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AssetWorks — General Information

What is AssetWorks
AssetWorks is an Asset Management system that captures information about an asset. Assets include tagged equipment A-G, facility land and buildings. Work order
repairs and inspections are submitted against the assets to validate operational costs and benchmark replacements.

AssetWorks Servers - TEST vs PRODUCTION -- ** Please make sure you are in the correct Server **
TEST SERVER — Use this server when you are in training or testing. DOTnet it says AssetWorks — TEST.
PRODUCTION SERVER. — Use this server once you GO LIVE and actively using the system. The data content is the actual data. DOTnet it says, AssetWorks-
PRODUCTION.

How will | know what server | am in? When you log into AssetWorks, the home page you will see in red text, TEST or PRODUCTION.

Logging into AssetWorks — With Single Sign On (SSO)

You have 2 options to sign into AssetWorks for both Test and Production Servers from the DOTnet site.
1- With Single Sign On - With Single Sign On log in will allow you click on the AssetWorks link this will use your credentials from when you logged into your
pc. This can only be used if SSO is working. It is a good idea to sign in without SSO just in case SSO is not working. Then you can get into AssetWorks anytime.
2 —Without Single Sign On -Without Single Sign On will require you to sign in using your DOT userid and password would be “password1”. It will not ask you
to change your password. How to change your password information is included in this training manual. If you log in with Google, it will ask you if you want
to save your password. It is recommended you sign into Without SSO sometime. Then you have a way to get into AssetWorks if SSO is not working.

Training Information
PowerPoint presentation and Audio and Video Presentation — optional. If you feel this would be helpful, please request this option on a SNOW ticket.

Where can | find Training Manuals and Videos?

If you want to see a list of all training information, you have 2 ways to find this. 1- If you are in AssetWorks, go to the AssetWorks Homepage, then go to the
Quick Links section and click on the link that says, AssetWorks Training Manuals 2- DOTnet homepage, in the center of the page, you will see AssetWorks. Click
on this and it will take you to the same website.

Help Desk Ticket- in Quick Links Section

If you have any questions or issues in AssetWorks (AW), please submit a IDOT Help Desk service ticket (SNOW) in the Quick Links section located on the Home
page. Issues would include having trouble logging in or anything else system related.

Your request ticket will be forwarded to the Office of Budget and Business System to help you. In the section labeled, “Please describe your issue in a few
words” type in AssetWorks - explain what you need help with.

Missing Portals

If you need to do other functions in AssetWorks and do not see where this can be done. You may need other portals. You can submit a Service Ticket by
clicking on the Quick Link named Help Desk Ticket Requests for AssetWorks located on the Home Portal. In the field named, “Please Describe the Issue in a few
words” please start with AssetWorks — Need to do....... add additional Portal(s).
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Find A Work Order To Make A Voucher Payment — Option 1

Where do | find a Work Order for a Single Asset WO?

You have a few options to find a Work Order in the Work Mgmt Portal. Option 1

You will need to make sure you are in the correct Current Working Location where the work was done to find the Work Order.
Go to the Work Mgmt Portal ( looks like a tab) , go to the Work Orders gadget and find the Work Order under the ID column. You
can click on the ID blue heading to sort in ascending or descending order, if needed. The ID, is the Work Order #. The Work Order
is in red text. This means it is a hyperlink.

Click on the Work Order hyperlink, a screen will appear that says” Working” . It will then take you to a screen named Work Order
Details.

] Messages * screens [ Reports Welcome SCOOPER @ Help B Logoff

AssetWORKS o

I Current Werking Location | 550904-DFC - DISTRICT 4 FAC COORDINATOR 'I Layout I Refresh| OFF
View Calendar Multi-asset WO Crew Management Crew Time Entry Senviceflnspection Due Direct Charges - Commercial Direct Charges - Labor
Asset Search Go To Work Order
Asset ID - Equipment ID - Asset Address - VIN # - || Go 550904-DFC ¥ |Year 2020 No Go
Work Planning Projects # | New Project Work Summary |Add Filter
™ Status Name Owner Goal - Creator Filter  Edit Saved Filter Pending Open Finished
FY13CONT4001 [N PROGRESS D4 - FY1S - CONT BBISSEL - BROOKE BISSELL BRISSEL - BROOKE ALL 15 » 6
BISSELL
D4 - FY1s - PLAN BBISSEL - BROOKE BISSELL BRISSEL - BROOKE
BISSELL
D4 - FY20 - CONTINGENCY BEISSEL - BROOKE BISSELL BEISSEL - BROOKE 2
BISSELL Work Orders
FY20PLAN400Z APPROVED D4 - FY20 - PLAN BEISSEL - BROOKE BISSELL SEISSEL - BROOKE
e b0} - Title Assigned Job Type Status Del
8 - MG - REPLACE OH DOOR 4 REPAIR OPEN
AVOCA MG - REPLACE FURNACE /A REPAIR PLANNING
CLEAN FLOOR DRAINS wa REPAIR PLANNING
»
Showing 4 records ATLANTIC MG - REPLACE AIR. REPAIR. PENDING
Showng e CONDITIGNING UNIT 1
PACIFIC JCT - HOOP - REPAIR SALT REPAIR PENDING
HooR
ADAIR MG IOFFICE LIGHT REPAIR opEN
REPLACEMENT
842421 - ALTON-MG o REPAIR opEN

What if | don’t have the Work Orders gadget? Go to the layout button located next to the Current Working Location. Click on the
button and add Work Order, then Save. If you need help, submit a SNOW ( Service Now)Request or go to the training manual

named Gadget Layout. r'




Find A Work Order To Make A Voucher Payment — Option 2

Option 2

You will need to make sure you are in the correct Current Working Location where the work was done to find the Work
Order.

Go to the Work Mgmt Portal (looks like a tab) , go to the Go To Work Order gadget. Type in the Work Order number, click
on the Go button. a screen will appear that says” Working”.

This example, 550904-DFC Year 2019 No 1 was typed in.

Once you click on the Go button, it will then take you to a screen named Work Order Main.

G

AssetWQRKS

I Current Working Lecation | 550904-DFC - DISTRICT 4 FAC COORDINATOR v l Layout Refresh | OFF v
View Calendar Multi-asset WO Searvice/lnspection Due Direct Charges - Commaercial

Asset Search Go To Work Order

Asset ID - Equipment ID - Asset Address - VIN # - | Ge 550904-DFC ¥ | Year|2019 No. 1 Go

Work Planning Projects # | New Project Work Summary |Add Filter

n Status. Name Owner Goal - Creator Filter  Edit Saved Filter Pending Open Finishad

FY19CONT4001 [N PROGRESS D4 - FY18 - CONT 8RISSEL - BROOKE SISSELL SBISSEL - BROOKE AL 16 29 5
BISSELL

FY13PLANADO1 APPROVED D4 - FY15 - BLAN BBISSEL - BROOKE BISSELL BBISSEL - BROOKE
BISSELL

FY20CONT4002 APPROVED D4 - FY20 - CONTINGENCY SBISSEL - BROOKE BISSELL SBISSEL - BROOKE .
BISSELL Work Orders

FY20PLANADO2 APPROVED D4 - FY20 - BLAN BBISSEL - BROOKE BISSELL BBISSEL - BROOKE
BISSELL 33 - Title Assigned Asset Priority Job Type Status Del

550904-DFC-2015-1 €8 - MG - REPLACE OH DOOR 4 781C21-OHINS-04.01-  FP REPAIR OPEN
L BLI N MG
AVOCA MG - REPLACE FURNACE /A AVOCA FP REPALR PLANNING
(CLEAN FLOOR DRAINS N/A o REPAIR BLANNING

ATLANTIC MG - REPLACE AIR
CONDITIONING UNIT 1

Showing 4 records e REPAIR PENDING

PACIFIC JCT - HOOP - REPAIR SALT REPAIR PENDING
HooP
ADAIR MG IOFFICE LIGHT FC REPAIR oREN
REPLACEMENT

B42A21 - ALTON-MG FC REPAIR oPEN

What if | don’t have the Work Orders gadget? Go to the layout button located next to the Current Working Location. Click
on the button and add Work Order, then Save. If you need help, submit a SNOW ( Service Now)Request or go to the training

manual named Work Mgmt - Gadget Layout. /Q'




Overview - Voucher Payments to a Single Asset Work Order

After clicking the Voucher button, the Post Work Order Commercial Work page will appear. For Voucher payments, you will need to select the Post Box
located in the upper middle section of the page. This will default to this box. Requests will be used for AW Purchase Requests. This will not be done at this
time.

Note:

¢ The turquoise fields are required fields, except the Quantity Issued field. This will get changed.

¢ Clicking Enter on the keyboard after entering information into a field will add the line with incomplete information. Once you have applied the
information, TAB or click into the next field.

Things to keep in mind when Submitting Voucher Payments:

* Select Post for Voucher payments.

¢ Click the Add button for each voucher entry.

e Add Files- The File name must be the invoice # or the payment will error. It is recommended to avoid using special characters in your actual file names.
¢ Click Save — This will go to the AP Voucher system and create your AP Voucher Payment.

TaskID R |- | BUILDING - OVERHEAD DOOR REMOVE AND REPLAC [ Reversal
Function Code =) [ No Parts Needed
Vendor ID lz‘
Daic Received (OGO ] Tab out of each field.
Vendor Contract ID l:l lz‘
Labor Cost $|:| Taxable? |:| Labor Hours l:l
Pars Cost s | Taame? [
Mise Cost s. | maxabe? [
Invaice
Vendor Invoice | Date il '_J

Object Code

[
Voucher type lz‘
Part I [ L=
Quantiy ssued Qty field leave blank
Repair Reason E FACILITY PLAN REQUEST

Line Description
e e —

Pending Commercial Work
Line Task ID Date Vendor Labor Cost Parts Cost Misc Cost Action
[r——
Cancel I| ‘ Save I History




Find A WO - Make A Voucher Payment — Option 1 — 2 steps

You have 2 ways to get to the Post Work Order Commercial Work to create a voucher payment.
Option 1- The Work Order Main page header provides information about the Work Order. Click on the Generate Voucher button
located in the Action section. This will take you directly to the Post Work Order Commercial Work screen. This option is one less step ©.

i Messages o Screers [ Reports Welcome SCOOPER @ Help B Logoft

AsselWQRKS &

e - e e PP o P
| Work Order i

TR1C21-OHINS-04.01: COUNCIL BLUFFEN MG - OH

B pogs p fhabr BN TechlD  Techtlane  Task

e No employzes currently working
Shyalocsion  SSGUING. CONCLBLUFSNORMGIRIGE  Repailuesion 2 10HAUC-OFFICESR

sis-FED
lokoderD SSEMDFCI P btz oean
; el s
T RER Fosse | WIESTAY
e ZHNZTH i PR ERCLTYRLAN [ Post Work Order Commercial Work *
o CONCLELFFS bstt WTEDSTES FROECTS

Add Commercial Posting - Line 1

Service Request ID

r

[ Pon[ Rogent]

=0 mk.,:i...:..g | MnPage | SarDdy | VewEdiDeal | Task ID BLD-OD-RMRPL | ... || Lookup |BUILDING - OVERHEAD DOOR REMOVE AND REPLAC Reversal
Fish Wk Order Pt Actons Function Code L]
. -
BL0-QDHRPL - BUILDING - =
OVERHEAD DOOF REHOVE AND 010 o | Eepmenfisy o TetRels | Resedfles vendor ID L]
E Messages Print Work Order Gonponen: Warrany Date Receivad 08/20/2019 _T_J
I‘ GenersteVougher Psings | Reliostps | Vendor Gontract ID (=] ||
Labor Cost Taxable? Labor Hours
Misc Cost Taxable?
Newote
== 1 Invoice
WVendor Invoice Date I -;_J
Titleand Commerts Object Code
Tile Vioucher type =
08~ NG-REPLACE 0HD00R4 -
— Part D [on |
e Cammers Quantity Issued ||
Repair Reason FPR__||...| FACILITY PLAN REQUEST
Service Requests / Cefects:0 Line Description
dd Marage Undo  ||cidiel
Pending Commercial Work ||
e Line Task ID Date Labor Cost Parts Cost Misc Cost Action
= 1
Cancel Save

Assigments

New Appairiment

Navigation Tip: If you want to go back to the Work Mgmt home page, you can click the back button located at the
bottom of the page or click on the Work Mgmt portal.

