How To Order Bulk Fuel
In AssetWorks

15June21

5 Steps

1. Create Purchase Order- In AssetWorks, Storekeeper Portal, create a Purchase Order.

2. Call your Fuel Contractor and order your fuel.

3. Add Attributes (Fuel Types and Additives) - In AssetWorks, once you confirm fuel types and
quantity, add Attributes to your Purchase Order update Purchase Order status to Open.

4. Receiptin Fuel- In AssetWorks, receipt in your fuel from your Purchase Order. Once you receipt in
your fuel, PO will automatically close for ordered same or overage quantity. Shortage quantity, you
will need to close both purchase order line and purchase order.

5. Paying for fuel- Integration from AssetWorks to Workday, will send total cost and supplier invoice #.
Pay invoice in WD. No integration will send back costs to AssetWorks.

AW Support
If you need to submit a Service Now (SNOW) ticket, on the AW home page, go to the Quick links section

located in the left margin, or click this https://iowadot.service-now.com/itsm
Requests for AW



https://iowadot.service-now.com/itsm

Ordering Fuel in AssetWorks

Step 1 - Create Purchase Order
Before you order fuel, check your tank balance to know how
many gallons you need to order in the AW. Go to the screens,
search for Fluid/Fuel -Primary screen, Go to Current Inventory,
check the quantity on hand Fuel gallons are tied to the AW fuel
tank capacity and fuel available to order.
1. Click on the StoreKeeper Portal.
Note: This view can be changed, see Job Aid named, “How to Change
Your Storekeeper Portal Layout for Fuel.”
2. Make sure you are at the correct Current Location for Fuel
tank you are ordering fuel for.
3. In the Purchase Order Gadget, click New PO.
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4. New Purchase Order screen Fill in following fields:

¢ Purchase Type field- select Fuel Orders.

* Purchase Order ID- automatically fills in after selecting
Purchase Type. This example, PO# 556602-MG-000027

* Location ID- automatically fills in from current location.

* Description- Recommended. This example is named Winter
Blend- type of fuel you are ordering.

* Vendor ID field with the Vendor supplying your fuel.
Click search box to find your Vendor. If you do not add it here
you need to add it before changing AW PO status to Open.

* Status- automatically fills in at Pending after selecting
Purchase Type. Keep your status at Pending status.

5. Click Save button.

TESTOR TRAINING ONLY - use only this Vendor ID for testing until go

Note: This is your Purchase Order Header information.

New Opened Filled in before Saving
PuchaseType [ ][] Purchase Type [ -] FUEL ORDERS INITIATED IN AW
Purchase Order ID || | Purchase Order ID |555602-MG-0I)002? |
Location ID [ 556602-MG - URBANA GARAGE ~| Location ID | 556602-MG - URBANA GARAGE v
Description | ] Description [WINTER BLEND |
Vendor ID | | Vendor ID [.-] kECK ENERGY
Vendor Store ID I:I |:| Vendor Store ID : |:‘
e oercote [ ]
Status | v Stalus [ PENDING - PENDING v
Expected Delivery = Expected Delivery ]
Deiivery T Delivery D
Funding Source I:I |:| Funding Source : |:‘

6. Purchase Order Line Item screen, go to Line Item Details section, under the

Purchase Order header field, fill in the required fields:

e Line Item type- Fuel (if you do not select this you will see correct fields to fill in)

* Description- Month and Yr. This example, March 2021

e Other ID- Fuel ( REQUIRED)

e Tank ID- Click on search box, the tank # assigned to the current location will be
your only options.

* Fuel/Fluid- fuel type will auto-populate. If this does not appear, submit a SNOW
ticket.

* Qty Ordered- # gallons. **For this example we are ordering 1,000 gallons of
winter blend.

* Unit Price — auto populates a unit price. This could be SO for a new tank.

e Status- auto-populates Pending.

