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Course Description 
This class is designed to teach the basic features and functions of QAD Enterprise Asset Management. The 
topics cover maintenance, inventory, purchasing, and project controls. 

Topics will be presented and then practiced with hands-on exercises. On the last day, students will have the 
opportunity to test their understanding and knowledge by working on an extended exercise covering most of 
the topics discussed during the class. 

Course Objectives 
By the end of this class, students will: 

• Have a thorough understanding of the concepts underlying QAD Enterprise Asset Management 

• Understand how to navigate and configure the system for optimal use  

• Be able to demonstrate how EAM can benefit an organization’s business goals 

Audience 
This class is intended for any EAM user, including maintenance managers, system administrators, project 
engineers, and purchasing supervisors, as well as QAD R&D and Services and Support personnel. The EAM 
course is the first step on the Enterprise Asset Management learning path. 

Virtual Environment Information 
The hands-on exercises in this book should be used with the latest Enterprise Edition learning environment. 

Additional Resources 
If you encounter questions on QAD software that are not addressed in this book, several resources are 
available. The QAD corporate Web site provides product and company overviews. From the main site, you 
can access the QAD Learning or Support site and the QAD Document Library. Access to some portions of 
these sites depends on having a registered account. 

http://www.qad.com/ 

QAD Learning Center 
To view available training courses, locations, and materials, use the QAD Learning Center. Choose Education 
under the Services tab to access this resource. In the Learning Center, you can reserve a learning environment 
if you want to perform self-study and follow a training guide on your own. 

QAD Document Library 
To access release notes, user guides, training guides, and installation and conversion guides by product and 
release, visit the QAD Document Library. Choose Document Library under the Support tab. In the QAD 
Document Library, you can view HTML pages online, print specific pages, or download a PDF of an entire 
book. To find a resource, you can use the navigation tree on the left or use a powerful cross-document search, 

http://community.qad.com/
http://www.qad.com/
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which finds all documents with your search terms and lets you refine the search by book type, product suite or 
module, and date published. 

QAD Support 
Support also offers an array of tools depending on your company’s maintenance agreement with QAD. These 
include the Knowledgebase and QAD Forums, where you can post questions and search for topics of interest. 
To access these, choose Visit Online Support Center under the Support tab. 

 

 





  
 
 

 

CHAPTER 1 

General Navigation and Configuration 
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General Navigation and Configuration 

 
 

With the March 2015 release of EAM, the naming convention for the software has changed from the previous 
v12.x nomenclature to align with the EE naming convention. In general, EAM is now called “EAM 2015.”    

http://community.qad.com/
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Overview 

 
 

With this class, you start to move into digestible bites of the software.  
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QAD EAM Modules 

 
 

This section explores the key functionality in EAM, specifically around the four major modules of the 
software.   

http://community.qad.com/
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QAD EAM Overview – Four Main Modules 

 
 

Each of the four main modules is explored in-depth throughout this guide, but the following information is 
important to kick things off.  
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Accessing the System 

 

http://community.qad.com/
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Log In 

 
 

EAM 2015 runs in the QAD AppShell when run against QAD 2015 EE. There is one icon and one login when 
EAM runs against 2015 EE. When you log in to QAD, you also log in to EAM. In this environment, EAM 
appears as an EE Main Menu option. Be sure to select the proper “Log on to” environment. Note that, when 
EAM is run against an earlier version of EE, or any version of SE, EAM still has a separate login.  
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Main Menu 

 
 

When you log in to EAM 2015 when it is under the EE 2015 AppShell, and the user ID has permissions for 
EAM, the EAM menu structure appears in the EE menu structure as “Enterprise Asset Management,” as seen 
on the left. When using EAM 2015 against earlier versions of EE or against any SE version, EAM remains 
stand-alone, and the menu structure appears as it does on the right side of the slide.   

From this point forward, the navigation and menu structure for EAM remain the same, regardless of whether 
EAM is in the EE AppShell.  

http://community.qad.com/
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General Navigation 
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Standard .NET UI Features 

 
 

Each of the topics in the slide is covered in more detail in the following pages.  

EAM 2015 is now under QAD’s AppShell.   

http://community.qad.com/
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EAM is Under the QAD EE AppShell 

 
 

EAM 2015 is now available to run in the same instance of the AppShell and in the same workspaces as EE. It 
is visible in the EE menu when properly licensed.  

Login and Password Changes. EAM 2015’s login process has been altered to comply with Enterprise 
Edition 2015 rules. When running in the same AppShell with Enterprise Edition 2015, EAM uses the EE 
password policies. Additionally, if LDAP integration is enabled in EE, EAM relies on EE to validate the login 
ID and password. EAM retains the rest of its security mechanisms, including EAM Role and User/Role 
functionality.  

ERP login ID and password maintenance have been moved from the system registry to a new action on the 
System Control browse. Users with permission to access this action can enter the ID that EAM uses to access 
EE APIs. The password for this ID also can be entered and changed. It is protected from view so that it 
remains secure and, when changed, must be entered twice to ensure that the user entered the value accurately.  

When a password is changed in a merged 2015 AppShell, EAM does not check to see if the new password 
matches the old or previous passwords. When a password is reset in EE by an administrator and the next login 
forces a password change, EAM does not check to see if the new password matches the old or previous 
passwords. EAM’s Change Password User browse action is disabled in a merged 2105 environment. 
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Prior Version E-mail Hyperlinks Inactive. As a result of EAM’s move into the core AppShell, some of 
EAM’s menu IDs changed. This change caused the hyperlinks in EAM e-mails to break. When upgrading to 
EAM 2015, the links in all e-mails prior to the upgrade no longer work.  

User Maintenance. When EAM is integrated with EE in an environment that has QAD 2015 EE or higher, 
the addition or deletion of system users within EAM is no longer allowed. These actions must be completed in 
EE and downloaded into EAM. 

http://community.qad.com/
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EAM Interface 
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Favorites 

 
 

The Favorites pane is a user-specific menu that you can create using menu options or drag-and-drop 
techniques. You can add, remove, and organize your Favorites list with its right-click menu. 

You can even create your own folder within Favorites to organize your common or related tasks. Favorites 
can be set to Auto-Start, which is a great feature for limited users who use only one module such as Service 
Requests.  

http://community.qad.com/
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Browse 
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Group a Browse 

 
 

When reviewing data inside a browse, it can be helpful to group the records based on information in the 
record. Simply turn on the Group By option and then drag and drop the column header for the field that you 
want to group by. 

You can group by single or multiple columns. Simply move the column headers around to implement the 
order you want. 

http://community.qad.com/
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Custom Filters 

 
 

EAM 2015 filter capabilities are powerful. In some cases, the use of these filters can allow a browse screen to 
become a report. 

Use a filter to specify the information displayed on a specific browse. Each module has a number of fields that 
can establish the criteria for filtering a browse list. Advanced filtering allows you to use And and Or functions 
in order to have complex filters, as well as using parentheses ‘(‘and’)’.  

Filters are automatically saved within the browse and are available for selection in other areas such as reports. 

The Fields list displays all possible fields in the database entry associated with the current module. Click one 
to move it to the Filter Criteria list. Specify the value in the list; for example, to filter records by this month, 
enter: 

this month OR  

past 30 days 
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The system can process plain language commands such as past year (versus 365 days) or your name (as 
opposed to user ID). When adding multiple filter criteria, select AND to indicate that the filter records must 
meet all criteria; select OR to indicate that the filter records meet any one of the filter criteria. 

Another filtering mechanism is parentheses. Enclose parts of the filter criteria in parentheses to indicate that 
this value is the first, and most important, filter criteria. The system follows mathematical progression when 
filtering records (criteria in parentheses first, then AND, then OR from left to right). 

Use the Up and Down buttons to change the filter priority. Click Delete to move the criteria from the filter list. 
Fields removed from Filter Criteria remain in the database. 

For example, a planner filters by all equipment associated with a specific user ID, with a status 1 or 2, and by 
cost center.  

http://community.qad.com/
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QAD EAM Tab View 

 
 

Most of the EAM recordkeeping occurs in the tab view. Your system administrator may remove fields, so 
what you see in training or at the start of an implementation is not necessarily what you see on your 
production desktop. Also, required fields (mandatory fields) are configurable by site, so the training 
environment may have more, less, or different fields to those in your production environment.  

QAD recommends that you do not remove fields until all users have reviewed and confirmed that the fields 
are not in use. QAD wants to ensure that users are aware of all available fields to avoid a situation where users 
are not happy with the software because they think that EAM does not have the fields they need.  
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Records 

 
 

In EAM, you can find initial information on the first displayed tab page when you open a record. However, 
additional information is contained in the other tab pages, as well as within the various submenus associated 
with the record.   

The labels on the tab pages and the submenus vary, depending on the type of record you are viewing. Many of 
the foundational records in EAM have tabbed pages and submenus. The submenus provide access to related 
information such as work order or service request information associated with the selected equipment record. 

A helpful way of remembering where to find information in a tab page versus a submenu is to focus on the 
relationship to the base record. If there is a many-to-one relationship, then the submenu is the place to look. 
For example, compare equipment records to work orders – a single piece of equipment is likely to have 
multiple work orders over the course of its life.  
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Records – User-Defined Fields 

 
 

User-defined fields are “spare” fields found on all foundational records in EAM.  

User-defined fields include the following types:  
• Character with lookup tables 
• Character free-form entry 
• Decimal fields  
• Integer fields  
• Date field 
• Logical field (yes/no) 

User-defined fields can be relabeled. Some record types, such as the “Character with Lookup”, can link to 
validation tables.   

These fields can also be made mandatory and hidden/visible, as with other standard fields on a record. If no 
user-defined fields are used in a module, all fields can be removed, but note that the removal of a tab restricts 
the ability to re-add the tab later. 
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Records – User-Defined Fields 
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Lookups 

 
 

Many fields display a small magnifying glass icon. This indicates that a validated table is associated with the 
field. Click the icon or use the Alt+L keyboard shortcut to display the lookup. The lookup lists available valid 
values; select one from the list by double-clicking. 

Date fields have an associated calendar. Click the drop-down icon next to the field or use the Alt+L keyboard 
shortcut to display a calendar where you can select the required date. 

When a lookup is activated, the view is the default view from the browse. You can add columns as needed to 
find the required record to select. 
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Printing and Exporting 

 
 

You can print and export the records in a filtered browse, including any added columns. If you want to print a 
single record, create a filter for it and print from that view.   

Note: This is NOT the same as printing a document such as a work order or a purchase order. This 
functionality can be used to replace many of the list-type reports that businesses often require. 
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EAM Configuration 

 
 

Now that you have seen an overview of the EAM business space and the general system features, let’s explore 
the key functionality in EAM, specifically around the four major modules of the software.   
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Configuration Overview 
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Configuration: System Controls (Database) 
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System Control Levels 

 
 

When configuring EAM, it is important to understand that different settings are available at different levels 
throughout EAM.   

Database-level settings control high-level configurations that affect every domain, entity, and site in that 
database.   

Domain-level settings control functionality for all the sites within that domain.   

And finally, site-level settings affect functions only within a specific site.   

Throughout this portion of the guide, at the top of each slide, this diagram is used to help you to understand at 
which level each configuration is set.   
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Database-Level Settings  

 
 

Certain aspects of EAM are applicable to the entire database, regardless of domain or entity/site. These 
include such things as registry settings, job controller options, password restrictions, and SMTP settings for 
corporate e-mail connection.  
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Screen Editor 

 
 

The Screen Editor is a powerful tool. For this training, it is sufficient to know that you can modify field 
visibility using the Screen Editor; however it is NOT recommended that you modify screens until you have 
sufficiently vetted your business processes and are confident that you know which fields you need. Often, 
users are unaware of other available fields that have been hidden and they begin to consider the software 
incomplete and inadequate.   

Keep in mind that modified screens also present a challenge to Support, and for that reason, access to this 
screen is usually tightly secured to only the system administrator and designee at a company.   
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Configuration: Domain 
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Domains, Entities, and Sites 

 
 

EAM configuration must match the QAD ERP setup to allow vital information and transactions to flow 
properly. The most basic consideration in this setup is the overall hierarchy of information. Below the actual 
database level, the primary hierarchy consists of:  

Domain 

Entity 

Site appears as a more contained silo in EAM than in ERP. The ERP focuses more on the entity level, and 
EAM allows further division below that. 

