Functions - Requisition & PO
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What are the goals - REQ CalemEAM

| know how to set up REQ roles

| know how to set up users and supervisors

| know how to set up vendor and items supplied
| know how to create requisitions

| know how to create repair requisitions

| know how to approve requisition and create POs
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What are the goals - PO CalemEAM

| know how to set up PO roles
| know how to create a PO

| know how to add REQ items to PO

| know how to approve a PO
| know how to send repair PO for off-site repair
| know how to receive repair PO

| know how to set up PO terms and conditions to print on PO
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REQ & PO CalemEAM

Inventoryand Requisitionand Doc, Project,
Warehouse Purchase Order Integration, etc.
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Product Overview -

Functions

CalemEAM

Asset and
Location

W E = El =
Schedules

Contractand SLA

Work Order

Inventoryand

Warehouse

Service Request

Requisitionand
Purchase Order

Change Management

Doc, Project,
Integration, etc.

Multi-Sites
Access Control

Web Client
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Screen and Data
Customization

MobileClient

Workflow
Scheduled Tasks

Offline Client




Product - Requisition

CalemEAM

Jml’ NewREQTOpenREQTOpenUnesTmnueTMUnesTNlREQT Customize]

Requisition Navigation
@ Create REQ
@ Create Repair
L Open REQs
Lg MyREQs

[3 Open

1=/ Report

REQ Lines Past Due - 103, To Receive: 103

Past Due

0 10 30
%

Value of REQ Lines Requested (USD)

Last 7 Days

Count of REQ Lines Requested

Last 30 Days

CONFIDENTIAL

© 2024 CalemEAM Inc.




Product - Requisition

* Use requisition for spares replenishment

CalemEAM

My REQs

@ New EJ Open X Delete [ Refresh € Cancel & Print & Customize ) Search & Clear search EZ] Status log [ Customize

Req no. ' Status 'ReqonPO  Received ' Due date | Time requested ' Descrption

RQO00490 New None None 1/20/10 1/20/10 7:57 PM SATURN-PROD.2007
RQO00489 New None None 1/20/10 1/20/10 7:55 PM POWERTOOL-1000
RQO00487 New None None 1/19/10 1/19/10 4:45 PM My testing it.
RQO00427 Completed Al on PO 12/18/09 12/8/09 9:27 AM

RQUOD428 Approved Partialy on PO Partialy ~ 12/18/09 12/8/09 9:34 AM testing req.

Completed
0
— Click to Drilldown
1
Total Lines No Due Date
4 1>

In-Process Past-Due

3>

No Due Date

1>
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Requisition Module

* Auto-Requisition Generation by Site Inventory Min/Max
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Create Requisition
by Min/Max
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Manual
Requisition

Requisition

CalemEAM




Requisition Module - Roles CalemEAM

REQ Monitors: users who monitor requisition activities
* Menu path: Organization | ACL Profiles | Monitor User
REQ Approval Teams and Approvers: users who approve a requisition
Requester: who submit a requisition
Pre-approval is optional

Role | Calem Object Function ________

Managers REQ Approver Approve REQ

Managers REQ Monitors Monitor requisition activities
Requesters User Create REQ
Supervisors REQ Approver Pre-Approve REQ
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REQ Approval Level & Approvers CalemEAM

* REQ level and approval define how much an approver can approve
* Menu path: Organization | ACL Profiles | REQ Level | Approval
* Optional:

* Pre-Approver needs to have an approval level regardless of
approval amount.

Organization o EAM Company GOpen v éACL Profiles ¥ |, .3 Codes ¥ E Report +

£\ ACL profile list [- " Home

S User List

ite I Employee T Job Role T Opt-Out T Addre s PO Level
vy (1of1) PO Approval
@ Customize Q REQ Level

CalemEAM Inc. L.\ REQ Approval
| D Change Reviewer

| Change Manager

My company
Calem Eam

Test comment 7 Teams
4 Site Assignments PO Terms and Conditions - Ref1

..a Line Manager

£ Work Accepter

10012 San Jacinto Blvd, Austin, TX 78701

.=» Monitor User

.. Site Disallowed
15121092357 74" Owner Groups

| Notification by Special
15121092350 é Py Specialty

CONFIDENTIAL ~ © 2024 CalemEAM Inc.



