tab|Proj Auth?.

If the e-mail check box is selected on Finance|Codes|Projects|Statuses, the system e-mails
users designated to notify of the change.

Funding Type. Select the funding type (customer, company, both, or internal) from the list.

Codes

Business Segment. Business Segment can represent a plant or group of plants. With
customer-funded projects, the business segment may be a client. You may have specialized
Business Segments that operate as units distinct from the financial accounting structure of
departments or cost centers. These concentrate on particular tasks. Assign a Business Segment
to a project to track which ones initiate particular capital projects.

Assigned. This field displays the employee assigned to this project. The assigned and the user
or group to notify are often the same person.

Notify. Enter a user or mail group to receive e-mail notifications about spending limit warnings
and changes in status of the project. This user receives e-mail notifications about changes in
the status of the project and any spending limit warnings. Typically, this is the same person as
the assigned. All individual or group users in this field are notified through e-mail when a
project is authorized and open to spending.

Owner. The user ID or owner group specified in this field identifies the owners of this project.
The owner field adds security to each project record. If the owner field is blank for a given
project record, any user with security to update projects can update this project. If the owner is
a single user, then only that user can update that project. If the owner is an owner group, then
any member of that group can update the project.

Type. Enter a user-defined code to classify the project, such as finance, project, or project type
code.

Tax

Taxable? Select this check box for a taxable project. The taxable check box overrides all other
tax settings for all project purchases.

Tax Code. This field displays a project’s tax code. Assign a project tax code if a project is tax
exempt or has a reduced tax rate. All purchases for a project inherit the project tax code,
instead of the one from the Vendor, Inventory, or Ship To record.

Tax Class. The system copies the default tax class to the project.

Tax Usage. The system copies the default tax usage to the project.

Authorization

Authorized? The system indicates whether the project has been authorized.

Authorization Status. This field displays the authorization status of the project.

The status remains blank if the authorization has not been started. If the project is in the
routing process, the status is routing. If it is authorized, the status is authorized.
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Project Approval Group. A code identifying a group of users who make up a project approval
group. If projects require authorization, select a project approval group to designate who
receives the request for authorization. The system routes the authorization request to that
group. The project approval group receives e-mail about the request and can approve or
disapprove the project.

Note This field is required to submit authorization routing for a project.

Authorized By. This field displays the user who approved the project. This field identifies the
final project approver.

Requisition Approval Group. This code identifies the requisition approval group for this
project. Users in this group receive e-mail requests for authorization of all requisitions
associated with this project.

If you select the Project Requisition Limit check box in System Admin|System Control
Maintenance|Sites|<site>|Misc tab|Project Req Auth option, EAM uses the Req Project Limit
value.

Primary Expense

Expense Site. This field displays the site with the costing structure from the project expense
accounts subdetail.

Dept. This field displays the primary department associated with the project.

Cost Center. This field displays the primary project cost center from the project expense
accounts subdetail. The primary cost center copies to various transactions, such as purchasing,
labor, and parts issued for this project.

Acct No. This field displays the primary expense account from the project expense account
subdetail.

Sub Acct No. This field displays the primary expense sub-account from the project expense
account subdetail.

Project Tab: Cost

Use this tab to request funding and view charged costs for a project.
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Fig. 8.10
Project: Cost Tab

General || Cost | Customer Funding | Program | Lilebme Budget| User Dal

ng  Met Planned Int Mag

Funding

Original Budget. This field displays the value entered in Modify Budget action. This value
records the original or updated project budget.

Net Budget. This amount includes the original budget plus or minus any reallocations.

Original Estimate. This field displays the original cost estimate for the whole project. This
number is an estimate to reference as the project progresses. At the close of the project, it helps
project managers detect discrepancies in estimates against the actual amount. Managers use
the information to better estimate future projects and to investigate reasons for estimate
discrepancies.

Requested Funding. This is where funding that is requested for a project is entered. Cost
cannot be charged against a project until funding is requested and any approvals are made, if
necessary.

If Project Authorization is disabled, the amount entered into the Requested Funding field
automatically populates the Authorized Funding field.

If Project Authorization is required, the funding amount appears in the Authorized Funding
once electronically approved through EAM.

Additional funding for a project can be requested by increasing the amount in the Requested
Funding field to the new required funding level.

As with the initial funding, the new funding amount populates the Authorized Funding field
based on the project authorization setting.
Authorized Funding. EAM only considers the amount in the Authorized Funding field when
considering spending limits for a project.

Authorized Funding is automatically populated based on the Requested Funding amount,
depending on the Project Authorization site setting.
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If Project Authorization is disabled, the amount entered into the Requested Funding field
automatically populates the Authorized Funding field.

If Project Authorization is required, this amount appears in the Authorized Funding once
approved.

Warning Limit. This field displays an amount set by the project manager as a budgetary
warning point. The system issues an e-mail warning to the user or group to notify when
expenses reach this amount.

Total Spent. This field displays the amount spent to date on the project. This amount includes
parts issued, services, and labor transactions.

Note The amount in this field equals the sum of all costs for project and rolled-up costs from
jobs associated with the project.

Use allocations?. Check this box to enable control of funding using allocation for projects and
jobs.

Allocated to Jobs. Project funding amount allocated to jobs within the project.
Unallocated. Amount of project funding not yet allocated.
Spend at this Level?. Check this box to allow spending at the project level.

Total Spent at this Level. The amount spent to date at the project level. This amount is not
included in rolled-up expenses from jobs.

Funding Estimate

Estimated Net Available Funding. The net amount of funding available for the project
calculated by subtracting the costs indicated in the Costs Included in Estimated Net Available
Funding field and Total Spent from the Auth Funding amount.

Costs Included in Estimated Net Available Funding. The cost categories used to calculate
Estimated Net Available Funding. The cost categories are selected in General|Business|Units|
Site|Maintenance tab for Est Net Avail Funding Options and can include Auth Purch, Unauth
Purch, Committed, Planned Labor, and Planned Internal Material.

Spending Estimates

Date/Time. System updated on each Project Refresh action. Provides a visual reminder to keep
this Cost page current with Refresh.

Spending Est. Enter the estimated amount to be spent on the project.

% Spending Est. This field displays, in terms of a percentage, how close expenditures are to
the total estimated spending for the project. This value is calculated by dividing the Site’s Calc
% Spend Est options amounts by estimated spending. The options amounts are found on
General|Business Units|Site|Maintenance tab and include Unauth Purch, Auth Purch, and
Committed.

Note The system recalculates the value of this field when the following job functions or
actions occur:

 Changing the spending estimate of a job
- Canceling a job
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« Deleting a job

 Reopening a job
If revision control is active, recalculating field values also creates revisions.
Over Spend Est. This field displays, in terms of a percentage, expenditures over the total
estimated spending for the project.

Note The system recalculates the value of this field when the following job functions or
actions occur:

 Changing the spending estimate of a job

« Canceling a job

« Deleting a job

 Reopening a job
If revision control is active, recalculating field values also creates a revision. This figure
notifies managers when the project expenditures exceed estimated spending.
Est to Complete. The system calculates this value as spending estimate minus total spent. It is
updated when the spending estimate changes or when you refresh the project.

Note The system recalculates the value of this field when the following job functions or
actions occur:

« Changing the spending estimate of a job
« Canceling a job
« Deleting a job
 Reopening a job
If revision control is active, recalculating field values also creates revisions.

Balance to Commit. This field displays the total of uncommitted authorized funds. Calculated
as Authorized Funding — (Auth Purch + Committed + Total Spent).

% Utilized. Calculated as (Auth Purch + Committed + Total Spent)/Authorized Funding.

Materials/Contract Costs

Int Mtrl Cost. This field displays the sum of all direct issues from inventory (not through a
requisition) for the project.

Received. The system calculates the total sum of all received purchases associated with the
project.

Ext Mtrl Cost. This field displays the project parts total, minus tax, for auto-issue receipt
transactions only.

Contractor Cost. This field displays the project’s outside contractor services total, minus tax.
This represents receipt transactions for all auto-issue requisitions marked as Contractor.

Manual Cost. This value is calculated as the sum of all manual GL transactions for the project.

Tax Cost. This field displays tax associated with any costs from external material and
contractor services.

AP Invoices. Not currently active. Reserved for future implementation.
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AP Variance. Not currently active. Reserved for future implementation.
Planned Internal. This field displays the total planned cost of material issues from inventory.

Committed. This field displays the total value of ordered purchase orders minus any receipts
against the purchase order.

Auth Purchase. This field displays the total cost of all planned, authorized requisitions that
reference the project.

Unauth Purchase. This field displays the total cost of all planned, unauthorized purchase
requisitions for the project.

Labor Cost

Actual Cost. Displays the labor transactions total charged to the project.

Planned Cost. Display the planned labor for work orders for the project.

Project Tab: Customer Funding

Use the Project Customer Funding tab to track information against customer funded projects in
EAM.

Fig. 8.11
Project: Customer Funding Tab

Action ~ | | | D | D

[General | Cos

Detail

Original Budget 0.00 Spending Limit  0.00
Luth Spending  0.00 Funded &mt  0.00
Invoice Amt  0.00 Reimbursed Amt  0.00
\Write Off Amt  0.00 Unfunded Amt  0.00
Met Cost To-Date  1.02 Funded Status U

Margin  0.00

Original Budget. This field displays the original budget estimate from the Cost tab, or updated
with the Modify Budget action.

Spending Limit. This field displays data from the Requested Funding field on the Cost tab.

Auth Spending. This field displays the current amount authorized on this project from the Cost
tab.

Funded Amount. This field displays the SO line amount totals from Scheduled Payments SOs
on the submenu.

Invoice Amount. This field displays the amount invoiced to the customer from QAD ERP
based on the invoice created from the scheduled SO payments. EAM calculates this amount by
totaling all invoiced amounts from the Invoice submenu.

Reimburse Amount. This field displays the amount received as customer payments against
invoices for reimbursement downloaded from QAD ERP.
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Write Off Amount. This field displays the total of write-offs entered in the Write Off submenu.

Unfunded Amount. This field displays the authorized amount minus (Funded Amt + Write-off
amounts).

Net Cost-to-Date. EAM subtracts the reimbursement amount from the Total Spent amount on
the Cost tab.

Funded Status. EAM displays funded, unfunded, or partial. If Funded Amt has a value of 0,
the status displays as Unfunded. If the field Unfunded Amt has a value of zero, and the Funded
Amt contains a value, the status displays as Funded. If there is a value in both the Funded Amt
and the Unfunded Amt fields, the status displays as Partial.

Margin. EAM subtracts Requested Funding from total Funded amount to calculate this field.

Project Tab: Program

Use the Project Program tab to track information against project programs in EAM.

Fig. 8.12
Project: Program Tab

1} Lifstime Budget | User Def
Cetail
Program Mo Fev Level
Feporting 1D Project Title
Frogram Type - Aszzet Life
Program Mame Model Vear
Customer Ref Mo End Item Part Mo
Description Cust Buginess Grp
CEM Bill To Customer
Program Manager Account Manager
PG Controller Program Buyer
Farm Preparer

Program No. Enter the project program number in this field.
Rev Level. Enter the revision level in this field.
Reporting ID. Use this ID to filter groups of projects.

Project Title. Enter the project title. For example, it can be a combination of the OEM,
program name, model year, part name, and end item number for customer-funded projects.

Program Type. Select Forward or Current model from the list.
Asset Life. Enter the remaining life of the program.

Program Name. Enter the customer program name.

Model Year. Enter the model year for the customer program.
Customer Ref Number. Enter the customer reference number.

End Item Part No. If this is a customer-funded project, enter the Original Equipment
Manufacturer’s (OEM) End Item Part Number from the PO.

Description. Enter the program description.
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Cust Business Group. Enter the customer business group to work with on this program.
OEM. Enter the Original Equipment Manufacturer.

Bill To Customer. Enter the name of the customer, normally the customer issuing the PO, to
whom to bill the project costs.

Program Manager. Select the program manager from the list of EAM User IDs.
Account Manager. Select the account manager from the list of EAM User IDs.
PG Controller. Select the program controller from the list of EAM User IDs.
Program Buyer. Select the program buyer from the list of EAM User IDs.

Form Preparer. Select the form preparer from the list of EAM User IDs.

Project Tab: Lifetime Budget

Use the Project Lifetime Budget tab to track information against its lifetime budget in EAM.

Fig. 8.13
Project: Lifetime Budget Tab

i User Def

Original
Orig Budget il
Reallocations

+ a

a

Met
Met Budget il

Orig Budget. This field displays the original budget estimate from the Cost tab or updated
using the Modify Budget Action.

Reallocations. The plus (+) value includes additions to the project budget from other projects
through reallocation. The value is added to the Orig Budget to calculate the Net Budget. The
minus (-) value includes subtractions from the project budget to other projects through
reallocation. EAM subtracts reallocated amounts from the Original Budget to calculate the Net
Budget.

Net Budget. EAM displays the original budget recalculated against reallocations.

Project Tab: User-Defined

Use the Project User-Defined tab to track information against specific projects in EAM. There are
ten user-defined fields.
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Project: User-Defined Tab

Project Accounting

|Genera| " Cast " Customer Funding ” Program " Lifetime Budget (Uzer Def

Uszer Defined Fields
Fioj Char 1

Fioj Char 3

Proj Date [one]
ProjDec 1

Proj Int 1

0.0000

Froj Char 2
Froj Char 4
Proj Logical
ProjDec 2

ProjInt 2

0.0000

Character 1/2. User-defined character fields, validated against tables that you add.

Character 3/4. Free-form user-defined character fields, not validated against tables.

Decimal 1/2. User-defined decimal fields for projects.
Date. A user-defined date field.

Integer 1/2. User-defined integer fields for projects.

Logical. A user-defined check box.

Projects Submenu

359

The currently active menu option displays an underlined text label. For example, the active option

in Figure 8.15 is Detail.
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Fig. 8.15
Projects Submenu

sy Detail
=\

Notes

==
@ \work Orders

@D Routing

E-) Requisitions
@D Equipment

Cost Analysis

Annual Budget

Invoices
\wirite Offs

Job Summary

RECEEY @&

P
ﬁ) Revisions

\é Expense Accounts

@D Stores Req Lists

Scheduled Payments S0s

Scheduled Payments POs

Activity Summary

ﬁ Fixed Asset Details

Projects Submenu

Purpose

Detail

Use this option to open the tabbed view of the project.

Notes Use this option to add notes about the project.

Work Orders Use this option to create or display work orders associated
with this project.

Routing Use this option to display authorization routings associated

with this project.

Expense Accounts

Use this option to define or display expense accounts that
can be used with this project.

Requisitions Use this option to create or display requisitions associated
with this project.
Equipment Use this option to create or display equipment associated

with this project.

Stores Requisition Lists

Use this option to create or display a list of all stores
requisition lists associated with this project.

Cost Analysis

Use this option to display summary and detailed labor,
material, contractor, and manual journal entry costs
associated with this project.
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Projects Submenu

Purpose

Annual Budget

Use this option to display annual budget details for this
project.

Scheduled Payments SOs

Use this option to create and manage scheduled payments
for sales orders for a customer-funded project and initiating
the invoicing process in the ERP.

Scheduled Payments POs

Use this option to create and manage scheduled payables to
vendors for the project.

Invoices Use this option to view invoices created for customer-
funded reimbursement for this project. These invoices are
created in the ERP from sales order information on SO
Scheduled Payments.

Write Offs Use this option to enter and view write-offs. A write-off is

the amount of money that a company pays out that is not
reimbursed by the customer for this project.

Job Summary

Use this option to display a report listing the jobs
associated with this project.

Activity Summary Use this option to display a report listing the activities
associated with this project.

Quotes Use this option to create and view a list of the Request for
Quotes (RFQs) for purchasing requirements on this project.

Revisions Use this option to display a revision history for this project.

Fixed Asset Details

Use this option to pre-enter fixed asset data to be
capitalized or view current capitalized asset data and
capitalization changes associated with this project. This
option is only available for capital projects.

Expense Accounts

Use Expense Accounts on the Project submenu to define, edit, and view expense accounts
associated with this project. Define at least one expense account for the project and a site in order
to spend against the project. This defaults as the primary site and expense accounting. The primary
expense accounting defaults into the General tab for the project.

Fig. 8.16

Project Submenu: Expense Accounts

|Hnme ” Projects ” Site: US-A-1, Project No: 03P23

Site: US-A-1, Project No: 07p05

Site US-A-1

[ Excel Export (=4 Print
Find Default

Expense Site - |Dept
e | UsA-t 20

Add To Favourites

Project No 07p05
Mew ) Undo
Cost Center Acct No Sub Acct No
BALL 1400 Mech

361

Expense Site. Select the site associated with this expense by clicking the magnifying glass at

the side of the field and selecting from the site list that displays. You can sort the Expense
Accounts list by this column in ascending or descending order by clicking the up or down
arrow on the column header.
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Department. Select the department associated with this expense by clicking the magnifying
glass at the side of the field and selecting from the department list that displays. You can sort
the Expense Accounts list by this column in ascending or descending order by clicking the up
or down arrow on the column header.

Cost Center. Select the cost center associated with this expense by clicking the magnifying
glass at the side of the field and selecting from the cost center list that displays. You can sort
the Expense Accounts list by this column in ascending or descending order by clicking the up
or down arrow on the column header.

Account Number. Select the account number associated with this expense by clicking the
magnifying glass at the side of the field and selecting from the account list that displays. You
can sort the Expense Accounts list by this column in ascending or descending order by
clicking the up or down arrow on the column header.

Sub-Account Number. Select the sub-account number associated with this expense by clicking
the magnifying glass at the side of the field and selecting from the sub-account list that
displays. You can sort the Expense Accounts list by this column in ascending or descending
order by clicking the up or down arrow on the column header.

Primary check box. Select the primary check box to designate this expense accounting as
primary for the project.

Cost Analysis

The Project Cost Analysis submodule allows you to view detailed cost analysis for an individual
project. At a glance, you can see the accumulated cost for the project and any type of planned cost.
You can review cost summaries and totals and by using tabbed pages you can find the details of
those costs, such as labor postings, part issues, outside contractor charges, expenses by job
activities, and requisition lines.

Cost Analysis is updated when the Refresh action use for the project. Cost analysis amounts for
both projects and jobs are updated to reflect current balances and amount details.

Fig. 8.17
Project Submenu: Cost Analysis

Totals

Labor Labor Burden Material Contract Manual Total
Auth Funding 135,000.00
Planned Expense 0.00 29180 0.00 291.80
Actual Expensed 1.856.50 0.00 0.00 0.00 0.00 1.856.50
Variance A -100% A 536.22%
Est Net Avail Fund 0.00
Labor | Material | Contract| Manual | Activity | Reguisition Lines
[ Excel Export () Print Add To Favourites New
Find @ | Default MG
Emp No # MName Date Time Total Cost Labor Burden

bjones. Bab Jones 1141302009 15:00 365.00 0.00

FRANKS FRANK BANKS 11612008 50:00 1.487.50

« Auth Funding. EAM only considers the amount in the Authorized Funding field when
considering spending limits for a project.
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Authorized Funding is automatically populated based on the Requested Funding amount,
depending on the Project Authorization site setting.

If Project Authorization is disabled, the amount entered in the Requested Funding field
automatically populates the Authorized Funding field.

If Project Authorization is required, this amount appears in the Authorized Funding once
approved.

 Planned Expense. Calculated as follows:
Planned Expense = Labor Planned + Material Planned + Contract Planned
Labor Planned = Open work orders and craft.req_rate * wo_instr.std_hrs * wo_instr.craft_nbr
Material Planned = Open non-Contract Purchases + Open Stores Reqs (wo_parts.tot_cost)

Contract Planned = Open Contract Purchases
« Actual Expensed. Sum of cost from respective detail tabs on Cost Analysis.
« Variance. Calculated as follows:

Variance % = (Actual Expense/Planned Expense) — 1

 Est Net Avail Fund. The net amount of funding available for the project calculated by
subtracting the costs indicated in the Costs Included in Estimated Net Available Funding field
and Total Spent from the Auth Funding amount.

Labor

Select the Labor tab on the Cost Analysis view to display detailed labor cost records.

Fig. 8.18
Project Submenu: Cost Analysis Labor Tab

Labor |Matena| ” Ccntract” Manual H Activity || Reguisition Lines‘
[55] Excel Export (=4 Print Add To Favourites New

Find | Default - a3
Emp No “ Name Date Time Total Cost Labor Burden

bjones Bob Jones 11/18/2005 15:00 265.00 0.00

FBANKS FRANK BANKS 111612009 50:00 1.487.50

Employee Number. The unique identity number of the employee for whom labor costs are
logged.