Vendor

Pu rchase Purchase order ID

Purchase type
Order Description WINTER BLEND

Date ordered
Header Status PENDING

ected Delivery
A
[une e iee  [FUEL ] | pateoraerea i |[]
Purchase Description JUNE 2021 Other 1D [Fluer (-] FuEL PURCHASES
Order Tank ID [ Fuelifuid type [BsC (| oiEsELFUEL
Qty ordered [100 | Unit price [2.6418 | Default unit price

Line ISIatus [ PENDING - PENDING ~| Expected delivery ]

[J oK from unapproved vendor

Location 556602-MG [ .| URBANA GARAGE
Vendor contract ID [.]

7. Click Save button. A green box will appear “successful update “,

id

live with WD vendor ID 00003165107 || ... | KECK ENERGY _ |



Order Fuel and Select your Attributes- Fuel Types & Additives

Step 2 - Contact your Fuel Contractor and order your fuel. You can provide them your PO#, 556602-MG-00027. Recommend eliminating 0’s and tell
them, 586602-27. Then when you receipt in your fuel, you will use this as your invoice # which will be sent to WD to pay the invoice.
Step 3 — Add your Attributes (Fuel Types and Additives). You can do this step next or wait until your Fuel is delivered.

Purchase Order Detail

Vendor 00003165107 - KECK ENERGY - .

Purchase order ID 556602-MG-000027 8. Cllck Attrlbutes button
Purchase type FUEL ORDERS

Description WINTER BLEND

Date ordersd New Line ltem Files

Status PENDING Edit PO Header Attributes
Expected Delivery New Note | Comments
Needed By

Lead Days WA

Replenishment baich
(]

PENDING OPEN CLOSED ALL Edit Line Items

] Work Line # Part or Comment Vendor Part Manuf Part Manufacturer ty Qt:e';“l L Status Location aem Date Orderad Expected Delivery Lead Requirac
Orders No No Ordered V&' price Type Days

(] III JUNE 2021 100.00 100.00 5 2.64 PENDING eI MG - URBANA. pygy N/A

9. Click New Attribute button to select the fuel types you want to order.

I New Attribute I
Search:
L= Attribute ID ¥ Attribute Name Text Value Numeric Value D:
MNumber
Receive All ‘ Receive Checked ‘ | Review and Receive |
Back ‘ ‘ Delete Checked ‘ | Manage Receipts | Print All Lines

10. Click search 'J button on Attribute ID field.

MNew

Line Mumiber Dzte Walue Atfribute 1D

—l- —

Numeric Value Text Valua Comments

Path and File name | Save |

| 12

Cance |

Search:




Selecting your Attributes — Fuel Types and Additives

How to determine your Numeric Value for Fuel Blends
Attribute ID Starts with 7 item(s) found . .
I | 11. Sel he Attribute ID's (610 * Biodiesel Summer Blends-20%
BRI - Select the Attribute ID’s (RUSHIHESS * Biodiesel Winter Blends- 10%
And‘ Attribute 1D ~ | contains & Addltlves) you are Orderlng.
‘ | | Search | | Reset ‘ . .
Attribute ID < Attribute name Winter Blend Ex.- Ordering 1,000 gallons
E-85 85% ETHANOL ° 90 gallons ULS#Z
S100WR BIODIESEL SOY W & W/O RINS
SUMMER ADDITIVE SUMMER ADDITIVE ° 10 gallons SlOOWR
USTELD CLEAR 10% ETHANOL OXY GAS e 100 winter additive
ULS #1 ULTRA LOW SULFUR DIESEL #1
ULS #2 ULTRA LOW SULFUR DIESEL #2 . . .
WINTER ADDITIVE COLD FLOW TMPROVER 14. If you need to add more Attributes, click on the New Attribute button and
repeat Steps 10 -12. Once you have added all attributes, to close the Attributes
Note: Keep all Attribute entries in Line Number 1. screen, click on X in upper right corner.