History




Make A Voucher Payment — Option 2 — 3 steps

Option 2- The Work Order Main page header provides information about the Work Order. Click on the View/Edit Detail button
located in the Action section. This will take you directly to the Work Orders Detail Screen.
Click on the Voucher button in the Work Order Postings section. The Post Work Order Commercial Work screen will appear.

i Messages ¢ Sozs [ Reoors Veore SCOCFER @ Hep B Loc
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Y e
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e ——
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,
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Y e
E Details Eqiement D <ol 5\ MG - OH INSUL DXX AssetNumber raica
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s Vere Order Pardoins otk Orce FiyseslLocatin 5543036 - COLNCIL BLUFFS NORTH GARAGE ReoarLocaten 12100440 - OFFICE SUF SVCS- FIELD
Deals VorkOrierlD 6 b Sas oren Equipment History

BL000URRL- BILDIE

Q0RFENDVE ! EquprentHoy Tt fenls ReedFles
DOORFEMOIE AYC C10 w | | I | | - . e oomaoseme Print Work Ocer
Nessags FitWokGuer | ComporertVareny - oae —
° hdress 12 . . Frrty FE- FACLTY PLANFROJECTS ar ey
[Tt | | remesn | 7 ‘COUNCIL ELUFFS 1A 51501 LNTEDSTATES

P - PROUSE3 PLANCONTINGICAPITAL EdiBasic o
Relstonships
Fies

ot Orde Test esuls

Nentoe Fostings Summary Cost Info
Exupment Usege

e R Labor Cost PartsCost CommercalCost  Equipment Cast Total Cost

B 0.00 0.00 000 074.00 0.00 207400 Crew Time Entry
Title and Commrts o3t
. er Add | Manage SRs.

CE-NG-REPLACE CHDOOR4

New Tasc [— . New Note [ oneww |

EPR. FACILITY P_AN REQUEST
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Title and Comments

(CB - MG - REPLACE OH COOR#
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[ e ]

Post Work Order Commere

Service Request ID

Function Code

Vendor ID | BLD-OD-RMRPL -BUILDING - OVERHEAD AND REPLAGE 0 Function: DNP ]
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Date Vendor Labor Cost parts ot Hise cost Tota ot
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HEAD G008

Labor Gost Taxable? Labor Hours
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Misc Cost Taxable?
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Vownertype | |

L__ Patio B
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Task Summary

Repair Reason

Line Description
undo Add

Line Task1p Date Vendor Labor Cost Parts Cost Mise Cost Action

Gancel save isory




Make A Voucher Payment — Work Details Page

The Work Order Details and Work Order Main header page provides information about the Work Order. You will see the Job Status
of the Work Order. This status needs to be Open or Finished Status to allow any payments to be successful. If the status of the WO is
Closed, the WO will need to be reopened to allow any payments to be applied.

To start you payment, in the Work Oder Details click Voucher. In the Work Order Main click Generate Voucher.

Either button will take you to the Post Work Order Commercial Work.

W Messages ¥ Screens [ Reports Welcome SCOOFER Help [ Logoff
o D 2 0
GMT-5
AsselWQIRKS
Work Order I Work Order Details

Details Equipment ID 781C21-OHINS04.01: COUNCIL ELLFFE NMG - OHINSUL DOOR 4 P Asset Number 2078121000 "
i essages

Add I Manag SRs

Title and Comments

Title
(CB- MG - REPLACE OH DOOR 4

Nork Order Physical Location  554803-MG - COUNCIL BLUFFS NORTH GARAGE Begailocs QO4ANC - OFFICE SUP SVCS - FIELD —I
Werk Order ID 550004 DFC-2010-1 P Job Status SPEN E LI
Job Type REPAIR Projected 08/12/201 05.27 AM Frint Work Ordar

Completion Date
) 2501 N 25TH . . - Start Delay
Address NG BLUEES 1 51601 UNTED STATES Friarty £ - FACILITY PLAN FROJECTS
. ’ p p Edit Basic Info
RepairResson|D  FPR-FACILITY FLAN REQUEST Work Class P - FROJ/S808 PLANCONTINGICAPITAL
Account ID Parking Stall Relationships
Friovity ID FF - FACILITY PLAN FROJECTS Referance Order 1D
Summary Cost Info
Equipment Usage
Labor Hours Labor Cost Parts Cost Commercial Cost Equipment Cost Total Cost
0.00 0.00 0.00 1824.00 0.00 1824.00 Erew Time Entry

Comments.

Sawe
| Work Order Postings

Tasks | Lsbor || Pats B Voucher J| mewTask |

BLD-OD-RMRPL - BUILDING - OVERHEAD DOOR REMOVE AND REPLACE Remaining Hours: 0.00 Function: 010 ]

Commercial:

Date Vendor Labor Cast Parts Cost Misc Cost Total Cost
06/21/201% 275847 - MENARDS 0.00 0.00 1824.00 1824.00 ’
Total: 0.00 0.00 1824.00 1824.00

Navigation Tip: If you want to go back to the Work Mgmt home page, you can click the back button located at the bottom of the ﬂ
page or click on the Work Mgmt portal.




Voucher Payments — Charge To CC

“A” Assets will automatically charge to CC7540. Facility bldg. and land Assets will charge to the correct CC’s, dependent capital, 5509 projects.
Any other Assets will charge to the Assigned to CC. If you need to change the charge to CC on a voucher payment, go to the action buttons and
click on the Edit Basic Info tab located on the right side of the Work Order Details page.

This will open the Edit Work Order Basic Info Screen. See Cost Center override field. You will need to add a CC charge to in that field.

i Messages 9 Screens [ Reports Welcome SCOOPER @ Help [ Logoff
GHT-

AssetWORKS
e | e s OO st | st | o Ly Lo |
Work Order ‘Work Order Details

Details

Equipment ID A35130: 2018 FORD F350 CREWCAE - HD 4WD 0O Physical Location  755000-ES - DELIVERED EQUIPMENT "
k essages

License Number 5108 751000-4RS - GENTRAL REPAIR SHOP
Work Order ID 751000-ARS-2020-237 O OPEM Equipment History

Job Type REFAIR oMILES Print Work Order
Projected 0THBI2018 1221 AM 2P - EQUIPMENT PREP

Completion Date Start Delay

Summary Cost Info Relztionships
Labor Hours Labor Cost Parts Cost Commercial Cost  Equipment Cost Total Cost Fies
R 3.08 87.87 0.00 12048 .00 208.35
Work Gras Test Results
Note Equipment Usage
W it Work Order Basic Info Craw Time Entry

Equipment ID A35130: 2019 FORD F250 CREW CAE - HD 4WD O Fhysical Location  T55000-ES - DELIVERED EQUIFMENT Add | Manage SRs

Job Status OPEN New Job

License Mumber 5108

Work Order ID T51000-ARS-2020-227 O
Job Type REFAIR WO Meter 1 OMILES
Frojected OT/HMEI2018 1215 AM Friority EF - EQUIFMENT FREP

Completion Date

Aszet D A35130 Change Asset D

Meter 1 a
Service Status
Repsir Reason Eve | sauipuenT ere e
Update Changed Repair Reason from Header v | oo [ Pas [ vouher || mewTask |
Work Class s - | SCHEDULED
Priority 1D EP - | EQUIPMENT PREP Funchion e a
Object code 701 - | A EQUIPMENT 4.10 000 &
Approved T a.10 157.07 &
.10 .14 &
Warranty work MNO v o e
Total: 12.30 353.21
Repair Site 3 .. | AMES CENTRAL EQUIP REPAIRS
Contzct Name Parts Cost Mise Cost Total cast
11423 635 12018 &
Phone

Charge to CC’s:

Email Address

Tty

| A Equipment will be charged to CC 754000.

e . ;‘ B Equipment will be charged to the assigned CC. If you
Shap Downtime: Begin - ¥ [o7iaizoigos2T M | [T End-0 [ o want to know what the CC cha rge to iS, click on the

User Dountme: Segin - “ rnszorecezren |50 Brd- Bl ——e— |3 magnifying glass in the Equipment ID field.

/‘




Voucher Payments — Task ID - Repair Tasks

Click on Post located in the upper middle section of the page, if it is not selected. It should default to Post.
When entering information in each field, TAB out of each field. Please do not click Enter, it will add a transaction with incomplete
fields. After you have completed each field, click the Add button. One all entries are completed, click the Save button.

Task ID

* If you only have 1 Repair Task assigned to your WO, that Task will be provided in the Task ID field.

* If you have more than 1 Repair Task, you will need to click on the search button and find the Task you want to select for
payment.

Add Commercial Posting - Line 1

Service Request ID

Task ID EENSEEUETE || ... |[ Lookup | BUILDING - OVERHEAD DOOR REMOVE AND REPLAC [ Reversal
Function Code | kel [ No Parts Needed
Vendor ID lz‘
Date Received 07/16/2018 ':J
Vendor Contzet> [ ][]
Labor Cost $|:| Taxable? D Labor Hours l:l
Parts Cost $|:| Taxable? D
Misc Cost s ] taxaner [
. Invoice
‘Vendor Invoice | Date i '—J
A S 3
Object Code [ E
Voucher type lz‘
Part ID | |E
Quantity Issued
Repair Reason [ =] FACILITY PLAN REQUEST
Line Description
Undo Add
Pending Commercial Work
Line Task ID Date Vendor Labor Cost Parts Cost Misc Cost Action
Note:
Cancel | | Save History

History button allows you to
view history of other
transactions.




Voucher Payments — Vendor ID

When you click on the Vendor ID search || button the Vendor Chooser page will appear. The Vendor list is tied to the Financial
Business System. As any updates occur in the Financial Business System, it will also be updated in the AssetWorks system.

These new vendor adds occur at night. If you request a new vendor to be added into the financial system, you will need to wait until
the following day to submit your payment. You have a few options to find the Vendor ID.

Add Commercial Posting - Line 1

—— 7 [© Fon [O Regues
TaskID BLD-OD_RMRP! E| BUILDING - OVERHEAD DOOR REMOVE AND REPLAC L miversa

Function Code [ no Parts Needed

| vendor ID
Date Received 07/16/2013 ';J

endor Contract D l:l lz‘

Labor Cost $|:| Taxable? D Labor Hours l:l

Parts Gost s ] Taxaber [
5
|
|

Misc Cost I:I Taxable? [] (
) Invoice |
Vendor Invoice Date Tl & | -~ Filter |
T . | Vendor Name Gontai | |
Objecl Code E l ‘endor Name Contains
| | Address Contains |
Voucher type lzl || Wendor ID
Part ID | ||Z| Task ID BLD-OD-RMRPL IZ‘ BUILDING - OVERHEAD DOOR REMOVE AND REPLAC

Quantity Issued |
Repair Reason E FACILITY PLAN REQUEST

Line Description
Undo Add

Pending Commercial Work

Line Task ID Date Vendor Labor Cost Parts Cost Misc Cost Action N
ote:

Clear Filter 1%t before looking for a
vendor from any fields.