Name. The name of the employee for whom labor costs are logged.
Date. The date these labor costs were incurred.
Time. The number of labor hours logged to this employee on the specified date.

Total Cost. The total labor cost (time multiplied by rate) logged to this employee on the
specified date.

Labor Burden. The labor burden (overhead) costs associated with this labor.

Material

Select the Material tab on the Cost Analysis view to display detailed material cost records.
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Fig. 8.19
Project Submenu: Cost Analysis Material Tab

[ Labor Materiali| Contract | Manual | Activity |Requisition Lines |

[ Excel Export 055 Print  + Add To Favourites New
Find @ | Default - mE
Date # |Part No Description UOM Cost  |Qty Total Cost PO Variance |Actual Expense

Date. The date this material cost was incurred.

Part Number. The unique identifying part number of the material item.
Description. The description of the item.

UOM Cost. The cost per unit of measure (each, box, flat, and so on) of the item.
Quantity. The number of items acquired.

Total Cost. The total cost of the items (UOM Cost multiplied by Quantity).

PO Variance. This field is not in use.

Actual Expense. The expensed amount for this item.

Contract

Select the Contract tab on the Cost Analysis view to display detailed contract cost records.

Fig. 8.20
Project Submenu: Cost Analysis Contract Tab

Labor | Material | Contracti] Manual | Activity | Requisition Lines |

[ Excel Bxport [0 Print © Add Te Favourites ew
Find @ | Default MG
Date # | Part No Description UOM Cest Qty Total Cost PO Variance |Actual Expense

Date. The date this material cost was incurred.

Part Number. The unique identifying part number of the contract item.
Description. The description of the item.

UOM Cost. The cost per unit of measure (each, box, flat, and so on) of the item.
Quantity. The number of items acquired.

Total Cost. The total cost of the items (UOM Cost multiplied by Quantity).

PO Variance. This field is not in use.

Actual Expense. The expensed amount for this item.
Activity

Select the Activity tab on the Cost Analysis view to display detailed activity cost records.
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Project Submenu: Cost Analysis Activity Tab

|Lahor” Material " Com.rac:l" Manuall Acuvm_-r‘ Requisition Lmesl

Pl Excel Export = Print Add To Favourites New
Find @ | Default -
Betivity | Activity Desc Aect No Aect Mo Dese Sub Acct No Sub Acct No Desc Cost Center Cost Center Desc Amount

Equipment 7400 Markating Exparse 5000 MANUFACTURING 1487.50

Activity. The unique identifying code for this activity.
Activity Description. The description of this activity.
Account Number. The account number to which this activity was charged.

Account Number Description. The description of the account to which this activity was
charged.

Sub-Account Number. The sub-account number to which this activity was charged.

Sub-Account Number Description. The description of the sub-account to which this activity
was charged.

Cost Center. The cost center to which this activity was charged.

Amount. The amount charged to this activity.

Requisition Line

Select the Requisition Line tab on the Cost Analysis view to display detailed requisition line cost
records.

Fig. 8.22
Project Submenu: Cost Analysis Requisition Line Tab

Labar

Find

Feg No

Material | Canbnet| Manual| Activity | Frgquishon Lines
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Requisition Number. The requisition number associated with this requisition line item.
Description. The description of the requisition.

Item. The description of the requisition line item.

PO Number. The purchase order associated with this requisition line item.

Status. The status of this requisition line item (ordered, received, and so on).

Part Number. The unique identifying part time of this requisition line item.

Vendor Number. The number of the vendor who provided this requisition line item.
Vendor Name. The name of the vendor who provided this requisition line item.

Quantity Ordered. The number of units of this requisition line item ordered.
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UOM. The unit of measurement (each, box, flat, and so on) associated with this requisition line
item.

Total Cost. The total cost (quantity multiplied by unit price) of this requisition line item.
Auth? Indicates whether this requisition line item has been authorized.

Auth Status. Indicates the authorization status for this requisition line item.

Auth Cost. The authorized cost for this requisition line item.

Auth By. The person who authorized this requisition line item.

Scheduled Payments SOs

Use the Scheduled Payments Sales Orders option to create, manage, and view the scheduled
payments on sales orders associated with this project. Invoices for the sales orders and invoice
payments are generated in the ERP.

To initiate the sales order invoicing process in the ERP:
1 Highlight the SO No and SO Line No fields.

2 When a portion of the project work is complete, check the Complete? box on the
corresponding SO Pay line and save.

3 Pull down the Action menu and select SO Ship.
A date/time dialog box displays.

4 Accept the default data and time or change it, then click OK.
A message box indicates that the update is complete.

5 Click OK to close the message box.

Fig. 8.23
Project Submenu: Scheduled Payments SOs

Home * | Projects % | Site: US-A-1, Prosect No: 01P01
Ste USA1 Prejeca s
I3 Excel Export % Primt i To Fav New
Action = Fad = | Default

50 Pay No ~ S0 No 50 Line Ha Job No
S = s

SO Pay Number. A system-generated identifier associated with this scheduled payment. You
can sort the Scheduled Payments SO list by this column in ascending or descending order by
clicking the up or down arrow on the column header.

SO Number. Select the sales order associated with this scheduled payment by clicking the
magnifying glass at the side of the field and selecting from the list that displays. You can sort
the Scheduled Payments SO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.
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Note Sales orders must be created in the QAD ERP Sale Orders module for use with EAM
projects. When the sales order is created in the ERP, the EAM project number must be
specified in the SO header and at least one of the sales order line accounts so that it can be
imported and selected here in EAM.

SO Line Number. Select the sales order line number by clicking the magnifying glass at the
side of the field and selecting from the sales order lines list that displays based on the sales
order selected for the payment schedule line. You can sort the Scheduled Payments SO list by
this column in ascending or descending order by clicking the up or down arrow on the column
header.

Job Number. Select the job number to associate with this scheduled payment by clicking the
magnifying glass at the side of the field and selecting from the job list that displays for the
project’s jobs. You can sort the Scheduled Payments SO list by this column in ascending or
descending order by clicking the up or down arrow on the column header.

SO Line Amount. Displays the amount associated from the selected sales order line.
Item. Displays the item associated from the selected sales order line.

Percent. Enter the percentage of the SO Line Amount to be paid. This amount is invoiced once
the SO Ship action is selected. You can enter either percentages or amounts for the same SO
line. You cannot enter an amount on an SO Pay line and a percentage for another SO Pay line
for the same SO line. You can sort the Scheduled Payments SO list by this column in
ascending or descending order by clicking the up or down arrow on the column header.

Amount. Enter the amount of this payment into this field. This amount is invoiced once the SO
Ship action is selected.

Estimated PPAP Date. Select the estimated PPAP date by selecting the cell and clicking the
arrow to display a calendar or by entering the date in the field. You can sort the Scheduled
Payments SO list by this column in ascending or descending order by clicking the up or down
arrow on the column header.

Actual PPAP Date. Select the actual PPAP date by selecting the cell and clicking the arrow to
display a calendar or by entering the date in the field. You can sort the Scheduled Payments
SO list by this column in ascending or descending order by clicking the up or down arrow on
the column header.

Due Date. Select the due date by selecting the cell and clicking the arrow to display a calendar
or by entering the date in the field. You can sort the Scheduled Payments SO list by this
column in ascending or descending order by clicking the up or down arrow on the column
header.

Estimated Invoice Date. Select the estimated invoice date by selecting the cell and clicking the
arrow to display a calendar or by entering the date in the field. You can sort the Scheduled
Payments SO list by this column in ascending or descending order by clicking the up or down
arrow on the column header.

Complete?. Select this check box to indicate that this payment has been made. You can sort
the Scheduled Payments SO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.
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Customer PO Number. Enter the customer purchase order number into this field. You can sort
the Scheduled Payments SO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

SO Line Unit Price. Defaults from the sales order line into this field.

Locked. This check box is updated by the system once the SO Ship action is completed. If this
check box is selected, the record cannot be modified. You can sort the Scheduled Payments SO
list by this column in ascending or descending order by clicking the up or down arrow on the
column header.

Shipped. This check box is updated by the system once the SO Ship action is completed. You
can sort the Scheduled Payments SO list by this column in ascending or descending order by
clicking the up or down arrow on the column header.

Scheduled Payments PO

Use the Scheduled Payments Purchases Orders option on the Project submenu to create, edit,
and view the scheduled payments on purchase orders associated with this project.

Fig. 8.24
Project Submenu: Scheduled Payments PO
E| Excel Export =4 Print Add To Favourites New ) Undo
Action Find Default
Vendor Pay No + |Reg No Item PO Mo Job No Total Cost (B) Percent |Complete? |Due Date Est PPAP Date Act PPAP Date

* B

Vendor Pay Number. A system-generated identifier associated with this payment. You can sort
the Scheduled Payments PO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

Req Number. Select the requisition number associated with this payment by clicking the
magnifying glass at the side of the field and selecting from the list that displays. You can sort
the Scheduled Payments PO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

Item. Select the item associated with this payment by clicking the magnifying glass at the side
of the field and selecting from the list that displays. You can sort the Scheduled Payments PO
list by this column in ascending or descending order by clicking the up or down arrow on the
column header.

PO Number. Displays the purchase order number associated with this payment. You can sort
the Scheduled Payments PO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

Job Number. Displays the job number associated with this payment. You can sort the
Scheduled Payments PO list by this column in ascending or descending order by clicking the
up or down arrow on the column header.

Total Cost (B). Displays the total cost in base currency of the item associated with this
payment.

MQAD



Project Accounting 369

Percent. Enter the percentage of the Total Cost (B) to be paid in base currency. You can sort
the Scheduled Payments PO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

Complete?. Select this check box to indicate that this payment has been made. You can sort
the Scheduled Payments PO list by this column in ascending or descending order by clicking
the up or down arrow on the column header.

Due Date. Select the due date by selecting the cell and clicking the arrow to display a calendar
or by entering the date in the field. You can sort the Scheduled Payments PO list by this
column in ascending or descending order by clicking the up or down arrow on the column
header.

Estimated PPAP Date. Select the estimated PPAP date by selecting the cell and clicking the
arrow to display a calendar or by entering the date in the field. You can sort the Scheduled
Payments PO list by this column in ascending or descending order by clicking the up or down
arrow on the column header.

Actual PPAP Date. Select the actual PPAP date by selecting the cell and clicking the arrow to
display a calendar or by entering the date into the field. You can sort the Scheduled Payments
PO list by this column in ascending or descending order by clicking the up or down arrow on
the column header.

Invoices

Use invoices on the Project submenu to enter and view invoices associated with the SO Scheduled
Payments for this project. Invoice No., Invoice Date, and Invoice Amount are updated in the
Invoice submenu once the invoice is post and printed in ERP. Click the refresh button to see the

most recent updates.

You can sort the list of invoices by selecting the Invoice Date, Invoice Number, Paid Date, or
Customer PO Number column header and clicking the up or down arrow to sort by that value in

ascending or descending order.

Fig. 8.25
Project Submenu: Invoices

Home Projects Site: US-A-1, Project No: 477 |

Site US-A-1 Project No 477
[ Excel Export = Print Add To Favourites Mew

Find @ | Default - oo

Invoice Date

~ | Invoice No Invoice Amount Paid Amount Paid Date Cust PO No

Invoice Date. The date of the invoice.
Invoice Number. The number of the invoice.
Invoice Amount. The total amount of the invoice.

Paid Amount. The amount paid for the invoice. This is updated when a payment is allocated to
the invoice in QAD Financials.

Paid Date. The date the payment was made.
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Cust PO No. The customer purchase order number associated with this invoice.

Write-offs

Use the Write Offs submenu to create, edit, and view write-offs on jobs associated with this
project.

Write-offs are the amount of money the company pays out on a project without reimbursement
from the customer. The amounts are manual data entries. Each write-off can have an associated
reason code and job number. The total of write-off amounts is updated on the Customer Funding
Project tab, in the Write-off Amt field.

Fig. 8.26
Project Submenu: Write Offs

Home Projects | Site: US-A-1, Project No: 477 |

Site US-4-1 Project No 477
[ Excel Export (=) Print Add To Favourites | New g Edit
Find % | Default =T 0

Reason * |Reason Desc Job No Comment

Reason. Select a reason for the write-off by clicking the magnifying glass icon and selecting
from the list that displays. Reason codes are set up in Finance|Codes|Write Off Reasons.

Job Number. Click the magnifying glass icon and select a job to charge the write-off to from
the list that displays.

Amount. Enter the amount of the write-off.

Comment. Enter an optional comment.

Quotes

Use the Quotes option on the Project submenu to create, edit, and view Requests for Quotations
(RFQs) for work on this project. When a new quote is created from the project, the project number
defaults into the quote. For more information, see Chapter 7, “Quotes,” on page 295.

MQAD



Project Accounting 371

Fig. 8.27
Project Submenu: Quotes Browse
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Jobs

Use jobs to break down projects into subcategories. An individual job may be a different phase of
a project, each with its own estimated amount, planned amounts, and actual costs.

Setting Up a Job

Fig. 8.28
Set Up Job Process Map
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Systern Add Job Add Job
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Project Quali
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Authomon Initiation
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1 Add or edit a job record, if needed.

2 Complete job details.
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3 Classify the job expense type (expense or capital).
4 Verify compliance with corporate job classification guidelines.
5 Add job-related approval data.
6 Review and follow quality and spending authorization guidelines.
7 Add the job accounting structure.
8 Review and follow project accounting guidelines.
9 Set the initial job spending limits.
10 Review and follow supporting documentation guidelines for projects and jobs.
11 Set up customer funded tooling jobs.
a Setup jobs for each part.
12 Set up capital tooling jobs.
a Setup jobs for each part.
13 Set up prototype tooling jobs.
a Setup parent jobs.

14 Initiate the project and the jobs.

Job Browse

Access this browse from Finance|Projects. It is the bottom browse in a project display. Use it to
organize and display records, to access supporting functions, export to Excel, and to access
existing or create new records.
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Project Browse
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Job Action Menu

Fig. 8.30
Job Action Menu

Action - H 73] @

Lock

Recpen

Change Status
Capitalize Mew Job Asset
Modify Job Capital Asset

Lock

Use this option to prevent charges against this job. You can continue to plan and associate
documents such as work orders with this job.

Reopen

Use this option to reopen suspended jobs.

Change Status

373

Use this option to close or cancel a job or assign another user-defined status. You cannot cancel a
job with active expenses.

Capitalize New Job Asset

Create a fixed asset from a job. The total costs for the job are used when capitalizing a new fixed
asset from EAM to QAD’s Fixed Assets module. If you capitalize an asset from a job, then all
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other capitalizations of assets can only be done at this same job level; you cannot capitalize assets
for children of the job or at the project level.

Item Description

Fixed Asset ID Enter the fixed asset identifier of this asset.

Description Enter the text description of this asset.

Class Enter or select the asset class of this asset.

Location Enter or select the location of this asset.

Service Date Enter or select the date this asset is placed into
service.

Total Spent Displays the total spent on this job.

Capitalized Amount Displays the capitalized amount on this job.

Uncapitalized Amount Displays the uncapitalized amount on this job.

New Capitalized Amount  Enter the new capitalized amount of this asset. This
cannot be greater than the uncapitalized amount of the
project. This amount is the total amount to capitalize.

Modify Job Capital Asset

Once a fixed asset is created and new job costs occur, a cost adjustment or trailing charge can be
processed from EAM back to the asset in QAD’s Fixed Assets module.

Item Description

Fixed Asset ID Displays the fixed asset identifier of this asset.

Description Enter the text description of this asset.

Class Enter or select the asset class of this asset.

Location Enter or select the location of this asset.

Service Date Enter or select the date this asset is placed into
service.

Total Spent Displays the total spent on this job.

Capitalized Amount Displays the capitalized amount on this job.

Uncapitalized Amount Displays the uncapitalized amount on this project.

New Capitalized Amount  Enter the new total capitalized amount of this asset.
This cannot be greater than the uncapitalized amount
of the project. This amount is the total of capitalized
amount plus or minus the adjustment amount.

Job Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

MQAD



Project Accounting 375

Fig. 8.31
Job Right-Click Menu

Select all

Add Record To Browse

New
Edit
Columns 3

Lock

Reopen

Change Status
Capitalize Mew Job Asset
Modify Job Capital Asset

New

Use New to create a job.
Edit
Use Edit to open the job record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Change Status, Lock/Unlock, Reopen, Capitalize New Job Asset, and Modify Job Capital Asset
are options from the Action menu.

Job Record Detail

The record detail contains all information about this job. The project number and current site
display over all associated tabs.

Fig. 8.32
Job Record Detail

Action + | | | & | D
Details | Cost || User Def

Details
Deseription | 123 for 01P23 Status

INITIAL
Activity |04 3| Set Test Instruments Cast Category -
JebType [i2 . Jiob type 2 Completed?
ExpType | Expense -
Component Part Req Appr Grp
Primary Expense
Expense Site | US-A-1
Dept Q Cost Center | well

AcctNo | 7000 < Sub Acct No

Creating a Job
1 Click New to create a job.

2 Assign the job number.
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Note EAM provides up to eight levels of job number formatting so that you cannot only
create jobs for projects, but also create subjobs for jobs and enable the cost roll-up of jobs and
subjobs.

Larger projects need to be broken down into many components, called jobs. Sometimes these
jobs have smaller jobs, which collectively make up the higher-level job. That provides the
flexibility to define the format based on your organization’s requirements. A primary reason
for using the job format is to enable cost roll-up of jobs in reporting. EAM provides the ability
to add up to eight levels of formatting to the Job No. Job number segment format is defined in
the system Registry. See Chapter 10, “Set Up Registry Data,” on page 456.

3 Enter information in relevant fields on the tabs.

4 Click Save.

Editing a Job
1 Double-click a record from the browse or click Edit to open the job record detail.
2 Enter information in relevant fields on the tabs.

3 Click Save.

Job Tabs

The Jobs screen contains three tabs: Details, Costs, and User-Defined Fields.

Job Tab: Details

Use this tab to enter details and apply expense accounting for the job.

Fig. 8.33

Job: Details Tab
Action + | | | @ | @
Details | Cost | User De|

Details

Deseription | 123 for 01P23 Status  INITIAL
Activity |04 3| Set Test Instruments Cast Category -
JebType |ji2 1, |iob type 2 Completed?
ExpType | Expense -
Component Part Req Appr Grp
Primary Expense
Expense Site | US-A-1
Dept A Cost Center w01
AcctNo [ 7000 2 Sub Acct No

Details

Description. Enter a description of the job, to clarify project phases.

Status. This field displays the current user-defined project status of the job. If the job status is
closed or canceled, you cannot expense anything against the job.
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Activity. Select the activity code for this job. Activity codes are set up to make it easier for the
creator of jobs. Since an expense accounting structure can be linked to a pre-established
Activity code, the user need not be familiar with accounting information. The user simply
selects the activity and the system pulls in the appropriate expense accounting structure. See
Finance|Codes|Activities for Setup definition.

Cost Category. Select the cost category from the drop-down: All, Material, Labor, or Contract.

Job Type. Select the user-defined job type code from the lookup. Set up these codes in
Finance|Codes|JoblJob type.

Completed? Select this check box when the project is complete.
Exp Type. Select this check box to indicate that this is an expense or capital job.

Component Part. Enter the component part, which is the part number being built by the tool. It
is a manually entered field.

Req Appr Group. Enter the requisition approval group at a job level. EAM overrides the
requisition approval group for the project and uses the one entered at the job level.

Primary Expense

Expense Site. This field displays the site with the costing structure that is charged to expense
against this job. Use the expense site for this job’s project.

Dept. Enter the department associated with the job.

Cost Center. Enter the default job cost center. The default cost center copies to various
transactions, such as purchasing requisitions, labor postings, and parts issued for this job.

Acct No. Enter the expense account for this job. Selecting this account number assigns it all
charges for this job. If this field is blank, expenses use project accounts.

Sub Acct No. This field displays the sub-account to expense for this job. By selecting a sub-
account for this project, you restrict expenses to the job to use only this sub-account.