Not only must the Domain  Entity  Site setup and combinations match, but also certain settings associated 
with the levels must match the ERP configuration. This is one of the reasons why it is critical for the EAM 
group to be involved with final ERP decisions regarding chart of accounts and basic ERP configuration in a 
new enterprise-bundled product implementation, and to be kept apprised of any changes on the ERP side for 
the duration of use. These include base currency, mail server data, password restrictions, and daybook codes.  
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Domain Settings 

 
 

EAM includes domain-level maintenance settings such as work order and PM scheduling, authorization 
settings, and reopen capabilities. There are also domain-level inventory settings such as inventory costing 
method, ABC settings, and other optional settings. Additionally, EAM includes domain-level settings for the 
purchasing area such as buyer and receipt limits. The domain’s base currency is recorded here. These are 
covered in detail in the following pages. 
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Domain Settings – Detail Tab 

 
 

Under General|Business Units|Domains, you can see the domains and their settings. The domain description is 
found on the Detail tab. When integrating with the core QAD product, this information should match the ERP 
system’s domain information. Also on the Detail tab is the language setting, Bill-To, Ship-To, and Clause 
Type codes required for integration. This information tells EAM where to look for the data that will be 
downloaded into EAM. Typically, the fields are ‘company’ for Bill To and Ship To and ‘*’ for the Clause 
Type fields. For QAD Enterprise Edition integrations, a daybook code is required. Record a daybook code that 
has been defined in the core QAD application. 

http://community.qad.com/


 General Navigation and Configuration     53 
  
 

Comments? Go to goo.gl/MfwKHm   

Domain Settings – Maint Tab 

 
 

Domain-level settings for the maintenance functions are found on the Maint tab. The Equipment section 
handles the building of the equipment Bill of Materials (BOM) and the data source. The CIM Load settings of 
Reading or Usage are read when you use a batch load routine to upload Equipment Driving Unit of Measure 
(DUOM) readings. Use the setting that defines how the source data is captured.  

In the Maintenance module, the setting that controls whether work order and/or service request authorizations 
are required is configured at the domain level. You can also determine the days of the week on which the 
system can automatically schedule maintenance when work orders are created. 
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Domain Settings – Inventory 

 
 

Inventory settings, such as the costing method, are configured on the Inventory tab. Companies can decide 
whether they want to integrate their maintenance planning with their inventory controls and purchasing 
controls by using inventory reserves. These settings allow a company to put inventory on reserve and to 
determine whether any reserved inventory should be considered when reordering stock. The ABC fields are 
available for use in inventory cycle counting. 
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Domain Settings – Purchasing 

 
 

Purchasing settings are defined on the PO/Reqs tab. Purchasing limits (for buyers and receivers) are generally 
defined at the corporate level within the company’s “Spending Limits of Authority” or other financial 
controls. For this reason, purchasing settings are configured at the domain level in EAM and are enforced 
consistently across all entities/sites. The base currency of the domain is set here, and you must select the 
Create PO When? field for any new domain, regardless of whether the company is using Purchasing. 
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Configuration: Sites 
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Site-Level Settings 

 
 

Below the domain-level settings, EAM also provides many configurable site-level settings to help each site to 
manage its reliability program according to its own localized requirements. The QAD Enterprise Asset 
Management User Guide provides more detail on each of these settings, but some of the more important 
settings controlled at the site level are:   

Purchasing Approval Methods: Because most corporations define high-level financial controls for 
purchasing, but leave the more detailed control to each facility, you can define Purchasing Approval Methods 
at the site level.   

Each site within a domain typically has a different shipping address, and may even receive invoices directly 
for approval, rather than having them sent to a centralized location.   

EAM provides various inventory controls that primarily drive site-level reporting. For example, at one facility, 
the management may not want to include physical inventory adjustments as part of inventory usage, but at 
another facility, inventory loss may be of such concern that management want to include these adjustments in 
reports of inventory usage.   
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As with purchasing, most corporations define high-level controls for the approval of capital and expense 
projects, but at the site level, those controls may be further broken down at the discretion of site-level 
management.   

EAM allows each site to maintain a sub-set of the overall chart of accounts, as needed, to further control and 
report financials. You can define default accounting information for each transaction type and exception 
handled. 
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Basic EAM Security 

 
 

To access EAM, a user must first have access to QAD and then the user can be assigned specific EAM access.  

In EAM, the security is role based, meaning that a single user can be assigned multiple roles, as needed, to 
fulfill his or her job, without the need for multiple logins.   

Security is also site specific, so you may have access to certain EAM functions in one site and not have that 
same access in other sites. 
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Basic EAM Security – Roles  

 
 

The definition of security roles in EAM is a visual process. Controls are available at the overall access level 
(Full, None, or Partial) to quickly define access at the high level. Menus, submenus, actions, and toolbar 
functions can be secured by role with an easy to use visual layout for evaluating the definition.   
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Setting Up Users in EAM 2015 

 



62     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Setting Up Users in EAM 2015 
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Completing User Setup in EAM 

 
 

The user ID provides controls that are important to an individual’s use of EAM.   

At the user level, the following additional controls apply:  
•  PO approval limit  
•  Requisition approval limits (capital, expense, and project)  
•  Over-spend limits (for when budgets are used)  
•  Project approval limits  
•  Accounts/cost centers that the user is authorized to use in purchasing  
•  User-based approval routing, if applicable 
•  Internet mail settings  
•  Print controls for including a title page on reports  
•  EAM mail notification options  
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Mandatory Fields 

 
 

It is important to ensure that the mandatory fields support the business process. For example, if a sub-account 
is needed on every GL transaction, then Sub Account should be a mandatory field. On the other hand, if a 
field is not required or not used, making it mandatory will confuse the user and add an unnecessary additional 
step.  

Conditional mandatory fields, like Job, allow a field to be mandatory only when the project is entered.  
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Sequences   

 
 

The Sequences defined in this screen drive the numbering of certain sequential records in EAM. When a 
sequential record is created, EAM automatically increments the number on this screen and displays the next 
sequential number.   

Some records must be unique across all sites and, therefore, are defined at the database level. In general, 
database-level records are records that may be shared across sites or that must always be unique upon being 
passed to ERP (such as the receiver number). 

Other sequences are used on site-specific records. These records are combined in the EAM database with a 
site number to make them unique. Also of note is that the PO number, which is passed to ERP as a record 
identifier, can be combined with a site-specific prefix in order to ensure that, within the ERP system, the EAM 
PO number does not “step” on the same number from another source.   

In implementation, the sequences defined on this page require thorough consideration.   

IMPORTANT NOTE: After first loading master data like instruction lists and PM templates, be sure to 
update the sequence numbers. Also, if you select New for any of these types of records, but do not save the 
record, the sequence number is not reused. 
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ERP and EAM Shared Data 

 
 

In addition to the GL calendar, ERP and EAM share the following data for which the ERP system is the 
system of record:  
• Cost centers/accounts/sub-accounts  
• Bill-to/ship-to records  
• Budgets  
• Currency (with currency conversion factors)  
• Languages 
• Project numbers  
• Standard clauses  
• Terms  
• Vendors (suppliers)  

Note that new records must first be downloaded manually to EAM, but thereafter, EAM’s background 
processes manage updates to the existing records with the Job Control programs. 
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Financial Controls 

 
 

EAM provides a level of financial control beyond that in ERP by allowing you to restrict which cost centers 
and accounts users are allowed to perform transactions against such as in purchasing. Cost center restrictions 
are the most common. Account restrictions can become cumbersome to maintain.   

Cost center and account groups are NOT the same as cost center and account approval groups. The cost center 
and account groups only control which cost centers and/or accounts a user may use for requisitions.   

The GL calendar in ERP is critical for defining and controlling financial periods, and for this reason, EAM’s 
GL calendar should be synchronized with the ERP GL calendar. Note that closing a period in ERP does not 
automatically close a period in EAM. EAM closure is a separate and manual activity.  

Note: You cannot re-open GL periods in EAM. 
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Basic Master Data  

 
 

Master data is primarily the means by which a company intends to organize and report upon data. Aside from 
the synchronized codes previously discussed, EAM provides many master code tables to assist with slicing 
and dicing your data.   
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Configuration – Review 
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Maintenance 

 

http://community.qad.com/


 Maintenance     73 
  
 

Comments? Go to goo.gl/MfwKHm   

Maintenance – Overview 
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QAD EAM Modules 

 
 

Now that you have seen an overview of the EAM business space and the general system features, let’s explore 
the key functionality in EAM specifically around the four major modules of the software.   
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QAD EAM Overview – Modules  

 
 

As we continue through this class, it is important to keep in mind that EAM has four major modules, or areas 
of operation, as well as to keep in mind how each area contributes to a facility’s overall reliability, lean 
initiatives, and cost controls. Understanding the value proposition for each area and how the areas work 
together will assist you in designing the proper solution for any business need around EAM.   

Notice how each of these modules addresses business drivers. As you begin to link business drivers with 
EAM functionality, you will better understand the overall domain space of EAM.   

This section of training pertains directly to maintenance. 
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EAM Modules 

 
 
• Purchasing  
• Inventory  
• Maintenance  
• Project Controls  

These modules are the portals with which users interact to accomplish their daily tasks. Notice how each of 
these modules forms a piece of a complete circle. While certain elements of EAM can be implemented 
without implementing others, EAM is at its best when all four modules work together to form a true 
Enterprise Asset Management solution.   

In the various sections of this EAM training class, you will explore each of these modules and learn the 
business space of each. 
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Course Objectives 
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Maintenance Overview 
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Plant Maintenance Overview 

 
 

Within an organization, the maintenance department is responsible for making sure that the equipment is 
running at optimal levels. The goal is to ensure that the equipment is available when needed to support 
operations, but at the same time, the maintenance department must schedule its work around when production 
is using the machines. Companies that invest in computerized systems are looking for ways to make their 
equipment and the maintenance department more efficient. 

Within a computerized system, use the Maintenance section to drive the work order process for maintenance 
and repair operations. This application includes all preventive/predictive maintenance (PM/PdM), plus 
planned and unplanned work to keep equipment operating at capacity.  

Every business has supporting facilities and equipment (assets), whether the organization makes cars, builds 
planes, creates software, or provides education. If these assets are not well maintained and managed, the 
efficiency of the business suffers. Use EAM to establish equipment records and hierarchies, to create work 
orders from service requests, and to perform preventive maintenance. Use EAM to track the total cost of 
labor, materials (internal and external), and subcontractor services. 

The basic building block of the maintenance operation is the equipment record.   
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Reference materials, such as World Class Maintenance Management by Terry Wireman, provide a solid 
foundation for understanding the maintenance business space.   
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Maintenance – A Personal Example 

 
 

When you think of maintenance in a personal example, you can use the same philosophy that companies use 
for maintenance of their production equipment.   

How do you ensure that “Old Faithful” is ready when you need it?   

You perform preventive maintenance by: 
• Changing the oil every three months or 3000 miles – Calendar/DUOM PM 
• Washing the car following heavy snow, salt – event based 
• Filling the air in the tires based on pressure gauge reading compared with min/max requirements from the 

OEM 

You perform corrective maintenance as needed: 
• When you have a flat tire 
• When the battery goes dead 
• When the car does not start 
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How do you schedule the maintenance? 
• When will the car be available for an oil change? (Scheduled outage) 
• What if the car breaks down? (Unscheduled outage)  

Do you have the inventory to take care of your car? 
• Some items are in stock, like your spare tire  
• Some items are not held in stock but you want to have the part number handy in case you do need it – like 

wiper blades, oil, and air filters  
• Some items you might make to keep in your car like a CD burned with music designed to put the kids to 

sleep. This is what a plant would call an internally fabricated part 
• You must keep track of your insurance card, which is a virtual part for your car. 

When buying the items or things you need, it is important to know the details of what might come up. 
• Stock parts  
• Non-stock parts  
• Fuzzy dice to hang from the rear-view mirror (definitely a spot buy!)  
• Services – car wash 

When you need repairs or work, do you call your mechanic for an appointment and describe the problem? 
(service request) 

Is it not also important to know your cost of ownership? Do you include just your monthly payments and 
insurance, or do you also add in the cost to fill the tank, keep it clean, and get the oil changed? How do you 
decide when to replace “Old Faithful” with a newer model? 
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Who uses EAM Maintenance? 

 
 

The Maintenance module’s most robust users include employees in the maintenance organization, and often 
the Engineering and Quality departments. As you would expect, these power users leverage EAM for 
planning, scheduling, detecting trends, and predicting failures. However, it is important to note that an 
organization that is properly using EAM allows anyone in the organization to enter a service request, though 
these users are not considered power users.   

Think of it like this: the service request is the organization’s best practice method of alerting the Maintenance 
department of something requiring attention. The nature of service requests can range from a production line 
supervisor notifying maintenance of a potential issue with production equipment, to the front office notifying 
maintenance of a blown light bulb. By entering a service request, the requestor receives notifications of its 
status, allowing the maintenance organization to plan and schedule work based upon priority rather than being 
called from task to task in a reactive manner. 

So, anyone and everyone can use EAM to help Maintenance to reach their goals. Therefore, you can say EAM 
Maintenance is used by everyone in a facility.  
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Maintenance Role in EAM  
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Key Concepts 
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Maintenance Key Concepts 
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Maintenance Key Concepts (cont.) 
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Maintenance Best Practices Goals 

 
 

Until the last few years, the target ratio of preventive maintenance (PM) to corrective maintenance (CM) was 
80:20. However, since then, the bar has been raised to world class being 85% preventive and only 15% 
corrective.   

http://community.qad.com/


 Maintenance     89 
  
 

Comments? Go to goo.gl/MfwKHm   

Maintenance Best Practices Goals 
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Maintenance Setup – High Level 

 
 

This section explains the high-level configuration and record settings that drive the Maintenance functionality. 
Later in this course, we will cover certain aspects of setup in much greater detail.   
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Maintenance Setup – Key Settings  

 
 

At the domain level, the key settings for EAM include defining if and how a Bill of Materials (BOM) is built 
when inventory or parts are used. Companies may wish to have service request or work order authorization 
turned on so that work cannot begin without official approval. You can define the days of the week for PM 
tasks with Labor Scheduling, and PM scheduling can be set up on a different schedule than CM scheduling.   

