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Scenario
The procurement team wants to create a new PO Contract to purchase contract from

outsource supplier. In this syllabus, we will guide on how to new request in CMMS Web
Core.

1. New PO Contract

What it’s for

To create a PO Contract and purchase a new contract from supplier.

Create New PO Contract

1.1 On the left of the system, click on Procurement > PO Contract.
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Figure 1.1

1.2 Click on New button to create new PO Contract.
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Figure 1.2
1.3 Fill in the PO Information:
Field Value Have Master File?
Contract Type : Qty YES
Status : OPE YES
Supplier : <Supplier> YES

(Note: Master file are control by System Admin).

1.4  Click on the Contract line subtab to open the Contract line view.

1.5 Click on Add button to add new Contract line.
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1.6 Fill in the Contract line Information:

Field Value

Have Master File?

Contract Category

: <Category>

NO

Item Category

: <Item Category>

NO

Description

: Cleaning Services

NO

Order UOM

: Day

YES

Contract Qty

1

NO

Retail Price

: 10,000

NO

(Note: Master file are control by System Admin).

1.7  Click on Save button to create the PO Contract.

[2] LAsT QuERY 4 Define View || GNew | ([GEdit | X Delete m ©Close || 4 Generate v

100001
0

Lontract Number: PO Counter:

Contract Type Qry Qf PORelease Counter:
Status: OPE Q| Total Contract Cost:
Supplier: SUPPLIER Q| Contract Limit:
PO Prefix: POCS- SOR Limit:

=

Closed Date: 00/00/0000 Amount Remaining:
Days to Expire: 0day(s)
Description:

Detais  Ship/Bil To  UDF

Contract Confract Item Category Stock No Desaription
Line Ca\:e%rv

| o

Status Audt Reference GJPurchase Order | Work Order (] Contract Request

10,000.0000
0000
.0000:

)

0000/ (+)

S

oo\
ontract Group: 7
Confract Date: 01/08/2024 o 1.3 Insert 0000
Expire Date: 01/08/2024 v .0000

0000

Order UOM  Contract Qty Retail Price  Tax Code TaxRate Tax Value  Dist m
% Amount

;I' 1 Contract + |Non-Stock CLEANING SERVICES

1.8  The PO Contract no would be generated and click OK to continue.
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Figure 1.3

'PO Contract

o The assigned Contract No is CON100005.

Figure 1.4
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