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Training Agenda

▪ Maximo 7.6 Contracts

▪ Master

▪ Create Associated Contract

▪ Purchase Contract

▪ Price Contract

▪ Blanket Contract

▪ Associate Sites

▪ Associate Commodity Group & Code

▪ Associate SLAs

▪ Apply Price Adjustment

▪ Change Line Status

▪ Revise Contract

▪ View Revision History

▪ Create Release PO

▪ View Release PO

▪ Schedule Payment



Training Agenda
▪ Warranty

▪ Associate Asset

▪ Manage Payments

▪ Terms & Conditions

▪ Create Ts & Cs

▪ KPIs

▪ Contract Metrics
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Master Contract
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Master Contract

▪ Master Contracts application

▪ You use the Master Contracts application to associate different types of contracts for 
the same vendor. A master contract defines the vendor relationship that applies to 
the contracts associated with that vendor. 

▪ In the Master Contracts application, you can manage vendor contracts, list properties 
that are associated with the contract, list the children contracts that are linked or 
associated to a master contract, and associate terms and conditions with a contract. 

▪ Master contracts can have one or more associated contracts and can contain 
multiples of a particular type of contract. 
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Master Contract Header
The master contract is non-transactional, but is does provide a place to have many different kinds 
of contracts for a given vendor all in one place.  Kind of like a file cabinet in a way and template. 

▪ Contract field, this field can be auto populated, or it can remain 
manual entry.

▪ Description field, there is a 100 character field on the purchase 
contract.

▪ Revision Number, Revision number of the contract. This number 
indicates the number of times the contract has been revised. A 
contract that has been created and not revised will show a number 
of 0. 

▪ Revision Description, Comments associated with the current 
revision of this contract. 

▪ Type, default Master.

▪ Status, default to DRAFT when creating a new contract.

▪ Vendor Reference #, this field provides a place to enter a unique 
identifier for the vendor.

▪ Buyer, this field can be configured to show only buyers as a option.

▪ Start Date, this is the date when the contract will become active, 
this can be a future date.

▪ End Date, this is the date when the contract will become inactive.

▪ Renewal Date, this a reminder date that should be in advance of 
the end date so you have time to renew the contract if desired.

▪ Total Cost, The sum of all the costs on the contract lines on the 
current master contract. 

▪ Currency, this is the base default, but it may change once the 
vendor is added, depending on country the vendor is located in.

▪ Total Base Cost, Cost of the entire contract in base currency 1. 
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Master Contract Header – Continued

▪ Company, this is the vendor field when the vendor is added the 
address, City, State/Province, Zip/Postal Code, and Contact will 
populate if the vendor records have been entered properly.

▪ Customer #, The unique number issued by the vendor to identify 
our company. 

▪ Freight Terms, This field allow the buyer to set the agreed upon 
terms related to shipping and receiving associated with this 
contract. +

▪ F.O.B., This field points to which merchandise is on board a vehicle 
and in transit. 

▪ Ship Via, This field points to the name of the shipping company to 
use for transporting items associated with this contract. 

▪ Payment Terms, This field points to the agreed upon terms related 
to monetary payments associated with this contract. 

▪ Expiration Date of Insurance, The expiration date of liability 
insurance for the vendor.

▪ Pay Tax to Vendor, If this field is checked the tax associated with a 
transaction for this contract will be paid to the vendor.  If this value 
is set on the vendor record, the value will default to contract once 
the vendor is added to the contract.

▪ Inspection Required,   If this flag is set the all the release PO’s lines 
associated with this contract will require inspection at the time of 
receipt. If this value is set on the vendor record, the value will 
default to contract once the vendor is added to the contract.  This 
setting it to make all lines on the contract inspection required, 
because it is a vendor setting.
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Master Contract Properties

▪ Extendable, Checking this box indicates the contract is extendable. 

▪ Condition for Extension, Details any conditions that may exist for 
an extension. 

▪ Extension Period, If the contract is extendable, this field indicates 
the auto extend period in days. 

▪ Acceptance Period, Amount of time in days that can pass before 
the buyer must either accept the received items or return them. 

▪ Acceptance Loss, Checking this box indicates you are liable for 
acceptance loss. 

▪ Shipping Loss, Is the Buyer liable for losses incurred during 
shipment? 

▪ Vendor Termination Allowed, Early termination allowed by 
vendor. 

▪ Vendor Notification Period, If early termination is allowed by 
vendor, this indicates the notice of termination in days. 

▪ Customer Termination Allowed, Checking this box indicates that 
early termination by the customer is allowed. 

▪ Customer Notification Period, Customer notification period in 
days. 
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Master Contract Associated Contracts

▪ Contract field, this field can be auto populated, or it can remain 
manual entry.

▪ Description field, there is a 100 character field on the purchase 
contract.

▪ Revision Number, Revision number of the contract. This number 
indicates the number of times the contract has been revised. A 
contract that has been created and not revised will show a number 
of 0. 

▪ Revision Description, Comments associated with the current 
revision of this contract. 

▪ Type, default Master.

▪ Status, default to DRAFT when creating a new contract.
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Master Contract Ts. & Cs.

▪ New Row, allows you to add from an existing list of payment term 
one at a time.

▪ Select Terms, Allows you to select from a list of terms in multiples 
if desired.

▪ Second Screen:

▪ Example:  After clicking new row, you have an option to select a 
given Terms code that returns to the contract line as shown.
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Maximo Contracts
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Purchase Contracts/Data Flow



Purchase Contracts

Purchase Contracts application

▪ You use the Purchase Contracts application to maintain purchase contracts with outside vendors. On the 
contract, you can specify items or services provided and their costs, shipping and handling, expected 
delivery times, financial terms, and vendor information.

▪ You can create the following types of purchase contract’s:  

▪ Blanket contract - A blanket contract is an agreement to spend a predetermined amount with the 
specified vendor over a period of time.  The blanket has a budget amount that is required.  Release type 
POs are created from blanket contract.

▪ Price contract - A price contract specifies that items or services purchased from the specified vendor over 
a period of time are provided at an agreed-upon price.  Standard PO are created and the price contract 
reference number, contract type, and contract revision number are associated with the PR or PO lines.  
Note:  The standard PO is not created from the price contract it is only associated when the item is placed 
on a PR or PO line.

▪ Purchase contract - A purchase contract is an agreement to purchase items or services at an agreed-upon 
price with a vendor. To create this type of contract, you must have a purchase order that does not specify 
a maximum amount.  The purchase contract has the ability to be setup like a blanket or a price contract 
based on the properties selected.  So it will either have a release PO created from within like a blanket, or 
it will be like a price contract.  It must be one or the other, it can’t be setup to do both at the same time.

▪ Before you can approve a contract in the purchase contract suite, you must have at least one authorized 
site.



Purchase Contracts
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1) One of the first things to do when creating a contract is to select the type.
2) Next enter the description.
3) Select the buyer.
4) Set the end date.



Purchase Contract Header
▪ Contract field, this field can be auto populated, or it can remain manual entry.

▪ Description field, there is a 100 character field on the purchase contract.

▪ Type, multiple select, Purchase, Blanket, and Price.

▪ Status, default to DRAFT when creating a new contract.

▪ Master Contract, if the contract is created within a master contract there will be a 
master contract reference number in this field.

▪ Vendor Reference #, this field provides a place to enter a unique identifier for the 
vendor.

▪ Buyer, this field can be configured to show only buyers as a option.

▪ Start Date, this is the date when the contract will become active, this can be a 
future date.

▪ End Date, this is the date when the contract will become inactive.