Cancel | | Save History




Voucher Payments — General Information Post WO Commercial Screen

Date Received

This is the date the work was completed. This is critical if you are wanting to pay for a WO for a particular FY. This date cannot be prior to WO date opened.

Date Received will determine the FY payment.

Note:

* An error message will pop up on the screen if your invoice date is before your WO open date.

* Clicking on the Enter button on the keyboard after entering information into a field will add the line with incomplete information. Once you have entered
the information, tab or click into the next field.

Vendor Contract ID
If you are paying against AP Contract, you will need to put that contract # in this field. This could be used for facility capital payments.

Cost Options
You have the choice when posting costs. These are: Labor, Parts and Misc. If the costs are not broken down on the Invoice by Parts and/or Labor, select Misc.

If the invoice is only Labor or only Parts, select the appropriate cost type.

When you have completed filing in all of the required fields, click the Add button. As you add each entry they will be listed in the Pending Commercial Work

Section.
‘Add Gommercial Posting - Line 1
Service Request ID
e DBU‘LD'NG-OVERHRD DOOR REMOVE AND REPLAC gﬂeversal A few things to consider on Voucher Payments:
unction Code No Parts Needed . .
Vendar 10 I * You may have 4 Repair Tasks selected, you will

Date Recaed 17182013 ]

—— e not be required to assign a monetary value to

Labor Cost s | Taxaber [ LaborHours| | all Tasks.
Pamcost | ] Teatkr [] * You may want to split costs up between more
Misc Cost $|:| Tanablez [ 1
T e than one Tasks. That would be 2 entries for one
ObictCode | = cost line. Just keep in mind Finance may not
Voucher type ’7 E .
- | = allow a split.
Quaniiy 1ssued * You can make more than one payment against a
Repair Reason E FACILITY PLAN REQUEST
Line Description Ta S k .
Undo * Once you have entered in your payment
Penig Gommerkd Wark information, you will need to attach your
Line Task ID Date vendor Labor Cost Parts Cost Misc Cost Action . . N
invoice for payment before clicking the Save
button. These instructions will be provided later
in the training manual.
Cancel | ‘ Save Histary

o




Voucher Payments - General Information Post WO Commercial Screen

Vendor Invoice
Vendor Invoice is the Invoice #. When you scan and attach the invoice to the voucher payment, the scan file name needs to be the Invoice #.

Function and Object Codes
Function and Object Codes are tied to the Financial Business System. If this is a capital purchase, you will need to make sure you pick the correct Object code for
building and land WQ's.

Voucher Type
Voucher Type is the appropriate Facility Voucher Type. If this is left blank it will default to type # 90 (Miscellaneous).

Quantity Issued
Quantity Issued will default to a quantity of 1 Please leave this field blank. If your quantity it greater than 1, put the total cost for all quantities.

Add Commercial Posting - Line 1 AP Voucher Validations:

Service Request ID | Vl g 3

Task ID E Lookup | BUILDING - OVERHEAD DOOR REMOVE AND REPLAC [ Reversal * The Vendor, Vendor Invoice # and Invoice
[Funcioncose | 00 [#=—— TEST - use DNP [ No Parts Needed Date must be the same for your Voucher

Vendor 10 | _"_E payment to be accepted in the Voucher

Date Received 0711612018 J Va|idati0n process.

Vendor Contract D l:l |I| . q B

Y T rasaver O Labor Hours || * The Object code, Function and location

Parts Cast ] Taxabk? validation may cause the Voucher to error if

Misc Cost . | Taxabler [ not correct.

Invoice N

| b « Function Code In TEST- Put DNP ( Do Not
I.QWLI | -] Process) while testing. Once we Go Live, you

‘;::i';”“"’e [-] o can put the actual function code in.

Quaniiy Issued [ Qty Issued leave blank, not a required field.

RepairReason  [FPR || .| FACILITY PLAN REQUEST * Vendor Invoice cannot exceed 13 characters.

Line Description

e * Line Description cannot exceed 25

Pending Commercial Work

characters. For Core Credits, put in credit
invoice # here, not in invoice # unless you
have a debit and credit on the same invoice #.

Line Task ID Date Vendor Labor Cost Parts Cost Misc Cost Action

Cancel | | Save History




Voucher Payments — Summary Costs Info

Once you Save the Voucher Posting, you will see it in the Summary Cost Info section, under Commercial Costs.
You will also see each entry in the Work Order Postings work flow after you Click Save - it will be added to the WO and summary costs of the WO.

Once the Voucher has processed, paid information will come back into the Note’s section of the WO. This information will include, Voucher number,
Vendor and Invoice Date.

WO needs to be OPEN status to allow the information to feed back to the Notes section. If you do not see any messages in the Notes of payment, the
payment has not approved in the system.

If there is an error when posting in the Voucher system an email notification will be sent, and corrections will need to be made in the AP Voucher
System. These will be sent back to AW.

Work Order Details

Add f Manage SRs

Work Order Tasks

Asset D G99R10: RED QAK-LAND-MAINT SITE 0O 'E | M |
essages
Physical Location 554515-MG - RED OAK GARAGE
Work Order ID 550004-DFC-2018-77 0O District 4 | Equipment History |
Title RED OAK LAND - 100 TONS OF 1" CLEAN ROCK FOR DRIVE WAY Work Project FY19PL4001 - DISTRICT 4 FACILITY PLAN FY19 | Print Work Crder |
Service Status Job Status PENDING Start Delay
| Comments |
Summary Cost Info | Edit Basic Info |
Parts Cost Equipment Cost Total Cost | Relationships |
0.00 0.00 0.00 0.00 | Eiles |
| Test Results |
| T Tl | | CrewTimeEnty |

Work Order Postings

Tasks || ‘oucher || Mew Task |
LND-LM-MISC - LAND - LANDSCAPE MISCELLANEOUS Remaining Hours: 0.00 Function: B
LND-LM-NEW - LAND - LANDSCAPE NEW INSTALL Remaining Hours: 0.00 Function:

D




How to Create a Voucher Payment
For
Multiple Work Orders
with 1 Invoice

Example




Voucher Payments — Multiple Work Orders on 1 Invoice

In this example, the invoice received has parts for 2
work orders:

e 751000-ARS-2020-157

e 751000-ARS-2020-229

Depending on the invoice, you will pay your invoices
the same you would in AP except you will need to go
to each Work Order and enter the voucher payment.
This allows the costs to be associated to each work
order.

For this example, these costs were split between 2
work orders. Each work order paid 50% of the total
cost.

Note:

* To make a payment to multiple work orders on the
same invoice, you need a 3 way match and will
need to process all payments to each work order
on the same day.

e Adisadvantage paying 1 invoice towards multiple
work orders is that you have no summary total
cost since these are paid to different work orders.
To help you identify these voucher payments a
Query has been set up to find the AP voucher line.
The query is located in the ARS Reports, the query
name is, “ WO Voucher Cost.”

AMES
\oucher#527209
IOWA DOT 41264 PO, BOX 3224
800 LINCOLN WAY ) ”.‘JIUUR CITY, 1A 81102
AMES IA 50010
K T TERME | cust v, [S0u0 Bv] SHIP VA | (] I BHIP DATE [ ewoE Date
1/2% 10 net 30 41264 TH STATE-DM DELIVERED 9/ 5/19 9/ 5/19
e FEFERERGE | GUANTITY | DESCRPFTION | WEIGHT [ PRCEFUMT [ HET
590903NP033 1PC HOT ROLLED FLAT 680LE 1B.20/FT 5364.00
B41662 AND B335742 1 % 10 = 207Q"
590903NP033 OLT FREIGHT 1LT 45.00/LT $45.00
B41662 AND B39742 a
Work - |57 A2
avde 5 s 409,00
| TEEEEEEEE===
| Amount Due 4 409.00

| STATE STEEL OF DES MOINES

TOLL FREE BOO-783-3550

State Steel  “rmss

of Des Moines

151000
Oboj. 54, 404/
Func.. o8,

Towa DOT 7 SI000 - RS g0 - 197 264
800 LINCOLN WAY

1 50010 751000 -fS-2020-2.09

INVOICE
DM458269

4 2.05 DISCOUNT ALLOWED IF PAID BY:
CREDIT WILL NOT BE ALLOWED ON MATERIAL RETURNED WITHOUT AUTHORIZATION

8/15/19




Voucher Payments — Multiple Work Orders on 1 Invoice

On each of these work orders, the voucher for State Steel of Des Moines was split evenly between the 2 Work Orders and amounts
of $22.50 and $182.00 were applied to each Work Order.

Tasks | Labor Il Paris || Voucher || MNewTask |
P . i 2
B02-003 - REPAIR Remaining Hours: -7.00 Function: 802 e
Labor:
Date Technician Function Hours Cost
09/11/2019 17378 - TED M DAUB E08 - PARTS REBUILD 1.00 28.76 f
09/03/2019 17278 - TED M DAUE 808 - PARTS REBUILD 5.00 182.80 #
.’ll L - - . .
08/25/2019 17378 - TED M DAUB £.00 wos o
Total: 7.00 271.32 |  Labor || Pats || Voucher || MNewTask |
Commercial: 25
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost aining Hours: -29.00 Function: 808 e
n’ll 0 - l . . .
09/05/2019 545651 - STATE STEEL OF DES MOINES 22.50 0.00 22.50 &
Function Hours Cost
09/05/2019 545651 - STATE STEEL OF DES MOINES 182.00 0.00 182.00 #
S REBUILD 7.00 234.00 &
Total: 0.00 204.50 0.00 204.50
— 5 REBUILD 8.00 336.00 /
09/11/2019 17378 - TED M DAUB 808 - PARTS REBUILD 1.00 38.76 /
09/11/2019 03810 - MICHAEL D LOFFREDO 208 - PARTS REBUILD 2.00 £4.00 /
08/23/2019 17378 - TED M DAUB 208 - PARTS REBUILD 1.00 28.7¢ /
08/07/2019 04167 - RODNEY GENE RICHARDS 808 - PARTS REBUILD 5.00 190,45 &
08/07/2019 04224 - CHAD M LEEPER 808 - PARTS REBUILD 5.00 150.45 #
Total: 29.00 1172.42
=
Commercial:
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost
09/05,/2013 545691 - STATE STEEL OF DES MOIMES 0.00 22.50 0.00 22.50 /
09/05/2019 545691 - STATE STEEL OF DES MOINES 0.00 182.00 0.00 182.00 /
08/06/2019 016467 - HOKEL MACHINE SUPPLY 0.00 74.54 0.00 74.54 /
Total: 0.00 279.04 0.00 279.04

e




Voucher Payments — Multiple Work Orders on 1 Invoice

On each of these work orders, the voucher for State Steel of Des Moines was split evenly between the 2 Work Orders and amounts
of $22.50 and $182.00 were applied to each Work Order.

