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Course Content IRIS
* Introduction
* Unit 1- Components Process
* Unit 2 - Editing Components
* Unit 3 - Documents and Approvals
* Course Summary
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Learning Objectives

* Upon completing this course, participants will be able to:
Understand the PM components process through the work order

Enter requests for materials on the components tab to generate
through the work order

Enter requests for services on the components tab through the
work order

Change components on work order

Cancel components on work order
Attach documents to a work order
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Prerequisites and Roles é{élRlS

* Prerequisites
UK_100 IRIS Awareness & Navigation
PM_WO_300 Work Orders

* Roles
PM Users
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Unit 1

Components
Process
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Unit 1- Components Process

* Maintenance Process

* Components Process

* Stock, Non-Stock, and Non-File materials
* Enter Requisitions for Materials/Services

* Find Vendors
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Materials and Inventory

* Materials Management Inventory will be replacing Stores Inventory
Systems

* On-shelf inventory will be minimized

* Moving toward “just -in-time” inventory (parts will be requisitioned
daily)

* Moving away from ProCard being used for materials; instead,
contracts will be set up
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Materials and Inventory %‘RIS

* There will be stock, non-stock, and non-file materials

* Materials may be planned (used on a routine basis) and unplanned

* Stock and non-stock will be identified by 6-digit numbers in IRIS
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Components Process 7

L

* Components can be selected in several ways:
A search may be performed to find the part number

In the future, the Bill of Material (BOM) may be used to suggest
part numbers, if it has been entered for the building, room, or
equipment to be maintained

In the future, if the BOM has been created, include the Task List
on an order also will include any materials on that Task List
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Planned Materials 3‘,‘55
* Planned stock materials result in a Reservation being created in the
Storeroom
* Planned non-stock materials/services result in a Purchase
Requisition being created
* Planned text items are instructions/comments about the materials
required for a work order, such as a note to bring a ladder or
supplies
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Unplanned Materials

* Unplanned stock materials may be issued directly to a work order

* Storeroom MM Techs will issue the materials and charge it to the
work order number

* The name of the person receiving the materials is recorded
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Search for Components ;‘?f]RIS

* By Description
The description is often used to search for maintenance orders

Asterisks can be used as “wildcards” in a search, to let you
search using partial information

Examples:

= *bearing* will find all materials with “bearing” in the
description

= *filter*16* will find all materials with “filter” and “16” in the
description, such as Filter, Air, 16X20X1
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Search for Components

° By Bill of Materials (BOM) - Future Use

BOMs are parts lists that may be created for any Building, Floor,
Room, or Equipment

BOMs list the parts frequently used to maintain that item

Parts may be directly selected from the BOM

BOMSs can help plan work orders quickly
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Search for Components é{élRlS
* By Task List (Future Use)

Task Lists are maintenance procedures which include parts and
labor
These may be created for any Building, Floor, Room, or
Equipment
Including a Task List on an order will also include any materials
on that Task List

IJKIJNI\-'T.'RS]'\'\-' OF KENTUCKY] PM_WO_3] O COmpOnentS -I 4

PM_WO_310 Components




0
Stock & Non-Stock Materials &I”:':EE

* Stock Materials

¢ Parts which have IRIS material numbers and are kept in Central
Stores

* Non-stock Materials

¢ Parts which are used less frequently, have IRIS material
numbers, and are ordered as needed
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Enter Components s
2] 1H ©8@ | Type the Order
Change Order: Initial Screen number and
| Header data || Operations || Components || Costs Press Enter
| boreoconoss (3
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Enter Components

@ Change Corrective (Repair) 807000000043: Component Overview
P NEBRT EEEOEH

ai;

Fix hroken

Click on the
Components Tab

| Gen Data | Purchasmng | S Zu(E[GE e Ust | s crapn. [ sie Asse. |

o MaterialWhere-Used |[H] Repl. |E Catalon |
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Enter Components - Stock/Non-Stock IRIS
HeaderData | Operation oot —
L - [ Click on the
rlltem Campanent Description POISSI|I.)|e
0010 = Entries icon
DoZo to search
nAzA [ I
Ml e Mamin Dmscrptin | Mty okl | Mt |, (]2
Maaidl dnscsghon
Lo te oo
The Material e
Search box Mo bl a0
will open
Vo8|
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fiption

Tab List
icon

tabs may be
useful for

finding the
component

Click on the ;

Several search \———71"

Maenal RumberMstenal Description

Matenal by bilf of maters!