At the System Control Settings level, no settings are specifically related to Maintenance other than the options 
to turn on Revision History tracking for master lists.   

On the site-settings level, as with the other modules, the ability to define certain key accounting defaults in 
advance ensures that labor credit is accounted for properly. Also, on the site level, you determine whether the 
Equipment lookup screen displays equipment records in list form or if the drill-down “parent/child” 
relationship should display.  
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Maintenance Setup – Key Settings  

 
 

The Employee record contains many settings to support maintenance. Employees who are planners, or the 
responsible person of record, must be marked with that designation to make them available on lookup lists. 
All technicians who will be assigned to a work order or have labor posted for them must have the Assigned? 
field selected and have a pay rate entered on their record. Note that the pay rate is typically NOT the actual 
pay rate for an individual, but a blended rate applied to all resources in the department.   

You can also assign default labor accounting on an employee record to have accounting used on the credit 
side of the transaction when labor costs are debited to the equipment. Labor transactions may be internal to 
EAM for cost tracking in EAM or may generate GL transactions to send to ERP. 

Owner groups are a great way of implementing record-level security if you have different groups with the 
same security access such as to modify equipment. Be cautious and assign security access for records to 
owner groups rather than individuals to keep a record from being permanently restricted if an individual with 
record-level security leaves the company.  
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Equipment Record Overview 

 
 

Use Equipment to store and track the following information: cost analysis, failure analysis, bill of materials 
(BOM), driving units of measurement (DUOM), serialized components, tracking, and service requests. Track 
regularly scheduled work and breakdowns while collecting repair and maintenance cost information for each 
piece of equipment. 
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Equipment Record Overview 
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Equipment Record Overview 

 
 

The accounting defaults on the Equipment record are critical to ensuring that costs are posted to the proper 
cost center/account/sub-account. While accounting on the Inventory records is not usually encouraged, 
accounting on the Equipment record is highly recommended.   

There is a system limit of 500 top-level equipment records. If using parent/child relationships, QAD 
recommends that you use no more than four-to-five top-level parents to organize the list.  
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PM Record Overview 

 
 

As maintenance departments mature in organizations, the people in charge quickly realize that a little 
preventive maintenance can go a long way. If you fail to change the oil in your car, you will cause more 
problems and cost yourself more money than if you spend a little money periodically on preventive 
maintenance. Using a computerized system allows the company to automate the scheduling of maintenance 
events.  

A manufacturer may provide recommendations regarding the frequency of maintenance, which may be based 
strictly on a calendar timing – like changing the batteries in your smoke alarms every six months. 
Maintenance recommendations may be based on equipment usage – like changing the oil every 3,000 miles. 
Over time, the system, using history, starts to predict when a failure may occur. More mature maintenance 
organizations also use advanced technologies like vibration analysis or temperature and trigger work when 
things fall outside of a predetermined tolerance level. 
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PM Maintenance Setup and Options 

 
 

There are four different ways to schedule PMs: 

Calendar (every six months) 

DUOM or Driving Unit of Measure (change the car’s oil every 3,000 miles) 

Both Calendar and DUOM (change the car’s oil every 3,000 miles or every three months, whichever comes 
first) 

Event (a holiday or shutdown such as the end of a production run) 
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PM Maintenance Setup and Options 
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PM Maintenance Setup and Options 

 
 

Master Lists are designed to be used by multiple pieces of equipment. Companies often have several pieces of 
the same equipment in their plants. Master Lists allow companies to apply the same criteria and procedures to 
each piece of equipment, regardless of who is going to be doing the work. Master Parts Lists allow the 
company to plan for the parts that will be needed, notifying the tool crib or purchasing department that these 
items need to be purchased and ready.  
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PM Templates Issue Methods  

 
 

The four options for scheduling PMs have different fields that must be completed. This slide shows the fields 
that must be filled in.  
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Link an Instruction List for this PM 

 
 

Any linked PM instructions are included in the work order to be used by the PM technicians. These 
instructions tell the technicians what needs to be done. The instruction lists capture estimated time and costs 
based on the craft and details entered in the steps. You link Master Parts Lists to PM templates similar to the 
way Master Instruction Lists are linked.  
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Maintenance Process 
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Maintenance Basic Process 

 
 

These are the steps that maintenance follows. The following slides show the tracker of blue arrows and 
highlight the part of the process through which we are working. Review this slide to see what each of the steps 
entails. As we move forward, try to relate the steps in the maintenance process to the personal example of 
keeping Old Faithful running.  
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Maintenance Process – Step Through 
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How is Work Requested  
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Request Work: PM Due 

 
 

There are two ways to issue PMs to work orders. Companies decide how to issue based on their own 
processes and requirements. 

http://community.qad.com/


 Maintenance     107 
  
 

Comments? Go to goo.gl/MfwKHm   

Request Work: Service Requests  

 
 

Service requests are typically used to report a problem with a piece of equipment that may not need a work 
order immediately. It is often viewed as a simplified way of getting basic data into the work order from non-
maintenance staff in order to expedite the planning required in the maintenance department. For example, an 
operator on the production floor reports that equipment appears to be leaking oil, or an office staff member 
reports a burned-out light bulb. A Maintenance Planner or Supervisor reviews the service requests and creates 
a work order, or closes the service request without action.  



108     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Work Order – Important Concepts 
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Work Order – Important Concepts 

 
 

Planned work orders refer to work that requires preparation in advance of completing the work. An example 
of planned work would be a work order where an outside contractor had to be selected and equipment rented. 
An inspection PM is an example of unplanned work. The technician or operator simply needs to view the 
equipment and note the state that it is in.  
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Work Order – Important Concepts 

 
 

Scheduled work orders refer to work that is placed on a schedule – for example, we are going to do work 
order 123 on Monday the 20th. If an emergency comes up and the work cannot be completed ‘on schedule,’ 
this situation causes a schedule break. Schedule breaks do occur, but you want to decrease their impact on 
equipment reliability and availability.  
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Maintenance Process – Step Through 
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Work Orders Overview 

 
 

The goal of maintenance planning is to improve labor productivity. You want to match the work to be done 
with the resources required to do the work. During the planning process, consider: 
• Maintenance backlog – the number, size, and priorities of current work orders (including corrective and 

preventive work orders) 
• Resource requirements – time estimates, crafts, skills, shifts 
• Materials  
• Contractors  
• Downtime – coordinate with production schedule 
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Prepare: Plan and Schedule 
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Scheduling 

 
 

In some organizations, the planner and scheduler may be the same person. However, in more advanced 
organizations with larger maintenance teams, the two roles may be split.   

Keep in mind that adding the Planning and Scheduling step in the Maintenance process is a best practice that 
companies in the process of uplifting their maintenance programs to world class standards must incorporate. 
Terry Wireman suggests that the Planning stage is “one of the largest potentials for cost savings in the 
maintenance arena” (World Class Maintenance Management).   
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Assign and Schedule the Work Order 

 
 

When scheduling the work order, you can assign the technicians to use and set a start date. Note that the work 
order reflects the primary assigned individual, but multiple resources can be assigned using the Assigned 
submenu function.   

Remember that if a person is missing from a lookup, such as Assigned, Planner, or Responsible, it is because a 
flag on their Employee ID is not properly set.   
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Prepare: Work Order Setup  

 
 

The class code is actually a configurable code in EAM. It is usually used to categorize work orders for 
reporting purposes.   

As organizations strive to improve their maintenance programs, the ability to properly manage planned vs. 
unplanned work becomes critical. Industry estimates suggest that working in a planned mode as opposed to an 
unplanned mode could have a cost ratio as high as 1:5, meaning that, “performing a $100 planned job could 
save as much as $400 over performing the same job in an unplanned mode,” (Terry Wireman, World Class 
Maintenance Management).   
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Prepare: Work Order Setup  

 
 

On a work order, there are two ways to include estimates:   
• Directly on the work order (less accurate).  
• Use with Master Instruction Lists and Master Parts Lists/Stores Requests to estimate planned labor and 

costs (most accurate).   

Estimates entered directly on the work order are used in variance reports. Both are shown in the cost analysis 
screen for comparisons.  
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Prepare: Work Order Printing 

 
 

Work Order Print prints safety instructions before any other instructions lists.  

When selecting Global Print Document for work orders, you can print the documents or links attached to all 
selected work orders. An alternate work order document format is available to print and to manually mark up 
as you address the tasks for the work order. The document displays a selection of available codes that can be 
manually selected: Class, Repair, As Left, and As Found. Shift and Failure Code can be entered on the 
printout. You also can indicate yes or no for Leave WO Open and Waiting on Parts. For instruction lists 
printed with the WO, you can indicate whether each step has been completed by entering Yes or No.  
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Prepare: Work Order Printing 
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Maintenance Process – Step Through 

 
 

This step is the “wrench time” discussed frequently in the maintenance arena. Industry polls indicate that as 
little as 25 percent of a technician’s day is actually spent on wrench time. Planning and proper scheduling can 
be instrumental in reducing travel time and increasing wrench time, which results in more effective use of 
skilled resources.   
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Maintenance Process – Step Through 

 
 

Once the actual work has been performed, the job is not over yet! Now you must perform perhaps the most 
important step of the maintenance process: recording key data to assist with future analysis and trending.   
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Record Work  
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Record Work  

 
 

These are all questions that a company should be asking and that EAM can answer when used to its full 
potential.  
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Record Work: Important Data  
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Record Work: Important Data  

 
 

All of the information captured in the record portion of the process is used to answer the record questions for 
customers. If customers do not record the information, they do not have a true picture of what is happening. 
Most importantly, the next time an incident happens, no one knows what steps were taken last time to fix the 
issue or to identify what solutions did not work. 

Remember: ANY work done for a machine needs to be captured on a work order. A partial picture of the 
history is not the full history.  
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Post Labor Against Work Order 

 
 

Labor can be charged to a work order through the Post Labor action.  

Note: Companies that use job cards for their employees may find it more efficient to enter labor through the 
employee browse list.  

If employees post only their own labor, then their User records can be set up so that their employee number 
defaults in to the screen. 

Note: Site settings determine if GL transactions are generated from the labor transactions.  
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Issue Parts from Stores 

 
 

Parts that are used on a work order should be issued to that work order to capture the cost and the repair 
history. 

Organizations often take one of two approaches to issuing parts:   
• The Tool Crib Attendant records transactions as parts are removed from the crib (best practice).  
• Technicians report consumption of parts AFTER completion of work as part of the record process (not 

best practice, because it takes away the real-time accuracy of inventory and could result in missed 
transactions).  
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Finishing Process 

 
 

After the work has been completed, the appropriate details should be captured in the work order. This 
information is critical to the overall goal of increasing machine uptime, improving maintenance efficiency, 
and ensuring product quality. You can use free-form text fields to capture narrative information. Historical 
information is used to improve future planning. 

Some companies choose to skip the finish process, but QAD does not recommend this approach. Once closed, 
you cannot add details to a work order, unless it is reopened by a supervisor with the relevant security access, 
and if system control settings allow closed work orders to be reopened. 
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Change WO Status to Finished (F) 

 
 

To change the status of a work order, simply return to the browse and select the Change Status option from the 
Action or right-click menu. 

Though the Finished status is not one of the pre-packaged statuses in EAM, it is quickly becoming the norm 
for organizations working to improve their maintenance programs. The Finished step allows you to audit the 
data entry and to use that time to improve upon data collection. You also can identify opportunities to improve 
other important aspects of the maintenance program such as PM improvements and Work Instruction 
improvements. 
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Record Work: Important Data 

 
 

Remember that you can configure which transactions are sent to EE Financials. Most common settings allow 
all transactions to flow to QAD, except for labor. This restriction occurs because many companies do not want 
EAM labor transactions to compete with labor transactions coming from a time and attendance system or from 
a payroll system. 
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Maintenance Process – Step Through 
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Review Work Performed/Results    

 
 

A properly managed and continuously improving maintenance organization must measure and review in order 
to increase productivity and reliability. A maintenance program is not complete without using the data 
collected to help make important business decisions. 

http://community.qad.com/


 Maintenance     133 
  
 

Comments? Go to goo.gl/MfwKHm   

Cost Analysis 

 
 

The Cost Analysis screens on both the Equipment level and the individual work order level provide a 
comparison of estimates versus actual, as well as a detailed view of the transactions that make up the actual 
cost. This information can be used to refine estimating practices, to identify opportunities to refine inventory 
stock levels, and to identify ways in which to increase wrench time. 
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Close 
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CM/PM Basic Process Flow 

 
 

The basic process flow of maintenance is similar to that of production. Start with the planning and staging 
process, assign resources such as technicians and parts, perform the repairs, use the materials and final product 
– working machinery is available for producing. 
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CM/PM Basic Process Flow 
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Review 
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Setup – More Details 

 
 

In this section of the training guide, you will explore in greater detail how to set up and/or create records and 
interfaces to support maintenance functionality.  
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Adding New Equipment 

 
 

Navigate to Maintenance|Equipment|Equipment.  

Click New or right-click and select the New option. 
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Adding New Equipment: Codes 

 
 

Description: A brief description of equipment. 