Job Tab: Cost

Use this tab to input estimates and funding, and to display costs incurred for the job.
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Fig. 8.34
Job: Cost Tab
Funding
Orig Estimate 10000000  Awsil From Parent  3.370.00
Alloested 000
Allocsted bo Chaldren 000
Urallccatad Ealance .00
Spend at thes Level? ¥ Toesl Spert 000
Totsl Spart st This Level 000 \wimerang Limat 000
Fund Estmate

Est Met Avail Funding 000

Cost Inchuded in Est Ned Svail Funding:  Unauth Purch, Suth Purchases, Net Planned Irtl Mas, Commatied, Net Planced Labor

Spending Estimates

Spending Ext 000 Esl o Complete 1l1]
Materiad Cioniract Cost
int Ml Cost 000 Flanned Inteenal 000
Feceived 000 Committed  0.00

Exd Mirl Cost 000

Coni Cost 000 Buh Purchases 0.00
Manual Cost 000 Urauth Purchases 000
Tox Cost 000

AP [rvoices 000

AP Veriance 00D

Labor Cosd

Bctual Cosy 0,00 Flarned Coay

Funding
Orig Estimate. Enter an original estimate of the total job cost.
Available from Parent. Amount available to this job from a parent job.

Allocated. Enter amount allocated to this job. Allocated amount cannot exceed the Available
from Parent Amount.

Allocated to Children. The system calculates the amount allocated to child jobs of this job.
This amount is not more than this job’s Allocated amount.

Total Spent. Total spent to date on this job including rolled up costs from children.

Unallocated Balance. Amount available to the job that is not yet allocated. This amount is
equal to Allocated — Allocated to Children and Total spent at this Level.

Spend at this Level?. Check to allow spending at this job level when Use Allocations is set to
Yes for the Project.

Total Spent at this Level. The total for parts issued, services, and labor transactions associated
with this job. This amount does not include rolled-up costs from children.
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Warning Limit. This field displays an amount set by the project manager as a budgetary
warning point. The system issues an e-mail warning to the user or group from the project’s
General tab to notify when expenses reach this amount.

Funding Estimate

Estimated Net Available Funding. The net amount of funding available for the Job calculated
by subtracting the costs indicated in the Costs Included in Estimated Net Available Funding
field and Total Spent from the Auth Funding amount.

Costs Included in Estimated Net Available Funding. The cost categories used to calculate
Estimated Net Available Funding. The cost categories are selected in General|Business|Units|
Site|Maintenance tab for Est Net Avail Funding Options and can include Auth Purch, Unauth
Purch, Committed, Planned Labor and/or Planned Internal Material.

Spending Estimates

Spend Est. Enter the estimated amount to be spent on the job.
Est to Complete. The system calculates this value as spending estimate minus total spent. It is
updated when the spending estimate changes or when you refresh the project.

Note The system recalculates the value of this field when the following job functions or
actions occur:

« Changing the spending estimate of a job
« Canceling a job
« Deleting a job
 Reopening a job
If revision control is active, recalculating field values also creates revisions.

Materials/Contract Costs

Planned Purchase. This field displays the total cost of all planned, unauthorized purchase
requisitions for the job.

Authorized Purchase. This field displays the total cost of all planned, authorized requisitions
that reference the job.

Committed. This field displays the total value of ordered purchase orders minus any receipts
against the purchase order for the job.

Received. The system calculates the total sum of all received purchases associated with the
job.

Internal Material Cost. This field displays the sum of all direct issues from inventory (not
through a requisition) for the job.

External Material Cost. This field displays the job parts total, minus tax, for auto-issue receipt
transactions only.

Contractor Cost. This field displays the job’s outside contractor services total, minus tax. This
represents receipt transactions for all auto-issue requisitions marked as Contractor.
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Tax Cost. This field displays tax associated with any costs from external material and
contractor services.

Manual Cost. This value is calculated as the sum of all manual GL transactions for the job.
Planned Internal. This field displays the total planned cost of material issues from inventory.
AP Invoices. Not currently active. Reserved for future implementation.

AP Variance. Not currently active. Reserved for future implementation.

Labor Cost

Actual Cost. Displays the labor transactions total charged to the job.

Planned Cost. Displays the planned labor for work orders for the job.

Job Tab: User-Defined Fields

Use this tab to display and enter data into user-defined fields.

Fig. 8.35
Job: User-Defined Fields Tab

Action - | i | & | D
Details | Cost | User Def

User Define Fields
JobChar 1 |JC1-2 3, |Job Char 132 Job Char 2

Parent | Submarine Screws dob Char 4
JobDate [ 5312013 - Job Logical

Job Dec 1 0.0000 Job Dec 2 0.0000
Joblnt 1 [] Job Int2 0

Jobs Submenu

The currently active menu option displays an underlined text label. For example, the active option
in Figure 8.36 is Detail.

Fig. 8.36
Jobs Submenu

S5y Detai

e Cost Analysis

6-) Fequisitions
6-) Wwhork Orders
6-) E quipment
6-) Stores Req Lists

Jobs Submenu Option Purpose

Detail Use this option to open the tabbed view of the job.

Cost Analysis Use this option to display cumulative and detailed labor,
material, contractor, activity, requisition lines, and manual
journal entry costs associated with this job.

Requisitions Use this option to create or display a list of all requisitions
associated with this job.
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Jobs Submenu Option Purpose

Work Orders Use this option to create or display a list of all work orders
associated with this job.

Equipment Use this option to create or to display a list of all equipment
associated with this job.

Stores Req Lists Use this option to display or add a list of all stores
requisition lists associated with this job.

Job Fixed Assets Details | Use this option to pre-enter fixed asset data to be
capitalized or view current capitalized asset data and
capitalization changes associated with this project. This
option is only available for capital projects.

Revisions Use this to display a list of the revisions made to this job.

Cost Analysis

Selecting Cost Analysis from the Jobs submenu displays cumulative and detailed labor, material,
contractor, and manual journal entry costs associated with this job.

Fig. 8.37
Jobs Submenu: Cost Analysis

Project No 0IF01 Site UsAl
Job o i -

L Laker Burden Miatorial Contract Mareal Tetad

Est et Awail Fund 000

Costs included in Est Net Swail Funding: Ursuth Purch, Author Purch, Commised, Net Planned Labor, Cobles Flanned ird Mirl

| Labar | Material | Contract| Manual | Actuity | Requisition Lines

[ Excel Export. (5 Pring |
B _ S oot T |
Emp Na * |Name Date Time Total Cost Laber Burden

Costs for labor, labor burden, manual, contract, and expense categories, plus a total of all these
categories, is shown for each of the following items on the Cost Analysis summary screen:

- Forecast. The forecast costs for this job.

« Allocated. The total funding allocated to this job.

« Unallocated. The total not yet allocated for this job.

 Planned Expense. The planned expenses for this job.

« Actual Expense. The actual expense for this job.

 Variance. The difference between Planned Expense and Actual Expense.

« Est Net Avail Fund. The remaining funding available for this job as calculated by the cost
categories shown in the Costs Included in Estimated Net Available Funding field.

« Costs included in Est Net Avail Fund. Shows the categories selected in Site|Maintenance
that are used to calculate the Estimated Net Available Funding.
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Below the Cost Analysis summary screen is a set of tabs with detailed information for labor,
material, contract, activity, and requisition line costs for this job.

Labor

Select the Labor tab on the Cost Analysis view to display detailed labor cost records.

Fig. 8.38
Jobs Submenu: Cost Analysis Labor Tab

i r| Material " Contract " Manual " Activity " Requisition Line5|
[ Excel Export (= Print Add To Favourites MNew

Find @ | Default -
Emp No “ Name Date Time Total Cost Labor Burden

Employee Number. The unique identity number of the employee for whom labor costs are
logged.

Name. The name of the employee for whom labor costs are logged.
Date. The date these labor costs were incurred.
Time. The number of labor hours logged to this employee on the specified date.

Total Cost. The total labor cost (time multiplied by rate) logged to this employee on the
specified date.

Labor Burden. The labor burden (overhead) costs associated with this labor.

Material

Select the Material tab on the Cost Analysis view to display detailed material cost records.

Fig. 8.39
Jobs Submenu: Cost Analysis Material Tab

([Labor];
[ Excel
Find X Pefault - =3
Date “ |Part No —"D'eﬁiﬁﬁajn UOM Cost  |Qty Total Cost PO Variance |Actual Expense

Contract " Manual " Activity " Requisition Line5| |

= Print Add To Favourites MNew

Date. The date this material cost was incurred.

Part Number. The unique identifying part number of the material item.
Description. The description of the item.

UOM Cost. The cost per unit of measure (each, box, flat, and so on) of the item.
Quantity. The number of items acquired.

Total Cost. The total cost of the items (UOM Cost multiplied by Quantity).

PO Variance. This field is not in use.

Actual Expense. The expensed amount for this item.
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Contract

Select the Contract tab on the Cost Analysis view to display detailed contract cost records.

Fig. 8.40
Jobs Submenu: Cost Analysis Contract Tab

| Labor " Material |

E|Manua|" Activity " Requisition Line5| |

[ Excel Export (= Print Add To Favourites MNew
Find @ | Default v ==
Date “ |Part No Description UOM Cost Qty Total Cost PO Variance | Actual Expense

Date. The date this material cost was incurred.

Part Number. The unique identifying part number of the contract item.
Description. The description of the item.

UOM Cost. The cost per unit of measure (each, box, flat, and so on) of the item.
Quantity. The number of items acquired.

Total Cost. The total cost of the items (UOM Cost multiplied by Quantity)

PO Variance. This field is not in use.

Actual Expense. The expensed amount for this item.
Activity

Select the Activity tab on the Cost Analysis view to display detailed activity cost records.

Fig. 8.41
Jobs Submenu: Cost Analysis Activity Tab

|Labor" Material ” Contract " Manual |Achv|tv| Requisition Linesl

[ Excel Export l:__-_.‘, Print Add To Favourites Mew
Find @ | Default -
Activity  |Activity Desc Acct No Acct No Desc Sub Acct Mo |Sub Acct No Desc Cost Center Cost Center Desc Amount

Activity. The unique identifying code for this activity.
Activity Description. The description of this activity.
Account Number. The account number to which this activity was charged.

Account Number Description. The description of the account to which this activity was
charged.

Sub-Account Number. The sub-account number to which this activity was charged.

Sub-Account Number Description. The description of the sub-account to which this activity
was charged.

Cost Center. The cost center to which this activity was charged.

Amount. The amount charged to this activity.
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Requisition Line

Select the Requisition Line tab on the Cost Analysis view to display detailed requisition line cost
records.

Fig. 8.42
Jobs Submenu: Cost Analysis Requisition Line Tab

Labor Material Contract Manual Actvity | Recumibon Lines,

Requisition Number. The requisition number associated with this requisition line item.
Description. The description of the requisition.

Item. The description of the requisition line item.

PO Number. The purchase order associated with this requisition line item.

Status. The status of this requisition line item (ordered, received, and so on).

Part Number. The unique identifying part time of this requisition line item.

Vendor Number. The number of the vendor who provided this requisition line item.
Vendor Name. The name of the vendor who provided this requisition line item.
Quantity Ordered. The number of units of this requisition line item ordered.

UOM. The unit of measurement (each, box, flat, and so on) associated with this requisition line
item.

Total Cost. The total cost (quantity multiplied by unit price) of this requisition line item.
Auth?. Indicates whether this requisition line item has been authorized.

Auth Status. Indicates the authorization status for this requisition line item.

Auth Cost. The authorized cost for this requisition line item.

Auth By. The person who authorized this requisition line item.

Job Fixed Assets Details

Use the Fixed Asset Details option on the Job submenu to create, edit, and view a fixed asset’s
capitalization history associated with this job.
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Fig. 8.43
Job Submenu: Fixed Asset Details
[ Excel Export () Print © + Add To Favourites | '] New g Edit m
Find @ | Default o0 oy Desai
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<} Cost Analysis
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[ Excel Export Print Add To Favourites New
Find S | Default .

Revision * |Service Date |Description  |Location  |Class  |New Cap Amount |Uncapitalized Amt |Total Spent Comments

4

e

The following information displays on the Fixed Assets Detail screen. When creating or editing a
fixed asset, you enter or edit this information on the Fixed Asset Capitalization screen.

Description. Enter a description of the fixed asset.

Job Number. Select a job from this project with which to associate this fixed asset by clicking
the magnifying glass and selecting from the list that displays.

Service Date. Enter the date this fixed asset was put into service. Defaults to the current date,
which can be edited by clicking the arrow and selecting a date from the calendar that displays
or by entering a new date.

Location. Select the asset class by clicking the magnifying glass and selecting from the list that
displays.

Class. Select the location of the asset by clicking the magnifying glass and selecting from the
list that displays.

Current Capitalized Amount. Displays the amount currently capitalized for the asset.
Posted to ERP?. This check box is selected if this asset has been posted in the ERP.

Job Expensed Amount. Displays the amount expensed to the job for this asset. This is the total
spent.

Job Expense at Level. The amount expensed at this level for the job. This is the total spent at
this level.

Uncapitalized Amount. Displays the job expense associated with this asset that is not yet
capitalized.
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Original Capitalization Date. Displays the original date this asset was capitalized, if any.

Original Capitalization Amount. Displays the original amount at which this asset was
capitalized, if any.
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Analysis

This section discusses the following Analysis module topics:
Analysis 388

Default Reports 392
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Analysis

Reports, available in the analysis menu, help decision makers analyze diverse aspects of a business
before making strategic decisions. The QAD Enterprise Asset Management system offers several
default reports. While many of these reports are delivered with the system, you can generate
custom reports from the information in the database.

You can choose various output media for reports. You can output the reports to external
applications, as well.

Fig.9.1
Reports Menu

File Edit Tools ‘Window Help I

Applications

Menu Search

+{ 7] Maintenance
+{ 7 Inventory
+{7) Purchasing
+{ 7 Finance
+{7) General
= B g

+-7) Equipment

+-7 Inwentary

+-5 Labor

+-5) PM

+-[7 Project

+)-7) Purchasing

+7) Semvice Requests

+-7) Test Category

+- 7 work Orders
+{7) System Administration

Running Reports

Open the Analysis folder. Navigate to the module folder, then to the appropriate report folder.
Double-click the report link to open the filter criteria window. Report links have a curved gray
arrow icon.

Fig. 9.2
Report Shortcut

=1L % Analysiz
=-. % Equipment
=L DEL - Equipment Cost by Equipment Type

Fadl E quipment Cost Detail by Equipment Type

Specify report criteria in the report filter window.
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Fig. 9.3
Report Filter Criteria Window

Filter, Criteria

Bl e D -
Fields Filter Criteria

B, ° o o
Cont Acct No contsins Y Cozt Center contains 0150
Cant Sub Aoct 0150 '\

Cost Center
County
Current [Annual]
Cument [Lifetime]
D ate/Tirne

Dept
Description
Description

Equp o (T A
Expense Site

Failure Type
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Installed Date
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Customizing Report Filters

Each report has a default set of selection fields. You can specify filter criteria for each field; for
example, “equipment number starting with 00.”

Specifying Filter Criteria
1 Verify the site in the drop-down on the bottom left.

2 If the filter requires a date range, enter it manually or use the calendar buttons.

3 Select a field.

4 Indicate the search logic. Indicators can include:

equals is zero

is not equal to iS not zero

is at most contains

is at least does not contain
is more than is blank

is less than is not blank

5 Use the Up and Down buttons to change the filter priority. Click Delete to remove the criteria
from the Group By list. Fields removed from the Group By remain in the database.

6 Indicate Group By criteria for primary and secondary groupings. Select the Descending check
box for a descending list.

7 Indicate Sort By criteria. Select the Descending check box for a descending list.
8 To alter the Boolean statement manually, click Advanced.

9 Click OK to run the report.
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After you specify filter criteria, you can save those settings. Report filters are separate from
application filters. They are saved at the user level.
Saving a Report Filter

Fig. 9.4
Filter Window

Save As

| Training |

Euisting Filters

Ovwenwrite Existing Filker

1 Ifitis anew or renamed filter, enter the new name.
2 Click Save.

3 Verify that you want to save the filter.
Note If you already have a named filter open, the system prompts you to overwrite existing

selection criteria.
Overwriting an Existing Filter
1 Select an existing filter.
2 Select the Overwrite Existing Filter check box.

3 Click OK.
Report Output

Report data displays in a print preview window. Use the menu bar at the top of the report output
screen to make output selections, print, and navigate through the report.
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Fig. 9.5
Report Print Output

[ Report Print Preview
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Report: Equipment Cost Detail by Equipment Type

Site Code: SANF

Filters:

Annual Basis - is more than 0

Query: yr_basis is more than 0

Useri sysadm

Page Count: 10
Date: 6/19/2008 3:44 PM

2

Report Format

All reports have a standard format:
» Cover page
» Cover page details
» Report pages

Saving Output to File
You can save the report to your computer or network.

1 Click the button labeled with the format to save the file:
- PDF
« Excel
« XLS (Microsoft Excel)
+ HTML
» TIFF

2 Navigate to the location to store the file.
3 Enter a file name.
4 Click Save.

When you display a report, you can choose the output format, change the page setup, define print
options, and close the report using the toolbar or the File menu.

Fig. 9.6
Report menu bar

|f|ﬁ: | St &POF s EHTML ST B |28 | B T | G ok B |8 B 25 || Sheckean @ ||
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Report Menu Option

Purpose

Table of Contents

Each page in the report has an entry in the table of contents.
Click the entry to directly open a page.

Print Send the report to a network or local printer.
PDF Save the report in pdf format.

XLS Save the report in Excel format.

HTML Save the report in HTML format.

TIFF Save the report in TIFF image format.

Copy to clipboard

Select items in the report and copy them to the clipboard to
use in other applications such as Word or Excel.

Find

Search for specific text or numbers.

Single Page View

View one page at a time.

Multi Page View

View up to six consecutive report pages at a time.

Continuous scroll

Scroll through the report without clicking page up and
down buttons.

Zoom in

Enlarge the display.

Zoom out

Shrink the display.

Adjust view percentage

Indicate a specific percentage for the display view.

Page down View the next page of the report.

Page up View the prior page of the report.

Page X of Y Navigate to a specific page in the report or verify which
page you are currently viewing.

Backward Navigate through consecutive views you have taken of the
report. These may not be consecutive pages, depending on
how you originally navigated.

Forward Return through consecutive views you have taken of the

report after navigating backward. These may not be
consecutive pages, depending on how you originally
navigated.

Annotations

Add annotations to a report.

Default Reports

EAM offers carefully constructed standard reports based on proven customer needs. Find reports

in categories corresponding to modules, such as Equipment.

Equipment

Equipment Cost Detail by Equipment Type

This report lists details of equipment cost by type in the selected site and filter.
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Equipment Cost Detail by Equipment Type Report

Equipment Cost Detail by Equipment Type

Site SANF San Francisco

Equipment Type CMPTR Computer Equipment- chy

Equip Ho Labics Material Contract Manual G Total Cost
o000z Compressoe e 75hp Sl 7500 4000 [T [T 1E0
CMPTR Compater Equinment- cha 750 0w om am Nem

Equipment Bills of Material

Analysis
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This report lists all equipment in the selected site and filter, and all parts issued or added to the

BOM of each.

Fig. 9.8
Equipment Bills of Material Report

Equipment Bills of Material

Site SANF San Francisco

Equip No [} tagting anghrsasacatin
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Equipment Cost Detalil

This report details total labor, material (issues and returns to inventory), contract (auto-issues and
returns to inventory where the requisition is set to contract), and manual GL costs against all

equipment in the selected site and filter.

Fig. 9.9

Equipment Cost Detail Report
Cost
Site SAMNF San Francisco
Equip No WO Court Labor Materia Comract Manual GL WO Cost
E55A Povwer Tran 13 145662 non oo non 145662
=550 Power Tran 25 oo oo om oo m
s Fower Tran. ) oo 5300 om o L5300
£ innt 2 o0 2000 am oo 2000
6000 13 &00 700 000 000 85.00
B270 ost a 0.00 0.00 a5 (13 000
7000 13 4000 top1e8 000 000 10,058 81

Equipment Cost Transactions

This report details the total labor, material (issues and returns to inventory), contract (auto-issues
and returns to inventory where the requisition is set to contract), and manual GLs against all
equipment in the selected site and filter. It lists all transactions for each.
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Fig. 9.10
Equipment Cost Transactions Report
Cost
Site SANF San Franciscg
Cott Coptar Labor  Material  Coniract  Manual GL Total
Equip No Description Status Expense Site  AcctNo Sl Acct No Cost Cost Cost Cost Cost
0012 test? F SAMF 1200 oM 2A4Z00 0.00 267355
Labor
Dote Name Total Time Total Cost
orrt1ze0 Seweh - Q4.2 Bagh 100 1200
Description PO No Oty Unit Cost Total Cost
[ 100 120 128
o 200 126 25
[ 100 18 128
e da ret changs past, mi o 1a00 080 108 0
] 2w 1 253
8. o 200 136 288
=8 [ 100 128 128

Equipment Cost Summary by Equipment Type

This report shows the total labor, material (issues and returns to inventory), contract (auto-issues
and returns to inventory where the requisition is set to contract), and manual GLs against every
piece of equipment in the selected site and filter, grouped by equipment type.