Material ransferred from CAD systern

Compotne product by competor

Frodisction resourcasooks by doscrpsan®RT grouping
Gales maténal by paneral product hisrarchy

Material by vendor's material number

Materal by material cabegory
Kraferars for clats

Matorial by matortal grinip

Matbrial by EAN {Infemational Aicls Numben
Matenials by Several classes

Material by product higrarchy

Material by task list

Sales mateniad by description

Matorial by material hpe

Misdartial by Sxipghe Are
v Frant matorial by descipson

Charactenstie- Basad Varant Salochon of a Gonorc Material

Soarch Hitlp Sor Manutactuene Pas Numbsor
Saarch Halp for Manutachuns Pam NUMEar with AMPL

Excise Duly Material Tor Descnption
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Enter Components - Stock/No

g
n-Stock SIRIS

/" Materisl by Supply Ares ! Plant material by description

| CramcterisicBased . |}, ()(110%)

Material deseription Fpaints
= //

Language Kew J%y
Enter the /
description or
part of the £00
description

Continue
icon

Click on the
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/" Matsial by Supply Area

Plant material by description

-

AR EIRERE

Material description

“|Language|materi.

PAINT SPRAY GRAY HIGH TEMP EN 304198 UK10 ]
PAINT SPRAY HITEMP 1000 DEG FLAT BLACK 1 EN 304135 UK10 =]
PAINT SPRAY ORANGE 12 OZ CAN EN 304194 UK10

PAINT SPRAY PRIMER BLACK 12 OZ CAN EMN 304186 UKI10

PAINT SPRAY PRIMER GRAY 12 OF CAN EN 304188 UKI0
[F‘A\NTSF‘RAYFR\MER RUDDY BROLWN 12 OZ CA El T_UKTO

PAINT SPRAY PRIMER/SEALER STAIN KILLER EN 3

PAINT SPRAT REGAL BLUE 12 OZ CAN EMN 304192 UK10

PAINT SPRAY SAFETY RED 12 OF CAN EN 304180 UK10

PAINT SPRAYT SHINY ALUMINUM 12 OZ CAM EN 304198 UK10

PAINT TINTING COLOR AXM-ORGANIC YELLOWE  EN 304163 UK10D

PAINT TINTING COLOR L-RAW UNBER 888-2008  EN 304154 UK10

PAINT TRAFFIC HOTLINE LF YELLOWY § GAL CA EN 304200 UK10
PAINT TRAFFIC WHITE PROL-BLOCK 5 GAL AN~ EN 304189 UK10
PAINT, ACRYLIC LATEX SATING, EXTERIOR,WH EMN 304246 UK10
PAINT, ACRYLIC LATEX SATING, EXTERIOR WH EN 304247 UKD
PAINT, ENAMEL, HIGH GALOSS, LATEX, BLACK EN 304204 UK1D
PAINT, ENAMEL, SEMI-GALOSS, LATEX, CLEAR EMN 304203 UK10
PAINT, INTERIOR, LATEX, FLAT OWHITE PROL EN 304244 UKID
PAINT, LACQUER, GALOSS BLACK,O COROLNADO EN 304240 UK10
PAINT, LACQUER, SANDING SEALER, WATERWH EN 304237 UK10 [«]
PAINT, LATEX, PM200 SPECIAL TINT, SHERWI EN 309121 UK10 =]

57 Enfries found
IR

Double-click on
the needed
material
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RIRIS
Enter Components - Stock/Non-Stock ﬁ‘f -
HeaderData k Ciperations / Components k Costs k Ohjects k UK Fields |
ltem |Component Description LT Regmnt Oty Unt |IC |SLoc |Pint |OpAc
0010 304483 HINGE FULL MORT BB 4 1524 172 US26..| [ 2 15T |L |BEed Uk1e @eta
Ho26 304187 PAINT SPRAY PRIMER RUDDY BROLWN..| [ TEAN L |Boed UK10 @e1a
0038 — Uk1e
Le[eEYc] k10
0058 — uK1e
000 \7/ | kil
Enter the quantity
required
-
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Enter Components - Stock/Non-Stock
QOrder REFR S0TOAAAEE1T4 Repair Broken DoorTouch-up Paint E
Sys Status  CRTD MANG PRC NEL\I