Work Order Postings

Tasks | Labor Il Parls I Voucher I Mew Task |
B02-003 - REPAIR Remaining Hours: -7.00 Function: 802 f\}? El
Labor:
Date Technician Function Hours Cost
03/11/2019 173738 - TED M DAUB 808 - PARTS REBUILD 1.00 38.76 f
09/03/2019 17378 - TED M DAUB 808 - PARTS REBUILD 5.00 153.80 f
Total: 7.00 271.32 | Labor il Parts || Voucher || Mew Task
Commercial: 25
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost aining Hours: -29.00 Function: 508 o
03/05/2019 545691 - STATE STEEL OF DES MOINES 0.00 22.50 0.00 22.50 /
Function Hours Cost
03/05/2019 545691 - STATE STEEL OF DES MOINES 0.00 182.00 0.00 182.00 f
S REBUILD 7.00 294,00
Total: 0.00 204.50 0.00 204.50 /
— S REBUILD 8.00 326.00 /
09/11/2019 17378 - TED M DAUB 808 - PARTS REBUILD 1.00 38.76 /
09/11/2019 032810 - MICHAEL D LOFFREDO 808 - PARTS REBUILD 2.00 84.00 /
08/29/2019 17378 - TED M DAUB 808 - PARTS REBUILD 1.00 38.76 /
08/07/2013 04167 - RODMNEY GEME RICHARDS 808 - PARTS REBUILD 5.00 150.45 /
08/07/2013 04234 - CHAD M LEEPER 808 - PARTS REBUILD 5.00 150.45 /
Total: 29.00 1172.42
Commercial:
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost
09/05/2019 545691 - STATE STEEL OF DES MOINES 0.00 22.50 0.00 22.50 /
09/05/2019 543691 - STATE STEEL OF DES MOINES 0.00 182.00 0.00 182.00 /
08/06/2019 0164567 - HOKEL MACHIME SUPPLY 0.00 74.54 0.00 74.54 /
Total: 0.00 279.04 0.00 279.04

e




Voucher Payments — Multiple Work Orders on 1 Invoice

After you complete your voucher payment in AssetWorks this will be sent to the current legacy AP system. This will process that
evening.

From this example, there are 4 separate postings in AssetWorks that also match in the current legacy AP system.

The Invoice Date, Invoice Number are all the same for these 4 postings. This 2 way match allows the AP system accept the
payments. The day the payment goes to DM abstract, the following morning a message will go into the Notes section of the Work
Order providing the AP voucher #. —

STATE STEEL OF DES MOINES

State Steel  FE

If you want to validate your payment was processed in the AP of Des Moines 751000
loj. 504, 404, INVOICE
System %ﬁr‘:e ?‘;61 DPMA58269

800 LINCOLN WAY

towa Dot /51000 - RS - 30 - 150264
' mms 1h 50010 150000 -ARS-2020-255

A Query has been cre:flted in AssetWorks to help you find your AP \bwcher#-537209

Voucher payments. Click on Query portal, go to ARS Reports folder, ' tows pov 41264
File name is WO Voucher Cost. A training manual has also been B e ——
Provided to hE|p you use this Query. 1/2% 10 net 30 41264 TH STATE-DM DELIVERED 9/ 5/19 98/ 5/19

r‘ REFERERGE | _QUANTITY ] DESCAPTION | WEIGHT I PRCE/UMT | NET

S$90903NP033 1PC HOT ROLLED FLAT 680LB 18.20/FT %364.00
B41662 AND B39742 1 x 10 = 200"

S590903NP033 OLT FREIGHT 1LT 45.00/LT $45.00
7 Accounts Payable - [Unpaid Voucher Detail]
% File Edit View Unpaid Voucher Actions Navigate Window Help § 409.00
é & ‘ . : 5 : g @ g K~ ~ q a % I)\moun!: Due K} ws.ool
Vendor
Name [STATE STEEL OF DES MOINES o TE D ) [~6756 [}
Number [527209 $F co | | Amount 34030a| Retained OFF ACCT
ABST O
Voucher has attachments -
| Pending Abstract |
General | l Line Detail I
Line Invoice Invoice Cost Object |Function Equipment | Project Part Amount | Retained
Date MNumber Center I Job Number I /Non
00104 8/5/19 | | DM458269) 555668 594 802 B41662 $182.00 $0.00
00208 8/5/19 | | OM458269) 555668 404 802 B41662 $22.50 $0.00 \ore avaowED v EALD BY: S/15/18
0030§ 39/5/19 | | OM458269) 552656 594 802 B39742 $182.00 $0.00 iD ON MATERIAL RETURNED WITHOUT AUTHORIZATION
00408 9/5/19 | | DM458269) 552656 @ 404 802 B39742 $22.50 $0.00 —




Voucher Payments
Core Credit

Example




Voucher Payments — Invoice credit and debit to same Vendor

When you have paid for a core on a Work Order and later you receive a credit invoice for this core you will need to
apply the credit against that Work Order.

Below is an example of the original invoice and the invoice with the credit for the same work order.

\\Z

CORNHUSKER INTERNATIONAL TRUCKS, INC.
CORNHUSKER INTERNATIONAL TRUCKS, INC. ! 4502 South 110th Streete Omaha, Nebraska 68137-1219 ¢

4602 South 110th Str . |
Tel: (402) 3318801 & Tull Fren (aam noy iraska 88137-1219 Tel: (402) 331-8801 » Toll Frae (888) 331-8801 e Fax (402) 331-8802
1s oll Froee (888) 331-860‘1 Fax (402) 331-8802 | Visit our website at: www.cornhuskerinternational.com
Visit our at: www.cornhush { .com ' ' ’
T A e OB L o0 b s arararo s S B ST AL oS

OLING CHARGI TB‘E INUSED IN ORIG| L, UNDAMAGED CON 3

ALL PARTS RETURNED CARRY A 20% Rm-ml ING CHARGE AND MU ST BE UNUSED IN ORIGINAL, UNDAMAGED CONTAINERS, " PO RETURNE ON PARTS WITHOUT INVOICE, m;w: TAINERS
CORES ST MEET MANUFACTURERS ACCEPTE! H

ETURNS ON PAHTS TINVOICE.
CORES MUST & MEET MANUPACTUNERS A ACCEPTEB GUIDELINES.
DISCLAIMER OF WARRANTIES DISCLAIMER OF WARRANTIES
Any warranties on the product sold hareby ere those made by the manufacturer, Tho seller horoby oxpiossly disclalms all warrantios, elther uxpross or Implied, Inchrding
Ay wiaranties an the pradust sold haraby are thase mada by the manulscturer. Tha selar herby expresaly disclsima al viartantion, elther express ar implled, including any Impliad warranty of merchantebllity of fitness for a partiaular purpose, and tho seller neither assumes nof authaies sny oiher person to assume far (1 any Nabllity In

o e syanty of MATean(abfly 1 URRLS faf 4 parloulr pwpose, snd ths saller nlihe aesmes Ror WANOTLe 10y iher piraon o' susurne o 1 e I 0 gonuestion with the yste 61 $1kl prod
DATE ENTERED | YOUR ORDER NO, DATE GHIFPED INVOICE DATE MTEMME"““D "S4604 15 MAR 1 75 WAR. ol 2
06 MAR 15 | 554804 !06 MAR 19 | 06 MAR 19 |nnen 2538570 L . A — S
& 8 i
g ACCOUNT NO, 12476 8 PAGE 1 OF 1 i OGO NO. 12478 ! or meE et
D } ° .
. IOWA DEPT OF TRANS (T) " rowa por 1 wimmr changr o 3 soum
1 FLEET CHARGR I BOUTH EXPRESSWAY 9 1540 80 DR ® GOuNCIL BLURRS
3540 BO EXPRESSWAY ° ‘ 3540 50 BKPRESSKAY COUNCIL BLUFFS , IA
KPRE COUNCIL BLUFFS , IA
) UNCIL BLUFFS, TA 51501 m —
[SHEP VIA SLEM, l. NO. TERMS F.0.B. POINT
DRVE 1 1879 ] ] FLICHS OMRHA NE a
[ G el A ‘ el “ i
RE DEPOSTT 1437, 50 437.50
ﬁ ﬁ*wsﬁ;‘ﬂ%’ff
FLTECAZENES replacks 3533803

b

i wé‘u@i ‘ﬁwﬁx ﬂ@ﬁ%m; Dhauk Dol

| Busdwesa,
Al Charges are due .
All Chargas aro duo in 30 davs.,
LR i . B it i S L EERERL i Plaass Send Payment to:
Planse Send Payment to: YOUR DPF ,CLE 'I‘ODZ\Y Cornhusker
FARTS miuaker . E PARTS -437.50 P.0. Box 45203
2,514.81]  r.0.8ox 45203 - MO SUBLET Omat, NE 681450203
SUBLET _| omeha, NE 681450203 h r .
FREIGHT ] 0.00 e N B PP D FREIGHT 0.00
SALES TAX ool 00 | LB e e e ene e SALES TAX 0.00)
= 2 —‘ﬁJ - ._ S—
514.81] FRCREDTTF

oA D1 B, BE PARIS MBI B ke CUSTOMER COPY

Fopnih 04 sk . AN BN i i

CUSTOMER COPY




Voucher Payments — Credit Invoice — Example Core Credit

If the Work Order you need to apply to credit invoice for is at a Closed status, you will need to reopen the Work Order
to apply the credit towards the correct Work Order. Find the Training Manual named, “How to open a Closed Work
Order.” To find the original Work Order, click on the Work Management Portal in AssetWorks.

If you know the Work Order ID, you can type it in directly to the Go To Work Order box. Or you can search for the A# of
your Work Order in the Asset Search box.

= Messages & Screens [ Reports

AssetWORKS

View Calendar Multi-asset WO

m Service Requests YHHANNLIE | Ames Inventory F equests

Current Working Location | 121030-AMC - SUP SVCS-PLUMBERS

Service/lnspection Due

v

Layout

Refresh | OF v

Direct Charges - Commercial

Welcome CEING

Asset Search

Go To Work Order

Service Reguests

2O Assignments |
-2t Assignments |

Assignments

121030-Al

121030-AMC-20119-2010 a - . 1

Asset |D - Equipment ID - Asset Address - VIN # Go 121030-AMC ¥ | Year |2020 No. Go
Wark Planning Projects # | New Project Waork Crder Summary | Add Filter
i) ~  Status Owner Name Filter Edit Saved Filter Planning Pending «  Open
L 0 73 33
Waork Crders
i) ~  Assignment Status Asset
121030-AMC-2019-219 . A21149 - 1380 TEST
M Meters: 1-4370 HOURS:
015-214 N/ FREIGHTLINER

eters: 1-10 HOURS; 2-0
19 FREIGHTLINER

rs: 1-10 HOURS; 2-0
FREIGHTLIM
=Meters: 1-10 URS; 2-0
773A21 - DR SRVS-ANKENY-OFFICE-
DL MC MVE

A51431

- AMFS-MG-TNCI RMF DFF

@ Help

[ Logoff
GMT-5

Finished

6

Priority 1

RM

RM

RM

RM

BH

aw



Voucher Payments — Credit Invoice — Example Core Credit

The Work Order Main page will open. To add a Core Credit voucher payment, click on View/Edit Detail.

[*] Messages  H Screens

AssetWRKS

M@ Reports

Work Order Main

Welcome CBING @ Help [ Logoff

GMT-5

[ omo | s Roqucts [RURIRN Ames aroiory Roquost | Sioekaspr Portl | Mot Pooi Resorvaton | Metor Roadigs | Query | Raportng | Mechame | |

A339%4: 2015 INTERNATIONAL 7400 TRUCK - MD - LWE -

Equipment ID WAUTO 0 3 Ascet Number Z015 Tech ID Tech Name Task
Physical Location  551808-MG - GRIMES GARAGE License Number 5018 No emplayees currently working
Repair Location 551808-MG - GRIMES GARAGE

Work Order ID 551808-MG-2020-63 0O Job Status OPEN

Job Type REPAIR WO Meter 1 2058 HOURS

Projected ! . RM - ROUTINE

Completion Date 08/11/2019 03:01 FM Priority MAINTENANCE

Tasks: 1

Remaining

Task ID
Hours

Function

GEN-WO - GENERAL WORK

ORDER D

New Task
Service Requests / Defects: 0

| Add / Manage |

| Back |

Assignments | ‘ New Appeintment

| Main Page I Start Delay | View/Edit Detail
1
| Finish Work Order H Part Actions |
| Equipment History H Test Results ” Related Files |
Messages || Print Work Order | Component Warranty
| Generate Voucher H Postings ” Relationships |
| New Note |
Title and Comments
Title
TEST FOR CORE CREDITS
Comments
TEST FOR CORE CREDITS




Voucher Payments — Credit Invoice — Example Core Credit

Scroll down to Work Order Postings. Here, you can see the Voucher information with the original amount of the
invoice. To add the Core Credit, click on Voucher to add the credit amount.