REQ Approval Routing CalemEAM

Calem uses supervisor of user record to identify the approver for a
requisition.

* See this blog:

* Supervisor setup:

* Organization | ACL Profile | User List | click to open a user
record, edit user’s “Supervisor” field to set a supervisor

* REQ monitors are notified when a REQ approver is not identified
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http://www.calemeam.com/calemcustomers-2/requisition-approval-routing
http://www.calemeam.com/calemcustomers-2/requisition-approval-routing

REQ Lifecycle CalemEAM
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Vendors and Iltems CalemEAM

Set up vendors and items supplied
* See this blog:

* Menu path:
* Vendor: Organization | Open | Vendor
* Vendor Items: Purchase | Open | Vendor Prices
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http://www.calemeam.com/calemcustomers-2/vendor-setup-for-inventory
http://www.calemeam.com/calemcustomers-2/vendor-setup-for-inventory

Requisition - Creation CalemEAM

Set “Due date” and “Wo #” if any
REQ # will be generated by Calem

My REQs List > Requisition Create
Requisition
Save Cancel @ Customize

ii Value is required: Due date

Priority: Operation v | Source: Other

Due date: @ q Ii E Shipping type: Ground ¥
Site: © MySite A

Requester: @ Calem Eam [:__l Time requested: @ 4/19/16
Assigned to: Ej

Wo #: & Asset #: El
Dept: = Account: El
Project:

™ At 3:59PM  Central

Description:
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Requisition - ltems

* Go to Iltems Tab to add items to the REQ

CalemEAM

e

Requisition (7 of 21)

2T 4 () 2 Reopen |3 Statuslog |3 Customize

Req #: @ |RQ001060 | Source: |0ther

Status: |Approved | State: |0pen

Priority: |0peration | Req on PO:

Due date: @ |Sat, 2/19/11 Shipping type:
Site: @ MySite

Requester: @ Calem Eam Time requested: @

Assigned to: Time assigned:
Assigned by:
Req total (USD): 650.00 Req total (USD):

All on PO

Ground

Sat, 2/19/11 1:23 PM Central

650.00

Description:
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Requisition - Add Items CalemEAM

* Vendor is required by default (option to turn off through configuration)

Requisition > Req items Create
Req items
Save |%| Cancel || Customize

q The field value for the lookup is not valid.: Item

Item: @ lii
Vendor site: |
Qy: @ Ef
Uom:
Note:
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Requisition - REQ Total CalemEAM

* REQ Total calculated from REQ Lines

Main Items Customize

Requisition (7 of 21)

BT 1 () 2 Reopen [ Statuslog | | Customize

Req #: © RQ001060 | Source: Other
Status:  Approved | State: Open

Req Items (4)

@ & |i Customize

Vendor site PO PO received Note Total (USD)
1000-PUMP-SEAL Microsoft.Redmont 40 Partially  Pump seal 51 diameter Stock 75.00
Item.Uom_001 27 Fuly | Stock 500.00
ITM-001 Agilent 33 Non-stock 0.00
POWERTOOL-1000 PO-000003 Industrial 1000 series power tools . 75.00
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Requisition - My REQ Forms CalemEAM

* My REQs
* My REQ Assignment
* My REQ Approvals
* All REQs my approval level can approve

Requisition B My REQs ~ @ All REQs B REQ Line Open m Open EJ Report ¥

My REQs [-[Qo

My REQ Assignment
'ﬁ My REQ Approvals
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Requisition - REQ Line Forms CalemEAM

* REQ Line forms show REQ Items
* Open REQ Lines
* All REQ Lines
* REQ Approvals
* Showing all REQs and qualified approvers