HeaderData h Operations / Camponents k Costs k Ohjects k UK Figlds |
Itern (Component Description LT Regmnt Oty Ut |IC |SLocPInt |OpAc
D010 204483 HINGE FULL MORT BB 4 11244 172 US26..| [Z 2fs7 L peefukie jaate
D820 304167 PAINT SPRAY PRIMER RUDDY BROLWN..| [ conlL leeetfukre jate
Bo36 k1o
0048 k1o
D858 / k10
BB6A / k1
a7 /
09sa L
09gg .
e For both Stock and Non-Stock items,

the UM (Unit of Measure), IC (Item

Category), and SLoc (Storage

Location) will default

%
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Enter Components - Stock/Non-Stock é{élRlS

Order Edit Goato

& @ oHE 0Dhon BE @
* Change Corrective (R\zpair) 807000000120.: Component Overview
M BERT ®EDDY

Order REFR 8070A0000120 Repair Br)
Sys.Status  CRTD MANC PRC

3 Exitwithout Saving  Customer Information || Save and Exit | Relea

naorTaouch-up Paint
(I ew

HeaderData k COperations Components k Ohjects k LK Fields |
ltern |Component Diescription \ |LT |Reqmntaw U |IC |SLoc |Plnt
| W ——
0010 304483 HIMNGE FULL MORT 26T L |BREt UK1e
0020 204204 PAINT, EMAMEL, H When you haVe 1GAL L [@EE1 [UK18
0030 finished adding UK 10
(ETEN] . LKA
Components, click
on Save
- /
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Non-File Materials

* Non-File Materials

numbers, and are ordered as needed

Parts which are used less frequently, do NOT have IRIS material
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Enter Components - Non-File % >

* Change Corrective (Repair) 807000000174: Component Overview

ﬁ? ] E % ? ‘ %} @ = & ¥ Edtwithout Saving | Custormer Information  Save and Exit | Release and)

Order REPR 387000008174 Repair Broken DoorTouch-up Paint

Sys Status | CRTD MANC PRC [FCEE
HeaderData | Operafions = Components | Costs | Objects | UKFields |
itern [Gomponent Description LT [Regmntaty U [1C [SLoc [Pint [opAc
bO10 304483 HINGE FULL MORT BB 4 1/2x4 112 US26..| [ 2 [sT L Beeq ukio Baie
028 304188 PAINT SPRAY PRIMER GRAY 12 0Z CAN | [27 1 jcAN L @eaq Uk1e j@a1o
(elak]a] Glass Window, 1011, Single| N LK10
D4R \
0050 ~~
bo6e
o070 Click in the
D8R .- o
w0z Description field and
100 enter a description of
0118 .
bz the needed material
130
128
[150 /
0160 [ T I
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Enter Components - Non-File

Crder REPR BD70REBOE1T4 Repair Broken DoorTouch-up Paint E
Sys Status  CRTD MANG PRC O[S

HeaderData || Operations = Components | Costs | Objects | UKFields |

|\Iem Component Description LT Regmnt Qty UM [IC ELoc |PInt |OpAc
0018 (304483 HINGE FULL MORT BB 4 1/2%4 1/2 U526..| [Z 2 15T L Boed UK1o @a1g
noz0 (364188 PAINT SPRAY PRIMER GRAY 12 OZ CAN @ 1 [CAM L BOE1 (UK10 B0168
IM Glass Window, 10311, Single Tlea N UK1e
la4n 7 IRE]
ITTE K10
(eelid) UK1a

o7 e

[T

Enter the quantity of
components, unit of
measurement, and the item
category (N for Non-stock). The
SLoc (storage location) for the
delivery will default to Central
Stores
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Enter Components - Non-File

- Tala BHG nDoD BE @B
U

3 1ge Corrective (Repair) 807000000174: Component Overview
f oA E % G = & & | ¥ ExtwithoutSaving || Customer Information | Save and Exit || Release and Save

Crder REFR 88780001
Sys.Status  CRTD MANC PRC

epair BrokepDoanTanch.un Baint w7
\Nf q
Press Enter or

click on the
ltem [Component Description unt

HeaderData h Operations ~ Componel

G |Sloc |Fint | OpAc

e . .
0010304483 HINGE FULL MOR' Contlnue Icon 287 0061 {UK1e Be10

020 304188 PAINT SPRAY PRI 1 CAN 0001 {UK16 BE10

030 Glass Window, 10%11, Single 1la K18

(146 K18

056 K18

Jolfc] K18
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Enter Components - Non-File e

E | When the boxes
appear, click on the
Continue icon in the
first box to close it
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0
Enter Components - Non-File z'i!é

° Requirement Quantity - defaults from what was entered on the
Components tab

* Price - estimate of the cost

* Material Group - PM000001 for PM Non-Material Master Material,
PM000002 for PM Non-Material Master Service