Fig. 9.11

Equipment Cost Summary by Equipment Type Report
Cost
Site SaME San Francisco
Equipment Type
Equip Ho Description Labor Material Cortract Manual GL Tolal Cost
SANF.I00T Testing Performance: 000 onn oo oo oo
SANF-2681 Testing Per formance 000 0.00 000 000 000
GAN 1455 Testng Performancs om (] om ooy om
555A Fower Tran, 145662 0,00 000 Q.00 145662
SANF 3808 Testing Performance 000 0.00 000 000 000

Equipment Down Time Summary

This report lists all equipment in the selected site and filter, and it lists a summary of all the times
the equipment has not been operational due to repair or maintenance.

Fig. 9.12
Equipment Down Time Summary Report

Equipment Down Tima Summary

Site SANF San Francisco

Fquip Ho i tursting enghrsallocidion
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42003 D4f2112003 100 100 100
Tatal 7100 700

Equipment Failure Analysis by Equipment

This report lists all pieces of equipment in the selected site and filter, and detailed failure
information for each.
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Equipment Failure Analysis by Equipment Report

Equipment Failure Analysis by Equipment
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Equipment Failure Analysis by Failure

395

This report displays all failure codes and lists equipment in the selected site and filter for each
failure. It displays the failure summary for each.

Fig. 9.14

Equipment Failure Analysis by Failure Report

Equipment Failure Analysis by Failure

Site SANI

Failure 2

12002431
WLLY

MOTOR

R iLiin)

- Fintntie £
COMY-1ZS

San Francisco

DENTSISCRATCHESHANGERS

Dascrption WA Count
Actutor Vb N

i

3
Eaupimert Tor warmanty bestiv 1
e = bt 1
Corveriars 3

MR

[T}

0.00
an300
L]
000
7w

Fxpeectod Faura

[
117201882
026158
RETLES
07302007
ozngnggd

P8 Oun Date M Tomplato Mo
[ T3
o CUE
[} e
v o
[} DUE
0 DuL

Fallure Alarm

Expected Equipment Failure

This report lists the failure information for all equipment in the selected site and filter.

Fig. 9.15

Expected Equipment Failure Report

Equipment Failures
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Expeeted Failure
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Equipment Installation

This report lists the installation and purchasing information for all equipment in the selected site
and filter.

Fig. 9.16

Equipment Installation Report

Equipment Instaliation

Site SANF San Francisco
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CIM Alternate

This report lists all equipment and alternate numbers in the selected site and filter. The system
checks the alternate number during the batch/cimload.p batch job, which reads a DUOM file from
an outside source.

Fig. 9.17
CIM Alternate Report
Equipment Lists
Site SANF San Francisco
Alt Equip No Equip No Description
cony 224, CONV-123 Comverters

Equipment List

This report lists all equipment in the selected site and filter.

Fig. 9.18
Equipment List Report

Equipment Liata
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Name Plate

This report lists all equipment in the selected site and filter, and displays its manufacturing details.

Fig. 9.19
Name Plate Report

Wl e c com

Name Plate

Site SANF San Francisco
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Retired by Status

The report lists all equipment that has been removed from service in the selected site and filter.
Retired equipment has a retired date in Equipment Data Entry.

Fig. 9.20
Retired by Status Report
e
Retired by Status
Site SANF San Francizco
Status bk
Equip Mo Deseription Irstalled Dde  Retired Date AcquisitionCost  Lifetime Cost Life Expet
potae peakr {0 e 11202008 S0 om o
Status o 1 2IUSETER01ZINSETEN01 23S
180
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wi Testtn 1012343578901 234561890 oot ;s 151 B5100 o
o3 Tes 50 1 p01234 5578001 2345678 90 o101 eom OHLDE200E oo 1920 w@

MQAD



Analysis 397

Spending Limits and Expense

This report lists all equipment in the selected site and filter, grouped by equipment type. It displays
the annual and lifetime expense limits for all equipment (annual and lifetime basis) in addition to
the expense limit that can be charged against a single work order for the equipment. It also
displays the current expenses charged against this equipment for the current year and its lifetime
(annual and lifetime current).

Fig. 9.21
Spending Limits and Exp Report
Spending Limits and Exp
Site SANF San Francisco
Type
Egquip Mo Description Furchased Date  AcquisitionCost  Lifetime Basis  Lifetime Curret Annual Basis Srnuzl Currert Wi Basis)
SANF-208 Testg Peromaice 11A5H 20,0000 o0x om oo o oo
SANF-2882 Testiig Perbmance 11A5H 20,0000 ox om oo o oo
SANF-1455 Testig Permmaice 11597 20,0000 o0x om oo o om|
o558 Power Tran. oo o 1480 om o oog|
SANF-3508 Testiig Perbmance 11nSHear 20000 o om om o oog|
Status

This report lists all equipment in the selected site and filter, grouped by equipment type. It displays
equipment or machines by status. A code shows the current standing of equipment; for example: A
- Active, | - Inactive, O - Obsolete, or M - Moved.

Fig. 9.22

Status Report
Status
Siee SANF San Francisco
Status. L] 1 23L5ETRA0T II4SETEN 234SETRND
Equip No Description i Made  Purchosed Date  Installed Date LifeExpcl  Acouisition Cost_ Lifelime Basis __ Lifetime Cost
1009 TestEopapl| ZHSETE501 THIETEN) o Q282001 vanTE ] 100000 99939989900 50418400
war T st gl S TN TS I ] Ml anoar k- o 999 59 990 00 19200
on TSt quapd 234 55T TS50 o AR 0 105 2 157 151 0

This report lists all equipment in the selected site and filter, grouped by vendor.

Fig. 9.23

Vendor

Site SANF San Francisco

Vendor 0000000001 Dude

Equip No Description YrMade PurchasedDate _Installed Date Life Expct _ Acquisition Cost _ Lifetime Basis _Lifetime Cost

jbeqzze test 0 0522007 o 20m om 1000

E100 Equipment 100 106 04002007 041102007 o 0m om 21,5730
Total Per Vendor 200 om 21,53

Vendor 00000001 Progress Software 1

Equip No Description YrMade PurchasedDate  Installed Date Life Expct Acquisition Cost Lifetime Basis __ Lifetime Cost

ibeqzaz ibtest 0 05/102007 057112007 5 1,00000 om 1000

000 Marias Rotable Test Equin 0 08/102002 120012002 7 92500 o 711200

Equipment Parent/Child List

The report lists all pieces of equipment in the selected site and filter, in a hierarchical format. It
groups each piece of equipment, and lists the children below the parent equipment.
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Fig. 9.24
Equipment Parent/Child List Report

Equipment Parent/Child List
Site SANF San Frangisco
Cejuip No Description Cost Camer Type Status Lacation
D Tesing enghesakalion o =]
fuwthoprod Maeia 2 Rntain Test Equipmont TR BEMT
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ZI02_0-0-with-prod Mavia & Rotable Tesl Eguipment CHPTR BEMT
LIS 00w Marla s Rotatle Test Coupment R (L=
T4 -0 prod Maria 5 Robibde Tecad Erpprond CMPTR BEMT
L2 00w prod Mécia & Rotatis Tact Coupment IR =]
ITAD_0-Dowen.prod Maeia 3 Robakin Test Equpment CMPTR BEMT
ZI07_0-0.wen-proed Maeia 2 Rntakin Test Equipment TR BEMT
2108 _0-0-with prod Maria & Rutable Texl Equipmenl CHPTR BEMT
LIS 0wtnprod Méria £ Rotatie Test Loupment I [L=0]
TI06_0-O.wen.prod Maeis 1 Rrtakle Teest Enupment TR BEMT
U Fckstde. Appiel Maria = Foksihe e test N M
000opy Maria 3 Rotakle Test Equpment MPTR =Y
200 Marla 3 Rotsile Test Equp 1 CMETR G

Parts Used on Equipment - Structure

This report lists all parts in the selected site and filter, and all the equipment that includes the part
in its bill of material, grouped by part number.

Fig. 9.25

Structure (Parts Used on Equipment) Report
Structure
Site SANF San Francisco
Part No 1} descnplon
Equip No Description Oty uom Total Cost Issued
0.0 Wara 5 Robabie Test Coup 100 i =] W DG
o TratEauip(i 234SETEG0 234567890 13800 Bx3 230508 ADARE
[FFITE Equipment 001 2 test.by 104500 BN3 174368 ORI
o 2 fest 1000 {i-x] 1000 0FrxngFa
00 2 et beeating [-111] Ba3 ME2 O&A 22000
012 testd Tty 1000 -1 108a0 VBN N

Cost (Serialized)

This report displays the total cost for all serialized parts issued to a piece of equipment, grouped by
equipment number. Select serialized parts with the Serialized check box in Inventory Data Entry.

The report includes all serial numbers issued to equipment, even if the serial number is no longer

on the piece of equipment.

Cost includes labor, material (issues and returns to inventory), contract (auto-issues and returns to
inventory where the requisition is set to contract), and manual GLs that were charged to the
equipment when the serialized part was issued.

Fig. 9.26
Cost (Serialized) Report

Serialized Equipment Cost
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Structure (System and BOMS)

This report lists all equipment and all parts that have been issued or added to the BOM of each
piece of equipment’s system and assembly in the selected site and filter.
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Fig. 9.27
Structure (System and BOMs) Report
System And Assembly BOMs
Site SANF San Francisco
Equip No 0-0-0-Copy Maria 3 Rotable Test Equiprant
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System Administration Menu

Use System Administration to maintain standard administrative functions within EAM. You can
set up custom modifications of standard screens, administer users, configure system control
settings, manage roles for security, download data from the QAD ERP application, manage jobs
and maintain reports. You can also set sequences for system-generated numbering throughout
EAM, such as WO number and PO number.

Fig. 10.1
System Administration Menu
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--.,j Finance

&) General

--..:1 Analysis

B Syztemn Administration
! Users

I—R_‘. HDIES

- User/Rales
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Set Up Roles, Employees, and User Data

Set Up Roles, Employees, and User Data Process Map

Fig. 10.2
Set Up Roles, Employees, and User Data Process Maps

Set Up Roles, EAM
Employee & Implementation
User Data Team

Define Roles
Needed

Set Up Roles in
EAM

Set Up

Define
Employee Data

Up Download
Cougmes in Currencies
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Defing User
Data in EAM

Establish
Access Rules

Assign Rales in
EAM

T

Create User
Passwords

The process for setting up roles, employees, and user data is:

1

2

Define roles.

Set up roles in EAM.

Set up countries in EAM.
Download currencies.

Define employee data.
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6 Download languages.
7 Define user data in EAM.
8 Establish access rules.
9 Assign roles in EAM.

10 Create user passwords.

Roles

Use roles to determine permissions for user types. Roles give users access to folders within the
application, and allow them to perform actions in the modules. Users can add, edit, and delete
records within the subfolders. Assign users one or more roles in each site they access.

The system ships with predefined roles based on typical users. You can modify or delete these,
copy and rename in the same site, copy them to a new site, or add new roles. Use roles to grant
access to the features a user needs; for example, a purchase requestor needs access to Requisitions,
but not to Finance. Default system roles include:

Accounting. Accounting Security Group

All Yes. All Menus & Objects to Yes
APADMIN. Local Application Administrator
Buyer. Buyer

Inventory Clerk. Inventory Clerk
LOCALSYSAD. Local System Administrator
MTCESUPER. Maintenance Supervisor
PLANNER. Maintenance Supervisor
PURCHASING. Purchasing Department
REQUESTOR. Purchase Requestor
STORES. Store Room Security Group
STORES MGR. Store Room Manager
Superuser. Super User Role

TECHNICIAN. Maintenance Technician

Roles Browse

Access this browse from System Administration|Roles. Use it to organize and display records, to
access supporting functions, edit or create new records, or export data to Excel.
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Fig. 10.3
System Administration Roles Browse
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Roles Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Fig. 10.4
Roles Action Menu
Action - || Find i
Fole Copyw I
Role Copy

You can copy a role and give it a new name after you establish its attributes. You can alter the
attributes of the new role. You can also copy a role to another site, retain the original attributes and
name, or change them.

To copy a role, highlight the Role to copy in the source site and select Role Copy from the Action
menu. Enter the name and description of the role, and select a site from the Site Code drop down.
Click OK.
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Fig. 10.5
System Administration Roles Copy

~lgix
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Roles Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.6
User Right-Click Menu

Select all
#dd Record To Browse

PlEw

Edit

Calumns 3

Role Copy

New

Use New to open the roles record detail to create a record.

Edit

Use Edit to open the roles record detail to edit the selected record.

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Roles Record Detail

The record detail contains all information about this role. Assign a name to the role.
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Adding a Roles Record

1 Click New to open a blank roles record.
2 Assign the role name and description.
3 Click Save.

4 Highlight the module and select the access levels on the General tab.

Editing a Roles Record

1 Double-click a record from the browse or click Edit to open the roles record detail.

2 Verify the role’s name.

3 Highlight the module and select the access level on the General tab.

4 Click Save.

Note The default for a new role is no access in any module, indicated by an empty blue circle.

Note If you are adding a role with access to almost everything, first provide full access. Then,
change access to Partial or None for individual functions.

Access Levels

Full access grants a user permission to use all functionality in the module or submodule. A solid
blue circle represents full access. None provides no access and prohibits a user from viewing or
using a module or submodule. A white circle with a blue outline represents no access. Partial
access grants a user permission to use or view submodules or features under a larger umbrella. A
half-blue circle indicates partial or view access.

Example You have full access to Maintenance|PM/PdM, but no access to Inventory|Rebuild
Locations. The circle beside PM/PdM is solid blue. The circle beside Rebuild Locations is outlined
blue. The circle beside Work Orders is half-blue because subordinate submodules include multiple
access levels.
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Fig. 10.7
Access Levels
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Full Access

Select the full option in the access box to grant a user type access to all features in a module or
submodule.

No Access

Select the none option in the access box to deny a user type access to all features in a module or
submodule.

Partial Access

Select the partial option in the access box to grant a user type limited access to features in a
module or submodule. Select partial to grant print/export, edit, add, delete, and—if appropriate—
copy privileges. If you indicate no access to some features and full access to others, then the
higher-level circle indicator automatically displays as half-blue.

Options

Options include Print/Export, Add, Copy, Delete, Notes, and Edit. These settings enable you to
perform only the selected functions on the highlighted module or submodule. All options are not
available in all modules or submodules.
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Set Up Employee Data Process Map

Fig. 10.8
Set Up Employee Data Process Map
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To set up employee data:

1 Establish numbering scheme.
2 Add crew codes.

3 Add craft codes.

4 Add skill codes.

5 Add shift codes.

6 Define pay additives.

7 Define pay multipliers.

8 Define overhead groups.

9 Enter employee data.

Employees Browse

Access this browse from General|[Employee. Use it to organize and display records, to access
supporting functions, and to edit or create new records. The site-specific Employee file in EAM is
where you set up records on individuals. Each employee is given a unique employee number to
identify them. These employee records can be used to distribute labor, for reference information,
and to designate employees who can be assigned to work orders. In addition, employees can be
designated as buyers for one or more sites and linked to a PO Approval Group and/or a Blanket
Order Approval Group for that site.
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Fig. 10.9
Employee Browse
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Employee Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.

Post Labor

This action allows the highlighted employee’s time to be charged to a particular activity, such as a
work order or a project or directly to a department, cost center, and account number.

Reverse Labor

The Reverse action is used to remove previously posted labor charges.

Employee Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

New

Use New to open the Employee record detail to create a record.

Edit

Use Edit to open the Employee record detail to edit the selected record.

Post Labor and Reverse Labor are options from the Action menu.

Employee Record Detalil

The record detail contains all information about this employee. The employee number and current
site display over all associated tabs.
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Fig. 10.10
Employee Record Detail
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Creating an Employee Record

1 Click New to open a blank employee record.

2 Verify the current site.

3 Assign the employee number.

4 Enter information in relevant fields on the tabs.

5 Click Save.

Editing an Employee Record

1 Double-click a record from the browse or click Edit to open the employee record detail.
2 Verify the current site.

3 Verify the employee number.

4 Enter or update information in relevant fields on the tabs.

5 Click Save.

Employee Tabs

Employee contains three tabs: Personal, Codes, and User Defined.

Employee Tab: Personal

Use this tab to enter personal data about the Employee plus accounting data.
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Fig. 10.11
Employee: Personal Tab
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Last Name. The employee’s last or surname.

First Name. The employee’s first or given name.
Address. The employee’s home address.

Address 2. The employee’s second home address.
City. The city in which the employee lives.

State. The state or province in the employee’s address.
Zip. The postal code used in the employee’s address.
Phone. The employee’s home phone number.

Second Phone. An employee’s second telephone number, such as a cell phone or work
extension.

Fax. The employee’s home fax number

Country. The country in the employee’s address.

Employee Tab: Codes

The Codes tab identifies a number of groups to which an employee belongs, such as Craft, Skill,
Crew, and Shift, and also contains pay information, such as Pay Rate and any pay adders.
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Dept. The department code used when charging an employee’s time. The department number
in the employee’s record is used on the credit side of the labor posting transaction.

Cost Center. Used as the expense cost center by EAM during a labor posting, if no cost center
is specified under the equipment.

Note The equipment cost center is checked by the system first. If one is not listed under the
equipment, the system looks for a default cost center under the employee.

Acct No. The account number used when charging an employee’s time. The account number in
the employee’s record is used as the credit side of the transaction.

Sub Acct No. The sub-account number used when charging an employee’s time. The sub-
account number in the employee’s record is used as the credit side of the transaction.

Note There are two sets of default labor accounting codes in the Site System Maintenance
module on the Labor tabbed page. The first column is labeled Debit, which is used for the
expense accounting codes provided none was used in the labor posting transaction. The second
column is labeled Credit. If there are no codes in the employee record, these accounting codes
are used.

Pri Craft. Identifies the employee’s primary craft.

Note This craft is drawn from a user-defined table of crafts. The employee’s craft is
identified so that the system can search for employees with specific crafts during the work
order scheduling process.

Skill. A user-defined table that allows further definition of an employee’s capabilities.

Note The user can denote the level of skill an employee has within their craft. It becomes
important to know the level of capability of an employee when scheduling a work order, since
a more senior craftsperson may be needed for a more difficult task.

Crew. A user-defined table, containing crew codes and descriptions, used to identify the group
to which an employee belongs.

Shift. This field contains a valid shift from the standard shifts defined for your system. There is
also a lookup available for this field.

Date Hired. The date the employee was hired.
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Date Terminated. The date the employee was terminated from employment.

Planner. Select if the employee is a defined as a planner in EAM.
Note If planner is selected, the employee shows up on the planners lookup table.

Resp. Select if the employee is listed as a responsible individual, in the sense of being
responsible for a group of equipment or group of parts.

Note If responsible is selected, then when the lookup table is activated to search for
responsible individuals, this employee is listed.

Assigned. Select if the employee can be assigned to maintenance work orders. Only employee
records that are selected as Assigned appear the Assigned Employee Lookup.

Regular Pay Rate. The standard hourly rate the employee is paid, expressed in the company’s
base currency.

Note This rate can then be combined with pay multipliers, such as time and a half or double
time, depending upon the specific activity or time they are working, such as holidays or
weekends.

Pay Add Code. A user-defined code that specifies an amount of money that is paid to an
employee on an hourly basis in addition to that employee’s regular hourly wage.

Note This is an optional field. An example of how it would be used is when the user sets up
an additional 50 cents per hour to be paid to an employee on third shift. Keep in mind that any
time the employee is receiving time and a half for working on Sunday, for example, the
employee receives not only half again of the regular hourly wage but also half again for the 50
cents.

OH Group. The default overhead group for an employee.
Note Labor posted for an employee includes overhead charges defined by the overhead

group. An employee overhead group overrides the site default labor overhead group.
Employee Tab: User Defined

Use the Employee User Defined tab to track information against specific employees in EAM.
There are ten user-defined fields.