&  REQ Line Open (88)
fpGooreQ S ) X (@ Q Q@ [ customize

‘ Status | Item | PO | Note (ﬂgilt))"""’e | Qty | Vendor site REQ site Requester | P ved |

1-AUS- 1 New 1000-PUMP-SEAL Pump seal 1 TX_MySite  Administrator 11/9/11
1-AUS- 1 New DELL-SERVER My testing 5 TX_MySite  Administrator 11/9/11
1-AUS-00001  New UOM-test-002 30 AVOX Systems  1.Austin Administrator 4/21/16
1)-AUS-00002  Pre-approv... 1000-PUMP-SEAL Pump seal 5 TX_MySite  Administrator 11/10/11
1-AUS-00002  Pre-approv... DELL-SERVER My testing 1 TX_MySite  Administrator 11/10/11
RQO00113  New 1000-PUMP-SEAL Pump seal . 5 MySite Administrator 3/16/09
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Requisition - REQ Status Log CalemEAM

* Req Status Log can be exported

REQ Status Log Edit > REQ Status Log List

I ] () REQ Status Log (8)

& £ 3 i | Customize

Req # From status To status Changed by Time created Site
RQ007728 In Process Completed Calem Eam 4/12/16 8:00 AM Ce... MySite
RQO07728 Approved In Process Calem Eam 4/12/16 8:00 AM Ce... MySite
RQO07728 Pre-approved Approved Calem Eam 4/12/16 8:00 AM Ce... MySite
RQ0O07728 New Pre-approved Calem Eam 4/12/16 8:00 AM Ce... MySite
RQO05779 Completed Approved Administrator 9/2/15 7:10 PM Cent... MySite_CA Auto-updated by Calem Enterprise
RQO05779 Approved Completed Jack Greener 9/2/15 11:42 AM Ce... MySite_CA Auto-updated by Calem Enterprise
RQ0O07544 New Approved Administrator 8/15/15 5:04 PM Cen... MySite

RQO07081 New Approved Administrator 5/5/15 4:47 PM Cent... MySite
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Requisition - Off-Site Repair

CalemEAM

Set up at least one service item in Inventory | Items
Create Repair Requisition
Select an asset to repair

Select a service item to use for the repair

CalemEAM

Welcome, Calem Eam. Tue, 7/31/18 4:42 PM Central

Calem Enterprise 11d

Requisition

() Create REQ

\.) Create Repair

| OpenREQs | | MyREQs ¥ [l Open v [= Report v
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Requisition - Create PO at Approval CalemEAM

* A PO can be created at requisition approval
* Must have vendor defined at REQ lines or REQ

Requisition > Status log Create
Status log

|| save Cancel s . Customize
£ Ready to save changes.

Create PO: — |

Comment:

Changed by: @ Calem Eam

From status: New

To status: Approved

From state: Open v
To state: Open v
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Requisition - Create PO from REQ CalemEAM

* A PO can be created from REQ
* REQ must be approved

Main I Items T Document T Log T Customize ]

Requisition (4 of 113)

G2 I:D [ ! a |@CreateP0 !_ﬁ __ More ¥ | | Customize
Req #: ® [RQ010738 | Source: Other

Status: |New | State: |Open

Priority: |Operation | Req on PO: |None
PO: _

Duedate: © |Fri, 7/27/18 Shipping type: Ground

Site: @ SiteA Vendor site:

Requester: @ Calem Eam Time requested: @ |Fri, 7/27/18 11:17 AM Central

Approver: Calem Eam
Assigned to: _ Time assigned: |
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Requisition - Hands-On Lab CalemEAM

Hands-On
Define req Levels and Approvers.
Assign your login a REQ approval level
Create a requisition
Add an item to the REQ
Approve Requisition
Create a repair requisition
Create a PO for the repair requisition
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Product - Purchase Module

CalemEAM

POHumeI New PO T Open PO ]' Open Lines T Past Due T Status Chart T All Lines T Al PO T Customize ]