▪ Renewal Date, this a reminder date that should be in advance of the end date so 
you have time to renew the contract if desired.

▪ Currency, this is the base default, but it may change once the vendor is added, 
depending on country the vendor is located in.

▪ Maximum Amount, this field can be configured as a control point on a purchase 
contract if desired.  There are no controls on this field on a purchase contract out of 
box.

▪ Maximum Release Amount:  this field can be configured as a control point on a the 
maximum spend for each release that is created from the purchase contract if 
desired. There are no controls on this field on a purchase contract out of box.

▪ Company, this is the vendor field when the vendor is added the address, City, 
State/Province, Zip/Postal Code, and Contact will populate if the vendor records 
have been entered properly.

▪ Freight Terms, This field allow the buyer to set the agreed upon terms related to 
shipping and receiving associated with this contract. +

▪ F.O.B., This field points to which merchandise is on board a vehicle and in transit. 

▪ Ship Via, This field points to the name of the shipping company to use for 
transporting items associated with this contract. 

▪ Payment Terms, This field points to the agreed upon terms related to monetary 
payments associated with this contract. 

▪ Pay Tax to Vendor, If this field is checked the tax associated with a transaction for 
this contract will be paid to the vendor.  If this value is set on the vendor record, the 
value will default to contract once the vendor is added to the contract.

▪ Inspection Required,   If this flag is set the all the release PO’s lines associated with 
this contract will require inspection at the time of receipt. If this value is set on the 
vendor record, the value will default to contract once the vendor is added to the 
contract.  This setting it to make all lines on the contract inspection required, 
because it is a vendor setting.
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Purchase Contract Properties
▪ All the fields below can be configured to default a desired value as a starting point 

when creating the contract:

▪ Required PO, Checking this box indicates a PO is required for this contract. 

▪ Create Release, Checking this box indicates you can create a release from the 
contract. 

▪ Can Exceed Amount, Checking this box indicates you can exceed the specified 
maximum amount on this contract. 

▪ Payment Schedule, Checking this box indicates a that there is a defined payment 
schedule. 

▪ Add Lines on Use, Checking this box indicates you can add lines to the purchase 
document with contract reference. 

▪ Maintain Hierarchy, Checking this box allow you to maintain hierarchy's associated 
with rotating items that are on the contract lines of this contract. 

▪ Extendable, Checking this box indicates the contract is extendable. 

▪ Condition for Extension, Details any conditions that may exist for an extension. 

▪ Extension Period, If the contract is extendable, this field indicates the auto extend 
period in days driven from the condition if associated with the contract. 

▪ Acceptance Period, Amount of time in days that can pass before the buyer must 
either accept the received items or return them. 

▪ Acceptance Loss, Checking this box indicates you are liable for acceptance loss. 

▪ Shipping Loss, Checking this box indicates you are liable for shipping loss. 

▪ Vendor Termination Allowed, Checking this box indicates that early termination is 
allowed by vendor. 

▪ Vendor Notification Period, If early termination is allowed by vendor, this indicates 
the notice of termination in days. 

▪ Customer Termination Allowed, Checking this box indicates that early termination 
by the customer is allowed. 

▪ Customer Notification Period, If early termination by the customer is allowed this is 
the customer notification period in days. 
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Purchase Contract Lines

▪ New Row, Clicking this button will add a contract line the contract.

▪ Vendor Items, Clicking this button will all buyer to select the lines that are 
associated with the vendor on the header of the contract.  A single or 
multiple lines can be returned to the contract.

▪ Payment Schedule,  If the schedule payment option is selected on the 
properties tab, then a schedule payment can be setup. 
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Purchase Contract Lines - continued

▪ Line, The number of associated with an individual contract line. 

▪ Line Type, A code that indicates the type of item listed on the line. The value of line 
type could be Item, Material, Service, Special Order or External Catalog Item. 

▪ Item, A unique identifier for the item. 

▪ Item Description, A written description of the entity on the contract line. 

▪ Commodity Group, The commodity group in which the line item is listed. 

▪ Commodity Code, A unique code indicating the type of commodity on the line. 

▪ Condition Code, A code indicating a condition for the item rotated out of service 
and into a storeroom. 

▪ Manufacture, Unique code indicating the manufacturer of the item listed on the 
contract line. 

▪ Model, The vendor's unique identification number for an item. 

▪ Catalog, A unique code for cataloging an item. 

▪ Quantity, The number of an item ordered on this line. 

▪ Order Unit, Indicates the physical characteristics of a unit. A unit can be each, box, 
roll, linear feet, cubic feet, square feet etc. 

▪ Unit Cost, The monetary value associated with an ordered unit. 

▪ Line Cost, The sum of the unit cost multiplied by the order quantity. 

▪ Status, Indicates the status of the Contract Line. Could be one of Draft, Approved, 
Cancel and Waiting for Approval. 

▪ Entered By, The name of the logged in user who entered the line item. 

▪ Entered Date, The on which the line item was entered. 

▪ Remarks, Comments about the individual line or line item. 

▪ Delivery Time, The number of days between the order date and the delivery date. 

▪ Change Quantity on Use, Checking this box indicates you can change the quantity 
on the line with contract reference. 

▪ Change Price on Use, Checking this box indicates you can change the price on the 
line with contract reference. 

▪ Payment Schedule, Checking this box indicates the line has a payment schedule 
associated with it.  This happens be default if you created a payment schedule for 
the line. 

▪ Inspection Required, Indicates whether inspection of line item is required upon 
receipt.   Reminder, this setting s line item specific on the contract line.  If an item is 
flagged as inspection required at the item level, this setting will default from the 
item master.

18



Purchase Contract – Payment Schedule 

▪ Payment Schedule, click New Row to create a payment schedule 
for the lines.  Reminder, payment schedules are setup line specific 
so you can have multiple lines and only have a payment schedule 
for a given line if desired.

▪ Second Screen Setting up the payment Schedule:

▪ Days Interval, Time passed between action and payment. 

▪ Line Cost, the line cost default from the contract line if desired. 

▪ Payment Percent, Percentage to be paid at this time.

▪ Action, that triggers this payment (POAPPR, RECEIPT, INSPECT).  

▪ Target Invoice Date, The invoice created in a Entered (WAPPR) or 
Approved (APPR) status? 

▪ Invoice, the invoice number that was created against the 
scheduled payment

▪ PO, the PO number created and used for the invoice payment.

▪ Invoice Total, the total amount of the invoice payment based on 
the payment percentage plus possible carrying costs.

▪ Entered Date, the date the invoice was created or entered.

▪ Due Date, payment due, based on the payment terms and days 
interval.

▪ Status, shows the current invoice status.

▪ Schedule Payments, create an Invoice Type of “SCHED”,  (Maximo 
understands this invoice type, and the only way to create and 
invoice type of SCHED is via schedule payment from a contract.  
Most payment systems do not recognize this type of invoice .  As a 
result it is common to change the “SCHED” type invoice to 
“INVOICE” before is passes through the interface to remove the 
problem.
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Purchase Contracts – Selecting Payment Terms

▪ New Row, allows you to add from an existing list of payment term 
one at a time.

▪ Select Terms, Allows you to select from a list of terms in multiples 
if desired.

▪ Second Screen:

▪ Example:  After clicking new row, you have an option to select a 
given Terms code that returns to the contract line as shown.
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Purchase Contract - Managing Payment Terms

▪ Navigations:  Contract – Term & Conditions

▪ New Row, This allow you to create a new Terms and 
Conditions code or manage an existing Terms and Condition 
Code.