CORNHUSKER INTERNATIONAL TRUCKS, INC.
: 4502 South 110th Strast e Omaha, Nebraska 68137-1219
Tel: (402) 331-8801 ® Toll Froe (888) 331-8801 o Fax (402) 331-8802
Visit our wabsite at: www.cornhuskerintarnational.com

RETURNED PARTS (INCLUDING CORES) LIMITED TO 20 DAYS,

NO RETURNS ON ELECTRICAL OR SPECIAL ORDERED
Commercial: ALL PARTS RETURNED CARRY A 20% HANDLING CHARGE AND M w%giﬂﬂm}aﬁuamwu UNDAMAGED CONTAINERS,
Date P [ — Parts Cost Misc Cost Total Cost CORES MUST MEET MANUFACTURERS ACCEPTED GUIDELINES.,
02/06/2019 090243 - CORNHUSKER INTERNATIONAL TRUCKS INC 0.00 2514.81 0.00 2514.81 & Any wartanties sa the produot scld herab N ” PISCLAIMER OF WMFMNTIES
ase by the man I
Total: 0.00 p— n.{)nl Pr— I :gxﬂlm:’::m':r?w o‘lpm’n Sdnl -.sz.:}r"«ﬁ'n's.'. far :"n uwl‘ T purpos: -' w:';wmﬂ IIur nclmu :I::ﬁ'fuc l:uml;n -I-n';mnrmu;» ‘"n'n"ié'i'i'.':r'.:."f'w"ﬁ"f.'\ﬁ ||‘ :nﬁu
ATE ENTERED YOUR ORDER NO, DATE SHIPPED INVOICE DATE IMVOI
6 _MAR 19 554804 06 MAR 19 06 _MAR 19 NUMFE" 2538570
8
. L. . H ACCOUNT NO. 12476 H PAGE 1 OF
In order to pay for a credit, your debit invoice amount must i ! o
. égg‘];\']'_‘[’gﬁzng; TRANS (T) . IOWA DOT
. . o S0UTH EXPRESSWAY
exceed your credit amount. For the Credit amount to apply 3540 6O EXPRESSWAY ° CouNcrL BLurs s 1A
ISP VIA WCI{;LSELUFFE BB TERI
. . . . ERMS F.0.8. POINT
properly to the debit invoice you need to make sure you have DAV o | . o,
7 1 | R ; i S e I ] e
0 . . il EONGE e B R i 1 G i o
a 4 Way Match. This must be the same information on the -  perost 43750 437,50
Hraseantd

following fields and paid the same day.
1 - Invoice #

2- Invoice Date

3- Same Vendor

4- Same Object Code i
These 4 fields filled in the voucher payment fields must match
for both invoices. The credit invoice # will go in the comments
field, not the invoice field.

The AP system will look for those matches, combine them _
together for one voucher payment even though they may be e e
2 different Work Orders. Since it is a 4 way match it will

Part ma

All Charges sre due
30 days,

Flease Send Payment te: |
Comliusker

PARTS 2,514.81 P.0. Box 45203
SUBLET __| Omaha, NE 6814560203
FREIGHT 0.00
SALES TAX o_oo

TR 52 '_,M—a'ﬂl J

CUSTOMER COPY

combine them.




Voucher Payments — Credit Invoice — Example Core Credit

\\%

When entering a core credit invoice
CORNHUSKER INTERNATIONAL TRUCKS, INC

4502 South 110th Street @ Omaha, Nebraska 68137-1219 payment for the Same Vendorl a“
Tel: (402) 331-8801 ® Toll Free (888) 331-8801 e Fax (402) 331-8802 . .
Vieit our webite at: www.cornhuskerinternational.com information should come from the
ETURNED PARTS (NCLUDING CORGS] LMITED 10 20048 credit invoice except for the 1-Vender
ALL PARTS RETURNED CARRY A 200% Lﬂ‘l‘\l%?.l?ag iﬁ:;géc:&giﬂﬁgicééluﬁﬁgg;&%‘m&ﬁh\\., UNDAMAGED CONTAINERS, . .
cores B R T S o | 2- Invoice #, 3- Object Code, and 4-
H . .
DISCLAIER OF WARRANTIES Invoice Date. These fields should be
Ang sl o frviu, o s thse e b e onsehr, Yo sl ks mpomah dockioe of e i soron, o (nabe, ok . . .
Connoction with (e sia f $01 precet. S [ — — the same information from the debit
DATE ENTERED YOUR ORDER NO OATE SHIFFED INVOICE DATE I‘WDI[:E J
15 MAR 19 554804 15 MAR 19 15 MAR 19 MUMBER CM2538570 . . .
t invoice you are paying to costs to
H ACCOUNT NO. 12476 3 PAGE 1 OF 1 y p y g
L 1 -
5 Loun DEPT OF TRANS (T) P rowA DOT exceed the credit balance.
E FLEET CHARGE a SO0UTH EXPRESSWAY
3540 S50 EXPRESSWAY COUNCIL BLUFFE , IA
COUNCIL B‘LUPF. IA 51501
TERMS F.0.B, POINT

] The credit Invoice Number on the
Credit Voucher will be entered in the
Line Description field.

FLTCHG

| Thank Goul

e Fleaas Send Payment to;
A "
PARTS -437,50]  P.0.Box 45203
; i g SUBLET Omaho, NE 68145-0203
018 FREIGHT 0.00
: SALES TAX 0,00
!m
X

EEE 5-437.50

T WRCREDIT**

oS4 ok i, . ot AL i e CUSTOMER COPY

v




Voucher Payments — Credit Invoice — Example Core Credit

Once you click on the voucher button, the Post Work Order Commercial Work screen will appear. When filling this out,
the 1-Vendor ID, 2- Vendor 3- Invoice, Date, and 4-Object Code must match both invoices debit and credit invoices.
You must click the Reversal checkbox in the upper right corner for the credit invoice so it knows to deduct the cost.

1 1 Edit Commercial Posting - Line 1
When entererg in the cost, ey : (8 72s[© o]
do not pUt thisasan - Task ID GEN-WO «|| Lookup |GENERAL WORK ORDER Y reversa Core Credit Button
symbol in the cost f|e|d By Function Code DNP ... | DO NOT PROCESS VOUCHER
clicking o7 e Baveras] Vendor 1D 090243 ... | CORNHUSKER INTERNATIOMAL TRUCKS INC
Date Recsived 03/06/2019 '__|
button this will count this as Vendor Contract ID
a negative/credit cost. Laper Cost L Taxable? R
Parts Cost 437.50 Taxable? ) = a q
3 Do not type in a credit amount it will error.
Once you.have en‘fered I-n all Misc Cost 0.00 Taxable? Click on the Reversal button in the upper right.
payment information, click Posiion
the Add button. Then click Vencorinvoice 2538570 Do [FaiOaEO
on the Save button Object Code 701 .. | A EQUIPMENT
’ Voucher type VT-90
Note: weil
. . . . . Quantity Issued
In the Line Description field, you will Repair Reason EMEP || .. | EQUIPMENT PREP
put the Cred't InVOICG # Line Description: CORE CR [Ny # CM2538570
You can also provide any other e =

needed information in this field.

Pending Commercial Work

Line Task ID Date Vendor Labor Cost Parts Cost Misc Cost Action
GEN-WO -
1 GEMERAL WORK 03/06/2013 090243 0.00 437.50 0.00 POST
ORDER

Cancel Save / Histary

If you see a negative cost on this screen it will error.
Cancel and start over using a positive cost and click the
reversal button above.

(D




Voucher Payments — Credit Invoice — Example Core Credit

After clicking Save, you will return to the Work Order Details screen. If you scroll down to the Tasks, you will see the
credit was applied to the Work Order decreasing the Total Cost amount.

Tasks Lahor Parts Voucher New Task
GEN-WO - GENERAL WORK ORDER Remaining Hours: 0.00 Function: DNP El
Commercial:
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost
E] 03/08/20139 090243 - CORMNHUSKER INTERMATIOMAL TRUCKS INC 0.00 2077.31 0.00 2077.31
Date Reversal Labor Hours Labor Cost Parts Cost Misc Cost Total Cost
03/06/2019 Y 0.00 0.00 -437.50 0.00 -437.50
03/06/2015% M 0.00 0.00 2514.81 0,00 2514.81
Total: 0.00 2077.21 0.00 2077.21
—_———




How to Edit
Voucher Payments
In AssetWorks




Voucher Payments— Edit Your Payment

When you add a line to a voucher payment, and you see that it does not need to be made, before you click on the Add or
Save you can click on the Cancel button.

If you click Save before clicking on the Add button, this message may appear. It has recognized, you have not added your
payment transaction.

o
=

fawebt10.assetworks.com says

=1
n

Line 2 You have an un-added pending line item. Click OK ta ignore.

(=T
a
I
=]
in
I
m
0
[
m
i,

Zervice Reques

Task 1D ELDSCEERMBER | - || Lookup |BUILDING - OVERHEAD DOOR REMOVE AND REPLAC Reversal “ Cancel \

Function Codz

‘iendor 1D 241246 . | TMBGES OVERHEAD DOORS LLC e — -
Dtz Received 08102018 rell
‘endaer Contract ID
Labor Cost Taxable? Laber Hours
Farts Cost Taxable?
\iender Invgice Dr:-_?aici 02/20/2019 rry|
Object Code 402 — | EXTERMAL LABOR
‘oucher type
Part 1D
Quantity lssusd
Repsir Reazon FPR FACILITY PLAN REQUEST
Line Description

Undo Ak When using pencil icon for edits, this Add button will say Update

I Pending Comme jork I
Line Task ID Date Vendor Laber Cost Parts Cost Mise Cast Aetion
ELD-0D-RMRPL -
1 é: OR  DB/19/2019 241246 200.00 POST o

Cancel Save Histony

Edit your Payment

You can edit your payments shown in the Pending Commercial Work section, before you click the Save button.

To make changes to your payments, click on the pencil icon. This will open your transaction, make your update,
then where the add button is, you will click a button named Update, then Save. If you need to make edits
towards your payment after clicking Save, you have that option. Just make sure it is the same day.




Voucher Payments— Edit Your Payment

When you add a line to a voucher payment and Save it will take you back to the Work Oder. You will see your payment

transactions in the Work Order Posting section.

sy

Tasks

3L0-00-AMRPL - BUILDING - OVERHEAD DOOR REMOVE AND REPLACE Remaining Hours: 0.00 Function: DHF ]

Commercial:

Date Vendor Labar Cast

Parts Cozt Mz Cost Tatal Cozt

w0

Tatal:

0.00 1824.00

074.00 ‘

You will see a pencil to the far right you can also edit your payment from here on the same day. If you make any edits, it will
take you back to the Post Work Order Commercial Work screen. After you have completed your edits, you will need to click the
Update ( located in the same area the Add button) for the changes to be accepted. Then Click Save.