12. Fill in the Numeric Value ( gallons) for each Attribute selected. \.D

Line Number Attribute 1D -
1v = [WINTER ADDITI| [ ... | COLD FLOW IMPROVER | Mew Attribute |
umeric Value Text Value Comments | Search:
100
ath and File name I Save I == Attribute ID ™ Attribute Nama Text Value Numeric Valua
= Number

S — COLD FLOW

=T yeleh AT D g - 00
/ Edit Delete 1 WINTER ADDITIVE IMPROVER 1

Edie el - ULTRA LOW SULFUR :

Edit Delete 1 uLs £2 DEISEL 22 90

13. Click Save after adding each Attribute.

BIODIESEL SOY W &
W/O RINS

Note: These are all on Line Number 1 of the PO.

Edit Delete 1 S100WR 10

The Attribute you added will appear in the line below.

You have the option to edit, add or delete any of these Attribute lines. It is

Line:[ALL_ ] recommended that you proof the Attributes types and quantity.
[ Newawbue | Note:
Search. e |tis very important to make sure the Quantities MUST match from PO line Qty
Number  Aftribute ID 7 Attribute Name Text Value Numeric Value and Attributes lines or the total cost calculations sent to WD for payment will
st Delete 1 winTer spprrive. £020 T not be correct.

* Diesel Commodities for ULS #1 And #2 need to add up to the line item total.
The additives should be the same as the sum of the Fuel Attribute types.
e This example, the PO Quantity and Attribute quantity is 100:

* Winter additive is 100 and ULS#2 is 90 + SW100WR (Bio) is 10 = 100. f'




Purchase Order Statuses — Change to Open - Validate Text Value Field(s)

After adding and saving your Attributes, you will be directed back to the Purchase Order Detail screen.

15. Click on Edit PO Header to change the PO Status to Open.

Fies

P R

Note: This field came from the Line Item Details, Description field.

16. Click on the Attributes button and look at your Attributes to make sure the cost are added in the Text Value column.
This Text Value field should update within 2 minutes after you change your Status from Pending to Open. You may need to close the Attribute screen

and reopen for the Text Value costs to appear. o : :
If these costs do not fill in each line, please submit a

D Service Now (SNOW) ticket. Do Not proceed to the

Line: next step until all Text Values appear. If you proceed
| NewAtribute | on without these Text Value costs, these costs will

Search: not calculate correctly and the invoice cost will not

Nll.l_ri:;er Attribute ID ~ Attribute Name Text Value Numeric Value match.
Edit Delete 1 WINTER ADDITIVE ;:I\‘?FII_F\BC)':.-’_EOF\H L0350 (00
Y s =2 ues Low surR o, [ Once these costs appear in the Text Value, your PO is
I S moieszsovwe oo, I completed. Close the Attributes screen, by clicking
Note: ' on the ‘X’

If you did not add your Vendor 1D, at Step 4, you will need to do this prior to changing

the Status of your PO to Open. If you try to save it, you will receive this error. If you need immediate help:

1. How to AW Fuel functions contact Todd Cogdill.
& Value i required for Vendor ID - FRERR- 3 2. Once you receipt the invoice, if your costs do not match,
contact Jean Gustafson in Purchasing.

How to add your Vendor ID

1. Click the Edit PO Header button.
2. Add the Vendor ID.

3. Save.

Note: If your Vendor ID cannot be found, please submit a Service Now (SNOW) ticket. /Q'

A

Provide the Vendor ID name you are Iookini for. ;




Print Out Your Purchase Order - Print All Lines

If you want to print out your fuel Purchase Order, click on the Print All Lines red text located at the bottom of your Purchase Order.