▪ Terms, Identifies the term or condition. This value must be 
unique for all terms. 

▪ Description, Describes the term or condition. To enter or 
view additional information, click the Long Description 
button. 

▪ Type, Identifies the type of term or condition. The type is 
user-defined.

▪ Editable, Specifies whether the term can be edited when 
accessed from other applications. If the check box is 
selected, users can edit the term when accessed from other 
applications. If the checkbox is cleared (the default), users 
cannot edit the term in other applications.

▪ Default on PO, Specifies whether the term will appear on 
new POs by default. If the check box is selected, the term will 
appear as a default term on new POs. If the checkbox is 
cleared, the term will not appear by default on new POs.
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Contract – More Actions

▪ View History, This allow you to see all the history associated 
with the status changes of the contract.
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Contract – More Action - Copy Lines from PRs

▪ Copy Lines From PRs, this give a buyer the option to copy PR 
lines that exist for the vendor on the contract by using the 
filter option on the Copy PR lines To Contract screen.
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Contract – More Action - Copy Lines from POs

▪ Copy Lines From POs, this give a buyer the option to copy PO 
lines that exist for the vendor on the contract by using the 
filter option on the Copy PR lines To Contract screen.

24



Creating an RFQ from the Contract
▪ Create RFQ:

▪ RFQ, A unique identifier for this RFQ.

▪ Description, A brief description of this RFQ.  

▪ Auto Number, this button when clicked will auto create the RFQ 
number.

▪ Contract Lines:

▪ Note:  Contract lines must be selected to copy them to the RFQ 
lines.

▪ Contract Lines, this option allows you to select all line from the 
contract, or some of the lines from the contract to be copied to the 
RFQ.  If you want all line click the box on the header, but if you only 
want some of the lines click the box beside the specific lines.

▪ Order Units, Non-persistent field to hold the order unit value 

▪ Conversion Factor, the conversion factor should follow the Order 
Units, it is best to manage changes on the RFQ line so the value 
select will be persistent.

▪ RFQ Change Values:

▪ Work Order, if value is entered it will default to the RFQ and on to 
the PO lines when the PO is created.

▪ Location, if value is entered it will default to the RFQ and on to the 
PO lines when the PO is created.

▪ Asset, if value is entered it will default to the RFQ and on to the PO 
lines when the PO is created.

▪ Storeroom, if value is entered it will default to the RFQ and on to 
the PO lines when the PO is created.

▪ GL Debit Account, if value is entered it will default to the RFQ and 
on to the PO lines when the PO is created.

▪ Site, defaults based on the users default site.

▪ OK, click OK to create the RFQ

▪ Cancel, click cancel to role back and discontinue creation of the 
RFQ.
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Creating an Release PO from the Contract

▪ Create Release PO:  The create release PO must be set on the properties 
tab of the contract in order to create a release PO.

▪ PO, A unique identifier for this Release PO.

▪ Description, A brief description of this RFQ.  

▪ Vendor, this value will default from the contract.

▪ Auto Number, this button when clicked will auto create the Release PO 
number.

▪ Contract Lines:

▪ Note:  Contract lines must be selected to copy them to the RFQ lines.

▪ Contract Lines, this option allows you to select all line from the contract, 
or some of the lines from the contract to be copied to the Release PO 
Lines.  If you want all line click the box on the header, but if you only want 
some of the lines click the box beside the specific lines.

▪ Order Units, Non-persistent field to hold the order unit value 

▪ Conversion Factor, the conversion factor should follow the Order Units, it 
is best to manage changes on the RFQ line so the value select will be 
persistent.

▪ Release Change Values:

▪ Work Order, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ Location, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ Asset, if value is entered it will default to the Release PO lines when the 
PO is created.

▪ Storeroom, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ GL Debit Account, if value is entered it will default to the Release PO lines 
when the PO is created.

▪ Site, defaults based on the users default site.

▪ OK, click OK to create the Release PO

▪ Cancel, click cancel to role back and discontinue.
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Viewing and Managing Release PO’s from the contract

▪ View Release Costs, you have the ability to view all Release PO 
cost and status within the contract.

▪ Purchase Orders, you can click the icon to the right of the PO 
number field and it will link you to the release PO.

▪ OK, click OK to close the Release PO dialog.

▪ Lessons learned:  The only way to create a Release PO is from a 
contract.  If you want release PO to be approved and sent to the 
vendor as other standard type PO’s the Release Type must be 
include in workflow and e-mail communications.
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Viewing and RFQ and PR Lines copied to the Contracts as well as invoice lines.

▪ Frist Screen:

▪ View RFQ Line Items, If line were add to a contract from and RFQ 
they can always be view by select view RFQ lines.

▪ Second Screen:

▪ View PR Line Items, If line were add to a contract from and PR they 
can always be view by select view RFQ lines.

▪ Third Screen:

▪ View Invoice Lines, Invoice lines can be viewed once the invoice 
has be created.
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Purchase Contract Authorize Sites

▪ Authorize Sites, At least one site must be authorized to 
change the contract status to APPR.

▪ New Row,  click the new row button will all you to select one 
site at a time.

▪ Select Sites, click the Select Sites button will all you to select 
multiple sites at once.

▪ OK, clicking OK to add the authorized site or sites.

▪ Cancel, click cancel to roll back and discontinue.
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Purchase Contracts and managing commodity groups and Code

▪ Associate Commodities:

▪ New Row, commodities groups can be associated with the 
purchase contracts one at a time by selecting the New Row button.  
Service commodity groups can also be associated.

▪ Select Commodity Groups, multiple commodities groups can be 
associated with purchase contracts by selecting the Select 
commodity groups button.  Service commodity groups can also be 
associated.

▪ Second Screen:

▪ New Row, commodity codes for the commodity group selected 
can be added one at a time be clicking New Row.

▪ Select Commodity Codes, multiple commodity codes for the 
commodity group selected can be added by clicking the select 
commodity codes button. 

▪ Ok, clicking OK will associate the commodity codes with the 
purchase contract.

▪ Cancel, click cancel to role back and discontinue.
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Purchase Contract SLA’s

▪ Associate SLA’s:

▪ New Row, by clicking new row you can select existing SLA’s 
one at a time.

▪ Select SLA’s, by clicking Select SLA’s you can select multiple 
existing SLA’s.

▪ OK, click OK to add the SLA’s selected to the purchase 
contract.

▪ Cancel, click cancel to roll back and discard.
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Purchase Contract Revision

▪ Revise Contract:

▪ Description, enter a description, there is a long description 
associated with this field also.

▪ OK, click OK to commit the Revision.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ View Revision History, click view revision history to see the history 
of all revision associated with the purchase contract.

▪ OK, click OK to close dialog.
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Purchase Contract Apply Price Adjustment

▪ Apply Price Adjustment:

▪ Adjustment %, enter a positive or negative value in the 
percentage field (see second screen for negative entry).

▪ Contract Line, select the line or lines to apply the price 
change too.

▪ OK, click OK to apply the price change to the selected lines.

▪ Cancel, click cancel to roll back and discard.
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Purchas Contract – Change Line Status
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▪ Change Line Status:

▪ The purchase contract must be in the status of APPR to use the 
change line status.  This allows to change the status of specific 
lines without revising the contract.

▪ Line Status, the domain beside the field allows one to select 
one of the following line statuses for the contract line APPR, 
CANCEL, DRAFT, WAPPR.

▪ OK, Click OK to apply the line status change.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ Units of Measure, add modify unit of measure and add modify 
unit of measure conversion can be managed from More Actions

▪ Attachment Library folders, can be managed from More 
Actions

▪ Duplicate Purchase Contract, can be managed from More 
Actions.