Fig. 10.13
Employee Tab: User Defined
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Character 1/2. User-defined character fields. They are validated against tables that you add.
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Character 3/4. Free-form user-defined character fields, not validated against tables.
Decimal 1/2. User-defined decimal fields for Employee.
Integer 1/2. User-defined integer fields for Employee.

Enable/Disable Logic. A user-defined check box.

Employee Subdetail

The number of subdetail options varies from module to module. All have an option labeled Detail,
which remains visible and returns you to previously viewed tab page in the highlighted record if
one of the other subdetails is selected. Normal security applies: a user can be given full, partial or
no access to each subdetail option. If no access is given, the subdetail is not visible.

Fig. 10.14
Employee Subdetail
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This option opens the tabbed view.

Buyer Sites

Use this option to display a buyer in a single- or multiple-site configuration. Click New to access a
standard Site Maintenance lookup table. Select the appropriate site code. In addition, you can also
select the appropriate PO Approval Group to which the buyer is associated for the electronic
approval routing of purchase orders. This is not required for organizations that do not use PO
authorization.

You can also select the appropriate Blanket Order Approval Group with which the buyer is
associated to specify electronic routing and approval of blanket orders. This step is required for
organizations that use blanket orders.

Fig. 10.15
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Labor History

Use this option to display a browse of labor records, allowing you to view both posted and
reversed records. Reversals show a negative number of hours and negative cost; postings have
positive hours and costs.

Defining User Data Process Map

Fig. 10.16
Define User Data Process Map
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1 Establish a numbering scheme.

2 Define account groups.

3 Define cost center groups.

4 Define requisition approval groups.

5 Define purchase order approval groups.
6 Define project approval groups.

7  Define filter groups.

8 Enter user data.

Users

The User module is where user details and preferences are entered. To log in to EAM, the user
must have a user 1D and password. The user record can be linked to the user’s corresponding
employee 1D, which populates certain information from the employee record into the user record.
This reduces unnecessary duplication of information. Linking the user record to the employee
record is sometimes required when a user is creating transactions in EAM, such as creating work
orders, distributing labor, or creating stores requisitions. This allows EAM to automatically
populate employee information required for the transaction based on the user’s ID.
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Before users are allowed access to EAM, they must be linked to at least one site and at least one

role in the site.

Users Browse

Access this browse from System Administration. Use it to organize and display records, edit or
create new records, or export data to Excel.

Fig. 10.17
Users Browse
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User Right-Click Menu

The right-click menu contains administrative functions.

Fig. 10.18
User Right-Click Menu
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Select All

Use Select All to highlight all the user records in the browse.
New

Use New to open the user record detail to create a record.

Edit

Use Edit to open the user record detail to edit the selected record.
User Record Detail

The record detail contains all information about this user. The user number displays over all
associated tabs.

Fig. 10.19
User Record Detail
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Creating a User Record
1 Click New to open a blank user record.
2 Assign the user number.

3 Enter information in relevant fields on the tabs.

4 Click Save.

Editing a User Record

1 Double-click a record from the browse or click Edit to open the user record detail.
2 Verify the user number.

3 Enter or update information in relevant fields on the tabs.

4 Click Save.

User Tabs

User contains two tabs: Detail and Mail Opts.
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User Tab: Detall

Use this tab to enter detail data about the user plus purchasing and project spending limits.

Fig. 10.20
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User ID. The system administrator assigns the user number in the User module. The user ID is
an alphanumeric code.

Note In many cases, the user ID is a number. This number is displayed on many screens and
reports throughout the system. If the users are not familiar with these numbers, it can make
some of the reports more difficult to understand. It may make more sense to use a more
recognizable identifier, such as the first letter of the User’s first name, followed by last name.
Example: Joe Smith — jsmith.

Emp No. The system administrator links a previously established employee number in this
user’s record. The Emp No is an alphanumeric code. The employee number entered is
validated against the Employee table. The lookup button can be used to select an existing
employee number.

Language. The default language code for the selected user. The language chosen here is the
language in which this user will view/use EAM. The Language field allows individual users to
access EAM in their own language. The Lookup displays only the languages in which EAM is
available.

Orig Notify. This field is used to specify a user who should receive an automated e-mail
notification when this user creates a service request. Click into the Orig Notify field to access
the User Lookup with browses of users and mail groups.

The associated user receives an automated e-mail indicating that a service request that has
been created by this user.

Del Msg?. User preference to display or suppress warning message before deleting records.
Select if the field should cause a warning message to be displayed before a record is deleted.
This warning message allows the user to cancel the deletion. Regardless of this setting, the
system has built-in parameters that prohibit the deletion of some records.

Note In order to prevent a record from being deleted in error, it is suggested that you select
this field for most users. Records cannot be restored once deleted.
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Override Del? Select to allow the user to override the system controls that prohibit the deletion
of certain record types depending upon their status and attributes.

Note It is suggested that this field is not selected for most users. With it selected, the user can
override the system controls that prohibit the deletion of certain records.

Other Labor? This determines whether the user can post labor for all other users or only for
himself/herself.

Note If the profile for the current user has this selected, EAM allows the user to post or
reverse labor for any employee, provided the user has security for the option. If not selected,
EAM only allows users to post and reverse labor for themselves.

PO Limit? Select if the user has been assigned a spending limit for approval of purchase
orders. If selected the amount in the next field represents the user’s Purchase Order Limit, the
amount for which a user can approve a purchase order.

Note When the user approves a purchase order, the user’s spending limit is checked. If the
spending limit is equal to or greater than the purchase order, the purchase order is approved
and authorized. If the purchase order is greater than the user’s spending limits, then the
purchase order is approved but not authorized.

PO Limit. If the PO Limit? option is selected, assign a spending limit for approval of purchase
orders.

BO Limit. If the BO Limit? option is selected, assign a spending limit for approval of blanket
orders.

Note When the user approves a blanket order, the user’s BO spending limit is checked. If the
user’s BO spending limit is equal to or greater than the BO’s expiration amount, the blanket
order is authorized. If the BO’s expiration amount is greater than the user’s BO spending
limits, then a routing for authorization is started. The user’s action is shown as Approve in the
BO’s Routing lower screen. However, the blanket order is not authorized until a user with a
higher spending limit and any quantity person approve it.

Req Limit? Select if the user has been assigned a spending limit for one or more of the
following fields for approval of requisitions.

Req Exp Limit. If Req Limit? is selected, the amount in this field represents the user’s
Requisition Expense Limit, the amount for which a user can approve a given requisition that is
not flagged as a Capital expense.

Req Cap Limit. If Req Limit? is selected the amount in this field represents the user’s
Requisition Capital Limit, the amount for which a user can approve a requisition that is
flagged as a Capital expense.

Req Proj Limit. If Req Limit? is selected the amount in this field represents the user’s
Requisition Project Limit, the amount for which a user can approve a requisition that is linked
and expensed to a project.

Proj Limit? Select if the user has been assigned a spending limit for the initial approval of
projects. If selected the user has been assigned a spending limit for approval of projects.

Proj Limit. If Proj Limit? is selected the amount in this field represents the user’s Project Limit,
the amount for which a user can approve a given project.
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Note When the user approves a project, the user’s spending limit is checked. If the user’s
spending limit is equal to or greater than the project, the project is approved and authorized. If
the project is greater than the user’s spending limits, then the user’s action is considered to be
approved. However, the project is not authorized until someone with high enough spending
limits authorizes it and any quantity persons authorize it.

Horizontal Approver? If the Horizontal Approver? option is enabled on the General|Business
Units|Sites|Authorization Options tab then a user can be designated as a Horizontal Approver
here. Then add one or more Horizontal Approvers to a requisition approval group at
Purchasing|Approval Group|Requisition Approval Group.

Receive Email? Select if this user should receive automated Internet e-mail.
Email. If Receive Email? is selected, enter the user’s Internet e-mail address in the Email box.

Prt Title Page? Select if the user should have the title page containing the report criteria
printed whenever this user generates reports.

Note If selected, the title page prints. If not selected, the title page does not print.

User Tab: Mail Opts

Use this tab to select events that trigger e-mail to this user.

Fig. 10.21
Users Mail Opts Tab
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Equipment exceeds spending limit. User preference to receive mail when a piece of equipment
exceeds its annual, lifetime, or work order spending limit.

Note If selected, the user designated in the Notify field of the equipment record receives mail
when the piece of equipment exceeds a spending limit.
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Work order status changes. User preference to receive mail when a work order’s status
changes.

Note Each work order status can be set to send mail when a work order status is changed. If
selected, the user designated in the work order record receives mail when the work order status
is changed to a status designated to generate mail.

Equipment is left as unacceptable. User preference to receive mail when a piece of equipment
is left in an unacceptable state following a work order.

Note Each work order has an As Left code. These codes can be set to send mail if a piece of
equipment is left in the condition described by the code. If selected, the user designated in the
Notify field of the equipment record receives mail when the piece of equipment is left in a
condition designated to generate mail.

PM Due. User preference to receive mail when a PM comes due.

Note If selected, the user designated in the PM record receives mail when the PM comes due
by reaching a certain date or driving unit of measure. If it is not, no mail of this type is sent to
this user.

Failure expected before next PM. User preference to receive mail when a calculated next
failure date precedes the next preventing PM due date.

Note When a work order is closed, the next failure date for the piece of equipment is
calculated. If selected, the user designated in the Notify field of the PM record receives mail
when the next failure date calculated precedes the next preventing PM due date.

Service Request Status. A user preference to receive mail when a service request changes
status, if the user is the Notify person or part of the mail group on the Service Request.

Project Status Changes. Each project status can be set to send mail when a project status is
changed. If selected and the user is designated as the Notify person in the project record, they
receive mail when the project status is changed to a status designated to generate mail.

Warranty Warning Date Is Reached. Mark this box if you want the user, if the Notify on a
warranty, to receive e-mail when the warranty’s Warning Date is reached.

Warning Days, set up at System Admin|System Control Maintenance|System Site
Maintenance|Maint tabbed page, is a field displaying the number of days ahead of a warranty
expiration the Notify on the warranty receives a system automated e-mail warning. When a
new warranty is created, the system pulls in this figure as the designated time for the
expiration warning but this number can be manually overridden.

Inventory Drops Below Designated Point . User preference to receive mail when inventory
drops below the designated point of safety stock or reorder point.

Note Each piece of inventory can be designated to send mail when inventory drops below
either safety stock or reorder point. If this field is selected, the user designated in the Notify
field of the inventory record receives mail when stock levels drop below this point.

Inventory received. When selected, the user, if Requestor or Notify, receives e-mail when
inventory is received from a requisition.

Inventory Returned to Vendor. When selected, the user, if Requestor or Notify, receives e-mail
when parts are returned to the vendor.
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Requisition Put on Order. When selected, the user, if Requestor or Notify, receives e-mail
when the requisition is put on order.

Requisition Due Date Changes. When selected, the user, if Requestor or Notify, receives
e-mail when the requisition due date changes.

Blanket PO expires. When selected, the user receives e-mail when blanket purchase orders on
which he/she is the Notify expire.

Requisition Canceled/Closed. When selected, the user, if Requestor or Notify, receives e-mail
when the requisition status is changed to either canceled or closed.

User Subdetail

The number of subdetail options varies from module to module. All have an option labeled Detail,
which remains visible and returns you to previously viewed tab page in the highlighted record if

one of the other sub details is selected. Normal security applies, meaning that a user can be given
full, partial, or no access to each subdetail option. If no access is given, the subdetail is not visible.

Fig. 10.22
Users Subdetail
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This option opens the tabbed view.

User Site

Use this option to display a user in a single- or multiple-site configuration. Click New to access a
standard Site Maintenance lookup table. Select the appropriate site code. While each user must be
assigned at least one valid site in order to access EAM, a user can have access to multiple sites.
Designate one of the sites as Primary, which is the site the user is logged in to by default.

Account Center Group

Account Group (Finance|Groups|Account Group) is used to associate a set of accounts to a user
ID. When the user clicks the Authorize Action on the Requisition header, EAM checks if the user
has either an Account Group or Cost Center Group that contains the appropriate account number
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or cost center to authorize the selected requisition. If an account in the user’s Account Group
matches the account on the selected requisition and the user has a large enough spending limit, the
requisition can be authorized by the user without going through routing.

Cost Center Group

Cost Center Group (Finance|Groups|Cost Center Group) is used to associate a set of cost centers to
a user ID. When the user clicks the Authorize Action on the Requisition header, EAM checks if the
user has either an Account Group or Cost Center Group that contains the appropriate account
number or cost center to authorize the selected requisition. If a cost center in the user’s Cost Center
Group matches the cost center on the selected requisition and the user has a large enough spending
limit, the requisition can be authorized by the user without going through routing.

Approval Group

Approval Group (Purchasing | Approval Group | Requisition Approval Group) is used to associate
a set of requisition approvers to a User ID. When the selected user initiates routing requests, the
Approval Group identifies who receive those requests to authorize requisitions. Associate
approval groups here only if your organization has selected User Based Routing for approval of
requisitions. The routing method used for requisition approval is determined by the switch under
System Admin|System Control Maintenance|System Site Maintenance|Misc tabbed page—
Approval Method. If User Based Routing is enabled, the system routes all approval requests for
requisitions according to the user who clicked the Approve Action.

User/Roles

Use this module to link users to roles in their required sites.

User/Roles Browse

Access this browse from System Administration|User|Roles. Use it to organize and display
records, edit or create new records, or export data to Excel.

The User/Roles browse consists of the top browse, listing users, and the lower browse, listing roles
for each site.

Fig. 10.23
User/Roles Browse
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User/Roles Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.24
User/Roles Right-Click Menu
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Select All. Use Select All to highlight all the user records in the browse.
New. Use New to open the user/roles record detail to create a record.
Edit. Use Edit to open the user/roles record detail to edit the selected record.

Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hide it.

Creating a User/Role

Highlight the user in the upper browse. EAM displays available roles and sites for that user.

2 Select the check box to add a role. Authorized roles display predefined user permissions.

Note If you highlight a user in the upper browse to add roles and nothing displays in the child
browse, the user has not been assigned to any site in EAM. Go to System Administration|Users|
User Site submenu to designate sites for this user.

Editing a User/Role

Highlight the user in the upper browse. EAM displays available roles and sites for that user.

2 Select the check box to add a role. Clear the check box to remove a role. Authorized roles

display predefined user permissions.

System Control

Use System Control to set General data, indicate Mail Options, set Revision Control, and establish
Password & General Ledger Options. In addition set Interface rules, indicate Purchase receiving
options, set Tax options, and enter Budget Code.
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System Control Process Map

Fig. 10.25
System Control Process Map
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1 Download Accounting Data.

2 Set Up Domain Level Features.

3 Set Up System Control Global Features.
4 Set Up Registry Values.

5 Set Up Site System Control Features.

6 Add Required Mandatory Fields per Site.
7 Add User Defined Mail per Site.

System Control Browse

Use the browse to organize and display records, to access supporting functions, and to edit or
create new records.
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System Control Browse
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System Control Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.27
System Control Right-Click Menu
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Edit. Opens the System Control screens to edit the selected record.

Columns. A list of columns available to the browse displays here. Select a column header to

display it. Clear the column header to hide it.

System Control Record Detalil

The tabs contains information about the System Control record. The assigned Version No displays

over the associated tabs.

Note EAM is installed with the System Control Record already created and defaults to the current

Version No.
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Fig. 10.28
System Control Record Detail
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Editing the System Control Record

1 Double-click the System Control record from the browse or click Edit to open the System
Control record detail.

2 Verify the Version No.
3 Enter information in relevant fields on the tabs.

4  Click Save.

System Control Tabs

Use these tabs to set General data, indicate Mail Options, set Revision Control, and establish
Password & General Ledger Options. In addition indicate Purchase receiving options, set Tax
options, and enter Budget Code.

System Control Tab: Detail

Use this tab to set General data, indicate Mail Options, set Revision Control, and establish
Password & General Ledger Options.
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Fig. 10.29
System Control Tab: Detail
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Company Name. The name appearing on the bottom of the EAM main menu panel helps users
differentiate between live and test databases.

Version No. EAM is installed with the System Control record already created. It defaults to the
current Version No.

SMTP Server. The SMTP server name or corresponding IP address. To send Internet mail,
EAM routes e-mail to the entered server or address. For an individual user to send Internet e-
mail from EAM, set up a MAPI client on the client PC. For example, Microsoft Outlook
includes a MAPI client.

System Mail ID. Enter the ID to appear in the From box on EAM system-generated e-mail sent
through the Internet.

Wait Hrs. The number of hours a request for approval of a requisition, purchase order, blanket
order, or project waits in an individual’s mailbox.

Wait Minutes. The number of minutes a request for the approval of a requisition, purchase
order, blanket order, or project waits in an individual’s mailbox.

Mstr List Rev? Specify whether the system should automatically create revisions for master
lists. Select if revision records should be created every time any of the Master Lists in EAM
are modified. This includes Master Instructions Lists and Master Parts Lists.

Restrict Pwd?. Specify whether EAM should impose restrictions on user passwords. Select to
enable the fields that control user password restrictions in EAM.

Min Length. If the previous field is enabled, when a password is added or changed, EAM
checks the length of the new password and validates the number of characters against Min
Length unless Min Length is zero.
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Exp Days. This integer field determines the number of days at which user passwords should
expire. When a user logs in, EAM checks whether the number of days specified here has
passed since the user changed or added the current password. If Exp Days is set to zero, EAM
does not make this check.

Purge Days. This integer field determines the number of days of history to keep for user
passwords. EAM keeps a list of passwords a user uses for Pwd Aging number of days.

Incl Proj on Iss. EAM checks this setting to determine which sides (if any) of the issue/return
transaction should include the Project No in the inventory general ledger transactions. When
these transactions are created, EAM checks these settings and acts accordingly for both EAM
and QAD ERP.

Incl Proj on Labor. EAM checks this setting to determine which sides (if any) of labor GL
transactions should include Project No. Options include Both Sides, Debit, Credit, and
Neither.

Incl Proj on Rec. EAM checks this setting to determine which sides (if any) of the
receipt/return transaction should include the Project No. Options include Both Sides, Debit,
Credit, and Neither.

System Control Tab: MFG/PRO Options

Use this tab to set General data, indicate Purchasing options, set Tax options, and enter Budget
Code.

Fig. 10.30 .
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MFG/PRO Interface? Select to enable if the system administrator wants to use the interface to
QAD ERP. If this interface is not enabled, the interface programs do not function and do not
create general ledger transactions in QAD ERP.

Display Error? If there is some type of error when a general ledger transaction is created in
QAD ERP, select to enable the system to display an error message and a description of the
specific error being encountered.

Domain. Domain to use when filling out domain fields in QAD ERP. Should match the domain
that EAM interfaces with from QAD ERP’s Domain Maintenance option (menu 36.1.1.1).
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When reading data from QAD ERP, EAM only looks at records that match the entered
Domain. When writing data to the QAD ERP, EAM fills out the Domain field with the entered
Domain. Fill out this field to interface properly.

Validate When Posting?. When a general ledger is created in QAD ERP, validate when posting
causes EAM to run the QAD ERP validation routine to verify that the cost center, account, and
sub-account combinations are valid within the QAD ERP validation tables.

Database Name. Database name to use when filling out QAD ERP purchasing fields related
to QAD ERP’s multiple database configurations. Should match the Database Name on QAD
ERP’s Database Connection Maintenance screen (menu 36.6.1).

Use EIR? Select to enable QAD ERP’s Expense Items Receipts accounting structure to
overwrite EAM’s AP (Credit) accounting structure (at General|Business Units|Site|Purchase
Order tab) for receipt credits.

Use GTM? If enabled, EAM handles Global Tax Management and integrates with the
handling of Global Tax Management in QAD ERP.

Tax History? Select to enable if the tables are filled out in QAD ERP, making the data
available for running tax reports in QAD ERP. If not enabled, this data is not captured in QAD
ERP. If Use GTM? is enabled and Tax History? is not enabled, only the tax-related fields for
the PO record are filled out in QAD ERP.

Budget Code. Enter the QAD ERP budget code to use on budget download. The code is used
when downloading budgets at System Administration|ERP Interface|Download.

ERP Interface

Use this module to update EAM with information from tables shared with QAD ERP. Access the
real-time link or gateway to the QAD ERP database and common tables shared by EAM and
QAD EE/SE.