Service Reques: 1D v ¥ Post
Task 1D BLEEORERMRREY | || Lockup | BUILDING - OVERHEAD DOOR REMOVE AND REPLAC Reyzrsa
Functicn Code
241246 — | IGGES OVERHEAD DOORS LLC
02102010 &
abor Cost Taxa Labor Hours
arts Cost Taxal
Miisc: C Taxa
rvoice i
Datz 087202019 el
402 EXTES OR

FFR . | FACIUTY PLAN REQUEST

== |If you are editing this transaction, the button will say Update

Labor Cost Parts Cost Misc Cost Action

200.00 POST

History

Note:
The pencil icon will not disappear the next day after
entering payment. So be aware the date you

submitted your payment is the only day you can edit
your payments.

All voucher payments in AW will feed into the
financial system later that evening.

If you need to make corrections the following day,

you can make them in the AP system. These
corrections will feed back into AW.




Voucher Payments — Edits — Full Reversal

If you want to cancel your payment transaction. Clicking on the pencil icon, the Edit Commercial Work screen appears.

Click on the Full Reversal button to reverse your payment. Then click Save.

1yx ]

‘endor 1D 241246 .
Task 1D BLD-OD-RMRPL || .- CWE AND REPLACE
Function Code DNP — |DON
Date Received ogez0e
‘lendor Contract ID
Labor Cost 2 Taxzbl=? Labor Hours |0
Farts Cost Taxabl=?
sz Cost 0 Taxzble?
Vendor Invoice g jml:_ 087202010 o
Object Code 402 EXTERMAL LABOR
‘ioucher Type WT-20 SCELLANEOUS
Fart ID
Quantity |ssusd o
Line Description
Caneed Save
Commercial Work History
Date Reversal Labor Hours Labor Cost Parts Cost Misc Cost Total Cost
08/19/2019 o {11} o o oo




Voucher Payments — Edits — Reviewing Transactions

After clicking Save on any edits, it will take you back to the Work Order Details screen. If you go to the Work Order Postings
section, you will see all of your entries.

If you have multiple voucher payment transactions, you can only edit the same day posting even though you see the pencil
icon. This pencil icon cannot be removed after the day you make a payment.

You may want to keep the invoices you pay in AW for that day in a pile with a date, so you know what you can edit in AW.

Tasks

Labor Pans Voucher
BLD-OD-RMRPL - BUILDING - OVERHEAD DOOR REMOVE AND REPLACE Remaining Hours: 0.00 Function: DHP =]

Total Cost

[=ND]

OEREBE

New Task
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Posting Voucher Payments For A Multi-Asset Work Order

Go To the Work Mgmt Portal, click on Multi-asset WO button. Look for your Parent WO. Click on the Parent Work Order red hyperlink.

AssetWORKS

Work Management Portal

Current Working Location | 751000-ARS - CENTRAL REPAIR SHOP v||  Layout | Refresh| OFF v
| View Calendar | Multi-asset WO | Service/lnspection Due |1 Direct Charges - Commercial |
Asset Search Go To Work Order
Asset ID - Equipment ID - Asset Address - VIN # 751000-ARS v | Year 2020 No. | Go |
Part Search Change Requests #
Rebuild Part ID I ot (o e Status Description
45 3008 Changs Password  PENDING
= 48 3008 Changs Password  PENDING
Work Order Summary |Add Filter|
52 2031 Sarvice FENDING
Filter  Edit Saved Filter Pending Open Finished Bt Dl
. - - ss 2031 rvice pENDING
ek | 0 | 3.2 || 1 | Requests/Dafects
SR —— — 75 2226 Raplenishment  PENDING
F Mulassat vas [0 IF aa a1 = =
e = AssetWORK
Raquests
£ e [ [[——
S RS .
0 Current Location | 751000-ARS - CENTRAL REPAR SHOP v Status | OPEN v
Multi-asset Work Orders: 47 Expand Al | Collapse All
"";'I_";::""' Opened Title a Rssets # Finished # Assats %% Complete Status et Closed Account  Priority  RepairSite  Work Class
o aRe-an70.azs 07162018 FY 20 FAB OF NEW THING ON THE B
731000-ARE-2020-282 5.5 A THING 812963, 823175, B19128, B7sne ) ¢ i 2 e e ] & ©
o snca0m0ae, /162013 FY 20 PREP OF STUMP ELASTERS
751000-4Rs-2020-261 271 19/20 ik o 0 o% opEN 702 =3 H o
751000-ARE-2020-266 g;{;g'ﬁg‘g FY 20 PREP ON AQ7 TRUCKS o ) 0% oPEN 701 = H o
o-Anc-2019-200 0312172013
7si000-ms-2019-200 1o 22/20 FY 2019 OUTFITTING o 0 0% oPEN =3 3 s
; 435032, A3S031, A35030, AZ5025, A25028, AZS023, A3S024,
s QUG TEST o 10 0% oPEN 701 = H 0
AzS022..
o ARe.a020.2zs 07/14/2019 Caio.
7st000ms-a020-235 LAY FY15 - AL2 - TRUCKS PREP I PN e ()| 4 o oPEN 701 E E o
o-aRe-2020-263 07/16/2013 Cn.
751000-4R5-2020-263 711020 FY20 - A12 - BREP o 0 0% opEN 701 =3 E o
o-ARs-2020-254 07/16/2013 Atz
75i000Rs-2020-28¢ S s/ FY20 - AL2 - BREP o 0 o oPEN 701 E H o
EETE AT5018, AZ4555, A35021, AZS020, AZS013, AZS017, A3S016,
7si000-am5-2020-275 L2/ A5/ FY20 AQ7 PREP 1 & 2 oPEN 701 =3 H o

No filter defined

| Define Fitter | Clear Filter

e S A



Posting Voucher Payments For A Multi-Asset Work Order

You will pay from the Parent WO for A equipment and J #’s only.

Note:
* To submit payments against a Work Order, the Work Order must be in Open or Finished status.
* You have the options to pay the full, partial or multiple voucher payments to a Work Order.

To start your payment, click on the Commercial Work button.

i Messages ¥ Screens [ Reports \Welcome SCOCPER @ Help [ Logoft
GMT-&

AssetWORKS
[ SRR ..., [y ey ey e
Parent Work Order ID: 751000-ARS-2020-235

Job Type: REFAR ¥ Date Opened 071412010 02:04 PM| [T
Status: OPEN v Date Finished: I | - | L Pestiaber |
Warranty: UNKNOWN ¥ Date Closed - 13 Post Paris
Object Coce: for—  [-]ascurment Repair Rezzan: [EMEF [ - | eQuiPmENT PREP
Friarity [EF || EQUIPMENT PREP INTERNAL SHOP PRIORITY 12 MONT Repair Site [E | ... | AMES CENTRAL EQUIP REPAIRS
Work Class: [§~ [ scHeouien | Pestusge |
PM Service: -] PM Scheduled: |3
Standard Job: [~
Title: [Fr18 - A12 - TRUCKS PREP

Notes (3

[T Click on a Child Work Order to do a charge.

Assets Tasks | Associate Existing WOs
Add Assets Open All PLANNING/PENDING Work Orders
Remove  AssetId Assat Descriptian Child Work Ordar n1 WO Status DateIn Finish Date Finished Close Date Clasea
A35130 GREN v] friszoteoszr Pu| ) T |
Azs120 OPEN v ] griiazote ozt PM| [ [ I v
YERET] cPEN v Brszote 0827 Pu| ) I3
A3m12T CPEN ¥ | Rritezoteoezr Pu| ) [, . - |

Showing 4 records

| Back || savemutiassetwo | Assignments




Overview Posting Voucher Payments For A Multi-Asset Work Order

After clicking the Commercial button, the Post Work Order Commercial Work page will appear.

Note:

* The yellow fields are required fields.

* You need to TAB out of each field. Clicking Enter button on the keyboard after entering information into a field will add the line with incomplete
information.

* Once you have entered the information, tab or click into the next field.

Things to keep in mind when Submitting Voucher Payments:

e Add Files- It is recommended to avoid using special characters in your actual file names. Add the File to a Child Asset Work Order, not the Parent.
* Click Save — This will go to the AP Voucher system and create your AP Voucher Payment.

What if | need to make changes to my Voucher

Wendor ID Contract 10
Payment? _ _ - = ) e
. 5 . ack ID VEH-PREP Lookup | WVEHICLE QUTFITTING Al Object Code 7o - |AEQUIPMEM
These posts will run during the evening. If you Dae siE0ie = T
need to make changes to your entries, you can Function Cads Viendar 10
do this by 4:30 pm of the day you submit the Latar Gost Tensle || Rats FailiCause |0
Parts Cost Taxable Rats Inwoice Date _ '__I
Voucher payment. S - i I
R s sxable 3t EVETE)
What iS the default charge tO CC? Tot= Mo Fars Nesdad
Charge to is set up to charge to the Dept the Camment 1o spaly o solres o B ssestee ¥
equipment is assigned to. You can do a CC
override to charge the appropriate CC. A";;et Work Order ID Labor Cost Parts Cost Misc Cost Comments
What if my payment doesn’t match the Finance 130 75100
AP Voucher? EEEE

The AW Voucher post requires a 3 way match
validation. It must match the invoice date,
invoice # and total dollar amount of the invoice.
If this validation does not match after submittal,
you will need to go into the AP Voucher system
and correct your payment entry.

How do | know when my Voucher payment is
accepted?

If the payment validates, the payment submittal
will come back into AW after the DM abstract is Eance [ Sawe |
completed with the voucher #. It will post the

Voucher # on each individual Child Asset.

g




Posting Voucher Payments For A Multi-Asset Work Order — Vendor ID

When you click on the Vendor ID search U button the Vendor Chooser page will appear. The Vendor list is tied to the Financial Business System. As any
updates occur in the Financial Business System, it will also be updated in the AssetWorks system. These new vendor adds occur at night in the current
system. If you request a new vendor to be added into the financial system, you will need to wait until the following day to submit your payment. You have a
few options to find the Vendor ID.

Post Commercial Work - 751000-ARS-2020-235 x

Vendor ID | =] Cantract ID =
TskiD  [VEHPREP ||| Lookup |VEHICLE OUTFITTING At ObjectCode  [701 |-.|azauevent  Vendor ID- Vendor Chooser screen appears. Then click
Dat= 0711772018 = Vendor Inveice | the Clear Filter, type in the Vendor name, address. Tasks
Function Code I Wendor WO . . Q Q
=3 _ are not assigned to a Vendor so this option will not be

Labeor Cost Taxable Ratz Fail'Cause ID =
Pars Cost Taxable Rats Invoice Date I_-__ | hel pr l.
Misc Cost Taxable O Rate Reuersal Click Apply Filter. Select the Vendor. It will be added to
Tots! Mz Pans Nesdsd &

Allpcation Method Apponion by = of selected rows v the Vender lD f|EId.

Comment to apply to selected rows

Vendor Chooser
ASEEL ork Order ID Labor Cost Parts Cost Misc Cast T I
“endor Mame Contains  |MENARDS
A35130  751000-ARS-2020-237 Address Contains
“endor ID
Task 1D

|
——u

#3512%9  751000-4R5-2020-238

A35128  T7S1000-ARS-2020-239 Apply Fiter || Clear Filter

A35127  751000-ARS-2020-240
MENARDS 275247
270 36TH AVE SW
ALTOOMA
IA 50008

MENARDS 444214
2505 2 DELAWARE AVE
ANKENY

I4 50021

MENARDS 898652
5101 MENARD DR
EAU CLAIRE, W1 54702

MENARDS 136401
1125 BRANDILYNM BLVD
Cano CEDAR FALLS
| Cancel || Save 1A 50513

MENARDSE 522230
2800 WILEY BLVD S'W
CEDAR RAPIDS

14 52404

MENARDS 470564
20605 NAPLES AVE
FOWA, CITY

1A 52240

MENARDS 3562207
3318 5TH AVE 5 b

Page 1of 3




Posting Voucher Payments For A Multi-Asset Work Order

Invoice # cannot exceed 13 characters. This is the limitation from the current voucher system.