▪ Add to Bookmarks, can  be managed from More Actions.



Price Contract/Data Flow
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Price Contract Header
▪ Contract field, this field can be auto populated, or it can remain manual entry.

▪ Description field, there is a 100 character field on the purchase contract.

▪ Type, multiple select, Purchase, Blanket, and Price.

▪ Status, default to DRAFT when creating a new contract.

▪ Master Contract, if the contract is created within a master contract there will be a 
master contract reference number in this field.

▪ Vendor Reference #, this field provides a place to enter a unique identifier for the 
vendor.

▪ Buyer, this field can be configured to show only buyers as a option.

▪ Start Date, this is the date when the contract will become active, this can be a 
future date.

▪ End Date, this is the date when the contract will become inactive.

▪ Renewal Date, this a reminder date that should be in advance of the end date so 
you have time to renew the contract if desired.

▪ Currency, this is the base default, but it may change once the vendor is added, 
depending on country the vendor is located in.

▪ Maximum Amount, this field can be configured as a control point on a purchase 
contract if desired.  There are no controls on this field on a purchase contract out of 
box.

▪ Maximum Release Amount:  this field can be configured as a control point on a the 
maximum spend for each release that is created from the purchase contract if 
desired. There are no controls on this field on a purchase contract out of box.

▪ Company, this is the vendor field when the vendor is added the address, City, 
State/Province, Zip/Postal Code, and Contact will populate if the vendor records 
have been entered properly.

▪ Freight Terms, This field allow the buyer to set the agreed upon terms related to 
shipping and receiving associated with this contract. +

▪ F.O.B., This field points to which merchandise is on board a vehicle and in transit. 

▪ Ship Via, This field points to the name of the shipping company to use for 
transporting items associated with this contract. 

▪ Payment Terms, This field points to the agreed upon terms related to monetary 
payments associated with this contract. 

▪ Pay Tax to Vendor, If this field is checked the tax associated with a transaction for 
this contract will be paid to the vendor.  If this value is set on the vendor record, the 
value will default to contract once the vendor is added to the contract.

▪ Inspection Required,   If this flag is set the all the release PO’s lines associated with 
this contract will require inspection at the time of receipt. If this value is set on the 
vendor record, the value will default to contract once the vendor is added to the 
contract.  This setting it to make all lines on the contract inspection required, 
because it is a vendor setting.
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Price Contract Properties

▪ All the fields below can be configured to default a desired value as a starting point 
when creating the contract:

▪ Required PO, Checking this box indicates a PO is required for this contract. 

▪ Create Release, Checking this box indicates you can create a release from the 
contract. 

▪ Can Exceed Amount, Checking this box indicates you can exceed the specified 
maximum amount on this contract. 

▪ Payment Schedule, Checking this box indicates a that there is a defined payment 
schedule. 

▪ Add Lines on Use, Checking this box indicates you can add lines to the purchase 
document with contract reference. 

▪ Maintain Hierarchy, Checking this box allow you to maintain hierarchy's associated 
with rotating items that are on the contract lines of this contract. 

▪ Extendable, Checking this box indicates the contract is extendable. 

▪ Condition for Extension, Details any conditions that may exist for an extension. 

▪ Extension Period, If the contract is extendable, this field indicates the auto extend 
period in days driven from the condition if associated with the contract. 

▪ Acceptance Period, Amount of time in days that can pass before the buyer must 
either accept the received items or return them. 

▪ Acceptance Loss, Checking this box indicates you are liable for acceptance loss. 

▪ Shipping Loss, Checking this box indicates you are liable for shipping loss. 

▪ Vendor Termination Allowed, Checking this box indicates that early termination is 
allowed by vendor. 

▪ Vendor Notification Period, If early termination is allowed by vendor, this indicates 
the notice of termination in days. 

▪ Customer Termination Allowed, Checking this box indicates that early termination 
by the customer is allowed. 

▪ Customer Notification Period, If early termination by the customer is allowed this is 
the customer notification period in days. 
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Price Contract Lines

▪ New Row, Clicking this button will add a contract line the contract.

▪ Vendor Items, Clicking this button will all buyer to select the lines that are 
associated with the vendor on the header of the contract.  A single or multiple lines 
can be returned to the contract.

▪ Payment Schedule,  If the schedule payment option is selected on the properties 
tab, then a schedule payment can be setup. 
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Price Contract Lines Continued

▪ Line, The number of associated with an individual contract line. 

▪ Line Type, A code that indicates the type of item listed on the line. The value of line 
type could be Item, Material, Service, Special Order or External Catalog Item. 

▪ Item, A unique identifier for the item. 

▪ Item Description, A written description of the entity on the contract line. 

▪ Commodity Group, The commodity group in which the line item is listed. 

▪ Commodity Code, A unique code indicating the type of commodity on the line. 

▪ Condition Code, A code indicating a condition for the item rotated out of service 
and into a storeroom. 

▪ Manufacture, Unique code indicating the manufacturer of the item listed on the 
contract line. 

▪ Model, The vendor's unique identification number for an item. 

▪ Catalog, A unique code for cataloging an item. 

▪ Quantity, The number of an item ordered on this line. 

▪ Order Unit, Indicates the physical characteristics of a unit. A unit can be each, box, 
roll, linear feet, cubic feet, square feet etc. 

▪ Unit Cost, The monetary value associated with an ordered unit. 

▪ Line Cost, The sum of the unit cost multiplied by the order quantity. 

▪ Status, Indicates the status of the Contract Line. Could be one of Draft, Approved, 
Cancel and Waiting for Approval. 

▪ Entered By, The name of the logged in user who entered the line item. 

▪ Entered Date, The on which the line item was entered. 

▪ Remarks, Comments about the individual line or line item. 

▪ Delivery Time, The number of days between the order date and the delivery date. 

▪ Change Quantity on Use, Checking this box indicates you can change the quantity 
on the line with contract reference. 

▪ Change Price on Use, Checking this box indicates you can change the price on the 
line with contract reference. 

▪ Payment Schedule, Checking this box indicates the line has a payment schedule 
associated with it.  This happens be default if you created a payment schedule for 
the line. 

▪ Inspection Required, Indicates whether inspection of line item is required upon 
receipt.   Reminder, this setting s line item specific on the contract line.  If an item is 
flagged as inspection required at the item level, this setting will default from the 
item master.
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Price Contract Terms and Conditions

▪ New Row, allows you to add from an existing list of payment term 
one at a time.

▪ Select Terms, Allows you to select from a list of terms in multiples 
if desired.

▪ Second Screen:

▪ Example:  After clicking new row, you have an option to select a 
given Terms code that returns to the contract line as shown.
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Price Contract - Managing Payment Terms

▪ Navigations:  Contract – Term & Conditions

▪ New Row, This allow you to create a new Terms and Conditions 
code or manage an existing Terms and Condition Code.

▪ Terms, Identifies the term or condition. This value must be unique 
for all terms. 

▪ Description, Describes the term or condition. To enter or view 
additional information, click the Long Description button. 

▪ Type, Identifies the type of term or condition. The type is user-
defined.

▪ Editable, Specifies whether the term can be edited when accessed 
from other applications. If the check box is selected, users can edit 
the term when accessed from other applications. If the checkbox is 
cleared (the default), users cannot edit the term in other 
applications.