Download

There are 12 shared tables in EAM. They are: Account, Sub Account, Cost Center, GL Calendar,
and Currency, Bill To, Ship To, Project, Vendor, Standard Clauses, and Terms. Update EAM with
information from some or all of these shared tables.
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Fig. 10.31
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Note When you are connected to a QAD EE database, the Account, Sub Account, Cost Center
options are listed as EE Account, EE Sub Account, EE Cost Center. When connected to a QAD SE
database, the prefix is SE.

Account Download Browse

Access this browse from System Administration|ERP Interface|Download|Account Download.
Use it to organize and display records, access supporting functions, and download new records.

The account download module allows users to download either all or select account numbers to be
used in EAM. Downloading account numbers from QAD ERP also downloads corresponding sub-
account and cost center relationships, which are then found at Finance|Accounting|Accounts.

Downloading a Single Account Code

1 Enter a complete or a portion of a account code in Find. Use Find to search for specific
records. Find searches the column on the far left.

2 Highlight the required record in the browse, click Action, and select Download Account.

3 EAM presents the Select Site screen. Choose the sites to update with the downloaded data and
click Download.

Downloading Multiple Account Codes

1 Enter a portion of a account code, description, or type in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Account.
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3 EAM presents the Select Site screen. Choose the sites to update with the downloaded data,

click Download.

Fig. 10.32
Account Download Browse
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Sub Account Download Browse

Access this browse from System Administration|ERP Interface|Download|Sub Account
Download. Use it to organize and display records, access supporting functions, and download new

records.
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The sub-account download option allows users to download either all or select sub-account
numbers to be used in EAM. The downloading of sub-account numbers from QAD ERP also
downloads corresponding account and cost center relationships, which are then found at Finance|
Accounting|Sub Accounts.

Downloading a Single Sub-account Code

1 Enter a complete or a portion of a sub-account code in Find. Use Find to search for specific
records. Find searches the column on the far left.

2 Highlight the required record in the browse, click Action, and select Download Sub Account.

3 EAM presents the Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Sub-account Codes
1 Enter a portion of a sub-account code, description, or type in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Sub Account.

3 EAM offers the Select Site screen. Choose the sites to update with the downloaded data.

Fig. 10.34
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Cost Center Download Browse

Access this browse from System Administration|ERP Interface|Download|Cost Center Download.
Use it to organize and display records, access supporting functions, and download new records.

The cost center download option allows users to download either all or select cost centers to be
utilized in EAM. The downloading of cost centers from QAD ERP also downloads corresponding
accounts and sub-account relationships that are then found at Finance|Accounting|Cost Centers.
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Downloading a Single Cost Center

1 Enter a complete or a portion of a cost center code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Cost Center.

3 EAM offers the Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Cost Centers

1 Enter a portion of a cost center code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action and select Global Download Cost Center.

3 EAM offers the Select Site screen. Choose the sites to update with the downloaded data.

Fig. 10.35
Cost Center Download Browse
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Note On the Account, Sub Account, or Cost Center Download screen when the In EAM option is
enabled, it means that the codes have been downloaded to a site, not necessarily the user’s current
site.

GL Calendar Download Browse

Access this browse from System Administration|ERP Interface|Download|GL Calendar
Download. Use it to organize and display records, access supporting functions, and download new
records.

The GL calendar download option allows users to download either all or select GL calendar
periods (or months) to be utilized in EAM, found at Finance|Accounting|GL Calendar. The system
displays the accounting periods as they have been set up in QAD ERP.
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Downloading a Single GL Calendar Period

1 Enter ayear in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download GL Calendar
Period.

Downloading Multiple GL Calendar Periods

1 Enter ayearin Find.

2 Highlight the required records in the browse using Shift to select a range of periods, click
Action, and select Global Download GL Calendar.

Fig. 10.36
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Currency Download Browse

Access this browse from System Administration|ERP Interface|Download|Currency Download.
Use it to organize and display records, access supporting functions, and download new records.

The currency download option allows users to download either all or select currency exchange
rates to be utilized in EAM, found at Purchasing|Currency. The currency download option from
QAD ERP also downloads currency codes to EAM and the exchange rate relationships between
those currency codes.
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Downloading a Single Currency Exchange Rate

1 Enter a complete or a portion of a currency code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Currency.

Downloading Multiple Currency Exchange Rates
1 Enter a portion of a currency code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Currency.

Fig. 10.37
Currency Download Browse
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Bill To Download Browse

Access this browse from System Administration|ERP Interface|Download|Bill To Download. Use
it to organize and display records, access supporting functions, and download new records.

The Bill To download option allows users to download either all or select Bill To address and
contact data to be utilized in EAM (Purchasing|Codes|Addresses|Bill To).
Downloading a Single Bill To Record

1 Enter a complete or a portion of a Bill To code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Bill To.

Downloading Multiple Bill To Records

1 Enter a portion of a Bill To code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Bill To.
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Fig. 10.38
Bill To Download Browse
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Ship To Download Browse

Access this browse from System Administration|ERP Interface|Download|Ship To Download. Use
it to organize and display records, access supporting functions, and download new records.

The Ship To download option allows users to download either all or select Ship To address and
contact data to be used in EAM (Purchasing|Codes|Addresses|Ship To).

Downloading a Single Ship To Record

1 Enter a complete or a portion of a Ship To code in Find. Use Find to search for specific
records.

2 Highlight the required record in the browse, click Action, and select Download Ship To.

Downloading Multiple Ship To Records

1 Enter a portion of a Ship To code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Ship To.

Fig. 10.39
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Project Download Browse

Access this browse from System Administration|ERP Interface|Download|Project Download. Use
it to organize and display records, access supporting functions, and download new records.
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The project download option allows users to download either all or select Projects to be utilized in

EAM. The project data downloaded from QAD ERP is found at Finance|Projects.

Downloading a Single Project

1 Enter a complete or a portion of a project code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Project.

3 EAM offers the Select Site screen. Choose the sites to update with the downloaded data.

Downloading Multiple Projects

1 Enter a portion of a Project code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Project.

3 EAM presents the Select Site screen. Choose the sites to update with the downloaded data.

Fig. 10.40
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Fig. 10.41
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Vendor Download Browse

Access this browse from System Administration|ERP Interface|Download|Vendor Download. Use
it to organize and display records, access supporting functions, and download new records.

The Vendor download option allows users to download either all or select Vendor data to be
utilized in EAM (Purchasing|Vendor).
Downloading a Single Vendor Record

1 Enter a complete or a portion of a Vendor code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Vendor.

Downloading Multiple Vendor Records
1 Enter a portion of a Vendor code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Vendor.
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Standard Clauses Download Browse

441

Access this browse from System Administration|ERP Interface|Download|Standard Clauses
Download. Use it to organize and display records, access supporting functions, and download new

records.

The standard clauses download option allows users to download either all or select standard

clauses to be utilized in EAM (Purchasing|Standard Clauses).

Downloading a Single Standard Clause Record

1 Enter a complete or a portion of a Standard Clauses code in Find. Use Find to search for

specific records.

2 Highlight the required record in the browse, click Action, and select Download Standard

Clauses.

Downloading Multiple Standard Clauses Records

1 Enter a portion of a Standard Clauses code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight

non-sequential records, click Action, and select Global Download Standard Clauses.
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Fig. 10.43
Standard Clauses Download Browse
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Terms Download Browse

Access this browse from System Administration|ERP Interface|Download|Terms Download. Use it
to organize and display records, access supporting functions, and download new records.

The terms download option allows users to download either all or select terms to be utilized in

EAM (Purchasing|Codes|Terms).

Downloading a Single Terms Record

1 Enter a complete or a portion of a Terms code in Find. Use Find to search for specific records.

2 Highlight the required record in the browse, click Action, and select Download Terms.

Downloading Multiple Terms Records

1 Enter a portion of a Terms code in Find.

2 Highlight the required records in the browse using Shift to select a range or Ctrl to highlight
non-sequential records, click Action, and select Global Download Terms.

Fig. 10.44
Terms Download Browse
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User Defined Fields

Use this module to add specialized fields. There are 80 user-defined fields in EAM. Modules with
user-defined fields are Employee, Equipment, Inventory, Project and Job, Purchase Order,
Requisition Line, Vendor, and Work Order. Each has at least ten user-defined fields. There are two
Lookup tables, integer fields, decimal fields, and at least two alphanumeric fields (not validated
against any table). There is a date field and logical field. These provide significant flexibility for
tracking user-defined information against specific records in EAM.

Changes to the field labels for employee, equipment, inventory, project and job, purchase order,
requisition line, vendor, and work order are displayed on the User Defined tab in that module.
Changes to the field label for Character 1 or Character 2 are also displayed on the User Defined tab
in that module. In addition, the change is shown in the codes folder for that module. For example,
if the field label for equipment character 1 is changed, EAM displays the field label change as the
name of the file folder at Maintenance|Equipment|Codes|Equipment].

Fig. 10.45
User Defined Fields Option
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User Defined Fields Browse

Access this browse from System Administration|User Defined Fields. Use it to organize and
display records, access supporting functions, and edit or create new records.
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Fig. 10.46
User Defined Fields Browse
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User-Defined Fields Right-Click Menu

The right-click menu contains administrative functions.

Fig. 10.47
User-Defined Fields Right-Click Menu
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Use New to open the user-defined record detail to create a record.
Edit

Use Edit to open the user-defined record detail to edit the selected record.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Creating a User-Defined Field

1 Double-click the User Defined Fields option to display the User Defined Fields browse. This
lists the modules that allow you to add a user-defined field, along with the field labels to edit
or add.

2 Add a field label.

3 Close the user-defined fields browse by clicking the X on the top of the browse.

Editing a User-Defined Field

1 Double-click the User Defined Fields option to display the User Defined Fields browse. This
lists the modules that allow you to add a user-defined field, along with the labels.

2 Edit a field label. Close the user-defined fields browse by clicking the X on the top of the
browse.

Job Control Application

The Job Control Application is located under the System Administration module. Use this module
to set up and schedule routine EAM functions as customized Jobs. Once these Procedures/Jobs are
scheduled, they are then run in the background at the appointed time by the Job Controller process
without users having to take any action. The Job Controller is a stand-alone Progress process that
reads from the EAM database a list of jobs to run and spawns them as stand-alone Progress
sessions.

There are three submodules found in the Job Control Application: Job Control, Job Program, and
Job Log.
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Fig. 10.48
Job Control Application
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Job Control. Job Control programs are written to perform specific routine EAM procedures.
The Job Control Programs are defined in the Job Program upper browse. The lower browse
displays the Job Control Log.

Job Control Browse

Access this browse from System Administration|Job Control|[Job Control. Use it to organize and
display records, access supporting functions, and edit records.

Fig. 10.49
Job Control Browse
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Job Control Action Menu

Choices available on this menu vary depending on context. Access the Action menu from the
toolbar or right-click menu.
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Fig. 10.50
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Stop Job Controller

Start Job Controller. Use Start Job Controller to begin the Progress process that reads the list of
jobs to run, and spawns them as stand-alone Progress sessions.

Stop Job Controller. Use Stop Job Controller to halt the Progress process sessions.

Job Control Right-Click Menu

The right-click menu contains administrative functions and options from the Action menu.

Fig. 10.51
Job Control Right-Click Menu

Home | Job Control

1% Excel Export Print #dd To Favourites Ty

Action - | Find @ | Filker = aLL
Job Controll I+ | Motify | Purge Rate | EAM URL

Select Al

&dd Record To Browse
1% Excel Expd M ey
Find Edit - ma
JobPragramlD Columns p f
SYWSTEM ol Stopped
SYSTEM Skart Job Controller Fause [50]
SYSTEM Stop Job Controller Frogram St
SYWSTEM 0201002012 12:55:03 kdinutes Last Startdd

Edit. Use Edit to open the Job Control screen to edit the Job Control Record.

Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hide it.

Start Job Controller and Stop Job Controller are options from the Job Control Action menu.

Job Control Record Detail. The record detail contains information about the Job Control
Record. The Job Control Record name or Job Control ID displays over the Detail tab. There is
only one Job Control Record per database.
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Editing the Job Control Record

1 Double-click the record from the browse or click Edit to open the Job Control record detail.
2 Verify the Job Control name.

3 Enter information in relevant fields on the Detail tab.

4 Click Save.

Fig. 10.52
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Notify. Indicate the user or group to receive mail whenever the job is run and completed. A
lookup filters users in the user and mail groups.

Purge Rate. Enter the number of days to keep log records; for example, 45 would mean to
purge log messages older than 45 days.

EAM URL. Enter the connection string for the EAM appserver broker.
Progress Startup. Enter the Progress startup command including the .pf file.
Log Location. Enter the absolute path where job control logs are found and stored.

Status. EAM displays the current status of the Job Controller; for example, Stopped, Started,
and so on.
Last Checked In. EAM displays the last date and time the Job Controller checked in.

The lower browse displays the Job Program ID, Time Stamp Display and Log Text.
Additionally, the Log Level and Time Stamp can be displayed if needed.
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Job Control Lower Browse
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Job Program

449

The Job Program submodule consists of an upper and lower browse. These programs are written to
perform specific routine EAM procedures. The Job Control Programs are defined in the Job
Programs upper browse. The lower browse displays the Job Program Log.

Job Program Browse

Access this browse from System Administration|Job Control|Job Program. Use it to organize and

display records, access supporting functions, and edit records.

Fig. 10.54
Job Program Browse
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Job Program Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.55
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Edit. Use Edit to open the Job Program screen to edit the Job Program Record.

Columns. A list of columns available to the browse displays here. Select a column header to
display it. Clear the column header to hide it.

Job Program Record Detail. The record detail contains information about the Job Program
Record. The Job Program ID displays over the Detail tab. It contains the programs written to
perform specific routine EAM procedures.

Editing the Job Program record

1 Double-click the record from the browse or click Edit to open the Job Program ID record

detail.
2 Verify the Job

Program ID.

3 Enter information in relevant fields on the Detail tab.

4 Click Save.

Fig. 10.56
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Name. Enter or update the name of the Job Program.
Description. Enter or update the Description of the Job Program.

Notify Complete. Enter the user or group of users to notify with e-mail notifications when this
Job Program is completed.

Notify Error. Enter the user or group of users to notify with e-mail notifications when this Job
Program runs into a problem and does not run successfully.

Auto Run. Select this check box to have the Job Controller run this job automatically. Clear
this check box to have the Job Controller ignore this job.

Is Progress. Clear this check box to have the Job Controller execute this job from the
command line exactly as typed in the Program field.

Interval Amount. Enter the number of units between runs.

Interval Unit. EAM displays the unit options available in a drop-down: Minutes, Hours, or
Days. Select the proper one for this job.

Program Name. Review the program name for this job.

Run Parameters. Enter the free-form parameters for this job. A user ID and password are
required for any job that uses an EAM API (application programming interface). Many of the
EAM jobs use APIs (in other words, they call programs both internal and external to EAM).
To ensure access to the EAM AppServer, specify an EAM user ID and password. You can
enter “site=*,” where the asterisk (*) represents all sites, or specify one site. The job must have
a parameter with a site specified.

Note Since many organizations require an EAM user to establish a password, it is
recommended that a virtual user is set up. A virtual user is one who neither represents nor is
linked to an employee but is one set up to serve a specific purpose.

Fig. 10.57
Job Program Record Detail - Status Section
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Last Start. EAM displays the last date and time the job started.
Last End. EAM displays the last date and time the job ended.

Last Run Status. EAM displays the current status of this job; for example, Stopped, Started,
and so on.

Last Check In. EAM displays the last date and time the Job Programmer checked in.
Is System. Check box cannot be deleted but can be copied. This is a READ-ONLY field.

The lower browse displays the Job Program ID, Time Stamp Display, and Log Text. Additionally,
the Log Level and Time Stamp can be displayed if needed.
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Fig. 10.58
Job Program Lower Browse
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Job Log. The Job Log submodule consists of a single browse. The browse displays the activity
in both the Job Control Log and the Job Program Log.

Job Log Browse. Access this browse from System Administration|Job Control|Job Log. Use it
to organize and display records.

Set Up Sequence Data
The system administrator uses the Sequence modules to set the next number for certain tables and

documents. The sequence fields are broken into two major groups: those that are shared by all sites
and those that are site-specific.
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Set Up System Sequence Data

Ten fields listed in the System Administration|System Sequence screen are shared by all sites:
Transit No, Stock Out No, Receiver No, PM Template No, PM Run No, Master Tool No, Master
Parts List No, Master Instruction List No, Job No, and Claim No.

A Master Instruction List can be created by one site but accessed and utilized by any other site.
However, numbers for some other documents or files are site-specific, meaning that each site has
its own set of work order numbers. If you have two sites, there could be two work orders with
number 10101. It takes both the site and the work order number to create a unique identifier,
whereas the Master Instruction List number is unigque regardless of the site.

System Sequence Browse

Access this browse from System Administration. Use it to organize and display the System
Sequence record, edit the record, or export the data to Excel.

Fig. 10.60
System Sequence Browse
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System Sequence Record Detail
The System Sequence record detail contains the current record number for these nine fields.

Claim No. The Reimbursement Claim number is not site-specific, and this field displays the
Claim number used in the system. This is the number of the last claim for which a
Reimbursement has been received.

Job ID. The Job ID is not site-specific. The administrator can change this number to a higher
figure. If the number is changed the system, increments from that point forward.

Master Instr No. This field displays the last instruction list number used within the system.

Note EAM continually changes this number as Master Instruction Lists are created. The
system administrator can interrupt the automatic sequencing by coming into the system
sequence module and resetting the last Master Instruction List number to any higher than the
previous number. Once reset, the system continues to automatically increment that number
from that point forward.

Master Parts No. This field displays the last-used Master Parts List number. The Master Parts
List number has the same properties as the Master Instruction List number. It is not site-
specific; therefore the Master Parts List number 1 is the same in all sites.

PM Run No. A number representing the last batch routine event that automatically issued PMs
that were due. The administrator can change this number to a higher value. If the number is
changed, the system increments from that point forward.

MNQAD



454 User Guide — Enterprise Asset Management

PM Template No. The PM Template number is not site-specific, and this field displays the last
PM number used in the system. The administrator can change this number to a higher value. If
the number is changed, the system increments from that point forward.

Receiver No. This number represents the last used Receiver document number and is not site

specific. The administrator can change this number to a higher value. If the number is
changed, the system increments from that point forward.

Stock Out No. This number is not site-specific, and this field displays the last Stock Out
number used in the system.

Transit No. This number is not site-specific, and this field displays the last Transit number
used in the system. It is used by EAM for each unique inventory relocation from one site to
another.

Set Up Site Sequences Data

There are ten fields listed in the System Sequence module at System Administration|Site Sequence
screen that are unique for each site: Inv No, Inv Trans No, PO No, Multi-Line (Req) No, RFQ No,

Service No, Stock Run No, Stores Req No, WO No, and BO No.

Site Sequences Browse

Access this browse from System Administration. Use it to organize and display the System
Sequence record, edit the record, or export the data to Excel.

Fig. 10.61
Site Sequences Browse
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Site Sequences Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.62
Site Sequences Right-Click Menu
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Edit

Use Edit to open and edit the System Sequence record detail.

Site Sequences Record Detall

The Site Sequences records contains the current record number for these ten tables and documents.

Editing the Site Sequences Record

1 Put the cursor in the module and site with the sequence number you want to set, then enter the
next number for this record.

2 Verify the field name whose number you want to change.

3 Enter or update information in the relevant fields.

Fig. 10.63
Site Sequences Browse
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Inv No. This number represents the last used physical inventory number for the specific site.
The system administrator can change this number to alter what the next physical inventory
number is. The system refers to the number here and increments by one when creating a new
physical inventory.
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Service No. This number represents the last used service request number for the specific site.
The system administrator can change this number to alter what the next service request
number is. The system refers to the number here and increments by one when a new service
request is created.

PO No. This number represents the last used purchase order number for the specific site. The
system administrator can change this number to alter what the next purchase order number is.
The system refers to the number here and increments by one when a new purchase order is
created.

Stock Run No. This number represents the last used stock run number for the specific site. The
system administrator can change this number to alter what the next stock run number is. The
system refers to the number here and increments by one when a new stock run is created.

Multi-Line No (Req Header No). This number represents the last used requisition header
number for the specific site.

Stores Reqg No. This number represents the last used stores requisition list number for the
specific site. The system administrator can change this number to alter what the next stores
requisition list number is. The system refers to the number here and increments by one when a
new stores requisition list is created.

WO No. This number represents the last used work order number for the specific site. The
system administrator can change this number to alter what the next work order number is. The
system refers to the number here and increments by one when a new work order is created.