Date Received

This is the date the work was completed. This is critical if you are wanting to pay for a WO for a particular FY. This date cannot be prior to WO date opened.
Date Received will determine the FY payment.

Note:

* An error message will pop up on the screen if your invoice date is before your WO open date.

* Clicking Enter on the keyboard after entering information into a field will add the line with incomplete information.

* Once you have entered the information, tab or click into the next field.

Contract ID -If you are paying against a Purchasing or AP Contract, you will need to put that contract # in this field.

Fail Cause- Voucher Type

Cost Options -You have the choice when posting costs to Labor, Parts and Misc. If the costs are not broken down on the Invoice by Parts and/or Labor, select
Misc. If the invoice is only Labor or only Parts, select the appropriate cost type.

Comments- description of charges.

When you have completed filing in all of the required fields, click Save.

VendorlD [275847 - | MENARDS Contract ID
Task 1D 'WVEH-FREP — || Lookup | VEHICLE QUTFITTING At Object Code 701 — |AEQUIPMENT
Date 071772019 5 Vendor Invaice  [1245673
Function Code [501 .. |aEQUIP REFAIR endor WO
Labor Cost Taxable Rats Voucher Type FailiCause ID YT-80 — | MISCELLANEOUS
:’Ct 458.90 Tesatie  Rate 'R weDate  Jorizote A few things to consider on Voucher Payments:
WIS L0S 25.00 Taxable Rats eversal :
Totz 481.80 No Pants Needes * You can make more than one payment against a
Comment to ED;L':;:*;:IZ:\;L—E;'}iis Apperion By = ol ssgaid o ' TaSk'
A12 PREP MATERIALS | ¢ Once you have entered in your payment
- R Work Order 1D Labor Cost Parts Cost Mise Cost Comments . . .
D information, you will need to attach your
¥ a3s130  7s100 7 114.23 8.25 o .
) o = invoice before the end of the day to one of the
; e — Child WQ's, not the parent. This needs to be

11422 825 done before the end of the day or it will error
and you will have to go into AP and fix it.

Cance Save




Posting Voucher Payments For A Multi-Asset Work Order

» After you click the Save button, you can go back to the Parent WO and view the payment entries. You can also see costs under Summary
Cost Info.
* You see an edit pencil, this allows you to edit hours or costs. For payments please make any changes before 5 pm the same day.

move Asset 1D Asset Description Child Work Order 1D WO Status Date In Finish Date Finished Close Date Closed
2019 FORD F350==Meters: 1-0 MILES; 2-0 75 1000-ARS-2020-237 DPEMN L 071142019 06:27 PM ] i !
A35130 IZI MOME==CREW CAB - HD 4WD ! = ra .| = | [
. 2019 FORD F350==Meters: 1-0 MILES; 2-0 751000-ARS-2020-238 CFEN ¥ | (071142010 0627 PM I : ;
AZS128 EI MOME==CREW CAB - HD ¢ = P | ] e |
2 2019 FORD F350==Meters: 1-0 MILES; 2-0 751000-ARS-2020-239 CPEN v [oma 27 PM ; P
A35125 EI NOME==CREW CAF - HD 4WD o74z01806:27 PM| 7] O |7 . g i &
= 2019 FORD F350==Meters: 1-0 MILES; 2-0 75 1000-ARS-2020-240 OFEN ¥ [g7ar e I ;o
A3S12T B MONE==CREW CAS - HD 2WD - CAB/CHASSIS oTHs4zoteosaT M| 07 L | . B PR ] < |
—

Equipment ID A35130: 2018 FORD F350 CREW CAB - HD 48D D Prysical Location  758000-ES - DELIVERED EQUIPMENT pram—
License Number 5108 Repair Location T51000-ARS - CENTRAL REPAIR SHOP

Work Order ID T5000-ARS-2020237 O Job Status OPEN Equipment History
Jon Tyne REPAIR WO Meter 1 OMILES Print Work Order
Projecisd

e Date | UT/TIZ0190450 PM Priosity EP - EQUIPMENT PREP Start Delay

Edit Basic Info

Summary Cost Info

Relationships
Files

Test Resulis

Equipment Usage

Craw Time Entry

Add { Manage SRs
Title and Comments Wark Order Tasks.

Title New Job

it

Comments

Work Order Postings

Tasks | tebor || Pais || Vowher || HemTasc
VEH-PREP - VEHICLE QUTFITTING AND PREP Remaining Hours: -3.06 Function: 501 ]
Labor:

Date Teehnician Funetion Hours Cost

[@ o7rias2018 £3080 - TANNER SMITH 801 - A EQUIP REPATR. 4.0 0.00 &

00415 - DAVID J RODRDA 801 - A EQUIP REPAIR a.10 157.07 &
53193 - NATHAN PARKER B01 - A EQUIP REPATR a10 19612 &
Tatal: 12.30 553.21
Commercial:
Date vendor Labor Cost Parts Cost Mise Cost Total cost
077172018 275847 - MENARDS 0.0 123 a5 1208 &
Total 0.00 11423 525 12048

No attributes on work order.

e




How to know what the
Work Order
Charge to Cost Center is
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Posting Voucher Payments For A Multi-Asset Work Order — Charge To CC

To charge to a different CC than your CC, you will need to click and open the Child Asset Work Order. Go to the action buttons and click on the
Edit Basic Info tab located on the right side of the Work Order Details page.

This will open the Edit Work Order Basic Info Screen. See Cost Center override field. You will need to add a CC charge to in that field.

essages Creens eports Welcome SCOOPER lelp [ Logo
R H S 8 Report 9 H G ff

AssetWORKS i
v et OO e o rtn | st omy et e |

Wiorc Order

Details

Equipment ID A35130: 2018 FORD F350 CREW GAB - HD4WD O Fhysical Locafion  755000-ES - DELIVERED EQUIPMENT
License Number 5108 Riepair Location TH1000-ARS - CENTRAL REPAIR SHOP
Work Order ID THI000-ARS-2020-237 0O Job Status OPEN

Jab Type REPAIR. WO Meter 1 OMILES

Projected o ity

e Dte OTHEIZ018 12:21 AM Friority EP - EQUIPMENT PREP

Summary Cost Info

Labor Hours Laber Cast Parts Cast Commercial Cost Equipment Cost Tatal Cost
Orde 3.06 87.87 0.00 208.35 e
Enquipment 1D A35130: 2018 FORD F250 CREW CAS - HD 4WD O Physical Location  755000-ES - DELIVERED EQUIPMENT
Licensa Number 5108 Repair Location TE1000-ARS - CENTRAL REPAIR SHOP
Woric Ordar ID T51000-ARS-2020-227 O Job 5t OFEN [ ]
Job Type REFAIR WO Mater 1 0 MILES [ mewsn |
Comments Projectad 07/18/2018 12:15 AM Fricrity EF - EQUIPMENT PREP

Completion Date

Ass=t 10 A35130 Change Asset ID

Meter 1 0

S
== Service Status EI
. Repair Reason EMEF [] sauiPMENT PrRER
o —

Update Changed Repair Reason from Headar L
Tasks | wbor || Pas || voucher || NewTmsk |
Work Class 5 SCHEDULED
VEH-PREP - VEHICLE OUTFITTING ANI EI
Labor Priority I3 EF [-] eauiPMENT PRER
pase Object code 701 El A EQUIPMENT Heurs cost
07142018 A =i
0771472018 Approved s 210 15707 &
@ oriazois Warranty work NO v a.10 136,14 &
Repair Site 3 El AMES CENTRAL EQUIF REFAIRS Total: 23 ==
Commercial:
Date Contact Name l:l Mise Cost Total Cost
@ o7/172018 635 12048 &
Phone

Email Address

City
I Cost canter override | I
Date and Time In 07/14/2010 08:27 PM :‘
Date and time due O0T/14/2020 06:27 PM G
Shop Downtime: Begin - # |0T/14/2018 05:27 PM :‘ End - :‘
User Downtime: Begin - * |0T/14/2018 08:27 PM :‘ End - :‘




Posting Voucher Payments For A Multi-Asset Work Order — Charge To CC

To charge to a different CC other than the Dept ID (Charge to CC the equipment is assigned to) you will need to click and open the Child Asset
Work Order. Go to the action buttons and click on the Edit Basic Info tab located on the right side of the Work Order Details page.

This will open the Edit Work Order Basic Info Screen. See Cost Center override field. You will need to add a CC charge to in that field.

B Messages W Screens [ Reports Welcome SCOOFER @ Help [ Logoff
-
AssetWORKS -
Y ... [y P ey p ey
Worlk Order ‘Work Order Details
Details

T55000-ES - DELINERED EQUIPMENT
CENTRAL REPAIR SHOP

A35130: 2016 FORD F350 CREW CAB- HD

License Number 5108 T51000-ARS -

Work Order ID TH1000-4RS-2020-237 0O Job Status OPEN
— Job Type REPAIR WO Meter 1 0MILES Print Work Order
Proiected mme aaa - —

|

Equipment I3 Physical Logation

Repair Location

Title oy EQUipmRENt 1D
License Mumber 5108

¢ Work Order ID

A35130: 2018 FORD Fa50 CREW CAB - HD 4WD E

751000-ARS-2020-237 p

Phwsical Location
Repair Location

Job States

T55000-ES - DELWERED EQUIPMENT
T51000-ARS - CENTRAL REPAIR SHOP

Relationships

OPEM

Test Resulis

- . . ME:
i Asset Viewer x
o Projected 07182018 1215 AM Priarity
Completion Date
Asset ID: A35130 2018 FORD F350 CREW CAE - HD 4WD MILES | o]
Service Status:
Aszat D A35130 Change Asset 1D
Mieter 1 3 [ Managewok || Work History |
Service Status I:I
FRepair Reason EMEP El EQUIFMENT PRE
Update Changed Repair Reason from Headar v Basic Info Basic Infa Meter Info
Wark Class s [] scHeDULED Codes Model Vazr 2018 Meter Types Class MILES
. Manufacturer FORD
Priority 1D EP EI EQUIPMENT PRE Scheduled Svcs Model F350 XAB10A Locations
. Equipment Type 253 | . - - A
Object code 701 El A EQUIPMENT Warranty S W TRE T PMiinspection Location T51000-ARS - CENTRAL REPAIR SHOP I
A d 7 ~alar Assigned Mobile ]
pprove 2 =
Warrantr wark = < Atiributes Serial Number 435130 oree,
arranty war o Asset Category A-EQUIP - A-EQUIPMENT 5;;2"
Repair Site: 3 EIAN’ES CENTRAL EQUIF REPAIRS ! X
Aszsignment Info Acquisiti
Contact Name l:l Parts Used cquisifion
Charge to Cost 755000 - EQUIPMENT - INWVENTORY Historical Costs
Phane Files U Delivery Date
Company 1D 50 - HIGHW&Y In Service Date
Email Address -
Mofor Pool Months Remaining 0
City otor Foo Original Cost
I - | Dispatch Status Capitalized Value
Cost center override ] Dispaten Location Original Cost + Capitalized Value
Date and Time In 07/14/2018 06:27 PM ] Pool Vehicle Type Estimated Replacemant Month (1]
Last Cut Meter 1 0 MILES Estimated Replacemant Year 0
Date and fime dus 07/14/2020 06:27 PM 3 Last In Meter 1 0 MILES Estimated Replacemant Meter 0
Last Reservation 1D Estimated Replacemant Cost
Shop Downtime: Begin - < |07/14/2019 06:2T PM :‘ End - Lact Out Planned Retirement Date
User Downtime: Segin - # [07/1412012 08:27 PM vl End - LastIn