Feautementay 1 EA fodsing
Prics 1566 |

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components
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Enter Components - Non-File e

* For Services - Enter PM0O00002 in the Material Group field

Restrictions |

AP ERERE

Matl Gro... Matl grp description Description 2 for the material group

=

PMMNan-mMatl Mstr Ma PM Non-Material Master - Material

Requiementhe 2.0 HR | setsting
1
'PHBO000Z [

WK UnivERsITY OF KENTUCKY] PM_WO_310 Components
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Enter Components - Non-File i

FRequiementaly |1 E . Sodsting

008 |
Agreement /0 o
Goodsrecipient

Finddeytime
VendorbatMe.

* Purchasing Group - will default to 000/UKO0O0 (000 = Work Order /
UKOO = Purchasing

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components

32

PM_WO_310 Components

16



Enter Components - Non-File

_PNBUBBM
-BBB UKaa

101 Taylar Building

OiLAccountho. ‘
vemsor

o morecod ‘
Unioaging Point__| 101 Tavlor Building__|

* Goods Recipient - who receives the goods
* Requisitioner - who is requesting
* Unloading Point - where goods are delivered

* Vendor Material Number - plus additional description of the
material (model, size, color, etc.)
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Find Vendors - Non-File

_PMBBBBM
-BBB UKaa

Click in the Vendor
field, then click on the
Possible Entries icon

PM_WO_310 Components
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Find Vendors - Non-File

Account Mumb dar ar Creditar (1)

Search term |

Postal Code

City
Mame

Wendor

Click on the Tab
List icon in the

Vendars (Gereral) | Vendors by County/Company Code |, Verdors by Company Code |}, (4] 2J[=]

4

=]

upper-right corner

/

UK ovivessiny o KeNTUCKY]
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Find Vendors - Non-File

! UK Vendor Search E m
endors (General)
Vendors by CGountr/Company Code
Yendors by Company Code
endors by Country
Yendors by Personnel Mumber
Yendors by Address Aftributes (Fuzey Search)
Vendors by Address Attributes
Froceed Initially According to Creditor Sub-Ledger Account
‘Vendors by Class
Vendors: Purchasing
Vendors by Material

Vendors with Plant Reference

Iv UK ¥endor Search l i C||Ck on UK

Vendor
Search

I UNIVERSITY OF KENTUCKY]
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Enter Components - Non-File

[——3
ik m

Click on the
Continue icon

Account Mumber of Wendar or Creditor {13
// Wendors with Flant Rieference ! UK Vendor Search | Dm
[4]

I Mame EI fhorme™ ~o I g

Mame 2

Wendar

- Enter the name or part of
iy the name for the Vendor
Region

Postl Code You can use wildcards (*) in
Eeury your search

PO Box

Social Security Mi. —

UK univesITY OF KENTUCKY] PM_WO_310 Components 37
RIR|
Find Vendors - Non-File ;‘I‘fs
ot ot Creditar (13 1 Entry found
7" Vendars wih Plant Reference ! UK Wendor Search \ AEE
=
R ERERE
0 i i i tity—).  [Ru|PostalCode|Cty[PO B... |Soc.Se..[FEIN |roun|
LEXINGTON HOME SUFFLY 100106 240 Main LEXIN(ITON KY 40506 US 430856781 ZFRO
[l |[4][+]
1 Entry found — Z
Double-click on
the Vendor’s name
I UNIVERSITY OF KENTUCKY] PM_WO_310 Components 38
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Find Vendors - Non-File A3

PHOODAAT | [
i) 180186 |
Im 101 Taylor Building

#2456-10%11-5

Click on the
Continue
icon

WK UnivERsITY OF KENTUCKY] PM_WO_310 Components
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0
Vendor Master Data %Izlijé

* A vendor master data is maintained in the IRIS system

* If a desired vendor is not found in the database the department
should do the following:

* Download the UK Vendor Form located at
http://www.uky.edu/Purchasing/vendapp102606.pdf or from
UK’s forms page

¢ Submit to desired vendor for completion
¢ Fax or mail the completed form to Purchasing

* Once this form is received, Purchasing will create the vendor
information in IRIS

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components
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Non-File Components