Category: The most general equipment code. Use it to designate ownership or virtual equipment. 

Type: This field groups equipment by functional application or classification. 

Status: The status of the equipment or machine. A code shows the current standing of equipment; for 
example, A - Active, I - Inactive, O - Obsolete, or M - Moved. 

Parent?: This field prompts you to make this piece of equipment a child of another piece by attaching it to a 
parent piece of equipment.  

Parent No. The associated parent equipment of the component (only appears if Parent? is checked). 

Upd Children?: Select this check box to update the equipment DUOM when the parent’s current reading 
changes. Any child conversions set up in DUOM Conversion are calculated. 

Manual: The name of the equipment manual for a specific piece of equipment. The Manual field is for 
reference purposes only. 
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BOM Type: The BOM type is a grouping of system and assembly codes unique to a specific type of 
equipment, building, or facility. 

Failure type: Use this field to group selected failure and repair codes for the equipment. When the failure or 
repair lookup runs from the Work Order Maintenance screen, the system filters to those codes linked to the 
failure type of the equipment. 

Location: The physical location of a piece of equipment. 

Catalog: Use this field to designate the class or group structure of the equipment. 

Planner: Indicate the employee responsible for planning the maintenance on a piece of equipment. EAM 
validates your selection against the list of designated planners. The planner copies to associated PM templates 
and work orders. 

Notify: Enter the user or group of users to notify with e-mail when a piece of equipment reaches its spending 
limits. 

Responsible: Indicate the employee who is responsible for the equipment. 

Owner: The user or group of users authorized to edit the equipment record. If an owner is associated with the 
equipment record, only the owner or owner group members can edit the equipment record. Unlike most fields 
that appear on the Equipment Maintenance screen, copying an equipment record does not copy the owner. 

WO Owner: If a WO owner is added to the equipment record, only the owner or owner group members can 
edit any work orders for that equipment. 

Priority: This editable code indicates the priority level for the piece of equipment. It automatically copies to 
service requests and work orders added for the equipment.  
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Adding New Equipment: Asset 

 
 

Project Number: Use a project number when you purchase and install a new piece of equipment. When you 
enter a project number, EAM defaults the acquisition cost from the total spent in the project record. 

Job No: Use the lookup to select a valid job number, associated with the project.  

PO Number: The original purchase order number used to purchase the equipment. 

Job Cost Center: The default job cost center from Finance|Projects displays. 

Acquisition Cost: The original purchase cost of the equipment. 

Job Sub Account No: The default job sub-account number from Finance|Projects displays. 

Vendor No: The vendor from whom the equipment was purchased. EAM validates this number against the 
Vendor table. 

Job Capitalize Date: The job’s capitalize date from Finance|Projects. This field cannot be modified. 

Manufacturer: The manufacturer for a piece of equipment. There is a lookup available for this field. 
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Model No: A reference field for storing the equipment or machine’s model number. 

Yr Made: The year the equipment was built. 

Weight: The weight of the asset or equipment 

Weight UOM: The weight unit of measure. There is a lookup table available for this field. 

Serial Number: The serial number of the equipment or machine. The serial number is for reference purposes 
only and has no other functionality within EAM. 

Purchased Date: The purchase date of a piece of equipment. 

Tax Auth Loc: This represents the physical location where the asset resides to identify proper 
depreciation/tax codes in Asset Management. The lookup for this field is a validated list for Tax Authority 
Loc defined in Finance|Codes. Use the lookup to select a tax authorization location. 

Profile ID: Use the lookup to select a profile ID. 

Installed Date: Enter the date a piece of equipment was installed. 

Replacement Value: Enter the cost of replacing this piece of equipment. 

Retired Date: Enter the date a piece of equipment was removed from service. 

Book Value: Enter the amount that represents the calculated worth of the equipment. Accounting can update 
the field and use it for insurance purposes. 

Fixed Asset No: Enter the asset number that cross-references the equipment with the equipment fixed asset or 
tag number from your finance department. 

Life Expectancy: Enter the life expectancy of a piece of equipment in years. This field is for reference 
purposes only. 

County: Enter the county where the equipment resides. 

Note: The data in the following asset fields is entered or updated based on the use of the asset. 

Accounting Interface setting (Acquisition Options) in the General|Business Units|Site|Maintenance tab – This 
is currently not functional.  



144     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Adding New Equipment: Detail 

 
 

Use the Detail tab to enter information about an equipment record. Of particular importance on the Detail tab 
page is the default accounting. Define the site and cost center to which this equipment belongs budget-wise, 
and then define the account/sub-account that is appropriate for Labor, Material, and Contractor Services. This 
accounting will pull through on all future transactions against this equipment to drive proper GL transactions.  
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Adding New Equipment: User Defined 

 
 

Use the Equipment User Defined tab to track information against specific equipment in EAM. There are 
several field types available: two code-driven lookup fields, several free-form alphanumeric fields, several 
decimal fields, two integer fields, one date field, and one Yes/No (logical) field.  
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Adding New Equipment: Submenus 
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Adding New Equipment: Submenus (cont.) 

 



148     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Equipment Setup  
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Equipment Setup  
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Equipment Setup  

 
 

Attachments and revision control are available in EAM 2015. 
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Equipment Setup  

 
 

Fields on the Equipment Record Detail tab.   

DUOM: The Driving Unit of Measure for production-driven maintenance.  

Update the DUOM for subordinate (child) equipment based on the parent equipment DUOM update. DUOM 
conversions drive how those production records translate into usage measures to automatically drive 
preventative maintenance. 



152     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Set Up Master Instruction Lists (MILs) 
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Creating a Master Instruction List 

 
 

Navigate to Maintenance|PM/PdM|Master Lists|Instruction Lists  
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Creating a Master Instruction List 

 
 

1. Set the Kind field to Instruction to locate it in the correct lookup when associating to PM templates 
(instruction, route, or safety procedures). 

2. Click the magnifying glass to open the Type lookup. 

3. Select a type from the list. 

4. Briefly describe the purpose of these instructions under Description. 

5. Cross-reference any official procedures such as ISO. 

6. Select the owner group, as needed, using the lookup. 

7. Save the record. 

*see later slides on route lists.   

Safety instructions are similar to Instruction Kind, but designed to print first and are added to a PM template 
under a different submenu. Creating a Master Instruction List with a kind of Safety designates those 
instructions to print first when printing work order documents. 
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Creating a Master Instruction List Step 

 
 

After you create the header information, return to the Instruction Lists browse screen to begin adding step 
details.  

Click New or select New from the right-click menu options in the lower portion of the browse screen. The 
system assigns a step number to the new record, but you can reorder the steps as needed using the Move Up 
and Move Down actions in the lower browse. 
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Creating a Master Instruction Step 

 
 

The Step detail screen opens to allow you to enter detailed information. Craft and time (hours and minutes) 
are required to develop the estimated costs. 

Craft: Select the user-defined craft code required to carry out this step in the PM. 

Qty: Enter the number of people required to carry out this step in the PM. 

Skill: Select a user-defined skill code required for this step. 

Hours/Minutes: Enter the duration of time required to carry out this step of the PM.  
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Create PM Routes 

 



158     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

PM Routes 

 
 

The PM route workflow lets you define PM routes for use in recording equipment calibration readings. 

With EAM, you now can add multiple pieces of equipment to a single PM work. On the route instruction list, 
you can add a different piece of equipment with its DUOM to each step. This approach makes it possible for 
you to inspect and record readings for the equipment’s DUOMs with a single work order. The use of PM 
routes enables maintenance planners to more efficiently schedule a PM work order or a planned CM work 
order where the same task, such as inspection and taking readings, can be performed on multiple pieces of 
equipment. 

Note: In previous versions of EAM, you had to create a PM work order for each piece of equipment.  
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Setting Up PM Routes Overview 

 
 

The following slides demonstrate how to set up a basic route MIL that is linked to a PM template.  
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Create Route MIL 

 
 

From the Master Instructions List page [Maintenance|Equipment|PM/PdM|Master Lists|Instruction Lists], 
click New in the top browse. 

Kind: Select Route from the drop-down list. 

Type: Select a user-defined MIL type code for this list. 

Description: Enter a brief description of the MIL. 

Procedure: Input any additional information about this MIL, if needed. 

Owner: Insert an owner group to limit access for amending this MIL. 

Click Save and close out of the header tab. 

The next step is to add equipment to the MIL. In this example, we use four different fire extinguishers located 
throughout Building 1.  
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Create Steps by Equip Number 

 
 

Note: Prior to adding equipment to the MIL, the equipment must have a DUOM code set up and established 
on the Readings submenu of the Equipment record. 

In the lower browse on the Master Instructions List, click New and enter in the following information: 

Craft: Select the user-defined craft code required to carry out this step in the PM. 

Qty: Enter the number of people required to carry out this step in the PM. 

Skill: Select a user-defined skill code required for this step. 

Hours/Minutes: Enter the duration of time required to carry out this step of the PM. 

Equipment No: Select the first piece of equipment to be inspected in the route of the PM. 

DUOM: Select the DUOM to be measured that is established on the Equipment’s Readings submenu. 

Description: Enter any additional text required to carry out the step. 
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Click Save and close the tab. Continue with these steps to add additional equipment and/or steps to include in 
the inspection route for the PM. 

http://community.qad.com/


 Maintenance     163 
  
 

Comments? Go to goo.gl/MfwKHm   

Repeat for All Equipment and Steps  

 
 

Now that all steps have been filled out with different pieces of equipment, this MIL can be attached to a PM 
template. The MIL steps reference the different pieces of equipment for measurement or calibration, 
depending on the equipment or DUOM.  
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Create PM 

 
 

Leave the Equipment No field blank because the MIL mentions several equipment records. 

Enter the issue method details.  
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Add MIL to PM 

 
 

On the PM template submenu PM Master Instruction List, add the Route MIL to the PM.  

Click Save.  

When the PM becomes due, a WO is created and a Route Instruction List is used.  
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Route Instruction List Work Order 

 
 

When the WO document is printed with the Instruction Lists, there is a space for the maintenance person to 
enter the readings on the WO document. The recorded readings can then be updated in EAM within the WO 
record on the Master Instructions List submenu.  
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Create PM Templates and Issue to WO 
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PM Maintenance Setup and Options 
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Creating a Calendar-Based PM Template 

 
 

Navigate to Maintenance|PM/PdM|PM Templates  
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Creating a Calendar-Based PM Template 

 
 

Calendar-based PMs are the simplest PMs and are usually the least accurate.   

The system assigns the PM template number. 

Use the lookup to select equipment. 
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Creating a Calendar-Based PM Template 

 
 

1. Select: 

Issue Method = Calendar  

Issue Cycle = Month 

No of Cycles = 1 

Next Issue date 

Lead Days = 5 

2. Enter any other relevant information and Save. 

When creating other frequencies, use the following as a guide for conversions: 

Issue cycle = Month and No of Cycles = 3 defines a quarterly frequency. 

Some companies base a month on 28 days or four weeks in order for PMs to become due on the same day of 
the week each time.  
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Link an Instruction List for this PM 

 
 

People who access this work order use the instructions and any safety or other included notes to perform the 
work order. If the instruction list is of type Route, the list includes all machines that must be included on a 
route-based PM.  
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Filtering by PM Due  

 
 

This task is usually performed by the planner or by the maintenance supervisor.   
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Filtered Browse of PMs that are Due 
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Issue Globally 

 
 

Select multiple PM templates to issue. 

Select Global Issue from the Action or right-click menu. 
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Issue Globally 

 
 

Select either Today or Next Issue to determine how to recalculate the next PM’s due date.   

If multiple calendar issues have been missed, select Multiple Issue to allow each of the missed scheduled 
work orders to be created. Leaving this field clear creates only one PM work order. Use this feature to produce 
PMs if the planner is out on vacation and you want the PMs issued in advance.  

The Next Issue option is often selected – this option recalculates the new next issue based on the current next 
issue date. If many PMs have been skipped, then select Today to ensure that the new next issue date 
disregards the passage of time.  
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New PM Work Orders 
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Create Service Requests 
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Service Request Setup  

 
 

Use service requests to report a problem with a piece of equipment that may not need a work order 
immediately. For instance, an operator on the production floor reports that equipment appears to be leaking oil 
or an office staff member reports a burned-out light bulb.  

A maintenance planner or supervisor reviews the service requests and creates a work order, or closes the 
service request without action.  
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Service Request Sample 
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Create a Service Request 

 
 

Click New using the button or the right-click menu. 
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Create a Service Request 

 
 

Special Notes:  
• The Equipment field is often made mandatory.  
• The requestor specifies the priority, but it can be changed on the work order.  
• The status always aligns with the WO status.  
• The Authorization function may or may not be enabled. If enabled, these fields are system generated.   

Enter pertinent data and the save record. 
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Automatic E-Mail Notification 

 
 

Copies of this e-mail notification can be sent to the Notify user’s regular e-mail inbox.  
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Equipment Downtime 
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All Downtime Browse 

 
 

The All Downtime browse, located in Maintenance|Equipment, displays a list of all downtime records for all 
equipment.  
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Downtime within Equipment Record 

 
 

EAM provides a method of tracking downtime directly to a specific equipment record. Downtime may or may 
not be associated with a maintenance work order. Each downtime record is also associated with an equipment 
record and, potentially, system, assembly, reason down, and failure codes. 