▪ Default on PO, Specifies whether the term will appear on new POs 
by default. If the check box is selected, the term will appear as a 
default term on new POs. If the checkbox is cleared, the term will 
not appear by default on new POs.
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Price Contract – More Actions

▪ View History, This allow you to see all the history associated with 
the status changes of the contract.
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Price Contract – More Action - Copy Lines from PRs

▪ Copy Lines From PRs, this give a buyer the option to copy PR lines 
that exist for the vendor on the contract by using the filter option 
on the Copy PR lines To Contract screen.
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Price Contract – More Action - Copy Lines from POs

▪ Copy Lines From POs, this give a buyer the option to copy PO lines 
that exist for the vendor on the contract by using the filter option 
on the Copy PR lines To Contract screen.
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Creating an RFQ from the Price Contract

▪ Create RFQ:

▪ RFQ, A unique identifier for this RFQ.

▪ Description, A brief description of this RFQ.  

▪ Auto Number, this button when clicked will auto create the RFQ number.

▪ Contract Lines:

▪ Note:  Contract lines must be selected to copy them to the RFQ lines.

▪ Contract Lines, this option allows you to select all line from the contract, or some of 
the lines from the contract to be copied to the RFQ.  If you want all line click the box 
on the header, but if you only want some of the lines click the box beside the 
specific lines.

▪ Order Units, Non-persistent field to hold the order unit value 

▪ Conversion Factor, the conversion factor should follow the Order Units, it is best to 
manage changes on the RFQ line so the value select will be persistent.

▪ RFQ Change Values:

▪ Work Order, if value is entered it will default to the RFQ and on to the PO lines 
when the PO is created.

▪ Location, if value is entered it will default to the RFQ and on to the PO lines when 
the PO is created.

▪ Asset, if value is entered it will default to the RFQ and on to the PO lines when the 
PO is created.

▪ Storeroom, if value is entered it will default to the RFQ and on to the PO lines when 
the PO is created.

▪ GL Debit Account, if value is entered it will default to the RFQ and on to the PO 
lines when the PO is created.

▪ Site, defaults based on the users default site.

▪ OK, click OK to create the RFQ

▪ Cancel, click cancel to roll back and discontinue creation of the RFQ.
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Viewing RFQ and PR Lines copied to the Price Contract as well as invoice lines.

▪ View RFQ Line Items, If line were add to a contract from and 
RFQ they can always be view by select view RFQ lines.

▪ Second Screen:

▪ View PR Line Items, If line were add to a contract from and 
PR they can always be view by select view RFQ lines.

▪ Third Screen:

▪ View Invoice Lines, Invoice lines can be viewed once the 
invoice has be created.
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Price Contract Authorize Sites

▪ Authorize Sites, At least one site must be authorized to change the 
contract status to APPR.

▪ New Row,  click the new row button will all you to select one site 
at a time.

▪ Select Sites, click the Select Sites button will all you to select 
multiple sites at once.

▪ OK, clicking OK to add the authorized site or sites.

▪ Cancel, click cancel to roll back and discontinue.
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Price Contracts and managing commodity groups and Code

▪ Associate Commodities:

▪ New Row, commodities groups can be associated with the 
purchase contracts one at a time by selecting the New Row button.  
Service commodity groups can also be associated.

▪ Select Commodity Groups, multiple commodities groups can be 
associated with purchase contracts by selecting the Select 
commodity groups button.  Service commodity groups can also be 
associated.

▪ Second Screen:

▪ New Row, commodity codes for the commodity group selected 
can be added one at a time be clicking New Row.

▪ Select Commodity Codes, multiple commodity codes for the 
commodity group selected can be added by clicking the select 
commodity codes button. 

▪ Ok, clicking OK will associate the commodity codes with the 
purchase contract.

▪ Cancel, click cancel to roll back and discontinue.
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Price Contract SLA’s

▪ Associate SLA’s:

▪ New Row, by clicking new row you can select existing SLA’s one at 
a time.

▪ Select SLA’s, by clicking Select SLA’s you can select multiple 
existing SLA’s.

▪ OK, click OK to add the SLA’s selected to the purchase contract.

▪ Cancel, click cancel to roll back and discard.
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Price Contract Revision

▪ Revise Contract:

▪ Description, enter a description, there is a long description 
associated with this field also.

▪ OK, click OK to commit the Revision.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ View Revision History, click view revision history to see the history 
of all revision associated with the purchase contract.

▪ OK, click OK to close dialog.
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Price Contract Apply Price Adjustment

▪ Apply Price Adjustment:

▪ The purchase contract header must be in DRAFT, WAPPR, or 
PNDREV to apply a price adjustment.

▪ Adjustment %, enter a positive or negative value in the percentage 
field (see second screen for negative entry).

▪ Contract Line, select the line or lines to apply the price change too.

▪ OK, click OK to apply the price change to the selected lines.

▪ Cancel, click cancel to roll back and discard.
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Price Contract – Change Line Status
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▪ Change Line Status:

▪ The purchase contract must be in the status of APPR to use the 
change line status.  This allows to change the status of specific lines 
without revising the contract.

▪ Line Status, the domain beside the field allows one to select one of the 
following line statuses for the contract line APPR, CANCEL, DRAFT, 
WAPPR.

▪ OK, Click OK to apply the line status change.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ Units of Measure, add modify unit of measure and add modify unit of 
measure conversion can be managed from More Actions

▪ Attachment Library folders, can be managed from More Actions

▪ Duplicate Purchase Contract, can be managed from More Actions.

▪ Add to Bookmarks, can  be managed from More Actions.



Blanket Contracts/Date Flow
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Blanket Contract Header
▪ Contract field, this field can be auto populated, or it can remain manual entry.

▪ Description field, there is a 100 character field on the purchase contract.

▪ Type, multiple select, Purchase, Blanket, and Price.

▪ Status, default to DRAFT when creating a new contract.

▪ Master Contract, if the contract is created within a master contract there will be a 
master contract reference number in this field.

▪ Vendor Reference #, this field provides a place to enter a unique identifier for the 
vendor.

▪ Buyer, this field can be configured to show only buyers as a option.

▪ Start Date, this is the date when the contract will become active, this can be a 
future date.

▪ End Date, this is the date when the contract will become inactive.

▪ Renewal Date, this a reminder date that should be in advance of the end date so 
you have time to renew the contract if desired.

▪ Currency, this is the base default, but it may change once the vendor is added, 
depending on country the vendor is located in.

▪ Maximum Amount, this field can be configured as a control point on a purchase 
contract if desired.  There are no controls on this field on a purchase contract out of 
box.

▪ Maximum Release Amount:  this field can be configured as a control point on a the 
maximum spend for each release that is created from the purchase contract if 
desired. There are no controls on this field on a purchase contract out of box.

▪ Company, this is the vendor field when the vendor is added the address, City, 
State/Province, Zip/Postal Code, and Contact will populate if the vendor records 
have been entered properly.

▪ Freight Terms, This field allow the buyer to set the agreed upon terms related to 
shipping and receiving associated with this contract. +

▪ F.O.B., This field points to which merchandise is on board a vehicle and in transit. 

▪ Ship Via, This field points to the name of the shipping company to use for 
transporting items associated with this contract. 

▪ Payment Terms, This field points to the agreed upon terms related to monetary 
payments associated with this contract. 

▪ Pay Tax to Vendor, If this field is checked the tax associated with a transaction for 
this contract will be paid to the vendor.  If this value is set on the vendor record, the 
value will default to contract once the vendor is added to the contract.