HeaderData i Operations / Components k Costs k Ohjects k UK Fields |
ltem |Component Description LT Regmnt Gy UM |IC [SLoc [Pint |[Opac
0610 304483 HINGE FULL MORT BB 4 1/2X4 172 US26 . @ 25T o1 K1 De16
o020 304187 FPAINT SPRAY PRIMER RUDDY BROLWN.. @ 1 [CAN o1 K1 De16
I 030 Glass Window, 1011, Single @ 1 [EA UK10 Ba1e
1 [ K19
oo uK1e
Lofalse} uK18
0a7e
0858
If you accidentally close the
Non-File component detail
box before you entered all the
necessary information, click
on the Select icon to the left
of the component
UK vsivers:Ty OF KENTUCKY PM_WO_310 Components 1
AR
Non-File Components S
250
a260
a27e
| ozem
D
| Gen. Data || Furchasing |
|
Click on the Purchasing
button
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Non-File Components

&

EO = R X

M4 »rH

* Change Corrective (Repair) 1 You can enter the
missing details

Purchasing

Order
Material
Itern

General Data

Requirerment gty
Price

Material Group
Furch. group
Agreement
Goods recipient
Requisitioner
Flnd dely tirme

207000000174

0030 | ltemn Cat.

Purchasing Data

1

15.68
PHOODAOY
6o/ Ukea

D. Jones
T Ogle

Opet.fAct

N Glass window, 10

ER Sart strin|
per 1 EA
GIL Account Mo 533046
IVenuur I
Info record

Unloading Point
Tracking Number

GR proc. time

I WVendor Mat. Mo

K vniveRsITY OF KENTUCKY] PM_WO_310 Components 43
Non-File Components

Order Edit Goto

* Change Corrective (Repair\307000000174: Component Detail Purchas
4 » M

Order 807000000174 OperfAct.

Material

Item 630 | tem Cat N Glass Window, 1011,

General Data  Purchasing Data
Requirement gty 1 Ef Sort string
Price 15.68 per
Material Group PMEBEOET GiL Account Mo . .
Purch. group 00 ¢ UKAA T — When you are flnIShed,
Agreerment i Inf recard click on the Back icon
Goods recipient  D.Jones Unloading Point to return to the
Requisitioner T. Qgle Tracking Nurnher
Plnd dely time GR proc. time Components tab
Vendaor Mat. Mo #2486-10X11-5
o |
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Summary

* Maintenance Process
* Components Process
* Stock, Non-Stock, and Non-File materials

° Enter Requests/Requisitions for
Materials/Services

* Find Vendors

* Click Attachment (upper right corner) to view
or print QRC Add Stock /Non-Stock

Component and QRC Add Non-File
Component

UK universiry oF kenTucky] PM_WO_310 Components

Unit 2

Editing
Components

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components

HIRIS

I / e .
45

MIRIS

===
46
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Unit 2- Editing Components

* Change requests/requisitions for materials/services

* Cancel requests/requisitions for materials/services

I UNIVERSITY OF KENTUCKY]
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Change Components
* To Change a component:
Pull up the work order
Go to the Components Tab
Change Corrective (Repair) 807000000043 Component Ov4
A 9ET B
Order REPR B070RODEOB4Z Fix broken window and paint trim hi
Gys.Status | CRTD MANC PRC (I nEw e
HeaderData | Operat\onsosls | Parner | Objects | Addit D)
itern [Companent |Regmnt oty |um fic [5.Jsioc|Pint [opac[Bateh  [Procurd
48
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Change Components

HeaderData k Cperations : Components k Costs k Chjects k LK Fields |

ltem |Component Description LT Reqgmnt Gty UM |IC |SLoc Pint |OpAc
0010 394483 HIMNGE FULL MORT BB 4 1/2X4 1/2 US26..| [Z 25T L [gEot UK10 |ee1e
0020 204188 PAIMT SPRAY PRIMER GRAY 12 O£ CAM 1 [CAN L [BBO1 UK1G6 (@018
po30 AN Glags \Window, 10%11, Single [Z 1 [EA [N UK10 jao10
0040 7 uK1a

~

Notice that the Stock and Non-
stock components are grayed-
out which means they cannot be
changed by selecting a new
component; you can change the
quantity and Unit of Measure. j

UK universiry oF kenTucky]
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0
Change Components é{élRlS

HeaderData k Operations - Components k Costs k Chjects k LIK Fields |

Iltem |Component Cescription LT Regmnt Oty LM |IC |SLoc |Fint |OpAc
0010 304483 HIMNGE FULL MORT BB 4 1424 1/2 US26..| [Z 28T L [pE81 UK10 |ao1e
0020 304188 PAINT SPRAY PRIMER GRAY 12 07 CAN 1 [CAMIL BEET UK16 8010
0038 Glass Window, 10611, Single Zf e L UK18 o110
0840 =) UK1@