RFQ No. This number represents the last used request-for-quote number for the specific site.
The system administrator can change this number to alter what the next request-for-quote
number is. The system refers to the number here and increments by one when a new quote is
created.

BO No. This number represents the last used blanket order number for the specific site. The
system administrator can change this number to alter what the next blanket order number is.
The system refers to the number here and increments by one when a new blanket order is
created.

Inv Transit No. This number represents the last used inventory transit number for the specific
site. It is defined by EAM for each unique inventory relocation from one site to another that is
designed to go through transit.

Set Up Registry Data
Set the database level features in the registry. During the installation of EAM, the registry is
populated with values. Access to the registry has three purposes:

 Review the registry settings in case of a question.

- Change a value in case it was entered incorrectly during the installation.

« Add or update a registry setting.

Do not modify the registry unless there is a definite need to do so. Contact the QAD EAM Support
group for advice on your situation.

Note A number of entries in the browse are either no longer used or to be used in the future.
Those items are not explained in this document.
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Registry Browse

Access this browse from System Administration. Use it to organize and display the Registry
record, edit the record, or export the data to Excel. The default display consists of the following
columns:

Data Name. Various elements are found in the Registry. Some of the elements are children of a
parent element. In other words, there are multiple lines on the browse for a single Registry
element such as Commodities. The default display presents the data names in alphabetical
order. None of the data names can be changed or deleted.

Description. This is a brief explanation of the highlighted element. Not all lines have an
explanation—especially a child of a parent element. None of the descriptions can be changed
or deleted.

Data Value. This is the asked-for entry of the highlighted element. Not all lines have a data
value—especially a child of a parent element. This is the only column where an entry can be
made or changed.

Fig. 10.64
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AM/PM Clock. Select whether to use a 12-hour or 24-hour clock to post downtime. To use a
12-hour clock, set the Data Value to true.

AppServerEnter. Yes or No to indicate whether the Application Server is installed at this site.

CIM Module. To use the CIM Load functionality, write a routine that generates the file to be
read by EAM. Deposit the file containing the DUOM readings in a recognized location. EAM
checks the location entered here.
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EAM shows DataFileWithPath in the Data Name column. Update the Data Value column by
placing your cursor in the field and entering the name and location of the data file of DUOM
readings for the CIM module to read.

Commodities Section. Format commaodity codes to match industry standards. The element in
the EAM Registry controls formatting for the commodity code on screens and when printing.

Commodity codes are an important tool for buyers to help analyze a company’s spending
habits. Commodity codes group items based on the type or use of the part. Your company
might have tens of thousands of part numbers. Many of these items are similar; however, it is
hard for a buyer to connect two part numbers together in the same family without the use of a
commodity code.

The buyer uses commodity code reports to analyze how much and where the company is
spending. With this information, the buyer can focus on commodities where the company
spends the most money. They can also use commodity-purchasing history to negotiate with
suppliers for volume purchase discounts. In most cases, each grouping in a Commodity code
represents a type of part.

Starting at Commodities/Format/Length 1, update the Data Value column by placing your
cursor in the field and entering the needed commodity code length. Continue adding the
needed commodity code length in the rest of the fields.

The following rules apply for all new values entered:
 Length must be an integer.
- If any later lengths are not zero, length 5 cannot be zero.
 The sum of all lengths (including dashes) cannot exceed 15.

Company Name. The name entered appears on the bottom of the EAM main menu panel. It
helps users differentiate between production and test databases

Current Mode. Enter Remote or Normal to indicate whether the Application Server is installed
at this site.

Custom/UnauthPOUponAnyChange. Unauthorize PO Upon Any Change. Any change made
to an authorized PO or its requisition and line items causes the PO to become Unauthorized.
To use this option set the Data Value to Yes.

ERP (Integration) Section. To use the EAM to QAD ERP integration functionality, enter the
user ID to use when EAM connects to the ERP’s APl at ERP/API Login in the Data Name
column. Plus enter the Password to use at ERP/API Password in the Data Name column.
Update the Data Value column by placing your cursor in the field and entering the needed
information.

Enter Yes or No to indicate whether EAM should perform GL Validation via Fin API.
ExpirationDate. Enter the date when the software license for EAM expires.

Inventory EOQ Data. The Inventory Usage Analysis report calculates a Suggested Economic
Order Qty. The formula for the calculation uses the Holding Cost (%) and the Reorder Cost
values established here. Update the Data Value columns by placing your cursor in the field and
entering the needed information.

KeyCode. Enter the Product Key code for the EAM software.
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MenuDisplayLevel. This is set by QAD and should not be changed from 1. The setting
determines what menu items are visible.

Fig. 10.65
Registry Browse - View 2
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MFGAPIEnabled. To use an API for integration with the QAD ERP, set the Data Value to true.
If enabled, enter the Host Name, Server Port, and Service (name).

Mode List. Enter the search order for modes. Update the Data Value column by placing your
cursor in the field and entering the needed data.

Platform. Enter the platform for which the EAM software is licensed.

Production Hours. EAM shows Production Hours/Readings/DataFileWithPath in the Data
Name column. Update the Data Value column by placing your cursor in the field and entering
the name and location of the data file of production readings to read for the Loads Production
Hours batch job. If there is no entry in the registry or the file name entered cannot be found,
the e-mail sent to the batch job’s Notify notes this lack of data and informs the Notify that the
job ran.

Project Business Segments

An organization may have specialized Business Segments that operate as distinct units,
concentrating on particular interests or tasks. EAM allows managers to track which Business
Segments are initiating particular capital projects, and identify the driving Business Segments in
the Project module. With EAM, you can add up to eight levels to the Business Segment format.
That provides the flexibility to define the format based on your organization’s requirements. In
addition to formatting the Business Segment, the length of the Business Segment can be selected
for a total of up to 15 characters among the eight levels of formatting.

Note Both the Job Format and the Business Segments Format follow the same rules.

Project Cash Flow. Enter the Payment Terms/No of Days.
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Project Jobs. Larger projects need to be broken down into many components, called jobs.
Sometimes these jobs have smaller jobs, which collectively make up the higher-level job. With
EAM, you can add up to eight levels of formatting to the Job No. That provides the flexibility
to define the format based on your organization’s requirements. A primary reason for using the
job format is to enable cost rollup of jobs in reporting. In addition to formatting the Job No, the
length of the Job No can be selected for a total of up to 15 characters among the eight levels of
formatting.

Starting at Project/Jobs/Format/Length 1 update the Data Value column by placing your cursor
in the field and entering the needed Job code length. Continue adding the needed Job code
length in the rest of the fields.

The following rules apply for all new values entered:
 Length must be an integer.
- If any later lengths are not zero, length 5 cannot be zero.
 The sum of all lengths (including dashes) cannot exceed 15.

Project Refresh Spending. Enter Yes or No to indicate whether Project Spending should be
refreshed when a PO is ordered.

Fig. 10.66
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QXtend. Enter True or False in QXtend Enabled? to indicate whether EAM should use
QXtend. To use the EAM to QAD ERP integration functionality using QXtend, enter the QXO
Host Name to use when EAM connects to the ERP at QXtend/QXO Host Name in the Data
Name column. Enter the QXO Name Server Port to use at QXtend/QXO Name Server Port in
the Data Name column. Enter the QXO SI App Service to use at QXtend/QXO SI App Service
in the Data Name column. Enter the Source Application to use at QXtend/Source Application
in the Data Name column. Update the Data Value column by placing your cursor in the field
and entering the needed information.

SAF. Supplementary Analysis Fields (SAF) Background: The following information is from
the 2010 EE on-line Application Help. The system (2010 EE Application) provides sub-
account, cost center, project, and SAF analysis to be used for additional analytical reporting on
transactions. SAF analysis is optional, but lets you create detailed views of data. Using SAFs,
you can analyze a single sub-account in many different ways by filtering based on the SAF
codes included in the postings to the account. A carefully planned set of SAF structures avoids
the need to set up separate COA elements for individual reporting.
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Enter Yes or No to indicate whether EAM should use SAF at SAF/Use SAF?. Enter No, false
or 0 to include unsupported SAF code entries at SAF/Omit Unsupported SAF Concepts in the
Data Name column. Enter the QXO SI App Service to use at QXtend/QXO SI App Service in
the Data Name column.

SCP. To use EAM to Supply Chain Portal, enter the Bid File Archive name and path to use at
SCP/Bid File Archive in the Data Name column. Enter the Bid File Directory name and path
to use at SCP/Bid File Directory in the Data Name column. Enter the Bid File Naming name
and path to use at SCP/Bid File Naming in the Data Name column. Update the Data Value
column by placing the cursor in the field and entering the needed information.

Serial Number. Enter the serial number for the EAM product.

Unix Mail Command. Enter the proper data for sending EAM mail to a UNIX-based corporate
mail server.

User Count. Enter the number of users the EAM product is licensed for.

Verify Currency Exch Exists. Enter Yes or No to indicate whether EAM should verify that a
currency exchange rate exists when a PO is received. If set to No and a currency exchange rate
exists, EAM uses it. If set to No and a currency exchange rate does not exist, EAM uses a 1-to-
1 rate.

Report Setup

Use this module to substitute a custom print document for the standard. A custom print document
can be the replacement for one of the print documents found in EAM.

Report Xref

There are seven print documents found in EAM: Stock Replenishment, (Physical Inventory) Count
Sheet, Requisition, Service Request Document, (Stores Requisition) Pick List, Purchase Order,
and Work Order Document. Once a custom print document is substituted for the standard, it prints
when the Print Document action is selected or when that document is selected from Analysis.

Report Xref Browse

Access this browse from System Administration| Report Setup|Report Xref. Use it to organize and
display records, access supporting functions, and edit or create new records.

Note You cannot update any of the fields in the upper browse, which lists the print documents
that can be customized. However, you can change the columns displayed in the upper and lower
browses and save those settings. If a custom print document is to be substituted for, highlight the
Report Name you want in the upper browse

Report Xref Right-Click Menu

The right-click menu contains administrative functions.
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Columns

A list of columns available to the upper browse displays here. Select a column header to display it.
Clear the column header to hide it.

1 From the upper browse, highlight the Report Name you want to substitute.

2 Inthe lower browse, click New to substitute a custom print document previously established in
the Report Designer (System Administration|Report Designer) for the standard in a specific
site.

3 If you know the site, enter it, or or access the Site Lookup to find it.

4 Move to the Custom Report Template ID and click the lookup to find the correct one. The
Custom Report Template ID Lookup displays all the custom reports and print documents
added in the Report Designer. Find the correct print document and double-click it.

5 EAMfills in the Custom Report Name with the name of the selected Template ID established
in the Report Designer.

6 The same custom print document can be used in another site in place of the standard.
7  Close the user-defined fields browse by clicking the X on the top of the browse.

Fig. 10.67
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Mandatory Fields
Use this module to indicate that the user must provide data for critical fields. Mandatory fields are

fields that must be populated before an action is taken such as save, put a purchase on order, or
close a work order.
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Mandatory Fields Browse

Access this browse from System Administration|Mandatory Fields. Use it to organize and display
records, access supporting functions, and edit or create new records.

Fig. 10.68
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Fig. 10.69

Mandatory Field Browse
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Note You cannot update any of the fields in the upper browse. However, you can change the order
of the columns displayed in the upper and lower browses and save those settings.
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Creating a Mandatory Field

The upper browse lists existing actions within each module that can be set up as required.
1 Select the site from the upper browse.

2 Select the action within the module from the upper browse.

3 The lower browse lists corresponding fields and whether they are mandatory for the selected
module and action.

4 Select the check box to add a mandatory field.

5 Close the mandatory fields browse by clicking the X on the Mandatory Fields tab at the top of
the window.

Editing a Mandatory Field
To modify mandatory fields, highlight the module and action.
1 Select the site from the upper browse.

2 The lower browse lists corresponding fields and whether they are mandatory for the selected
module and action.

3 Select the check box to add a mandatory field. Clear the check box to make a field optional.
4 Close the mandatory fields browse by clicking the X on the top of the window.

Note Since mandatory fields are modified at the site level, any changes you make apply only to
that particular site.

Reqg Reroute/Notify Fields

Use this option to enable or disable rerouting or notification if modifications are done to certain
fields on an approved requisition. This provides the ability to define which fields on a requisition if
changed after authorization cause rerouting for approval and send an e-mail to only the originator.
Similarly, the PO function determines whether to reroute the Requisition or merely send an e-mail
to the originator.

Req Reroute/Notify Fields Browse

Access this browse from System Administration| Req Reroute/Notify Fields. Use it to organize
and display records, edit records, or export data to Excel.
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Fig. 10.70
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Note You cannot add or delete any of the fields in the browse. However, you can change the
columns displayed in the browse and save those settings.

ReqgReroute/Notify Fields Right-Click Menu

Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Editing a Req Reroute/Notify Fields Record
1 Highlight a record from the browse.

2 Select the check box for a field under Reroute? to cause an authorized requisition to reroute
even if the cost has not changed.

3 Select or clear the check box under Email Requestor? to give you the option to send an e-mail
to the originator on a requisition when the selected fields are changed.

4 Close the browse by clicking the X on the top of the browse.

Screen Editor

Navigate to System Admin|Screen Editor to use the Screen Editor to display or hide fields on tabs.
If fields in the application do not apply, you can hide them. You can designate required fields and
change the display order.
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A Business Entity (BE) browser contains information about database linkage and field settings
such as read-only or group.

Fig. 10.71
Form Designer: Business Entity Browser
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The left browse provides a list of Business Entities. Double-click the Equipment BE.
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Form Designer

Fig. 10.72
Form Designer: Business Entity Designer
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The center panel displays all the tabs in the Equipment BE and the fields on each tab as it is
selected.

In the right panel, clear the check boxes to remove fields from the tab view. The view in
Figure 10.73 reflects the changes made on the Form Browse.

Fig. 10.73
Form Designer: Tabs in the Equipment BE
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Fig. 10.74
Redesigned Codes Tab in the Equipment Record
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Report Designer

Navigate to System Admin| Report Designer to use the Report Designer to copy an existing report
to create a report.
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Fig. 10.75
Report Designer: Reports Browser
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The left browse provides a list of standard reports for each module. Expand a module folder to

display the reports available in the module by clicking the + (plus box to the left of a module
folder).

1 Expand the Labor folder to display the Work Order Labor Summary folder. Expand the Work
Order Labor Summary folder to display the Work Order Labor Summary by Class report.

2 Double-click the Work Order Labor Summary by Class option to display the Work Order
Labor Summary by Class report.

Fig. 10.76
Report Template: Work Order Labor Summary by Class
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The center panel displays all the details of the report header.

Fig. 10.77

Report Detail: Work Order Labor Summary by Class
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The right panel displays all the specifications of the Report - Work Order Labor Summary by

Class.

3 Add a report by copying an existing one. With the target report highlighted, click the File

option on the menu bar. Select New Report Template.
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Fig. 10.78
Report Designer: Add New Report Template
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4 Give the new report template a name.

Fig. 10.79
Report Designer: Create Report Template
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EAM presents the new report template header and details.
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Fig. 10.80
Report Designer: New Report Template
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5 Save the new report template.

Fig. 10.81
Report Designer: Save New Report Template
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EAM presents the new report template in the Report Designer: Reports Browse.
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Report Designer: Reports Browse
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473

EAM creates many system-generated mail messages throughout the Maintenance, Inventory,
Purchasing, and Project modules. For each type of mail message, EAM gives the user access to the
relevant module while reading the mail message. For example, when the user receives a message
indicating that the status of a work order has changed, EAM provides a link to the Work Order

module so that the user can go to the work order browse.

EAM offers the ability to define which fields are displayed in the system-generated mail messages.
This is useful since details that are preferred by individual organizations using EAM can vary.
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Fig. 10.83
User Defined Mail Option
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User Defined Mail Browse

Access this browse from System Administration|User Defined Mail. Use it to organize and display

records, edit or create new records, or export data to Excel.

Fig. 10.84
User Defined Mail Upper Browse
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Note You cannot update any of the fields in the upper browse.
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Columns

A list of columns available to the browse displays here. Select a column header to display it. Clear
the column header to hide it.

Fig. 10.85
User Defined Mail Lower Browse for Blanket Order
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Creating a User Defined Mail Record
The upper browse lists each module and existing actions within that module.
1 Select the module and action from the upper browse.

2 The lower browse lists available fields and whether they are included in the EAM e-mail
message for the selected module and action.

3 Select the check box to add a field in the EAM e-mail message.

4 Close the browse by clicking the X on the top of the window.
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Editing a User Defined Mail Record
To modify the fields selected for the EAM e-mail message, highlight the module and action.
1 Select the site from the upper browse.

2 The lower browse lists available fields and whether they are included in the EAM e-mail
message for the selected module and action.

3 Select the check box to add or clear the check box remove a field.
4 Close the User Defined Mail browse by clicking the X on the top of the window.

Note Since User Defined Mail fields are modified at the site level, any changes you make apply
only to that particular site.

Product Line

Use this module to add Product Lines to each Domain. Then assign them to selected parts records
on the General tab. Add or edit Product Line codes at System Administration|Product Line. The
codes entered here should be used exclusively for accounting/SAF purposes and should match the
corresponding SAF data found in Product Line Maintenance in the QAD ERP.

Fig. 10.86
Product Line Option
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Product Line Browse

Access this browse from System Administration|Product Line. Use it to organize and display
records, access supporting functions, and edit or create new records.
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Product Line Browse
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Creating a Product Line Record

1
2

Editing a Product Line Record

1

2 Enter information in relevant fields on the product line record.

Click New to open a blank product line record.

Assign a Domain code to match one set up in both EAM and the QAD ERP.

Assign a product line code.

Enter Product Line Description information.

Close the Product Line browse by clicking the X on the top of the browse.

477

Double-click a record from the site browse or click Edit to open the product line record.

3 Close the Product Line browse by clicking the X on the top of the browse.

Product Line Right-Click Menu

The right-click menu contains administrative functions.
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Fig. 10.88
Product Line Right-click Menu
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Use New to open the product line browse to create a record.
Edit
Use Edit to open the product line browse to edit the selected record.

Columns

A list of columns available to the product line browse displays here. Select a column header to
display it. Clear the column header to hide it.

User Sessions Browse

Access this browse from System Administration|User Sessions. Use it to organize and display
records. The browse displays the log information about the users and the time and date of the
requests each user made to all programs and modules.

Fig. 10.89
User Sessions Browse
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Interface Points

EAM is fully integrated with the QAD ERP application. If you use EAM with the QAD ERP
application, the points of contact are:

« Purchase orders copy from EAM to the QAD ERP application. The QAD ERP application
pays out POs. They are recorded as Memo parts. There is no inventory cost; only a PO to
record the payment.

« Vendors and exchange rates set in the QAD ERP application copy to EAM.

QAD ERP Purchasing Recovery

If the connection between EAM and the QAD ERP database fails while you are processing or
otherwise updating purchase orders and requisitions, updates occur in EAM only. The system
displays a message indicating that the information cannot be updated in QAD ERP. After re-
establishing the connection, use the Purchasing Recovery feature to update the purchase orders
and requisitions in QAD ERP.

You can recover a selected purchase order, or all purchasing updates within a date range.

The Purchasing Recovery feature does not “post” transactions. Any associated general ledger
transactions that occur while QAD ERP is disconnected remain unposted in the EAM Posted GL
Maintenance module. Post them from within the Posted GL Maintenance module. To facilitate the
posting process:

1 Filter the Posted GL maintenance browse list to transactions that have not been posted and that
fall within a specified date range.