▪ Inspection Required,   If this flag is set the all the release PO’s lines associated with 
this contract will require inspection at the time of receipt. If this value is set on the 
vendor record, the value will default to contract once the vendor is added to the 
contract.  This setting it to make all lines on the contract inspection required, 
because it is a vendor setting.
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Blanket Properties
▪ All the fields below can be configured to default a desired value as a starting point 

when creating the contract:

▪ Required PO, Checking this box indicates a PO is required for this contract. 

▪ Create Release, Checking this box indicates you can create a release from the 
contract. 

▪ Can Exceed Amount, Checking this box indicates you can exceed the specified 
maximum amount on this contract. 

▪ Payment Schedule, Checking this box indicates a that there is a defined payment 
schedule. 

▪ Add Lines on Use, Checking this box indicates you can add lines to the purchase 
document with contract reference. 

▪ Maintain Hierarchy, Checking this box allow you to maintain hierarchy's associated 
with rotating items that are on the contract lines of this contract. 

▪ Extendable, Checking this box indicates the contract is extendable. 

▪ Condition for Extension, Details any conditions that may exist for an extension. 

▪ Extension Period, If the contract is extendable, this field indicates the auto extend 
period in days driven from the condition if associated with the contract. 

▪ Acceptance Period, Amount of time in days that can pass before the buyer must 
either accept the received items or return them. 

▪ Acceptance Loss, Checking this box indicates you are liable for acceptance loss. 

▪ Shipping Loss, Checking this box indicates you are liable for shipping loss. 

▪ Vendor Termination Allowed, Checking this box indicates that early termination is 
allowed by vendor. 

▪ Vendor Notification Period, If early termination is allowed by vendor, this indicates 
the notice of termination in days. 

▪ Customer Termination Allowed, Checking this box indicates that early termination 
by the customer is allowed. 

▪ Customer Notification Period, If early termination by the customer is allowed this is 
the customer notification period in days. 
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Blanket Lines

▪ New Row, Clicking this button will add a contract line the contract.

▪ Vendor Items, Clicking this button will all buyer to select the lines 
that are associated with the vendor on the header of the contract.  
A single or multiple lines can be returned to the contract.

▪ Payment Schedule,  If the schedule payment option is selected on 
the properties tab, then a schedule payment can be setup. 
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Blanket Lines Continued 

▪ Line, The number of associated with an individual contract line. 

▪ Line Type, A code that indicates the type of item listed on the line. The value of line 
type could be Item, Material, Service, Special Order or External Catalog Item. 

▪ Item, A unique identifier for the item. 

▪ Item Description, A written description of the entity on the contract line. 

▪ Commodity Group, The commodity group in which the line item is listed. 

▪ Commodity Code, A unique code indicating the type of commodity on the line. 

▪ Condition Code, A code indicating a condition for the item rotated out of service 
and into a storeroom. 

▪ Manufacture, Unique code indicating the manufacturer of the item listed on the 
contract line. 

▪ Model, The vendor's unique identification number for an item. 

▪ Catalog, A unique code for cataloging an item. 

▪ Quantity, The number of an item ordered on this line. 

▪ Order Unit, Indicates the physical characteristics of a unit. A unit can be each, box, 
roll, linear feet, cubic feet, square feet etc. 

▪ Unit Cost, The monetary value associated with an ordered unit. 

▪ Line Cost, The sum of the unit cost multiplied by the order quantity. 

▪ Status, Indicates the status of the Contract Line. Could be one of Draft, Approved, 
Cancel and Waiting for Approval. 

▪ Entered By, The name of the logged in user who entered the line item. 

▪ Entered Date, The on which the line item was entered. 

▪ Remarks, Comments about the individual line or line item. 

▪ Delivery Time, The number of days between the order date and the delivery date. 

▪ Change Quantity on Use, Checking this box indicates you can change the quantity 
on the line with contract reference. 

▪ Change Price on Use, Checking this box indicates you can change the price on the 
line with contract reference. 

▪ Payment Schedule, Checking this box indicates the line has a payment schedule 
associated with it.  This happens be default if you created a payment schedule for 
the line. 

▪ Inspection Required, Indicates whether inspection of line item is required upon 
receipt.   Reminder, this setting s line item specific on the contract line.  If an item is 
flagged as inspection required at the item level, this setting will default from the 
item master.
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Blanket Terms and Conditions

▪ New Row, allows you to add from an existing list of payment term 
one at a time.

▪ Select Terms, Allows you to select from a list of terms in multiples 
if desired.

▪ Second Screen:

▪ Example:  After clicking new row, you have an option to select a 
given Terms code that returns to the contract line as shown.
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Blanket Authorized Sites

▪ Authorize Sites, At least one site must be authorized to change the 
contract status to APPR.

▪ New Row,  click the new row button will all you to select one site 
at a time.

▪ Select Sites, click the Select Sites button will all you to select 
multiple sites at once.

▪ OK, clicking OK to add the authorized site or sites.

▪ Cancel, click cancel to roll back and discontinue.
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Blanket Contract – Payment Schedule 

▪ Payment Schedule, click New Row to create a payment schedule 
for the lines.  Reminder, payment schedules are setup line specific 
so you can have multiple lines and only have a payment schedule 
for a given line if desired.

▪ Second Screen Setting up the payment Schedule:

▪ Days Interval, Time passed between action and payment. 

▪ Line Cost, the line cost default from the contract line if desired. 

▪ Payment Percent, Percentage to be paid at this time.

▪ Action, that triggers this payment (POAPPR, RECEIPT, INSPECT).  

▪ Target Invoice Date, The invoice created in a Entered (WAPPR) or 
Approved (APPR) status? 

▪ Invoices: 

▪ Invoice, the invoice number that was created against the 
scheduled payment

▪ PO, the PO number created and used for the invoice payment.

▪ Invoice Total, the total amount of the invoice payment based on 
the payment percentage plus possible carrying costs.

▪ Entered Date, the date the invoice was created or entered.

▪ Due Date, payment due, based on the payment terms and days 
interval.

▪ Status, shows the current invoice status.

▪ FYI, Invoice Type:

▪ Schedule Payments, create an Invoice Type of “SCHED”,  (Maximo 
understands this invoice type, and the only way to create and 
invoice type of SCHED is via schedule payment from a contract.  
Most payment systems do not recognize this type of invoice .  As a 
result it is common to change the “SCHED” type invoice to 
“INVOICE” before is passes through the interface to remove the 
problem.
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Blanket Contracts – Selecting Payment Terms

▪ New Row, allows you to add from an existing list of payment term 
one at a time.

▪ Select Terms, Allows you to select from a list of terms in multiples 
if desired.

▪ Second Screen:

▪ Example:  After clicking new row, you have an option to select a 
given Terms code that returns to the contract line as shown.
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Blanket Contract - Managing Payment Terms

▪ Navigations:  Contract – Term & Conditions

▪ New Row, This allow you to create a new Terms and Conditions 
code or manage an existing Terms and Condition Code.

▪ Terms, Identifies the term or condition. This value must be unique 
for all terms. 

▪ Description, Describes the term or condition. To enter or view 
additional information, click the Long Description button. 

▪ Type, Identifies the type of term or condition. The type is user-
defined.

▪ Editable, Specifies whether the term can be edited when accessed 
from other applications. If the check box is selected, users can edit 
the term when accessed from other applications. If the checkbox is 
cleared (the default), users cannot edit the term in other 
applications.