For the Non-File
Component, you can
change any of the
information

I UNIVERSITY OF KENTUCKY]
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Change Components

HeaderData h Operations / Components k Costs k Objects k UK Fields |

Itern |Companent Description LT  |Regmnt Qty UM [IC |SLoc |Pint |OpAc
-,EFMM HINGE FULL MORT BB 4 1/2x4 142 US36.. w 2 5T L |Bo81 UK1© joe10
. 04188 PAINT SPRAY PRIMER GRAY 12 OF CAN @ 1 [CANL |BEE1 UK1E |j0B10

8030 Glass Window, 1011, Single w 1A M UK18 [@e1o

Bo4a UK

Ba5a K18

BORA uK1e

o7

== /To change the description

of a Stock or Non-Stock
component, click on the
Select icon to the left of

the component )
WK UNIVERSITY OF KENTUCKY, PM_WO_310 Components 51
0
Change Components é{élRlS
D270
) CEET
K1 [
Gen. Data || Purchasing | E:’ List
= \[At the bottom of the
screen, click on the
Delete Row icon
When the Confirm. box
appears, click on Yes
Canfirm. prampt
Do you really wantto delete?
I UNIVERSITY OF KENTUCKY] PM_WO_310 Components 52
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Change Components

f o BEHRT BRI % Emtwithnutsavmg/

Order REPR GA7ARBAREITA | | Repair Broken DoorTouch-up Paint| | O add the new
Gys.Gfatus  CRTD MANG PRC ([ vEw component, el
Components k Costs k Ohjects the Possible Entries

HeaderData k Operations

Campanent [Description icon to search for it
3as188 [PAINT SPRAY PR

Glass b - Tsingle /

) RTH

5
=

=
=
]
=

=
=
2
=]

=
=
=
=]

=
=
=
=]

k10
K10
k10

=
=
@
=

=
=
=
=

=
=
@
=

=
=
=
=

' e o k]

=
=
=]

E
|

=
=
B
i
L]

=1
I
=

i

=
=
=

e
MmN of Hin 500

=
)
=]

=
=
=

LT The Material
Search box
will open

vlé8lm
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4
Enter Components - Stock/Non-Stock é{élRlS
aterial Nurmber (13
Material Number/Material Description | Materal by old materal number | Matealbe |y [0E)
Material descriptian hinge™
500
Enter the
description or
part of the
description
Click on the
Continue icon
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Enter Components - Stock/Non-Stock

Whe n the I ist Material Murmber (1) 3 Entri
Material Number/Material Description L Material by ald m
appears, = =
double-click vImR[BE o))
H "Malerial description ‘|Language‘Materi...‘
on the Item HINGE FULL MORT BB 4 10244 1/2 US260 5/3 EN 304483
HINGE, FULL MORTISE, BALL BEARING, 4 1f2|EN 303077 I
HIMNGE, TIGHT PIM, 2% 2, ZINC PLATED, 10 EMN 303076

3 Entries found

UK universiry oF kenTucky] PM_WO_310 Components

Change Components ;':‘AIR'S

@ BlaH o SHE DDOoD BE @E
* Change Corrective (Repair) 807000000174: Component Overview

fr 9 EH % T %D & [ X EdwiiouSaing | Customer Information | Save and Ext || Release and Save

Order REPR 80700BRO0174 Repair Broken DoonTouch-up Paint

Sys.Staus  CRTD MANC PRC (I NEw

HeaderData k Cperations . Components h Costs h Objects k UK Fields \

IItem Carmponent Description LT Redmnt Ofy Uk (I |SLoc Plnt |OpAc
304188 PAINT EPRAY PRIMER GRAY 12 OZ CAR w CAN L [Bact Uk10 @a1e
03 (Glass wWindow 10%11 Sm 1 ﬂ M UK10 /8818
00400303877 HINGE, FULL MORTISE, BALL BEARING, .| [ 5T |L |Bact Uk10/@e1e
asg NN Uk1a
i uk1a
07 uk1a

==
=
=
=

=l
=

=l
=

=
=
=
=

=l
=
=
=

=]
=
=

=]
=

=l
=}
=

Press Enter and the new
component will be added

- J

=]
o
=1

=]
[=
=
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Cancel Components

* To cancel a component:
Pull up the work order

Go to the Components Tab

Change Corrective (Repair) 807000000043: Component OV
FE o BERT BEEEDSE

Order REPR | 8070B0AA0A4S || Fix broken window and paint trim ki
Sys.Status | GRTD MANG PRC [T E