Enterprise Purchase Order @IDWA DOT
| Receive All | | Receive Checked | | Review and Receive |
| Back | | Delete Checked | | Manage Receipts | Print All Lines PO #: 556602-MG-000027
Vendor: (00003165107) Keck Energy
Vendar: Contact:
Keck Energy Phone:
Note: 501 Sw 7Th St Ste D Fax:
. . Des Moines Email:
If you are unable to print this out, check your Pop Up Blocker DES MOINES
settings.
. . From: Ship To:
If you want to print this PO, you must be able to allow Pop Up URBANA GARAGE URBANA GARAGE
Block 5397 315t Ave Urbana, TA 52345 5397 315t Ave. Urbana, 1A 52345
ocker. United States Us
To allow pop-ups. After clicking print all lines click the pop- Ordered: 05115201 10,08 Expected: o Goet 5138
blocked icon in the right of the web address bar.
Line Fuel | Fluid Quantity  Undt Price Tax Est Total
. x 1 =FUEL> DS5L - DIESEL FUEL 100.00 2.61 0.00 326128
o = ul
E".':.I Pop-upblocked ¥ 2 # &
Then click Always allow pop-ups and redirects and click
done.
x
Pop-ups blocked:
= https://fatrpt01.a5...DOT Test&UserlD=LGRAHAM
Always allow pop-ups and redirects from https://
fawebt10.assetyworks.com
i (O Continueb ocking H
| N |
AssetWQRKS ©2021 AssetWorks LLC. All Rights Reserved. Page 1 of 1

Report Date: 6/15/2021

_@



2 Error Examples — Quantity Not Equal or Text Value Missing

1. Quantity Not Equal - Because of blends being different quantities, there is no validation between the quantity on purchase order line and Attribute
Id’s line. This was built the same way you do it currently on DOT Purchase Orders.

As shown in this example below, it will allow you to put in different quantities. The PO quantity was 500, the Attribute quantity was 600. This will not
calculate the correct costs that will be sent from the PO to Workday.

Purchase Order Detail

‘endor 00003165107 - KECK ENERGY Line ltems: 1
order I 552322-MG-000011

) FUEL ORDERS
1pe PENDING OPEN CLOSED | ALL Edit Line ltems

TEST CLOSE SHORT 82

040572021 12:58 FM plewjtnelion = o T Qty not Unit
OFEN Edit PO Haader Attributes L Orders ~ Une# LA LS, Orderea [V price S ol
very Mew Mote Comments o . — T — 1 . ) 552B22-MG -
D :I CLOSE TEST SHOAT #2 APRIL S00.00 S00.00 % 2.02 PENDING ELKADER GARAGE

WA
Replenishment batch
10]

: Line:[ALL_ v]
Line Items: 1
PENDING = OPEN  CLOSED | ALL [EditLine tems |[__Expandal ][ GollapseAll Searcn: |

Qty not Line

[ ::‘ = Line # Part or Comment Qty yet \pmuit Status Location Line: Incm Date Ordered Number Attribute ID ¥ Attribute Name Text Value Dz
ers Ordered Received price Type
- ULTRA LOW SULFUR
552822-MG - Edit Delete 1 LS #1 -
O I:I CLOSE TEST SHORT #2 APRIL 500.0¢ 500.09 $2.02 OPEN ;f; .f‘j.ézré»\: age  TUEL D4/05/2021 12:56 PM o - DIESEL #1

2. Text Value Missing — As shown in the example below, the Winter Additive Attribute ID Text Value is blank. This will not calculate correctly. If this
happens, you can submit a SNOW ticket, do not proceed on until this cost gets fixed. Create a SNOW ticket.

b -
Line: Eai

Line Mumber Diate Walus Attribute 1D
| Mew Attribute | rai) WINTER ADDIT| [ ] COLD FLOW IMPROVER
Search: | Mumeric Value Teuxt Walus Comments
‘ [1000 | [.o1o | | cosT was MOT LoaDED] |
Lire o Path and File name Save
e Abtribute ID Abtribute Name Text Value Numeric Value 1 = | |
e WINTER COLD FLOW I
I ADDITIVE IMPROVER