2 Click Send to QAD ERP option in the Posted GL Global Features submodules.

MQAD



	Change Summary
	Introduction
	Asset Lifecycle Management
	EAM Business Areas
	MRO Inventory and Purchasing
	Project Controls Management
	Plant Maintenance

	EAM Application Framework

	EAM Modules
	Maintenance
	Inventory
	Purchasing
	Finance
	Project Accounting
	General
	Analysis
	System Administration
	EAM and Other QAD Applications


	Navigation
	Logging in to EAM
	EAM Display Elements
	Process Maps
	Process Map Nodes

	EAM Module Displays

	Using the EAM Interface
	Title Bar
	Menu
	Help
	User Interface Help
	Application Help

	Status Bar
	Toolbar
	Vertical Menu
	Opening a Module
	Favorites

	Mail
	Tabs
	Lookups

	Browses
	Ordering Columns
	Hiding a Column
	Adding Columns
	Removing Columns

	Sorting a Single Column
	Sorting Multiple Columns
	Saving a Custom Browse
	Right-Clicking a Browse Record

	Group
	Viewing the Current Record
	Selecting a Record
	Action Menus
	Find


	The General Module
	Introduction to the General Module
	Business Units
	Business Segments
	Business Segments Browse
	Business Segments Right-Click Menu


	Set Up Domain, Entity, and Site Data
	Set Up Business Units and Access to EAM Process Map
	Domain Browse
	Creating a Domain Record
	Editing a Domain Record
	Creating an Entity Record
	Editing an Entity Record
	Creating a Site Record
	Editing a Site Record
	Domain Right-Click Menu

	Domain Record Detail
	Domain Tabs
	Domain Tab: Detail
	Domain Tab: Maint
	Domain Tab: Inventory
	Domain Tab: PO/Reqs


	Sites
	Sites Browse
	Creating a Site Record
	Editing a Site Record
	Sites Right-Click Menu
	Site Record Detail

	Site Tabs
	Site Tab: General
	Site Tab: Purchase Order


	Record Filters
	Entering Fields in the Filter Manager
	Printing


	Maintenance
	Maintenance Menu
	Equipment
	Setting Up Equipment
	Equipment Browse
	Equipment Action Menu
	Equipment Right-Click Menu

	Equipment Record Detail
	Creating an Equipment Record
	Editing an Equipment Record
	Equipment Tabs
	Equipment Tab: Codes
	Equipment Tab: Asset
	Equipment Tab: Detail
	Equipment Tab: Serialized
	Equipment Tab: User Defined

	Equipment Submenu
	DUOM Conversion
	DUOM Right-Click Menu


	Preventive/Predictive (PM/PdM) Maintenance
	Performing Preventive Maintenance
	Instructions
	PM Template Record Browse
	PM Templates Action Menu
	PM Templates Right-Click Menu

	PM Template Record Detail
	Creating a PM Template
	Editing a PM Template
	PM Tabs
	PM Tab: Equipment
	PM Tab: Issue Method
	PM Tab: Codes
	PM Tab: Detail
	PM Tab: User Defined

	PM Templates Submenu

	Master Lists
	Instruction List
	Master Instruction List Action Menu
	Instruction List Record Detail
	Instruction List Steps Action Menu

	Creating an Instruction List
	Editing an Instruction List
	Instruction List General Tab

	Instruction Detail Submenu
	Instruction List Steps
	Creating an Instruction List Step
	Editing an Instruction List Step
	Instruction List Step Tab

	Instruction Steps Submenu
	Parts List
	Parts List Browse
	Parts List Action Menu

	Parts List Record Detail
	Creating a Parts List
	Editing a Parts List
	Parts List General Tab
	Parts Detail Submenu

	Parts List Parts
	Adding Parts to a List
	Editing a Parts List
	Parts List Part Detail

	Work Orders
	Performing Planned Maintenance
	Work Order Browse
	WO Action Menu
	WO Right-Click Menu

	Work Order Record Detail
	Creating a Work Order
	Editing a Work Order
	Work Order Tabs
	WO Tab: Equipment
	WO Tab: Codes
	WO Tab: Text
	WO Tab: Detail
	WO Tab: User Defined

	WO Submenu

	Service Requests
	Performing a Non-Urgent Service Request
	Service Request Browse
	Service Request Action Menu
	Service Request Right-Click Menu

	Service Request Record Detail
	Creating a Service Request
	Editing a Service Request
	Service Request Tabs
	Service Request Tab: General
	Service Request Tab: User Defined

	Service Request Submenu

	Labor History
	Labor History Browse
	Labor History Right-Click Menu


	Codes
	DUOMs
	Equipment Codes
	BOM Types
	Catalogs
	Categories
	Failure Types
	Locations
	Products
	Equipment Status
	Types
	Character 1
	Character 2

	Adding Codes for PM Management
	Events
	Adding an Event Code
	Editing an Event Code

	Holidays
	Adding a Holiday Code
	Editing a Holiday Code

	List Types
	Parts Type Lists

	Pay
	Pay Additives
	Multiplier

	Reasons
	Adding a Reasons Code
	Editing a Reasons Code

	Service Types
	Adding a Service Type Code
	Editing a Service Type Code

	Skills
	Adding a Skills Code
	Editing a Skills Code

	Work Order
	As Founds
	As Lefts
	WO Classes
	Clearances
	Crafts
	Crews
	Delays
	Failures
	Repairs
	Shifts
	Production Shift
	Work Order Status
	Character 1
	Character 2



	Inventory
	Inventory
	Issue Inventory
	Issuing Inventory
	Creating an Inventory Record
	Editing an Inventory Record
	Inventory Browse
	Inventory Action Menu
	Print Descriptors
	Global Print Descriptors
	External Links
	Inventory Right-Click Menu

	Inventory Record Detail
	Inventory Tabs
	Inventory Tab: General
	Inventory Tab: Stock Detail
	Inventory Tab: Codes
	Inventory Tab: Cost
	Inventory Tab: PO Text
	Inventory Tab: User Defined

	Inventory Submenu

	Physical Inventory
	Managing Physical Inventory
	Creating a Physical Inventory Record
	Adding Parts to a Physical Inventory Record
	Physical Inventory Browse
	Physical Inventory Action Menu
	Physical Inventory Right-Click Menu

	Physical Inventory Record Detail

	Stock Replenishment
	Replenishing Purchased Stock
	Stock Replenishment Browse
	Stock Replenishment Action Menu
	Stock Replenishment Right-Click Menu

	Stock Replenishment Record Detail
	Stock Replenishment Middle Browse
	Stock Replenishment Lower Browse


	Stores Requisition Lists
	Adding a Stores Requisition
	Stores Requisition Browse
	Stores Requisition List Action Menu
	Stores Requisition List Right-Click Menu

	Stores Requisition List Detail
	Creating a Stores Requisition List
	Editing a Stores Requisition List
	Stores Requisition List Detail Tab

	Rebuild Locations
	Rebuild Locations Browse
	Rebuild Locations Right-Click Menu

	Rebuild Locations Record Detail
	Creating a Rebuild Location Record
	Editing a Rebuild Location Record
	Rebuild Locations Detail Tab

	UOM Conversions
	UOM Conversion Browse
	UOM Conversions Right-Click Menu

	Creating a UOM Conversion Record
	Editing a UOM Conversion Record

	Codes
	Commodities
	Adding a Commodity Code
	Editing a Commodity Code
	MSDS
	Adding an MSDS Code
	Editing an MSDS Code
	Part
	Catalogs
	Classes
	Locations
	Parts Status
	Types
	Inv Char 1
	Inv Char 2

	Physical Inv Types
	Adding a Physical Inventory Type Code
	Editing a Physical Inventory Type Code
	Stock Out Types
	Adding a Stock Out Type Code
	Editing a Stock Out Type Code
	Stock Run Types
	Adding a Stock Run Type Code
	Editing a Stock Run Type Code

	UOMs
	Adding a UOM Code
	Editing a UOM Code

	Sales Order
	Inventory Transaction History


	Finance
	Finance
	Setting Up Financial Data in EAM
	Setting Up the GL Calendar in EAM

	Accounting
	Posted GL Transactions Browse
	Posted GL Transactions Action Menu

	Unposted GL Transactions Browse
	Unposted GL Transactions Action Menu (upper browse)

	GL Calendar
	GL Calendar Browse
	GL Calendar Action Menu (upper browse)
	GL Calendar Action Menu (middle browse)
	GL Calendar Action Menu (lower browse)
	GL Calendar Right-Click Menu (all browse levels)

	GL Calendar Record Detail
	Creating a GL Calendar Site Record
	Editing a GL Calendar Site Record

	Lifetime Budgets
	Lifetime Budget Browse
	Lifetime Budgets Right-Click Menu (upper browse)
	Lifetime Budgets Right-Click Menu (lower browse)

	Budget Record Detail
	Budget Records for a Site in a Domain (upper browse)
	Creating a Budget Site Record (lower browse)

	Editing a Budget Site Record (lower browse)
	Departments Browse
	Departments Right-Click Menu
	Creating a New Department
	Editing a Department

	Cost Centers
	Cost Centers Browse
	Cost Centers Right-Click Menu
	Creating a New Cost Center
	Editing a Cost Center

	Accounts
	Account Browse
	Account Right-Click Menu
	Creating a New Account
	Editing an Account
	Adding a Valid Account Range

	Sub-accounts
	Sub-accounts Browse
	Sub-accounts Right-Click Menu
	Creating a New Sub-account
	Editing a Sub-account
	Adding a Valid Sub-account Range


	Tax
	Setting Up Tax Structure in EAM
	Tax Classes
	Tax Classes Browse
	Tax Classes Right-Click Menu
	Creating a New Tax Class
	Editing a Tax Class

	Tax Codes
	Tax Codes Browse
	Tax Codes Right-Click Menu
	Creating a New Tax Code
	Editing a Tax Code

	Tax Rates
	Tax Rates Browse
	Tax Rate Maintenance Right-Click Menu
	Creating a New Tax Rate
	Editing a Tax Rate Record

	Tax Rate Record Detail
	Tax Types
	Tax Types Browse
	Tax Types Right-Click Menu
	Creating a New Tax Type
	Editing a Tax Type

	Tax Usages
	Tax Usages Browse

	Overhead
	Overhead Rates
	Overhead Rates
	Overhead Rates Browse
	Overhead Rates Right-Click Menu
	Creating a New Overhead Rate
	Editing an Overhead Rates Record

	Overhead Groups
	Overhead Groups Browse
	Overhead Groups Right-Click Menu
	Creating a New Overhead Group
	Editing an Overhead Group


	Groups
	Setting Up Finance Groups
	Account Group
	Account Group Browse
	Account Group Right-Click Menu
	Creating a New Account Group
	Editing an Account Group Record

	Cost Center Group
	Cost Center Group Browse
	Cost Center Group Right-Click Menu
	Creating a New Cost Center Group
	Editing a Cost Center Group

	Project Approval Group
	Project Approval Group Browse
	Project Approval Group Right-Click Menu
	Creating a New Project Approval Group
	Editing a Project Approval Group


	Codes
	Project
	Statuses
	Types
	Project Character 1 and 2

	Jobs
	Types


	Intercompany Accounts
	Intercompany Accounts
	Intercompany Accounts Right-Click Menu

	Intercompany Accounts Record Detail


	Purchasing
	Purchasing Overview
	Purchase Orders
	Adding and Distributing Purchase Orders
	Receiving Purchase Orders
	Purchase Orders Browse
	Creating a Purchase Order
	Editing a Purchase Order
	Purchase Orders Action Menu
	Purchase Orders Right-Click Menu

	Purchase Orders Record Detail
	Purchase Orders Tabs
	Purchase Order, Order Tab
	Purchase Orders Miscellaneous Tab
	Purchase Order User-Defined Tab

	Purchase Order Intrastat Tab
	Purchase Order Submenu

	Requisitions
	Fulfilling a Requisition
	Requisitions Browse
	Creating a Requisition
	Editing a Requisition
	Requisitions Action Menu
	Requisitions Right-Click Menu

	Requisitions Record Detail
	Requisitions Tabs
	Requisition Detail Tab
	Requisition Expense Tab

	Requisitions Submenu

	Requisition Lines
	Requisition Lines Detail Tab
	Requisition Lines Expense Tab
	Requisition Lines PO Text Tab
	Requisition Lines User-Defined Tab

	Requisition Line Submenu

	Blanket Orders
	Overview
	Business Use Cases
	Blanket Order Process Flow

	Blanket Orders Browse
	Creating a Blanket Order
	Editing a Blanket Order
	Blanket Orders Action Menu
	Blanket Orders Right-Click Menu
	Blanket Orders Record Detail

	Blanket Orders Tabs
	Blanket Order Detail Tab
	Blanket Order User-Defined Tab

	Blanket Orders Submenu
	Blanket Order Lines Browse
	Blanket Order Lines Action Menu
	Blanket Order Lines Right-Click Menu

	Blanket Order Lines Tabs
	Detail Tab
	Codes Tab
	Tax Tab

	Blanket Order Lines Submenu

	Quotes
	Create a Request for Quotation
	Quotes Browse
	Creating a Quote
	Editing a Quote

	Quotes Action Menu
	Quotes Right-Click Menu
	Quotes Record Detail
	Quotes Detail Tab

	Quotes Submenu
	Quotes Vendor Browse
	Vendor Bids by RFQ Lines

	Standard Clauses
	Quote Lines
	Creating a Quote Line
	Editing a Quote
	Quote Lines Action Menu
	Quote Lines Right-Click Menu
	Quote Lines Detail Tab
	Quote Line Submenu
	Bid Entry Screen for RFQ Line


	Routing Substitutions
	Using Established Purchasing Controls
	Routing Substitutions Browse

	Vendor
	Adding a Vendor Record to EAM
	Vendor Browse
	Adding a Vendor Record
	Editing a Vendor Record
	Vendor Right-Click Menu

	Vendor Record Detail
	Vendor Tabs
	Vendor Tab: Address

	Vendor Submenu
	Vendor Currency Submenu

	Multi-Currency Purchasing
	Modify Currency
	Vendor Cost Submenu


	Standard Clauses
	Downloading and Adding a Standard Clause
	Creating a Standard Clause
	Editing a Standard Clause Record
	Standard Clauses Browse
	Standard Clauses Right-Click Menu


	Currency
	Creating a Currency Record
	Editing a Currency Record
	Currency Browse
	Currency Right-Click Menu


	Approval Groups
	Establishing Purchasing Controls
	Account Group
	Creating an Account Group Record
	Editing an Account Group Record

	Cost Center Group
	Creating a Cost Center Group Record
	Editing a Cost Center Group Record

	Requisition Approval Group
	Purchase Order Approval Group
	Blanket Order Approval Group

	Codes
	Defining Vendor Codes
	Addresses
	Bill Tos
	Ship Tos

	Minorities
	Adding a Minority Code
	Editing a Minority Code

	Order Methods
	Adding an Order Method Code
	Editing an Order Method Code

	Returns
	Adding a Return Code
	Editing a Return Code

	Ship Vias
	Adding a Ship Via Code
	Editing a Ship Via Code

	Exchange Rate Types
	Terms
	Adding a Ship Via Code
	Editing a Ship Via Code

	Purchase Order
	Character 1
	Character 2

	Requisition
	Character 1
	Character 2

	Vendor
	Vendor Status
	Types
	Vendor Char 1
	Vendor Char 2

	Quote Reason
	Adding a Quote Reason Code
	Editing a Quote Reason Code

	All PO Lines Browse
	All PO Lines Right-Click Menu

	All BO Lines Browse
	All BO Lines Right-Click Menu



	Project Accounting
	Project Accounting Introduction
	Setting Up a Project
	Project Browse
	Project Action Menu
	Project Right-Click Menu

	Project Record Detail
	Creating a Project Record
	Editing a Project Record
	Project Tabs
	Project Tab: General
	Project Tab: Cost
	Project Tab: Customer Funding
	Project Tab: Program
	Project Tab: Lifetime Budget
	Project Tab: User-Defined

	Projects Submenu
	Expense Accounts
	Cost Analysis
	Scheduled Payments SOs
	Scheduled Payments PO
	Invoices
	Write-offs
	Quotes


	Jobs
	Setting Up a Job
	Job Browse
	Job Action Menu
	Job Right-Click Menu

	Job Record Detail
	Creating a Job
	Editing a Job
	Job Tabs
	Job Tab: Details
	Job Tab: Cost
	Displays the planned labor for work orders for the job.
	Job Tab: User-Defined Fields

	Jobs Submenu
	Cost Analysis
	Job Fixed Assets Details



	Analysis
	Analysis
	Running Reports
	Customizing Report Filters
	Specifying Filter Criteria
	Saving a Report Filter
	Overwriting an Existing Filter

	Report Output
	Report Format
	Saving Output to File


	Default Reports
	Equipment
	Equipment Cost Detail by Equipment Type
	Equipment Bills of Material
	Equipment Cost Detail
	Equipment Cost Transactions
	Equipment Cost Summary by Equipment Type
	Equipment Down Time Summary
	Equipment Failure Analysis by Equipment
	Equipment Failure Analysis by Failure
	Expected Equipment Failure
	Equipment Installation
	CIM Alternate
	Equipment List
	Name Plate
	Retired by Status
	Spending Limits and Expense
	Status
	Vendor
	Equipment Parent/Child List
	Parts Used on Equipment - Structure
	Cost (Serialized)
	Structure (System and BOMs)



	System Administration
	System Administration Menu
	Set Up Roles, Employees, and User Data
	Set Up Roles, Employees, and User Data Process Map

	Roles
	Roles Browse
	Roles Action Menu
	Roles Right-Click Menu

	Roles Record Detail
	Adding a Roles Record
	Editing a Roles Record

	Access Levels
	Full Access
	No Access
	Partial Access
	Options

	Set Up Employee Data Process Map
	Employees Browse
	Employee Action Menu
	Post Labor
	Reverse Labor

	Employee Right-Click Menu
	Employee Record Detail
	Creating an Employee Record
	Editing an Employee Record
	Employee Tabs
	Employee Tab: Personal
	Employee Tab: Codes
	Employee Tab: User Defined
	Employee Subdetail

	Defining User Data Process Map

	Users
	Users Browse
	User Right-Click Menu
	Select All

	Creating a User Record
	Editing a User Record

	User Tabs
	User Tab: Detail
	User Tab: Mail Opts

	User Subdetail

	User/Roles
	User/Roles Browse
	User/Roles Right-Click Menu

	Creating a User/Role
	Editing a User/Role

	System Control
	System Control Process Map
	System Control Browse
	System Control Right-Click Menu
	System Control Record Detail
	Editing the System Control Record

	System Control Tabs
	System Control Tab: Detail

	System Control Tab: MFG/PRO Options

	ERP Interface
	Download
	Account Download Browse
	Downloading a Single Account Code
	Downloading Multiple Account Codes

	Sub Account Download Browse
	Downloading a Single Sub-account Code
	Downloading Multiple Sub-account Codes

	Cost Center Download Browse
	Downloading a Single Cost Center
	Downloading Multiple Cost Centers

	GL Calendar Download Browse
	Downloading a Single GL Calendar Period
	Downloading Multiple GL Calendar Periods

	Currency Download Browse
	Downloading a Single Currency Exchange Rate
	Downloading Multiple Currency Exchange Rates

	Bill To Download Browse
	Downloading a Single Bill To Record
	Downloading Multiple Bill To Records

	Ship To Download Browse
	Downloading a Single Ship To Record
	Downloading Multiple Ship To Records

	Project Download Browse
	Downloading a Single Project
	Downloading Multiple Projects

	Vendor Download Browse
	Downloading a Single Vendor Record
	Downloading Multiple Vendor Records

	Standard Clauses Download Browse
	Downloading a Single Standard Clause Record
	Downloading Multiple Standard Clauses Records

	Terms Download Browse
	Downloading a Single Terms Record
	Downloading Multiple Terms Records


	User Defined Fields
	User Defined Fields Browse
	User-Defined Fields Right-Click Menu

	Creating a User-Defined Field
	Editing a User-Defined Field

	Job Control Application
	Job Control Browse
	Job Control Action Menu
	Job Control Right-Click Menu
	Editing the Job Control Record

	Job Program
	Job Program Browse
	Job Program Right-Click Menu
	Editing the Job Program record


	Set Up Sequence Data
	Set Up System Sequence Data
	System Sequence Browse
	System Sequence Record Detail
	Set Up Site Sequences Data
	Site Sequences Browse
	Site Sequences Right-Click Menu

	Site Sequences Record Detail
	Editing the Site Sequences Record
	Set Up Registry Data
	Registry Browse
	Project Business Segments


	Report Setup
	Report Xref
	Report Xref Browse

	Report Xref Right-Click Menu

	Mandatory Fields
	Mandatory Fields Browse
	Creating a Mandatory Field
	Editing a Mandatory Field

	Req Reroute/Notify Fields
	Req Reroute/Notify Fields Browse
	ReqReroute/Notify Fields Right-Click Menu
	Editing a Req Reroute/Notify Fields Record

	Screen Editor
	Form Designer
	Report Designer
	User-Defined Mail
	User Defined Mail Browse
	Creating a User Defined Mail Record
	Editing a User Defined Mail Record

	Product Line
	Product Line Browse
	Creating a Product Line Record
	Editing a Product Line Record
	Product Line Right-Click Menu

	User Sessions Browse


	QAD ERP Interface to EAM
	Interface Points
	QAD ERP Purchasing Recovery