HeaderData i Operations | Components i osts k Fartner i Ohjects k Addit. D

{itern [component [Regmnt aty [um [ic 5. /SLoc Pint_Opac|Bateh  [Procurd

UK universiry oF kenTucky]
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Cancel Components

%ml_s_

HeaderData h Operations

Components k Costs h Ohjects h LIK Fields \

em |Component Description LT  |Regmnt Gy UM |IC |SLoc |PInt |OpAc

CAN|L 8001 UK1o Bad1o

[ 020 1304188 FAINT SPRAY PRIMER GRAY 12 OZ CAN

E& N UK1G @t e

iy, =~ To cancel a N
boso component, click UKt
007 on the Select icon ikt
boge to the left of the
== component

ST [L et Uk1o@o1e
uK1e

EISIR
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Cancel Components =

| — T

n2gai |
0 I

At the bottom
of the screen,

click on the
Delete Row icon

When the Confirm.
Prompt box appears,
click on Yes

Confirm. prompt

Do you really wantto delete?

UK universiry oF kenTucky] PM_WO_310 Components

4
Summary é{élRlS

* Change requests/requisitions
for materials/services

* Cancel requests/requisitions for
materials/services

* Click Attachment (upper right
corner) to view or print QRC
Change Stock /Non-Stock
Component, QRC Change Non-
File Component, and QRC
Cancel Components

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components
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Unit 3

Documents
And Approvals

UK universiry oF kenTucky] PM_WO_310 Components
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Unit 3- Documents and Approvals

° Entering item long text
* Attaching supporting documents

* Release approvals

PM_WO_310 Components
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Enter Item Long Text

IE SO 8NN DDON BFE @

Fo: U 0FT B dF O X EstwehoutSaing | Cuslomer infimation | S

» @| * Change Renovation (Charged Out) 807000000046. Component

(Orer RENY 007000000048 | instai arywal = =
| Gye Gtatis  CATD WANC PRC L vt
| Operafions ¢ | Costs | Objets |

Comments about the
Line Item can be

[ vem [Compunent___oeserston T

entered in the Long

Diyweall 8534 - 34 * [Wea]

Click on the
Create Text

k

Text area, which will
print on the
purchase order

o

icon

zlﬁ.‘_‘l en NG
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PM_WO_310 Components 63
4
Enter Iltem Long Text RIS
@) 100 e QHE aVon DOE @
M@ - Change Component text: Component 0010 Language EN
Q| M D P | & Fomats |15 Characta Fomate | W1 | B 2| & B | B o O
[T [ ——— = Char Fomats B
P50 Gan onter IAToemATion GDOUT the 1ine 1Tom Tero.F Y
Enter detailed
information about
the line item in this
field. This can be
Word documents can used for all Material
be directly cut and Management
pasted to this section numbers & for Non-
File items
i Gill
| U w2 oo voen s
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Enter Item Long Text

Co e sl
Parsg Fomsts | Faregragn, kem-skorea L] m.-«-k

Wou can enter information abowt the line

k

&y Formiats | &%) Characser Fon

Click on the Back
icon to close the
Long Text window

UK universiry oF kenTucky] PM_WO_310 Components
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Attaching Supporting Documents AL

* Supporting Documents can include:
Certificates of insurance
Drawings
Warranties

Quotes

I UNIVERSITY OF KENTUCKY] PM_WO_310 Components
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Attaching Supporting Documents ALY

To attach a document,

click on the Services for

Objects icon ~—==
Ba]

PM_WO_310 Components
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(
Attaching Supporting Documents %zﬁlé

Click on the Select
icon to the left of
Maintenance
Order

Ohject name i

000010000150

Click on
the Enter
icon

WK uNivERSITY OF KENTUCKY] PM_WO_310 Components
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Attaching Supporting Documents

Crder Edit Goto Extras  Environment

& Bl H @@ SHE I BD
EI * Change Renovation (Charged Out) 80700000{

Create... 'I_'QreateAttachment l‘
I AR ST Create note

‘Orde Private note Create externa ument {URL)

S¥s! gaend 3 Store business

Workflow v ]
| My Ohjects 3
T _ _ N Follow the menu
. Help for ohject services .
e o - 314 and click on Create