Posting Voucher Payments For A Multi-Asset Work Order — Charge To CC

To view what the Charge to Cost Center, click on the Equip ID magnifying glass to see this information in the Asset Viewer screen. You can do
this in the Work Order Details or Edit Work Order Basic Info screen.

i IMessages

AssetWQRKS

Jr Screens

M@ Reports

Welcome SCOOFER

© Helo [ Logof
GMT-

e | s [ i [t Lo o L wre|——————

A35130: 2018 FORD F350 CREW CAB- HD WD O

Waork Order
Details

Equipment ID
License Numbsr
Work Order ID
Jeb Type

Projected
Completion Date

Labor Hours
3.06

5108

751000-4RS-2020-237

REPAIR

07/18/2018 12:21 &M

Labor Cost

87.87

: Edit Work Crder Basic Inf

Physical Location

Title

Comments

‘Work Order Postings Meter 1

Tasks

VEH-PREP - VEHICLE QUTFITTING ANIL

Labor:

® 071472018
® 07142018

[ 07142018

Commercial:

[ 0772013

o

Parts Cost Commercial Cost Equipment Cost Total Cost

0.00 120,48 0.00 208.35

Equipment ID A35130: 2019 FORD F250 CREW CAB - HD 40D p
License Number 5108

Wori Order ID 751000-AR.5-2020-237 p

Job Type REFAIR

Projected

Completion Date 0782019 12115 AM

Asset ID

A35130 Change Asset ID

Physical Location

755000-ES - DELIVERED EQUIPMENT

Messages
Repir Location 751000-ARS - CENTRAL REPAIR SHOP
Job Status oPEN SIS
WO Mater 1 oMILES Print Wark Order
Priosity P - ECUIPMENT PREP

Start Delay
Edit Basic Info

Relationships

Equipment Usage

Crew Time Entry
Add / Manage SRs
Wark Order Tasks

MNew Job

T55000-ES - DELWERED EQUIPMENT

gl

Repair Location T51000-ARS - CENTRAL REPAIR SHOP
Job Status OPEM

WO Meter 1 0 MILES

Prigrity EP - EQUIPMENT PREP

Service Status |

=]

|[=] EquiPmENT PRER

|[=] scHEDULED

|[] EquiPMENT PREP

|[=] & sQuiPmENT

Repair Reason |EI'.‘IEF'

Update Changed Repair Reason from Headar | L |
Work Class |S

Priority ID [EP

Object code |.’01

Approved o]

Warranty work [N

Repair Site

[B ][] AMES GENTRAL EQUIP REPAIRS

Contact Name |

1=

Phone

L ]

Email Address |

City

I |

I Cost canter override

Date and Time In
Date and time due O0T/14/2020 06:27 PM
Shop Downtime: Begin -

User Downtime: Begin -

07/14/2010 08:27 PM |:

07/14/2012 05:27 PM ’:‘

077142019 08:27 PM ':‘

End -

End -

Labor Pars. Voucher Mew Task.
Hours
a0 000
a0 157.07 &
a.10 196.14 &
Total: 1230 35321
Mise Cost Total
625 12048 #

L ———— 1@
L 1@



Direct Charges- Commercial
Not assighed to an Asset
Voucher Payments




Posting Direct Charges — Commercial Voucher Payments

If you need to pay for charges against an Asset without a Work Order. You can do this through the Direct Charges —
Commercial button located on the Work Mgmt portal.

Click on the Direct Charges — Commercial button.

GMT-

AssetWQRKS

IR v e ) e e e e

Current Working Location | 551808-MG - GRIMES GARAGE v Layout Refresh| OFF
View Calendar Multi-asset WO Crew Management Crew Time Entry Service/Inspection Due Direct Charges - Commercial Diract Charges - Labor
Asset Search Go To Work Order

Asset ID - Equipment D - Asset Address - VIN # | Go 551808-MG v | Year 2020 No. Go




Posting Direct Charges — Commercial Voucher Payments

See example below of the following fields you will need to fill in. Once you have filled in the fields, click Add. Once all transactions have been added, click

Save.

Different from WO Voucher payments
e Task ID- must be 1000-Voucher.

* A equipment charge to CC will automatically charge to the appropriate CC 7540.
e Path and File Name — Click on the Search button and the upload screen will appear. Make sure your File name you upload is the invoice # and it matches

what you put in the invoice # field, or it will error.

Add Direct Charge - Line 2

Asset ID A21064 - | 1875 CLARK TW20 FORKLIFT - ELECTRIC
Cosl Center 751000 .. | REPAIR SHOP

Object Code 701 - | A EQUIPMENT

Date teioznie ]

Task ID 1000-VOUCHER ... Lookup | DIRECT VOUCHER POSTING
Vendor ID 471725 - | AVOCA NAPA

‘Vendor contract ID

Contract Line ltem 1D
Reversal

Labor Cost 187.00

Parts Cost

Misc Cost

Labor Hours

Vendor Invoice 123456

Invoice Date 08/09/2019 i

Voucher Type VT80 -.. | MISCELLANEOUS
Ling Desc. PARTS FOR TRUCK

Fiscal Year 2020

Function Code 801

Path and File Name |FAFILEV/C1984A | ...

Undo Add

Pending Direct Charges
Line Asset ID Cost Center Object Code Date Vendor Total Cost
A21064 - 1975 CLARK TW20 FORKLIFT -

o e e 751000 701 08/10/2019 471725 - AVOCA NADA 157.00 #

Cancel Save

Screen 1 added 1 line for payment.

f\

Add Direct Charge - Line 3

Asset ID A21064 ... | 1975 CLARK TW20 FORKLIFT - ELECTRIC
Cost Center 751000 ... | REPAIR SHOP

Object Code 701 < | A EQUIPMENT
Date 08/10/2019 o)

Task ID 1000-VOUGHER " | ... | Lookup |DIRECT VOUCHER POSTING
Vendor ID 471725 | AVOCA NAPA

Vendor contract ID
Centract Line Item 1D
Reversal
Labor Cost
Parts Gost
Misc Cost
Labor Hours
Vendor Invoice
Invoice Date 080972019 U

Voucher Type

Line Desc.
Fiscal Year 2020
Function Code 301

Path and File Name

Undo Add

Pending Direct Charges

Line Asset ID Cost Center
A21064 - 1375 CLARK TW20 FORKLIFT - &
i Eemmme 751000 701
A21064 - 1375 CLARK TW20 FORKLIFT - T
2 e 751000 701
Cancel Save

Object Code Date Vendor Total Cost
08/10/2013 471725 - AVOCA NAPA 157.00 /
08/10/2019 471725 - AVOCA NAPA 187.00 # ~

Screen 2 added 2 lines to the payment.
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Posting Voucher Payments to a Work Order- Attaching Invoice to WO

You must attach your invoice to a single or child WO prior to the end of the business day if you clicked Save. Otherwise, this will error in the AP system if
an invoice is not attached.

Click on the File button. The File name you attach must equal the invoice #, or this will error in the AP Voucher system.

Note: You can add multiple file attachments to your WO. Each file attachment cannot exceed 10MB and must be saved in
PDF format.

Work Order Details

Asset D 699R10: RED QAK-LAND-MAINT SITE 0 =

| Messages |
Physical Location 554615-MG - RED OAK GARAGE
Work Crder ID 550004-DFC-2018-77 O District 4 | Equipment History |
Title RED OAK LAND - 100 TONS OF 1" CLEAN ROCK FOR DRIVE WAY Work Project FY19PL4001 - DISTRICT 4 FACILITY PLAN FY19 | Print Work Order |
Service Status Job Status PENDING Start Delay

| Comments |

Summary Cost Info | Edit Basic Info |

Parts Cost Commercial Cost Equipment Cost Total Cost Relationships
0.00 0.00 0.00 0.00 I Files I
==

Test Results

Add / Manage SRs

| |
| |
[ Newhos | | CrewTmeEmry |
| |
| |

Work Order Tasks
Work Order Postings
Tasks | Labor || Pariz || ‘oucher || Mew Task |

LND-LM-MISC - LAND - LANDSCAPE MISCELLANEOUS Remaining Hours: 0.00 Function: B

LND-LM-NEW - LAND - LANDSCAPE NEW INSTALL Remaining Hours: 0.00 Function: 5]




Posting Voucher Payments to a Work Order- Attaching Invoice to WO

The Work Order Files page will appear. Click on the Add Link | Add Link | button to attach a PDF file. File name must be the same as the invoice #.
If you do not do this, it will error and you will need to go into AP system and fix this. Please do not add any special characters to the file name. The
Description is recommended to include the WO number, but you can enter what you feel is appropriate.

Work Order Files

Asset D BY9R10: RED DAK-LAND-MAINT SITE O ﬂE

Physical Location 554615-MG - RED QAK GARAGE

Work Order ID 550904-DFC-2018-77 O District 4

Title RED OAK LAND - 100 TONS OF 1" CLEAN ROCK FOR DRIVE WAY Work Project Fy19PL4001 - Fv15 D4 PLAN

Service Status Job Status PENDING

Related File Links
Equipment Links

699R10-AER1.JPG 0
AERIAL PHOTO

| Back H Add Link |

The Upload a file page will appear, click the Browse @ Browse.. | button to find
your file and type in a Title and Description. Your Title and Description does not

have to be the same.

4 Upload File

File: Choose File | WOTTVER 1. pdf

The Add Link page will appear, click Upload File.

® Scanin File Title: [WOTTVERT
_ Description:  |5500804-DFC-2018-77
@ Add URL Link File Size: =1 MB

Max File Size: 12 MB

® Add Report Link

®© Cancel Note: The file name (WO77VER1.pdf) cannot include special characters and is

limited to 13 characters. /ﬂi




Posting Voucher Payments to a Work Order- Attaching Invoice to WO

The Work Order Files page will appear. Click on the Add Link | Add Link | button to attach a PDF file. File name must be the same as the invoice #.
If you do not do this, it will error and you will need to go into AP system and fix this. Please do not add any special characters to the file name. The
Description is recommended to include the WO number, but you can enter what you feel is appropriate.

Work Order Files

Asset D BY9R10: RED DAK-LAND-MAINT SITE O ﬂE

Physical Location 554615-MG - RED QAK GARAGE

Work Order ID 550904-DFC-2018-77 O District 4

Title RED OAK LAND - 100 TONS OF 1" CLEAN ROCK FOR DRIVE WAY Work Project Fy19PL4001 - Fv15 D4 PLAN

Service Status Job Status PENDING

Related File Links
Equipment Links

699R10-AER1.JPG 0
AERIAL PHOTO

| Back H Add Link |

The Upload a file page will appear, click the Browse @ EBErowse.. | button to find
your file and type in a Title and Description. Your Title and Description do not
have to be the same. Your title.

4 Upload File

File: Choose File | WOTTVER 1. pdf

The Add Link page will appear, click Upload File.

® Scanin File Title: [WOTTVERT
_ Description:  |5500804-DFC-2018-77
@ Add URL Link File Size: =1 MB

Max File Size: 12 MB

® Add Report Link

© Cancel Note: The File: is the file name (WO77VER1.pdf) cannot include special
characters. This file name must be the same name as invoice #, or it will error

in AP system.