To view the equipment downtime records, open the equipment record and select the Down Time submenu. 
Drill into the downtime record by double-clicking the record.  
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Production Driven Maintenance 
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Production Driven Maintenance Overview 

 
 

Let’s start with an overview. What is production driven maintenance?  

Production driven maintenance allows you to schedule routine maintenance based on actual production data 
from the ERP. Relationships are configured between the ERP and EAM records. Actual production equipment 
usage triggers the issue of a PM template based on a specified unit of measure reading such as run-time hours 
or number of hits. The slide shows the relationships between the ERP’s operations history table and how it 
maps back to EAM equipment.   
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PDM: Dependencies 

 
 

There are a few dependencies to cover. First is setup. You need to set up a relationship between an EAM 
equipment record and an ERP work center and machine. To translate the ERP’s DUOM (Driving Units of 
Measure) to an EAM DUOM, you need to create a DUOM item conversion. This setting indicates to EAM 
when it should trigger a PM based on the number of products being produced.  

In addition, to trigger a PM, you must set up a Driving Unit of Measure type PM template for the equipment. 
To generate the readings back into EAM from the ERP operations history table, a job needs to run. This 
process is illustrated in the next few slides. No other dependent applications are required for production driven 
maintenance to function. The production driven maintenance process is entirely maintained within the EAM 
application. Production driven maintenance is available with the 12.8 release. 

To access the setup, there are new menu options under Maintenance called Production Driven Maintenance. 
Under this menu, there are two setup modules. First is the Equipment Mapping to ERP and the second is 
Equipment DUOM/ERP Item Conversion. In the next few slides, you will see how these new setup screens 
are configured. 
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PDM: Setup 

 
 

The first step is to establish the relationship between the ERP work center, machine, and tool, and the EAM 
equipment number. The menu item for this mapping is located under Maintenance|Production Driven 
Maintenance|Equipment Mapping to ERP.   

In the graphic at the bottom of the slide, you can see the relationship between the ERP work 
center/machine/tool and the EAM equipment ID. The left blue block is the data captured from the ERP 
Operational History table and eventually fed back in to EAM. Further details on this will be introduced 
shortly. 
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PDM: Setup 

 
 

When you select New for the work center and machine, EAM lookups display data directly from ERP. This 
information is not maintained in EAM.   
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PDM: Setup 

 
 

When you select the equipment number, the lookups display data from the EAM Equipment module.   

http://community.qad.com/


 Maintenance     193 
  
 

Comments? Go to goo.gl/MfwKHm   

PDM: Setup 

 
 

The result is that a relationship is built between an ERP work center, machine, and tool and an EAM 
equipment record, as illustrated by the yellow square. For example, in the ERP, Work Center L100 and 
Machine 60 map to EAM equipment called Press –A. In this example, the tool was not indicated. You only 
need to set up the information used in the ERP for mapping purposes.  

The mapping depends on the configuration in ERP. The mapping may only need to indicate a work center 
mapped to an EAM equipment ID, or it may need to indicate a work center, machine, and tool code mapped to 
an EAM equipment ID. The most commonly used mappings include work center and machine. If a tool code 
is required, this information must be manually entered. There is no lookup on the Tool Code field because it is 
provided with the work center and machine. 
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How to Set Up 

 
 

Now that the equipment relationships are built, the next step is to define the driving unit of measure values 
that will trigger a preventative maintenance work order. For example, from looking at the orange square, you 
can see that a particular work center and machine produce a part in the ERP. In this case, it is Part F150, and it 
takes two cycles to produce that part. In EAM, we want to maintain the equipment based on the number of 
cycles. We need the multiplier of two to show that one completed quantity equals two cycles.  
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How to Set Up 

 
 

In EAM, equipment Press-A is associated with a preventative maintenance template that becomes due every 
10,000 cycles. When the ERP readings that are brought into EAM reach 10,000 cycles, the PM due date is 
populated, indicating that it is necessary to issue and perform a preventative maintenance routine on the 
equipment. 
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Implementation 

 
 

Next, configure a job called DUOM Load. Go to System Administration|Job Control|Job Program and then 
locate DUOM Load. This job reads data from the ERP Op_hist records and brings them into EAM’s 
equipment and PM readings. When you locate the job, select Edit and view the setup. Under Run Parameters, 
enter the site code, which is the EAM site code for which this program is going to run. You must enter a user 
ID and password. Identify a user or a mail group to notify when the job completes. 

Remember to select Auto Run to run the job at the specified frequency.  
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PDM Setup 

 
 

To access PM Maintenance, go to Maintenance|PM/PdM|PM Template. Here, you see a PM template set for a 
piece of equipment where the issue method is DUOM, the actual DUOM is Cycles, and the DUOM cycle is 
set to 5,000.00. This setting means that, every 5,000 cycles, this PM template is issued.  

As readings are updated by the job, the current reading and the estimated due date are updated. The PM due 
date is triggered when the current reading reaches the value designated under Next DUOM Issue. The new 
Next DUOM Issue value is calculated by adding the DUOM Cycle value to the current Next DUOM Issue, 
when the PM is issued to a work order.  
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MS Project Interface 
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MS Project Interface 
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Overview of MS Project Interface 

 
 

It is crucial for planners to have a planning tool to make the best use of labor availability. The MS Project 
Integration is designed to provide a visual display of work orders on a calendar, where the schedule can be 
shifted and changed as needed.  

Planners have an easy way to view employee hours and availability, to assign resources, and to change start 
dates and priorities. This enhancement makes it possible to identify and use labor resources to their capacities. 
Once all resources are allocated, the work orders are imported back into EAM’s work order module. 
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Additional Information: MS Project Interface 
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Set Up Registry 
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Work Order Export 
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Name Export File 
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Filter the Work Orders 
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Confirmation 

 

http://community.qad.com/


 Maintenance     207 
  
 

Comments? Go to goo.gl/MfwKHm   

Schedule with Microsoft Project 

 
 

In order for the exported data to be formatted properly, the IT department needs to place the EAM template on 
your server and to make it available to users. The template can be acquired by contacting QAD Support, and 
should also be available for download from the QAD Store soon.   
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Open EAM Exported File 

 

http://community.qad.com/


 Maintenance     209 
  
 

Comments? Go to goo.gl/MfwKHm   

Load/Merge Exported File 
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Work Orders Loaded into MS Project 
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Add Resource 
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Add Resource 
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Updates 
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Schedule 
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Different Views 
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Import New Schedule 
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WO Browse Import 
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Notify 
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Select Import .XML File 
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Confirmation of Import 
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Changes Updated in EAM 
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CHAPTER 3 

Inventory 
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Inventory 
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Inventory – Overview 

 
 

The following slides provide useful information and instructions on how to leverage the key features included 
in the Inventory module within EAM.  
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Course Objectives 
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QAD EAM Modules 

 
 

Now that we have covered general navigation and maintenance, you will learn about inventory.  
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QAD EAM Overview – Modules  

 
 

As we continue through this guide, it is important to remember that EAM has four major modules, or areas of 
operation, and to recall how each area contributes to a facility’s overall reliability, lean initiatives, and cost 
controls. Understanding the value proposition for each area and how the areas work together will assist you in 
designing the proper solution for any business need around EAM.   

Notice how each of these modules is associated with addressing business drivers. As you begin to link 
business drivers with EAM functionality, you will find that you better understand the overall domain space of 
EAM.   

This section of training pertains directly to inventory. 
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EAM Modules 

 
 
• Purchasing  
•  Inventory  
•  Maintenance  
•  Project Controls  

These modules are the portals with which users interact to accomplish their daily tasks. Notice how, in this 
slide, each of these modules forms a piece of a complete circle. While you can implement certain elements of 
EAM without implementing others, EAM is at its best when all four modules work together to form a true 
Enterprise Asset Management solution.   

In the various sections of this EAM training guide, we will explore each of these modules and explain the 
business space of each. 
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Inventory 
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Inventory Role in EAM 
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Inventory Key Concepts 

 
 

Next we will look at the key concepts related to the Inventory module. 
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Inventory Key Concepts 
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Inventory Key Concepts 
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Inventory Key Concepts 
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Inventory Key Concepts 
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Inventory Best Practices Goals 

 
 

Along with increasing plant reliability, tracking cost of ownership, and controlling inventory access, EAM’s 
Inventory module helps to address the following needs: 

• Ensuring that critical spares are on hand, while keeping inventory low. 

• Ensuring that spares are visible across facilities to prevent the needless duplication of expensive or 
rarely used materials. 

• Minimizing excess and obsolete inventory.  
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Inventory Best Practices Goals 

 
 

Customers are able to reach many industry standards for best practices with EAM. Most notably, EAM: 
• Provides visibility of MRO values across all facilities 
• Enables items to be transferred between plants 
• Automates the stock replenishment process based on min/max levels 
• Supports consignment and vendor-managed inventory (VMI) 
• Helps managers to determine the correct mix of inventory based on stock-out history 
• Supports the sourcing of critical spare parts quickly and at the lowest possible cost 
• Provides requisitions and enforces company spending policies 
• Provides an MRO catalog that enables you to identify and to requisition items quickly  
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Inventory Process 

 
 

We are now going to review the inventory process. This will take us from the initial part setup, all the way 
through replenishing and managing inventory. 
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Inventory Basic Process 

 
 

The slide features a diagram that depicts a common inventory item lifecycle.  
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Inventory Setup 

 
 

The first step in the inventory process is to set up inventory parts. 
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Inventory Setup – Key Settings  

 
 

Three inventory cost methods are available: FIFO (first in, first out), LIFO (last in, first out), and Weighted 
Average. Each of these methods uses different approaches to calculating and assigning costs when inventory 
is issued or valued. Your customer’s finance department will decide which method to select. The three Cons 
Res settings help you to define how inventory is analyzed during the replenishment process. These settings let 
you determine if the system must consider reserved inventory, inventory that indicates that you are short of 
items you need, and items that are already on order when calculating stock replenishment levels. Be careful 
before automating this process through the batch job scheduler/job controller – make sure that inventory levels 
are reliable.   

The ABC settings allow a company to define how often the inventory is counted. In addition, the ABC 
settings enable the system to calculate the breakdown of parts between categories. 

The Transit setting allows you to treat inventory being transferred between sites like it is already on a truck 
being moved. The inventory in the source site is reduced immediately, but the inventory in the target site is 
not increased until that site physically receives the item. 
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Companies often want to standardize their part descriptions, but EAM does not allow field-level security in a 
record. Use Part Description Protected to restrict the ability to change a description when a part is copied 
across sites.  
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Inventory Setup – Key Settings (cont.)  

 
 

At the site-setting level, there are many different accounting default options. For different transactions, a 
company may want to capture the financial piece in a different account. These defaults can be overridden at 
the part level.  
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Inventory Setup – Key Settings (cont.)  

 
 

EAM has a standard report for Inventory Usage Analysis. At the site level, a company can define what 
transactions are counted as usage. Some companies may understand how inventory adjustments occur in their 
organization and may then consider those adjustments when they analyze inventory. Other companies may 
consider their inventory to be well controlled and do not want to count an adjustment as usage. These usage 
settings can be changed over time as companies proceed along the path to world class organizations. 

EAM includes several options for stores requisitions:  
• Do you want the requisitions to close automatically when items are issued?   
• Do you want the system to request authorization prior to issuing a stores requisition?   

You can activate these options for all stores requisitions or only for project-related stores requisitions. 

The Sole Source options allow you to configure settings related to sole source purchases. It is common for a 
company to configure sole source purchases to create POs. This configuration allows the purchasing 
department to review information prior to authorizing and placing items on order.  
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Inventory Setup  

 
 

Notify: When selecting the lookup in this field, you are presented with an option to select a single user or a 
mail group (recommended) to notify 

Add to BOM: When an item is added to a BOM automatically, the default quantity is blank. 

Auto Issue: Use this setting to denote that an item should be issued upon receipt (this is the default setting for 
contract items, or for inventory that is purchased for a work order and/or project/job). 

Cost: It is important to note and update price schedules that are associated with inventory items and their 
primary vendors. 

PO Text: Any text included in this frame is printed on the purchase order document.  
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Inventory Setup  

 
 

The following slides explain the setup functions for an Inventory record in further detail. 



248     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Buyer/Commodity Purchasing 

 
 

Use the Buyer/Commodity Purchasing option to require a buyer to be assigned to a commodity code. The 
buyer is assigned to the inventory part, based on the commodity code entered. The buyer then defaults onto 
requisition lines, based on the stock part entered. 
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Buyer/Commodity Purchasing 
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Add Part Locations 

 
 

Navigate to Inventory|Codes|Part| Part Locations (EAM).  

Click New or right-click and select the New option.  
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Inventory Record: General 

 
 

General Tab 

Description: Enter the part’s primary description. 

Buyer: Use the lookup to select the buyer’s employee ID. 

Buyer Name: The buyer’s name. 

Lead Days: Enter the number of days a vendor requires to deliver an ordered part. 

Status: Enter or select the status from the lookup. 

Critical?: Select this check box if this part is critical. This setting enables sort and filter for stock 
replenishment selection. 

Sole Source?: Select this check box to use sole sourcing and its expedited purchase process for stock 
replenishment. 