ULTRA LOW SULFUR

Edit Delete 1 ULS #2 TE=ol A 1.9250 300 .
e Line: | ALL W

BIODIESEL SOY W B

Edit Delete 1 S100WR — 5.2410 o
o = W/0 RINS | Mew Attribute |
Search: |
Line
-
T Attribute ID Attribute Name Text Value Numeric Value De
Y WINTER COLD FLOW
Edlit Delata 1 ADDITIVE MEROVER I 018 I 1000
R
Edit Delste 1 ULS #32 LETH AL e 300
DEISEL #2

BIODIESEL SOY W B

Edit Deletz 1 S100WR WD RINE 5.2410 100 ’ '




Error Examples — What If Can’t See All Your PO’s?

When you are searching for PO’s in the Storekeeper Portal Location and not showing up but they are seen in the Enterprise Purchasing — Purchase Orders screen.

Enterprise Purchasing - Purchase Orders

ADMINMODE ~ CHANGE RECQUES

In this example, you see PO #1 is Open

AssetWORKS

ol & status and PO #2 is at a Pending Status in
Save | Canc Export . .
e | e || B /the Enterprise Purchasing screen. If you Cumen Locaton. [E530T3E - ELIADER GARAGE <
. . Divest Issues Bin Aasignment Retum Shigping Bina
£ Fushessode®  Locaten 4 look in the Storekeeper Portal, click the
553609-MG-000002 553603-M6 oFEN SPRING BLEND-2 00003165107 Purchase Orders button' it on|y shows PO Y e —
_
7 553609-MG-000001 533609-MG PENDING SPRING BLEND 233035 . F
ML SAELEE . i AR #2 in the Storekeeper portal. s Now PO
»
AssetWORKS G5
Basic Info 3
Purchase Order Man t
More Info Basic Info urchase nagemen
Current Location [553609-MG - ONAWA GARAGE ]
Comments [E3605ME_|v  [ONAWA GARAGE
R [FUELORDERS |v  |FUEL ORDERS INITIATED IN AW 04142021 05:33 | v Purchase Orders: 1
refems [ — — —
oSN 00003165107 »[KECK ENERGY; 501 W 7TH STSTE Dy "
Related Work Orders %' : : Purchase Order ID Description Status Ordered - Days Open Expected Lead Days Weed by Vendor
MZtE'S USD |+ USDOLLARS 553609-MG-000002 SPRING BLEND-2 OPEN 0471472021 Q N/A 00003165107-KECK ENERGY]
Cosed [ i
Attributes Expected lead days | N/A
Files sews  [FENDNG |« total amount (0,00
—_— ’ H . .
1. To see all PO’s, click Define Filter button
2. This Filter Default View appears.
13
current Fitter D™
Define Purchase Order Filter s Oomn or Pending Lines:
Purchase order ID \:IB l Define Filtar l Clear Filter
St —
Date ordered range Frem [ fra Ry Irul Define Purchase Order Filter
Date expected rangs From [__. | B 7o [ [Jrul Furehass ordar [0 rl
— o< Note:
Vendar Stors 10 [— e — — - You can see purchase orders by
endor Contract ID :IB Date expected range :w‘hl___ . | Tol | ) h. b S
\ D searchnin tatus.
S o seneer 2 = &y
— — corse 0 =
Replenishmant batch ID I Vander Saniact [ [
Part ID - Suffix [ |-|:|B| Lockup | Purchass type ][]
WO LocfriNumber [ |B| [ | Approva [
Has unprinted lines /—|V Replenishment batch ID
IHas gosnor Eendinalnes NO vl Faet 10 - Sufie -l I | Lothip |
Equipment IO \:I WO Loa Number | =] |
\ Has ungrinted lines | |
Equipmant ID [=]

3. At the Has Open or Pending lines field, Remove No, leave it blank.
4. Click Apply Filter, located at the bottom of the screen.

Then all PO statuses Pending and Open will appear in the Storekeeper Portal, Purchase Orders screen.
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