▪ Default on PO, Specifies whether the term will appear on new POs 
by default. If the check box is selected, the term will appear as a 
default term on new POs. If the checkbox is cleared, the term will 
not appear by default on new POs.
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Blanket Contract – More Actions

▪ View History, This allow you to see all the history associated 
with the status changes of the contract.
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Blanket Contract – More Action - Copy Lines from PRs

▪ Copy Lines From PRs, this give a buyer the option to copy PR 
lines that exist for the vendor on the contract by using the 
filter option on the Copy PR lines To Contract screen.
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Blanket Contract – More Action - Copy Lines from POs

▪ Copy Lines From POs, this give a buyer the option to copy PO 
lines that exist for the vendor on the contract by using the 
filter option on the Copy PR lines To Contract screen.
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Creating an RFQ from the Blanket Contract

▪ Create RFQ:

▪ RFQ, A unique identifier for this RFQ.

▪ Description, A brief description of this RFQ.  

▪ Auto Number, this button when clicked will auto create the RFQ number.

▪ Contract Lines:

▪ Note:  Contract lines must be selected to copy them to the RFQ lines.

▪ Contract Lines, this option allows you to select all line from the contract, 
or some of the lines from the contract to be copied to the RFQ.  If you 
want all line click the box on the header, but if you only want some of the 
lines click the box beside the specific lines.

▪ Order Units, Non-persistent field to hold the order unit value 

▪ Conversion Factor, the conversion factor should follow the Order Units, it 
is best to manage changes on the RFQ line so the value select will be 
persistent.

▪ RFQ Change Values:

▪ Work Order, if value is entered it will default to the RFQ and on to the PO 
lines when the PO is created.

▪ Location, if value is entered it will default to the RFQ and on to the PO 
lines when the PO is created.

▪ Asset, if value is entered it will default to the RFQ and on to the PO lines 
when the PO is created.

▪ Storeroom, if value is entered it will default to the RFQ and on to the PO 
lines when the PO is created.

▪ GL Debit Account, if value is entered it will default to the RFQ and on to 
the PO lines when the PO is created.

▪ Site, defaults based on the users default site.

▪ OK, click OK to create the RFQ

▪ Cancel, click cancel to roll back and discontinue creation of the RFQ.
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Creating an Release PO from the Purchase Contract

▪ Create Release PO:  The create release PO must be set on the properties 
tab of the contract in order to create a release PO.

▪ PO, A unique identifier for this Release PO.

▪ Description, A brief description of this RFQ.  

▪ Vendor, this value will default from the contract.

▪ Auto Number, this button when clicked will auto create the Release PO 
number.

▪ Contract Lines:

▪ Note:  Contract lines must be selected to copy them to the RFQ lines.

▪ Contract Lines, this option allows you to select all line from the contract, 
or some of the lines from the contract to be copied to the Release PO 
Lines.  If you want all line click the box on the header, but if you only want 
some of the lines click the box beside the specific lines.

▪ Order Units, Non-persistent field to hold the order unit value 

▪ Conversion Factor, the conversion factor should follow the Order Units, it 
is best to manage changes on the RFQ line so the value select will be 
persistent.

▪ Release Change Values:

▪ Work Order, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ Location, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ Asset, if value is entered it will default to the Release PO lines when the 
PO is created.

▪ Storeroom, if value is entered it will default to the Release PO lines when 
the PO is created.

▪ GL Debit Account, if value is entered it will default to the Release PO lines 
when the PO is created.

▪ Site, defaults based on the users default site.

▪ OK, click OK to create the Release PO

▪ Cancel, click cancel to roll back and discontinue.
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Viewing and Managing Release PO’s from the purchase contract

▪ View Release Costs, you have the ability to view all Release 
PO cost and status within the contract.

▪ Purchase Orders, you can click the icon to the right of the PO 
number field and it will link you to the release PO.

▪ OK, click OK to close the Release PO dialog.

▪ Lessons learned:  The only way to create a Release PO is 
from a contract.  If you want release PO to be approved and 
sent to the vendor as other standard type PO’s the Release 
Type must be include in workflow and e-mail 
communications.
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Viewing RFQ and PR Lines copied to the Purchase Contract as well as invoice lines

▪ First Screen:

▪ View RFQ Line Items, If line were add to a contract from and 
RFQ they can always be view by select view RFQ lines.

▪ Second Screen:

▪ View PR Line Items, If line were add to a contract from and 
PR they can always be view by select view RFQ lines.

▪ Third Screen:

▪ View Invoice Lines, Invoice lines can be viewed once the 
invoice has be created.
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Purchase Contract Authorize Sites

▪ Authorize Sites, At least one site must be authorized to 
change the contract status to APPR.

▪ New Row,  click the new row button will all you to select one 
site at a time.

▪ Select Sites, click the Select Sites button will all you to select 
multiple sites at once.

▪ OK, clicking OK to add the authorized site or sites.

▪ Cancel, click cancel to roll back and discontinue.
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Purchase Contracts and managing commodity groups and Code

▪ Associate Commodities:

▪ New Row, commodities groups can be associated with the 
purchase contracts one at a time by selecting the New Row 
button.  Service commodity groups can also be associated.

▪ Select Commodity Groups, multiple commodities groups can 
be associated with purchase contracts by selecting the Select 
commodity groups button.  Service commodity groups can 
also be associated.

▪ Second Screen:

▪ New Row, commodity codes for the commodity group 
selected can be added one at a time be clicking New Row.

▪ Select Commodity Codes, multiple commodity codes for the 
commodity group selected can be added by clicking the 
select commodity codes button. 

▪ Ok, clicking OK will associate the commodity codes with the 
purchase contract.

▪ Cancel, click cancel to roll back and discontinue.

71



Purchase Contract SLA’s

▪ Associate SLA’s:

▪ New Row, by clicking new row you can select existing SLA’s 
one at a time.

▪ Select SLA’s, by clicking Select SLA’s you can select multiple 
existing SLA’s.

▪ OK, click OK to add the SLA’s selected to the purchase 
contract.

▪ Cancel, click cancel to roll back and discard.
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Purchase Contract Revision

▪ Revise Contract:

▪ Description, enter a description, there is a long description 
associated with this field also.

▪ OK, click OK to commit the Revision.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ View Revision History, click view revision history to see the 
history of all revision associated with the purchase contract.

▪ OK, click OK to close dialog.
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Purchase Contract Apply Price Adjustment

▪ Apply Price Adjustment:

▪ The purchase contract header must be in DRAFT, WAPPR, 
or PNDREV to apply a price adjustment.

▪ Adjustment %, enter a positive or negative value in the 
percentage field (see second screen for negative entry).

▪ Contract Line, select the line or lines to apply the price 
change too.

▪ OK, click OK to apply the price change to the selected lines.

▪ Cancel, click cancel to roll back and discard.
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Purchas Contract – Change Line Status
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▪ Change Line Status:

▪ The purchase contract must be in the status of APPR to use 
the change line status.  This allows to change the status of 
specific lines without revising the contract.

▪ Line Status, the domain beside the field allows one to select 
one of the following line statuses for the contract line APPR, 
CANCEL, DRAFT, WAPPR.

▪ OK, Click OK to apply the line status change.

▪ Cancel, click cancel to roll back and discard.

▪ Second Screen:

▪ Units of Measure, add modify unit of measure and add 
modify unit of measure conversion can be managed from 
More Actions

▪ Attachment Library folders, can be managed from More 
Actions

▪ Duplicate Purchase Contract, can be managed from More 
Actions.

▪ Add to Bookmarks, can  be managed from More Actions.



Warranty Contracts 
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Warranty/Service Contracts

▪ Warranty Contracts application

▪ In the Warranty Contracts application, you create warranty contracts. A warranty 
contract defines the agreement to maintain one or more assets with an outside 
service provider for a fee or a scheduled set of payments. The contract also tracks 
warranty information for assets and locations by time or meter.