Rotable?: Select this check box to identify a part as a serialized and repairable part.  
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Consignment?: Select this check box to indicate that this part is consigned from a vendor. Note: You cannot 
select both Consignment and Rotable for the same part. 

Source: Select Vendor to buy the part or Internal to build the part. 

Area: An internal build or fabrication location. Note: Area is required for an internally sourced part. 

Pri Vendor: The primary vendor ID specified on the Vendor Parts submenu. 

Vendor Part Number: The primary part number that the vendor uses to identify this part specified on the 
Vendor Parts submenu. 

Manufacturer: The manufacturer for the part specified on the Vendor Parts submenu. 

Manufacturer Part Number: The number the manufacturer uses to identify this part specified on the Vendor 
Parts submenu. 

Initial Location: Enter the bin location of the part – Customers may have a TBD location to use initially if 
they do not know where to store a part until it arrives.  
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Inventory Record: Stock Detail 

 
 

Stock Detail  

Note: The values in the Levels box on this screen are all based on the issue UOM. 

On-Hand: Displays the quantity (in the issue UOM) of the part currently in inventory at all bin locations for 
this site. When a part is received or issued, the on-hand quantity automatically changes. If necessary, you can 
change the on-hand quantity using the Adjust action, which is typically done after a physical inventory is 
performed and a discrepancy between the system record and the physical count is discovered. You cannot 
update this field. 

Reorder Point: Enter the amount at which the part should be reordered. If you enter an amount in this field, 
you can run stock replenishment routines, based on the reorder point. You can also set the system to send an 
e-mail to the Notify user for the part if it is at or below reorder point. 

Reserved: This is a system-calculated field that displays the total quantity of the part that is reserved on stores 
requisitions. When calculating the reserved quantity, the system looks at all of the stores requisitions that have 
reserved the part. You cannot update this field. 

Note: You cannot reserve a part if the available quantity is 0. 
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On Hand Qty - Reserved Qty = Available Qty 

Available: Displays the total quantity on hand at all bin locations within a site, minus the quantity on reserve. 
This quantity represents the parts available to be charged, issued against, issued, or reserved against other 
stores requisitions. You cannot update this field. 

Safety Stock: Enter the minimum quantity to keep on hand for a particular part. The stock replenishment can 
be run to display all parts at or below safety stock or reorder point. If the part is at or below the safety stock 
level, the system can be set to send an e-mail to the Notify user for the part. 

Short: The system calculates this field to show the number of parts reserved, but not available, in stores.  

Mgt Max Qty: This field refers to the optimal amount to stock through stock replenishment, a quantity pre-set 
by management. This amount represents the minimum economical amount to order. When you create a 
requisition, there is a hierarchy for determining the order quantity. When a part record is created, the default 
value for this field is 0 UOM. If this field is set to 0 UOM, the quantity requested on the requisition equals the 
quantity ordered on the requisition as long as the quantity requested is greater than or equal to 1. 

Reorder point + Minimum order quantity = Mgt max qty 

Planned Order: Displays the planned order quantity for this part, which represents all requisitions with a 
status of P (planned). The planned order quantity is the quantity ordered on planned requisitions (not yet 
placed on order).  

Order Unit: To order a part, enter the vendor-designated quantity or the multiple of this quantity to order. If 
you are ordering in a different UOM than that you use when issuing, enter the multiplier in order to order in 
whole number amounts. Example: 1 Case  

On Order: Displays the part’s total quantities on all Ordered status POs with that item listed.  

Issue UOM: This field refers to a unit of measure, such as Each, used when issuing a part from stores. 

Last Physical: The date of the last physical cycle count for the part. 

Last Received: The date the part was last received from a purchase order. 

Order UOM: Select the unit of measure to use when ordering the part. 

ABC Code: Classify each part as A, B, or C, based on its relative inventory value used for cycle count 
planning. 

Last Issued: The date that this part was last issued from inventory. Using reports and filters, you can identify 
parts only issued from a certain date, which enables you to identify inactive or slow-moving parts. You cannot 
update this field. 

Physical Due: Displays the date of the next required physical inventory. You can search or filter for parts by 
this date. 

Date Created: Displays the date this inventory record was created. 
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Inventory Record: Codes 

 
 

Codes  

Type: Use the part type for reporting and filtering purposes in inventory only.  

Class: Use the part class for filtering and ordering purposes in inventory only. 

Commodity: Group general classifications of parts with this user-defined table in inventory, requisition, and 
vendor modules. Associate a part with a user-defined commodity code copied to a requisition for that specific 
part.  

Notify: Notify this user ID or group by e-mail when inventory stock drops to or below the reorder point or 
safety stock. 

Catalog: The inventory table is hierarchical. The higher-level catalog can be a broad grouping of parts. 

Sub Catalog: The lower-level subcatalog consists of types in the catalog. 

Size: Select the size to assign to a part. 
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Planner: Select the employee code for the planner. The list is populated based on the Planner field of the 
Employee record.  

MSDS No: Use the lookup to select a code that is tied to descriptions of the MSDS (Material Safety Data 
Sheet). 

Notify: Notify this user ID or group by e-mail when inventory stock drops to or below the reorder point or 
safety stock. 

Weight: This weight of the part. 

Weight UOM: The weight unit of measure for this part; for example, pounds or kilograms. 

Active?: This field indicates whether a particular part is active. Inactive parts do not display in lookups. 

Add to BOM?: Select the check box to add the part to the equipment bill of materials on issue. 

Auto Issue?: Select this option to not track a part’s on-hand quantity in inventory.   

Taxable?: If the part is taxable, select this check box. 

Tax Code: The system copies the tax code for the part to the requisition for the part, unless assigned a project 
tax code. If the part has a special tax status, add a tax code to the part. Typically, you leave a part’s Tax Code 
field blank. 

Tax Class: The system copies the tax class for the part to the requisition. 

Tax Usage: The system copies the tax usage for the part to the requisition. 

Commodity Code: Enter a valid code based on a selection from the lookup for codes defined in Intrastat 
Commodity Code Maintenance in EE. 
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Inventory Record: Cost 

 
 

The Cost tab is used to list unique accounting data for a part.  
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Inventory Record: PO Text 

 
 

Enter an expanded description, specifications, or other data for you and the supplier to identify the part in the 
PO Text box. This information prints on the purchase order document. Use the Notes submenu for internal 
comments.  
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Inventory Record: User Defined 

 
 

The User Defined tab is used to track information against specific inventory in EAM. There are ten user-
defined fields.  
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Inventory Records: Submenus 
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Inventory Record: Submenus (cont.) 

 



262     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Copy Parts Across Sites 
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Inventory Process – Step Through 
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Requesting Inventory  

 
 

You have several different options for finding the part numbers you need. These options can be used by both 
maintenance technicians, who want to find a part for a repair that they are working on, or by users, who need 
to request items for purchase such as pens and other repeat purchases. 

As a general note, we often recommend that any item that will have a repeat purchase – regardless of 
inventory status or tangible nature (services) – be set up as an inventory item in order to make the purchasing 
process simpler in the future.  
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Requesting Inventory  

 
 

To reduce travel time, we recommend the use of the stores request feature. This feature improves processing 
and traceability. The Walk-Up option is generally necessary in emergency situations but should not be the 
norm. If the crib is not manned, then a procedure must be in place to ensure that inventory issues are captured. 
The inventory can easily get out of balance if parts are used, but not recorded. All too often, a technician takes 
a part and forgets to record it. As a result, inventory balances are not accurate and neither is the cost of 
ownership.  
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Stores Requisitions Lists 

 
 

Use Stores Requisition Lists to internally request stock items. You can create a detailed parts list for a work 
order or task. Print the stores requisition and use it as a stock item pick list, or process it directly online. After 
the items are pulled, issued, and staged, the transactions are completed, expensing costs directly to the work 
order, equipment, expense account data, or project code. Use Stores Requisition Lists to attach multiple parts 
lists to a work order. Pre-plan a work order by identifying all required parts. To separate parts lists by groups 
of technicians, categorize mechanical parts separately from electrical parts. 

EAM automatically creates a stores requisition if you are: 

• Issuing a stock part to a work order and no stores requisition has been designated 

• Auto-issuing a non-stock part from a requisition without a contractor to a work order, and no stores 
requisition has been designated 

•  Issuing a PM with master parts lists  
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Route Stores Requisition Lists for Approval 

 
 

Stores Requisition Approval Groups have been added to EAM, allowing stores requisition lists to be routed 
for approval to a group rather than to a single user. The first approver in the group who selects Approve 
authorizes the stores requisition list. 
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Route Stores Requisition Lists for Approval 
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Route Stores Requisition Lists for Approval 

 
 

• None: EAM does not require any authorization for a stores requisition. You can issue the stores 
requisition directly from the Action menu of the lower browse of Inventory|Stores Requisition Lists. 

• Project Only (Simple): When parts are issued to a project, EAM requires approval from a single user 
with security to authorize a stores requisition. 

• Projects Only by Group: When parts are issued to a project, EAM routes project stores requisitions 
through the assigned stores requisition approval group, as defined in the projects stores req approval 
group. 

• All (Simple): EAM requires approval from a single user with security to authorize a stores 
requisition. 

• All by Group: EAM routes all stores requisitions through the assigned stores requisition approval 
group, as defined in the Stores Appr Mthd field.  
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Route Stores Requisition Lists for Approval 

 
 

The Stores Appr Mthd drop-down menu is active when either Projects Only by Group or All by Group is 
selected from the Stores Auth? drop-down menu. Select Acct No, Cost Center, or User. In all three instances, 
EAM stores requisition initiators must have a cost center or account group in their profiles. In this way, you 
can control who can purchase against cost center and account numbers. 
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Route Stores Requisition Lists for Approval 
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Stores Requisition All Line 

 
 

The Stores Requisition All Lines browse, located in Inventory|Stores Requisition All Lines, displays all the 
stores requisition lines that have been created from stores requisition lists.  
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Create Requisition 

 
 

You can create a requisition for an inventory item from the Inventory browse by selecting the inventory item 
and going to Action > Create Requisition.  
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Inventory Process – Step Through 
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Consuming Inventory  
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Inventory Issue To Options 
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Inventory Issue To Options 

 
 

To Site: Use the lookup to select the site to which this part will be issued. 

Requestor: Use the lookup to select the employee number of the person who requested the part. 

WO No: If the part will be issued and expensed to a work order, use the lookup to select the WO number. 

Stores Requisition Number: Stores requisitions have unique numbers. Use the lookup to charge the part to a 
stores requisition. 

Reserved: Displays the quantity that is reserved by the system. 

Equipment Number: Use the lookup to select the unique equipment number to which the part is charged. 

Rebuild: If this issue transaction is expensed to a serialized part, identify the current rebuild location of the 
part. 

Serialized Part: Displays the serialized part to which the part is charged. 

Serial Number: The serial number of the part with which the work order is associated.  
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Issue to Stores Request 

 
 

With the WO and equipment number listed on the Stores Requisition List, you can see where the inventory is 
set to be issued. You can also view the Stores Requisition list from the Work Order submenu.  
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Issue to Work Order 

 
 

To issue to a work order; enter the work order number, location, and quantity, and click Save. Note: When 
selecting this function from the Work Order screen, work order data is pre-populated. 

You can also issue to a stores requisition, to an Equipment record, or to a project number – all of which 
default in the proper accounting.   

A less common approach is to directly select the cost center, account number, and/or sub-account number.   
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Inventory Process – Step Through 
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Stock Replenishment 
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Create a Stock Replenishment 

 
 

Use Stock Replenishment to identify parts at or below reorder point or safety stock level. Create requisitions 
or work orders to replenish inventory. 

Create a stock replenishment header or stock run in the top frame. 

Globally add parts or attach individual parts to a stock run. 

Print the list of items below reorder point or safety stock level for review in the bottom frame. 

The stock run number is copied to the requisition or work order, noting its origin.  
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Add Parts to a Stock Replenishment 
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Review Parts on a Stock Replenishment 

 
 

Edit, review, and approve parts to order.  
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Create Stock Replenishment Requests 

 
 

Use the Create Requests action to add requisitions.  
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Close a Stock Replenishment 
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Inventory Process – Step Through 
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Physical Inventory  

 
 

Use the physical inventory module to:  
• Pick a group of parts based on user-defined criteria to count and print count sheets. 
• Verify the quantity in inventory and enter count results. 
• Make adjustments to the on-hand inventory quantity automatically after the closing count. 

EAM includes only active parts in physical inventory lists and the physical inventory add lookup. 
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Create a Physical 
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Create a Physical – Global Add 

 
 

You can manually add parts to the physical inventory by selecting New in the lower browse. 

Note: No inventory transactions can be made for a part that is associated with an active physical.  
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Print a Physical Inventory Count Sheet 

 
 

Navigate to Inventory|Physical Inventory. 

Highlight the run number. 

Select Action > Print Document. 

You can also print the count sheet from the Analysis section.  
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Update Physical with Counts 

 
 

After items have been physically counted, enter the counts for each part in the lower browse.  
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Simulate Update 

 
 

Action > Simulate Update generates a report displaying the financial impacts of the entered quantity count 
versus the quantity on-hand known by the system. 