Attachment to
immediately create
the attachment

K vniveRsITY OF KENTUCKY] PM_WO_310 Components 69
. . $
Attaching Supporting Documents é{élRlS
i Look i £ Work Orders 2 In the Look In:
D || field, find the
s FecnriDoc. document folder
@ on your computer
Deskiop
(5 Dofuments
oL —
My Computer D0ub|e—C|iCk
g | on the flle Look in: |5 Waork Orders
File
My Network Pla.. name and the /%’
Bl T . ) [
file will be
attached iy Recent Doc...
immediately to @
the work order
\ / Deskiop
IJKHNI\-'T.'RSJT\" OF KENTUCKY] PM_WO_3 -I O Components 70
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View Attached Supporting Documents i

To view the
attachment, click on
the Services for

Objects icon @

PM_WO_310 Components
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(
View Attached Supporting Documents %‘zﬁlé

Click on the Select
icon to the left of
Maintenance Order

000010000150

/
Click on
j the Enter

WK uNivERSITY OF KENTUCKY] PM_WO_310 Components
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Order  Edit Gota

ruironment

B ICE® EHEBIDDLOO BE @

Create...

&
* Change Corrective (Repair) 807000000174 Component Qvervi
fa

.

t'-\ & |ﬁ ® Edtwithout Saving | Custorner Information | Save

1 attachmentlist <

Ofdé  Private note

Repair Broken DoonTouth:s-Dais [l (el
\?/C'hck o

8¥sf  sSend
Relationships
Workflow » fnpon Attachment List
| My Chjects 3
’ ; n
__ﬂe\pfurubjeclsemces T Note When the
oozo 204987 PAINT SPRAY PRIMER RUDDY A R
0030 Glags Window, 10X11, Single AttaChment LISt Is
n04n c in BOLD, a
o document is
o7 attached
oogn /J

UK universiry oF kenTucky]
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View Attached Supporting Documents ;‘1‘55
nent list
R EE R EERE R R R R
AftachmentForg0 7000000120
|Tme |Creator Marme |Created on
hinge ~_ [Missy Curry (031672007 |
Double-click on
the attachment to
open it
v K
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* Needed for over $10,000 per line item
Follows normal approval process through the business officer

View Attached Supporting Documents
File Edit View Insert Format Tools Table Window Help
Nedesn SLY B = 100%
4 TimesMew Roman + 12~ SiE - &
I.g --------------------- 4
Click on the
Close icon to
close the
N document
=
CLEERIN ol
Draw~ 3 Autoshapes~ ™. a [ O B 4l €3 [@ S E-AS 2
Page 1 Sec 1 11 At 1" Ln 1 Col 1
UK vsivers:Ty OF KENTUCKY PM_WO_310 Components 75
4
Release Approvals IRIS
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Summary

* Entering item long text
* Attaching supporting documents
* Release approvals

* Click Attachment (upper right corner) to
view or print QRC Add Item Long Text
and QRC Attach Supporting Documents

K vniveRsITY OF KENTUCKY] PM_WO_310 Components 77
. 4
Help Websites ;‘?f]RIS
* For Quick Reference Cards
Click on Attachment (upper right corner)
Click on QRC
Print
° myHelp website:
http://myHelp.uky.edu/rwd/HTML/index.html
Contains Quick Reference Cards (QRCs), updated course
manuals, Simulations, Frequently Asked Questions, and other
job aids
* |RIS website
http://www.uky.edu/IRIS/
Contains Information Directory, Forms, and other references
l}KL‘NI\-’T.T{S]'\'\-’ OF KENTUCKY] PM_WO_3] O COmpOnentS 78
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Course Summary

* Understand the PM components process through the work order

* Enter requests for materials through the work order
* Enter requests for services through the work order
* Change components on work order

* Cancel components on work order

* Attach documents to a work order

UK universiry oF kenTucky] PM_WO_310 Components
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Course Assessment Instructions

RIRIS

I Y -

* To begin the course assessment, click
Continue (bottom left corner of the

screen)

* Click Here to continue when the system
message appears

* Click Start Test to continue | ==

* If you pass the assessment successfully, |

End Test

click End Test (located at the bottom right
of your screen

* Click Close (lower right corner of the

Close
screen)

I UNIVERSITY OF KENTUCKY]
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Course Completion Instructions

* Click Logoff (lower right corner)

* When the WBT window closes, go
back to your original browser window

Click on the browser window in your
taskbar and wait for the screen to

refresh
Conflrm Participation
1] you do not want 10 continué this Courss, for instance, becauss
* Scroll down the page until you see oyt et i s
the Confirm Participation section 2

* To complete the course, click
Confirm Participation

Confirm Panicipation

UK universiry oF kenTucky] PM_WO_310 Components

81

PM_WO_310 Components

41