▪ Service contracts

▪ You also use a warranty contract to create a service contract. A service contract 
indicates that an outside service provider maintains one or more assets. Payment for 
service can be made with a single fee or with a scheduled set of payments.
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Warranty/Service Contracts Header

▪ Contract field, this field can be auto populated, or it can remain manual 
entry.

▪ Description field, there is a 100 character field on the purchase contract.

▪ Revision Number, Revision number of the contract. This number indicates 
the number of times the contract has been revised. A contract that has 
been created and not revised will show a number of 0. 

▪ Revision Description, Comments associated with the current revision of 
this contract. 

▪ Type, default Warranty, but can be multiple Warranty or Service.

▪ Status, default to DRAFT when creating a new contract.

▪ Organization, Organization identifier. 

▪ Attachments, document liberty

▪ Master Contract, The unique identification number of a Master Contract 
from which this contract was created. 

▪ Vendor Reference #, this field provides a place to enter a unique 
identifier for the vendor.

▪ Buyer, this field can be configured to show only buyers as a option.

▪ Start Date, this is the date when the contract will become active, this can 
be a future date.

▪ End Date, this is the date when the contract will become inactive.

▪ Renewal Date, this a reminder date that should be in advance of the end 
date so you have time to renew the contract if desired.

▪ Total Cost, The sum of all the costs on the contract lines on the current 
master contract. 

▪ Currency, this is the base default, but it may change once the vendor is 
added, depending on country the vendor is located in.

▪ Total Base Cost, Cost of the entire contract in base currency 1. 
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Warranty/Service Contracts Header Continued
▪ Vendor, A unique code indicating the vendor of the current 

warranty contract. 

▪ Address, The company's street address. 

▪ City, The city where the company is located. 

▪ State Province, The state or province where the company is 
located; use either the two-character code or full spelling. 

▪ Zip, The company's zip or postal code. 

▪ Contract, The name of the person employed by the vendor 
to contact with queries about this contract. 

▪ Phone, Telephone number of the company or contact. 

▪ Customer #, The unique number issued by the vendor to 
identify our company. 

▪ Freight Terms, The agreed upon terms related to shipping 
and receiving associated with this contract. 

▪ Payment Terms, The agreed upon terms related to monetary 
payments associated with this contract. 
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Warranty/Service Contracts

▪ Extendable, Checking this box indicates that early 
termination by the vendor is allowed. 

▪ Condition for Extension, Details any conditions that may 
exist for an extension.

▪ Extension Period, If the contract is extendable, this field 
indicates the auto extend period in days. 

▪ Vendor Termination Allowed, Checking this box indicates 
that early termination by the vendor is allowed. 

▪ Vendor Notification Period, If early termination is allowed 
by vendor, this indicates the number of days notice required 

▪ Customer Termination Allowed, Checking this box indicates 
that early termination by the customer is allowed. 

▪ Customer Notification Period, If early termination is allowed 
by customer, this indicates the number of days notice 
required. 

▪ Payment Schedule, Checking this box indicates there is a 
payment schedule for this contract. 

▪ Process Claim, Checking this box indicates a claim can be 
processed against this contract. 
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Warranty/Service Contracts

▪ Line, A chronological number of each contract line. 

▪ Item, Unique identifier for the item listed on the contract line. 

▪ Description, A brief description of the entity on the contract line. 

▪ Line Type, The value of line type could be Service or Standard 
Service.

▪ Line Cost, Extended or lump sum cost of this transaction line. 

▪ Duration, Length of time between the beginning of the warranty 
period and the end of the warranty period. 

▪ Time Unit, The measurement unit used to define the duration 
(days, months, years) 

▪ Covers Children, Checking this box indicates the children of this 
asset are covered by the warranty. 

▪ Labor Coverage Percentage, The percentage of labor covered by 
this warranty. 

▪ Materials Coverage Percentage, The percentage of labor covered 
by this warranty. 

▪ Tools Coverage Percentage, The percentage of labor covered by 
this warranty. 

▪ Labor Coverage Amount, Monetary amount of labor covered by 
this warranty. 

▪ Materials Coverage Amount, Monetary amount of labor covered 
by this warranty. 

▪ Tools Coverage Amount, Monetary amount of labor covered by 
this warranty. 

▪ Unit of Measure, Name of the measurement unit. 

▪ Meter Duration, Duration of the meter. Indicated in the unit 
described in MEASUREUNIT.
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Warranty/Service Contracts Associate Assets
▪ Asset, A unique identification number assigned to the asset 

indicated. 

▪ Description, Describes the asset. To enter or view additional 
information, click the Long Description button. 

▪ Location, Location to which the warranty applies. 

▪ Location Description, The description of the location. To enter or 
view additional information, click the Long Description button.

▪ Asset Status, Status of the asset, for example, not ready, 
operating, or decommissioned. 

▪ Asset Type, The predefined type of this asset. 

▪ Serial #, Asset Serial Number 

▪ Line, Contract Line Number 

▪ Description, A description of the asset on this contract line.

▪ Duration, Duration of the warranty associated with this asset.

▪ Time Unit, Name of the measurement unit. 

▪ Start Date, The reading logged at the start of the meter duration.

▪ End Date, End date of the warranty

▪ Cover Children, Checking this box indicates the children of this 
asset are covered by this warranty. 

▪ Meter, Meter for which the current reading is being recorded.

▪ Duration, Duration of the meter. Will be in the unit of 
MEASUREUNIT. 

▪ Unit of Measure, Name of the measurement unit. 

▪ End Reading, End meter reading 

▪ Last Reading, Last reading taken for this meter. This should be the 
same as the most recent meter reading. An asset that was used 
before it was added to the system will have an asset meter 
reading. The last meter reading for an existing asset can be used as 
the initial meter reading for that asset in the system.

▪ Last Read Date, Date of the last reading for this meter. 
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Warranty/Service Contracts

▪ Terms and Conditions application

▪ You use the Terms and Conditions application to specify and to 
maintain a library of terms and conditions. You can add the terms 
and conditions to a purchasing document or to a contract. Terms 
can contain information such as liability concerns, shipping and 
handling details, and delivery time expectations.

▪ The terms entered in the Terms and Conditions application are 
available from tabs in the purchasing and contract applications. 
From the tabs, you can select a term from the library to associate 
with a purchasing record or with a contract record.
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Warranty/Service Contracts – More Actions

▪ View History, click view history to see all the status change 
history

▪ Manage Payments, The Manage Payments action can only be 
performed if the Payment Schedule flag is set to true
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Maximo KPIs, Start Center, KPI Manager, and KPI 
Viewer
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Contract Metrics
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Contract Metrics - continued
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Maximo Technology for FYI
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Platform Support – Maximo 7.6
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IBM Maximo V7.6 Links
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▪ IBM Maximo 7.6 Announcement Letter

▪ Maximo 7.6 Resource Page

▪ Maximo 7.6 Videos from IBM

▪ Maximo 7.6 New Feature Demonstration - Cohesive

http://www-01.ibm.com/common/ssi/ShowDoc.wss?docURL=/common/ssi/rep_ca/3/760/ENUSJP14-0603/index.html&lang=en&request_locale=en
http://www-01.ibm.com/support/docview.wss?uid=swg21692646
http://www-01.ibm.com/support/docview.wss?uid=swg27045529
http://www.cohesivesolutions.com/resources-and-news/webinars/


Thanks for Attending

Joe Jordan

Cohesive Solutions, Inc.

813-956-3549

jjordan@cohesivesolutions.com
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