It is recommended that you view this report before you generate the financial transactions associated with 
closing the physical inventory.  
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Close a Physical 

 
 

Close the physical by selecting the Change Status option from the Action menu.  
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Closing a Physical 
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Inventory Transactions 

 
 

The Issue action is used to record that a part was used for a specific work order or equipment.  

Return to Inventory is used when parts that were issued are no longer needed and are brought back to the 
crib for use elsewhere.  

Adjust is used to change the inventory level for a part when it is different than what is shown in the system 
and the reason for the difference is unknown. This changes the quantity and immediately and generates a GL 
transaction to ERP.   

Relocate is used to change the bin location of where a part is stored or to transfer parts from another site. 

Receive from relocation is used when a part is transferred across sites with the In Transit option turned on. 

Receive from work order is for internally fabricated parts that have been moved to the storeroom. 

Transfer ownership allows the owner of record on consigned inventory to be changed. 

The Modify Consignment option is used to modify a part’s consignment information.  
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The Modify Cost option is used to change the part’s cost, generating general ledger entries based on the 
changes. Use this option only with approval from your Finance department.  
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Inventory Transaction History 

 
 

The Inventory Transaction History browse is available in the application menu under Inventory|Inventory 
Transaction History. This information is also available in a report.  
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Vendor Cost 

 
 

The Vendor Cost browse can be accessed from the application menu under Inventory|Vendor Cost  
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Additional Inventory Features 

 
 

We have gone through the inventory basics but there is more functionality available.  
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Other EAM Inventory Features 

 
 

The following slides explain other functionality available in the EAM Inventory module.  
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Add Vendor Part Data 

 
 

In the top-level browse, select a vendor from the lookup. 

In the middle browse, enter the vendor’s part number and add manufacturer details such as the name and the 
manufacturer part number.  

In the lower browse, indicate the price schedule for the vendor. Be sure to include an expiration date with the 
calendar. If the price schedule is expired, the price schedule is not used on requisitions.  
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Modify Cost 

 
 

This action is typically restricted to a limited number of users.  
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Adjust 

 
 

If necessary, you can change the on-hand quantity using the Adjust action, which is typically done after a 
physical inventory is performed and a discrepancy between the system record and the physical count is 
discovered.  
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Adjust 

 
 

Inventory adjustments have an impact on the GL. In the Posted GL Transactions browse, the code J indicates 
inventory adjustments.  
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Adjust 

 
 

Review the new on-hand quantity. 
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Return to Inventory 

 
 

Use this option to put an unused part back into inventory.  

Note: If items have been issued to a machine and need to be returned to the vendor for any reason, they must 
be returned to inventory first.  
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Return to Inventory 

 
 

Select the transaction to reverse. 

Indicate the location, the quantity to return, and the date. 

Click OK.  
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Receive from Work Order  

 
 

Use Receive From Work Order for internally fabricated parts.   

Use the lookup to select the work order. The lookup is filtered to display only open work orders for the 
particular internal part.   

If the system does not send GL transactions for labor, the default cost does not include labor costs.  
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Return to Work Order 

 
 

Use this option to return a fabricated part to a work order added to build that part.  
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Relocate 

 
 

Use this option to send a part to another site, or to move a part between one site’s store room bin locations.  
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Relocate 

 
 

Note: GL transactions are not created for relocation from one bin location to another (within a site). For the 
movement of inventory across sites, intercompany transactions are used move the cost.   

Indicate the quantity to relocate and indicate the new location. 
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Receive from Relocation 

 
 

Use this option to receive a part from another site. This option applies only if In-Transit? is set to Yes in the 
system control settings.   
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Consignment Inventory 
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Setting Up Consignment Inventory 

 
 

Note: Prior to using the consignment inventory functionality, you must set accounting defaults at site level.  
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Setting Up Consignment Inventory 

 
 

Use the Modify Consignment window to indicate if the consigned inventory item is vendor owned, and who 
the owner is (if applicable).  
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Consignment Inventory Transactions: Issue 

 
 

The Issue Consignment Inventory window contains consignment-related fields, which are used for vendor 
information. This window also contains standard inventory-related fields. 

Vendor Owned: Use this check box, which only appears when issuing consignment parts, to indicate if a 
consignment part is owned by the vendor or by the company. Select this check box to issue a vendor-owned 
consignment part. 

Vendor No: If the consignment part is vendor owned, select the vendor who owns the part. 

On Hand (Vendor): Depending on the vendor specified in the Vendor No field, this field displays the 
available on-hand quantity for the vendor-owned consignment part. 

On Hand (Company): Displays the available on-hand quantity for the company-owned part. 
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Consignment Inventory Transactions: Relocate 

 
 

The Relocate window contains consignment-related fields, which are used for vendor information. This 
window also contains standard inventory-related fields. 

Vendor Owned: Select this check box to indicate that the consignment part is owned by a vendor. If this 
check box is not selected, the on-hand quantity is considered to be company owned. 

Vendor: If the consignment part is vendor owned, select the vendor that owns this part. 

On Hand (Vendor): Depending on the vendor specified in the Vendor field, this field displays the on-hand 
quantity of the vendor-owned consignment part. 

Once you have entered the relocation information, click OK to relocate the part. 

If you are relocating a part to another site, the system informs you that the part has been put in transit. If 
necessary, click Yes to print the inventory transfer document. To complete the relocation, receive the parts in 
the new site by performing the Receive from Relocation action. 
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Consignment Inventory Transactions: Adjust 

 
 

The Adjust window contains consignment-related fields, which are used for vendor information. This window 
also contains standard inventory-related fields.  

Vendor Owned: Select this check box to indicate that the consignment part is owned by a vendor. If this 
check box is not selected, the on-hand quantity is considered to be company owned. 

Vendor: If the consignment part is vendor owned, select the vendor that owns the part. 

On Hand (Vendor): Depending on the vendor specified in the Vendor field, this field displays the on-hand 
quantity for the vendor-owned consignment part. 

Location: Select the consignment inventory location for which the adjustment must occur. 

Current On Hand: System-generated field displaying the system’s current on-hand quantity. 

New On Hand: Enter the new amount. 
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View Consignment Stack 

 
 

The consignment stack is available from the Inventory submenu.  
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Transferring Ownership 

 
 

Use the Transfer Ownership function when the item is ready to be issued for use.  
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Rotable Inventory 
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Rotable Inventory 

 
 

What is Rotable Inventory? It is a component, like a motor or pump, that is purchased and stocked in 
inventory. Each item has a serial number that creates a unique identifier for a single component so users can 
track rotable components. Even if the item does not have a serial number, management may want to track 
repairs to the item. Maintenance must assign a serial-type number to the component to track it individually.  

History is maintained for each individual component, based on the unique serial number. The history contains 
the component’s current position or location, which could be either in inventory, on a piece of equipment, or 
in a rebuild location for repair.  

If repaired, all costs to repair the component are captured. When the component is returned to inventory, the 
costs are seen as new parts or components to be reissued at a later date. 
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Rotable Movement 

 
 

Let’s look at an example of tracking the movement of a rotable item. In the top right corner, you can see that a 
motor is in inventory. There is a quantity of three, with three different serial numbers: serial 1, serial 2, and 
serial 3. 

Using the Inventory Issue action, you can issue serial 1 to a piece of equipment. Now, the inventory only 
shows two motors on hand, serial 2, and serial 3. 

At some point, you will need to repair or rebuild the motor used on the piece of equipment. The correct 
approach is to issue the part from equipment back into inventory, then reissue to a rebuild location. Since you 
have removed the rotable item from the equipment, you need to replace that motor with another motor that is 
sitting in inventory. As a result, you now have serial 2, which is the replacement motor, on the equipment, and 
serial 1 is in rebuild for repair.   

While in rebuild, all costs associated to rebuilding the motor are captured. Labor cost, material issues, and 
even purchase orders sent out to an outside supplier are all captured in the rebuild cost of the motor. In this 
example, the total is $500.00. 

Once rebuilt, you return the motor to inventory. Serial number 1 has a new value of $500.00. The next time it 
is issued, this value is charged to the equipment that the motor is used on next. 
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Another design feature of rotable is that you can issue more than one rotable item to a single piece of 
equipment. If a piece of equipment requires a motor and a pump, which are both rotable items, they both can 
be issued to the one piece of equipment. 
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Rotable Inventory Setup 

 
 

To set up a rotable inventory part, select Inventory|Inventory Maintenance from the EAM menu. On a part 
record, there is a check box called Rotable? If selected, it identifies the part as rotable and takes on the 
behavior of a rotable item rather than a standard part record. There is also a Rotable Inventory submenu that 
illustrates movement history for a specific rotable item. In the next few slides, you will see these fields and 
screens. 
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Rotable Inventory Setup 

 
 

When creating a new part number, select Rotable to identify the part as rotable, which drives specific 
functionality for the part. 

As indicated earlier, rotable items are differentiated by a unique serial number. Each serial number represents 
the quantity on hand for the rotable item. 
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Rotable Inventory Setup 

 
 

This section describes an optional step that is not part of the rotable setup requirements. Once rotable parts are 
established in the system and transactions have occurred, go to the Rotable Inventory submenu. You will see a 
display of all serial numbers identified and their current location.   

In an upcoming demonstration, you will learn how to receive parts, to issue parts to equipment, and to rebuild 
parts, and then to return parts to inventory to illustrate a movement cycle for a rotable item. This process 
demonstrates how useful the Rotable Inventory submenu is when tracking the locations of rotable items. 

http://community.qad.com/


 Inventory     329 
  
 

Comments? Go to goo.gl/MfwKHm   

Review 

 
 

For further information on how to carry out these actions in EAM, view the QAD Enterprise Asset 
Management User Guide available on http://documentlibrary.qad.com/.  
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Inventory – Review 
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CHAPTER 4 

Purchasing 
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Purchasing 
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Purchasing – Overview 

 
 

Supporting documentation for EAM includes the QAD Enterprise Asset Management User Guide, available 
on http://documentlibrary.qad.com/. This guide includes cross-reference sections of the UG, when applicable. 

As a reminder, you need access to a linked ERP system to view GLs and vouchers.   
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QAD EAM Modules 

 
 

Let us start by talking about the four EAM modules and review how they all work together.  
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QAD EAM Overview – Modules  

 
 

As we continue through this guide, it is important to keep in mind that EAM has four major modules, or areas 
of operation, as well as to keep in mind how each area contributes to a facility’s overall reliability, lean 
initiatives, and cost controls. Understanding the value proposition for each area and how all the areas work 
together will assist you in designing the proper solution for any business need around EAM.   

Notice how each of these modules addresses business drivers. As you begin to link business drivers with 
EAM functionality, you will better understand the overall domain space of EAM.   

This section of training pertains directly to Purchasing.  
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EAM Modules 

 
 
• Purchasing  
•  Inventory  
•  Maintenance  
•  Project Controls  

These modules are the portals with which users interact to accomplish their daily tasks. Notice how, in this 
slide, each of these modules forms a piece of a complete circle. While certain elements of EAM can be 
implemented without implementing others, EAM is at its best when all four modules work together to form a 
true Enterprise Asset Management solution.   

In the various sections of this EAM training guide, we explore each of these modules and explain the business 
space of each.  
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Purchasing Overview 

 
 

When anything other than raw materials (production components) needs to be purchased, the EAM 
Purchasing module is the solution.   

In business today, Purchasing is perhaps one of the most competitive and outwardly facing EAM modules. As 
companies work to reduce costs while continuing to provide high-quality, on-time products, purchasing 
departments require more and more data more quickly in order to make critical sourcing decisions.   

At the same time, financial control requirements continue to grow more stringent as companies seek to satisfy 
requirements for reporting on their publicly held companies.   

For these reasons, the EAM Purchasing module contains a variety of robust controls and data collections to 
empower today’s requestors and buyers. These are designed to help companies:  
•  Purchase the right parts at the right price from the right suppliers  
•  Ensure timely, but electronically controlled, approval processes  
•  Access data to monitor their spending against budgets in a real-time fashion  
•  Consolidate their purchasing power in shared services with the goal of leveraging their buying power  
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•  Evaluate vendor performance to select the proper vendor base to support their operations 

Users of the EAM Purchasing module use it to create and maintain requisitions, standard clauses, and 
approval groups; revise vendors; and add routing substitutions. Because businesses typically do not carry 
every possible replacement part in inventory, EAM provides purchasing functionality to support all indirect 
buys, including both services and materials. Additionally, the software includes requisition functionality for 
the creation, approval, and conversion of a purchase request into a purchase order (PO).  

Purchasing connects the cost of inventory, spot-buys, and services to work orders, projects, equipment, and 
other documents. Finally, EAM provides all this financial information back to the ERP system for reporting 
purposes and to support Accounts Payable processes. 

http://community.qad.com/
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Who uses EAM Purchasing? 

 
 

The audience for EAM Purchasing can be from a broad range of roles. In general, users who use Maintenance, 
Inventory, and Project Controls are probably also invested in the Purchasing functionality.  

Now, add to that list the users from the Purchasing department (Buyers, Purchasing Supervisors), Approvers, 
Accounting, and Accounts Payable, and you see that you could conceivably have the largest population of 
EAM users concentrated in this one module.  
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Purchasing — Key Concepts 

 
 

To lay the foundation for this Purchasing training, there are some key concepts that are helpful for 
understanding the overall functionality.   