Purchase Navigation PO Lines Past Due - Past Due: 34, To Receive: 86

&) Create PO

§ OpenPOs Past Due

5 MyPOs

[ Open

{=| Report

4

%

Value of PO Lines (USD)

Last 7 Days

Last 30 Days
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Product - Purchase Module CalemEAM

* Use purchase orders to order spares

My POs
@ New EJ Open X Delete (@ Refresh €) Cancel & Print & Customize (& Search & Clear search EJ Status log [ Customize |[] Tasks ~

PO no. | Status ' Received ' Buyer ' PO date ' Vendor ste | Vendor note
PO-000001 Completed Partally | Calem Eam 12/9/09 OfficeMax. Austin OfficeMax Austin HQ
23 Completed Calem Eam 1/19/10 3COM

21 Completed Calern Eam 1/17/10 Microsoft.Redmont Microsoft Redmont
20 Completed Calem Eam 1/17/10 DELL DELL (Austin)

To-Process
3

Past-Due

Total Lines No Due Date

150 3>

Past-Due

43

In-Process No Due Date

108 13 >>

Past-Due

Past-Due

Past-Due
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Purchase Module CalemEAM

* Create Purchase Orders by R
Buyers

* Add Items from Approved ,l,
Requisitions i

* Tax Rates Requisitionsto PO
* Vendor and Price l

PO Approved

!

PO Issued to Vendor
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PO Status Lifecycle CalemEAM
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PO Module - Roles CalemEAM

* Approver - approves PO
* Buyer - executes a PO
* Optional:
* Pre-Approver: pre-approves a PO before approval

Role | Calem Object | Function ___

Managers PO Approver Approve PO
Buyers User Create PO

Supervisors Pre-Approve Pre-Approve PO
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Purchase Module - Approval CalemEAM

* Set PO Approval Level Amounts
* Assign PO Approval Level to Users
* A user can approve a PO by approval level

Organization . EAM Company |5 Open ¥ /i ACLProfles ¥ .. Codes ¥

£\ ACL profile list
£\ User list

ite || Employee I[ Job Role ‘N Opt-Out | Addrd PO Level

y (1 0f1) PO Approval

u._| Customize L) REQLevel
CalemEAM Inc. Q REQ Approval
Change Reviewer

Change Manager

. Line Manager

My company

Calem Eam

,’21 Monitor User

CONFIDENTIAL ~ © 2024 CalemEAM Inc.



PO Module - Creation

* Set Vendor to purchase from
* PO # is generated by Calem

CalemEAM

My PQOs List > Purchase order Create

Purchase order

Save [®] Cancel |3 Customize
& The field value for the lookup is not valid.: Vendor site

Vendor site: o £ ||

Buyer

PO date: 419/16 ™

Site: © 'Seaport Pilot Plant
Buyer: © Administrator
Assigned to: '

Account:

Cost

Shipping term: FOB Origin - |
Shipping type: Ground +
Payment term: Net 10 - |

Payment type: (None) =

Comment:
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Repair PO CalemEAM

* Off-site repair is tracked by repair REQs and POs
* A repair PO can only be created from a repair REQ

* See blog:
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http://www.calemeam.com/calemcustomers-2/asset-off-site-repair-and-tracking
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PO Module - Add PO Item

* Go to Items tab
* Use “Add item” to add REQ items
* Use “+” to add items without a REQ

CalemEAM

| Main || Items || Customize |

Purchase order (2 of 9)

B2 T 4 (=) /- ) Reopen || Customize | | More ¥

PO: @ |45 | State: | Open

Status: New | PO date: [Tue, 2/23/16

PO Lines (0)

QAdd itemlg Remove item @ Lﬁ .| Customize

Q|Line |113em |Qty |Qty |

Unit price
(USD) Total (USD)

No results found.
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PO Module - Add PO Item

CalemEAM

* Appoved REQs with matching vendors are shown
* Use “Add others” to add REQs of other vendors

Purchase order > Req items by PO vendor Lookup

| | @ Req items by PO vendor (1)
© select [¥] cancel |Q Add othersl 2 L 4 |i Customize

| Reg# Item
[} RQO06897

Qty i Vendor site
ITM-001

Agilent
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Purchase Module - My PO Forms CalemEAM

* My POs
* My PO Assighment
* My PO Approvals
* All Pos my approval level can approve

Purchase S My POs ¥ S All POs
s My POs

8 My PO Assignment
s My PO Approvals
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Purchase Module - PO Line Forms

* PO Line forms show PO ltems

* Open PO Lines
* All PO Lines

* PO Approvals
* Showing all Pos and qualified approvers

CalemEAM

| @ PO Lines Open (19)

% Goto PO () §X)

£ 3 (4 (4 [o1 Customize

PO

o

= ot e

=

Unit price

(UsD)

Vendor site

| Received | PO date

41 Submitted

26

34

39 Submitted
12 Submitted
40 Submitted

Approved
33 Acked
42 Acked
Acked

5B0059112
uom-test-003

Roll

Item.Uom_001
1000-PUMP-SEAL  Pump seal 51 diameter
Item.Uom_001

ITM-001

100HP-COMPRESS... Compressor bearing for 100 HP com..

1000-PUMP-SEAL  Pump seal 51 diameter

28
2
11
1
10
2
4
6

23

32.36 CFT

100.00
2.50 ADC
3M.CA
3M.CA
5.00 3M.CA
3M.CA

Partially  12/4/12
None 3/2/10
Partially ~ 2/19/11
Partially  7/10/13
Partially ~ 4/12/11
None 4/3/12
Partially | 8/9/10
Partially ~ 7/24/12

CONFIDENTIAL

© 2024 CalemEAM Inc.




Purchase Module - Tax Code CalemEAM

* Tax Code
* Multiple Tax Rates (Federal, Province, etc.)

Tax code (1 of 2)

) U Ul Customize

Taxcode: @ |TX009
Tax rate (%): 8.5%
City:

State:

Country:

Note: Testing it.
Last modified: Thu, 5/2/13 3:48 PM Central Modified by: Calem Eam
Time created: Sun, 7/25/10 9:39 PM Central Created by: Administrator

Tax rate (1)
© @ (2 [ Customize

| Tax rate (%) Note
O 8.5% Sales tax
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CalemEAM

PO Cost including item total, tax and freight can be updated at PO by:
* Inventory | Transactions | Adjust Receiving Cost
* Repair POs can be adjusted just like normal PO
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Purchase Module - Vendor Prices

CalemEAM

* Menu path: Purchase | Open | Vendor Prices
* Add items supplied by the vendor

{ | ©  Vendor Price (59)

© © @Brriclog (B (4 (4[5 Customize

| Vendor site Item Unit price () Unit

Lead time (days)

Note

[l 3M.cA 100HP-COMPRESS... 23.00 Qty.EA

CA site for 3M
[l 3M.ca Ttem.Uom_001 0.234 G

CA site for 3M
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PO Terms & Conditions CalemEAM

* PO terms and conditions can be configured via a PDF file and
included in PO print:
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http://www.calemeam.com/calemcustomers-2/purchase-order-print-part-3-terms-and-conditions
http://www.calemeam.com/calemcustomers-2/purchase-order-print-part-3-terms-and-conditions

Purchase - Hands-On Lab CalemEAM

Hands-On
Define PO Levels
Assign login user as an approver
Create a PO
Add items from approved requisitions
Approve PO
Email PO
Set up Vendor Prices
Set up Tax Rates
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Next Module CalemEAM

Inventoryand Requisitionand Doc, Project,
Warehouse Purchase Order Integration, etc.
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Thank You!

Thank You for Attending
the CalemEAM Training!
Visit Us at www.calemeam.com

CalemEAM

COMMERCIAL OPEN SOURCE
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