In this section, you will review which activities take place in EAM versus the ERP (Enterprise Resource 
Planning) system, or as you may know it, the QAD core product. Then, you will review the high-level 
purchasing process along with the key features that make up the EAM functionality, including electronic 
authorization, approval options, inventory vs. non-inventory purchases, and the use of stock replenishment to 
maintain inventory levels.  

http://community.qad.com/
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Purchasing — Key Concepts 

 
 

Understanding the EAM Purchasing module’s place in the overall supply chain is the key to implementation 
success.   

Aside from ties to Financials, EAM Purchasing is also integral to Accounts Payable functions within ERP. 
The two groups are usually separated due to Segregation of Duties requirements. For indirect purchasing, the 
purchasing activities all take place within EAM, but the payment for those purchases, also known as Accounts 
Payable, takes place in the ERP system.   

Purchasing is a process that may involve any number of requesters, but only a select few in an organization 
are typically allowed to place the order for items or services with a supplier. Those responsible for processing 
orders are referred to as buyers. In EAM, an employee may be designated as a buyer in the employee record. 
Also, in the system control settings, the flag Any Buyer? determines if buyers may work on each other’s 
orders or only their own. This is usually also driven by a company’s business requirements.   

The Accounts Payable group is responsible for ensuring that payment is made to suppliers/vendors for goods 
or services received. Their role functions within the ERP system. The key elements required for payment for 
goods/services received are the purchase order and the receiver, which come from EAM to the ERP system, 
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and the invoice itself, which comes from the supplier. These three are typically matched prior to actual 
payment in ERP, which is often referred to as a three-way match for payment.   

Separate group from Purchasing due to Segregation of Duties 

Three Primary AP Documents:  

Purchase Order (Source: EAM) 

Receiver (Source: EAM)  

Voucher/Invoice (Source Supplier – directly into QAD)  
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Purchasing — Key Concepts (cont.) 

 
 

Where does a purchasing process start? It always starts when someone, somewhere, identifies the need to 
purchase something. In EAM, that need to purchase something results in a requisition (purchase request).   

While the basic request for a purchase is fairly straightforward, it is important to emphasize that the requests 
can encompass a variety of purchase types including the purchase of EAM inventory items, non-stock (or 
spot-buy) purchases, contractor services, and even consignment-type items.   

When the actual supplier and/or cost is not known, the EAM requisition can be converted to a request for 
quote (RFQ) to support proper sourcing.   

The Stock Replenishment function, which also creates requisitions, is an automated way to identify which 
inventory items need to be purchased and in what quantity in order to maintain the pre-defined desired stock 
levels.   

As far as sourcing, or selecting the proper supplier, is concerned, if the ERP is the Accounts Payable system 
(which it is), then it makes sense that the vendor records in EAM must match exactly those in ERP. For this 
reason, EAM looks to the ERP system for vendor records and these records must be kept synchronized with 
the ERP list.   
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As mentioned earlier, regardless of whether you are purchasing items to put on a shelf, EAM part numbers do 
not exist in the ERP system. It stands to reason then that even if you are purchasing inventory in EAM, as far 
as the ERP system is concerned, EAM purchase orders are always considered to be memo purchase orders.  

http://community.qad.com/
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Purchasing — Key Concepts (cont.) 

 
 

Many companies expense their indirect items as soon as they are received into the system, and as a result, 
often think that there is no way to manage those items as inventory. But an important key feature of the EAM 
purchasing process, as it relates to buying inventory items, is the fact that EAM allows you to maintain 
inventory quantities and cost even if the actual purchase was financially expensed on receipt.   

When a PO for an EAM inventory item is received in EAM, the system puts that cost into an intermediate 
holding bucket for accounting. Typically, that bucket is configured to use an expense-type account, which 
means the purchase is expensed on receipt. In this situation, when an item is later issued from inventory, its 
cost is moved from the general inventory bucket to its final expense resting place in accounting.   

For those few companies that keep indirect inventory on the books, however, that general inventory bucket 
can be set up to use an asset-type account rather than an expense-type account. Whether the items are 
expensed on receipt or kept as inventory on the books, EAM provides the flexibility for either approach, or 
even a combination of the two depending upon configuration. 

Another key feature to keep in mind is that when a purchase order is received in EAM, two primary 
transactions take place in ERP:  

1. The associated general ledger transactions are passed to support Finance  
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2. A receiver is generated in ERP to support Accounts Payable  

And, finally, as mentioned earlier, EAM provides robust functionality to support electronic approvals, and 
nowhere else in EAM is the potential configuration complexity greater than in Requisition and PO Approvals. 
In general, companies use requisition approval to represent budgetary approval to spend the money to 
purchase what has been requested. It is becoming more and more common to also include a second level of 
approval at the PO level. Purchase order approval is commonly used where financial requirements limit the 
value of a PO that a buyer can commit without having a second signature on the order.   
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Purchasing — Key Concepts (cont.) 

 
 

As you know, EAM provides for a variety of electronic, or online/paperless, approval routings. Since the 
electronic routing in EAM is such a pivotal area of functionality, it is important to discuss its concepts a bit 
further.   

One important concept is that all electronic approvals in EAM are driven by e-mail. EAM contains its own 
internal e-mail system, which may also be set up to pass those e-mails to your corporate mail account, like MS 
Outlook or Gmail. At this time, you cannot take action on those e-mails from your corporate mail, but must 
log in to EAM to take approval steps. Future versions of EAM plan to allow approvals from devices such as 
smart phones or android devices, but for the time being, ensure all approvers have login access to EAM.   

Another important concept regarding electronic approvals in EAM in general, and to the purchasing process 
specifically, is that the behavior of the approval routings can vary significantly from company to company 
depending upon how the routing is configured. It is important to understand that the behavior of the associated 
electronic approval is driven by several key configurations:   
• The definition of routing groups 
• The configuration of the routing hierarchy 
• The approval limits defined on the approver’s EAM user ID  



348     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Other concepts worth noting:   
• Wait hours – EAM can be configured to set a maximum amount of time that an electronic request for 

approval can be ignored in an approver’s queue before it is automatically forwarded to the next approver.   
• Routing substitutions – to efficiently manage approval routings when approvers are traveling or on 

vacation, EAM provides the ability for approvers to designate substitute approvers in their place for a 
particular duration of time. During that time, the designee inherits the approver’s spending limits.   

• Rerouting capabilities – EAM can force re-approval based not just upon the cost of the requisition, but 
also based upon a variety of fields that, if changed, force either a reroute or at least an e-mail notification. 
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Purchasing — Key Concepts (cont.) 

 
 

EAM provides two approval options. In a vertical approval approach, there is a list of approvers, in ascending 
order of approval limits. A record becomes approved once someone in the chain with a limit higher than the 
record approves it.  

In addition to the base Electronic Routing configuration, EAM allows for a concept in routing known as 
horizontal approval. With horizontal approval, organizations can specify that once vertical approval 
requirements are met, additional approvals can be required. For example, some organizations may require that 
Finance provide final sign-off on purchases after the budget owners in the vertical approvals have approved. 

Another key concept in EAM approvals is the idea of a Quality Approver. In the initial setup of an Approval 
Group, the system administrator can add a Quality Approver to the list. In the Approval Group, the Quality 
Approver has the flag Cons Limit? (Consider Limit) set to No, which means when this approver is approving 
a request, EAM does not consider this person as a dollar approver. For example, an organization may add an 
IT person to all requests against IT accounts to ensure that any software purchases meet the company’s IT 
standards. Because of the different focus in approving the quality of a purchase, the system prompts you if an 
approver is overriding a quality approver.  
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There are two ways to include a Quality Approver in a routing. The quality approver can be included in the 
official routing group and is always a part of that group, or requesters can add a quality approver to a record’s 
routing at the time they route the request for approval. This approach adds the quality approver for that 
particular routing’s list and does not add that approver to the overall routing group.   

Finally, it is important to understand that there are two types of approval available in the purchasing process: 
Requisition Approval and Purchase Order Approval. Either, both, or neither may be required based upon 
system configuration and business requirements. 

Requisition Approval routing is the most commonly employed type of approval. This is typically referred to 
as “spending” approval and usually involves budget owners providing their approval to spend money from 
their budget for this purchase request.   

Purchase Order Approval is becoming more popular as more companies are limiting the amount of money a 
buyer can commit without having to acquire supervisor approval. For example, if a company allows buyers to 
commit up to $50k on their own, but purchase orders larger than $50k require supervisor sign-off, you would 
recommend enabling Purchase Order Authorization.  
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Purchasing — Key Concepts (cont.) 

 
 

As we have discussed, EAM Purchasing can be used to purchase various indirect items, including 
storeroom/MRO parts, spot-buys for non-stock items, and services from third parties.   

Terminology can vary from company to company, but within EAM, the following are important terms to 
understand:  

• Stock versus Non-Stock: Part Numbers can represent inventory items (Stock Items) OR items that 
you regularly purchase but do not store in inventory (Non-Stock Items). The Auto-Issue? flag on the 
part number controls this and is explained in the following pages.   

• Part versus Non-Part Number: In addition to allowing the purchase of part numbers, EAM allows 
the purchase of items for which no part number exists. These are often referred to as spot-buys.   

The Part No field on a purchase request is a unique type of field. It does have a lookup, but the requestor can 
also enter any type of identifier required.   

The Auto-Issue? flag on a purchase request drives important functionality. Anything you plan to place in 
inventory must (1) have a part number and location, and (2) must be marked as Auto-Issue? = No, meaning 
that you intend to manually issue the part to its final expense resting place in the future when it is used.   
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Setting a purchase to Auto-Issue? = No, does NOT mean that the item is not expensed on receipt. It simply 
means that the cost is maintained in an inventory expense accounting bucket until it is issued to its final 
expense bucket.   

Auto-Issue  

No – I will manually issue the part later  

Yes – Please automatically issue the part from inventory to its final expense accounting  

The field defaults to Yes for:  
• Non-part number purchases  
• Purchases against a WO, equipment, or project  
• Part number purchases where the part is marked Auto-Issue? = Yes  
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Purchasing — Key Concepts (cont.) 

 
 

This section introduces the EAM Stock Replenishment functionality.   

The EAM Stock Replenishment is similar in concept to ERP’s MRP functionality in that it is a routine that 
automatically identifies what should be purchased to bring inventory quantities to their required levels. Keep 
in mind that while MRP replenishes inventory to support production, EAM Stock Replenishment reorders 
inventory to support operations.   

Key points regarding EAM Stock Replenishment include:   
• Companies may run Stock Replenishment manually or, if they have highly accurate inventory with a well-

disciplined work force, they can choose to automate the entire process. Companies can use both options 
together, identifying certain parts to automatically reorder, while still manually managing the other parts. 
These automatic reorder parts are called Sole Source parts in EAM.   

• As with MRP, the EAM Stock Replenishment is dependent upon how a company defines each part’s 
reorder point and min/max values.  

• With Stock Replenishment, companies can run a report to see what items are suggested for reorder and 
then manually manipulate the items/quantities prior to actually committing the order. 
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• Once a Stock Replenishment is converted to requisition, EAM automatically creates a purchase event (for 
purchased items) or an EAM work order (for internally fabricated parts).   
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EAM Purchasing Set Up 

 
 

Now that we have reviewed the many key concepts associated with EAM Purchasing, but before we talk 
about the actual purchasing transactions, let us take a quick look at what configuration is associated with 
EAM Purchasing and how it is set up.   
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Purchasing Setup – Overview 

 
 

To properly configure EAM Purchasing, there are many control settings and record setup areas to visit. 

The following pages include details on the purchasing setup, but for step-by-step configuration details, see the 
QAD Services EAM configuration documentation. Also, because new configuration options are always being 
added, reference the latest user guide documentation available on http://documentlibrary.qad.com/.   

The goal of this section is to familiarize you with the primary configuration requirements.  
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Purchasing Set Up 

 
 

Much of the base data required to enable the purchasing functionality to communicate with QAD ERP is 
actually from QAD itself. Think of QAD, or the ERP system, as being the system of record for all vendors, 
currency data, addresses such as Ship-To/Bill-To, and payment terms.   

In addition, keep in mind that all financial chart of accounts structures are also dependent upon the ERP 
system setup, which includes not only accounts, sub-accounts, and cost centers, but also project numbers, 
which are integral to the financial reporting.   

All of this data is downloaded from ERP to EAM and then maintained via Job Programs that update EAM 
with any changes to records that were downloaded to EAM previously.   
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Purchasing Set Up: Registry  

 
 

The commodity code format allows you to set the format of the commodity codes and allows you to build a 
hierarchy like the job number.  

The Unauthorize PO setting causes the PO to become unauthorized if any PO fields are modified. 

Enforce ERP Purchasing Field size allows the customer to use ERP limitations instead of EAM limitations to 
ensure that all data are sent to QAD ERP without being truncated because field sizes in ERP are generally 
smaller than EAM field sizes.  
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Purchasing Setup: Domain  

 
 

The following are the key domain-level settings that affect the EAM purchasing functions.   

Any Buyer? Flag: When this option is selected, any designated buyer in any site in any domain can modify 
an approved PO. When the Any Buyer? option is cleared, only the buyer who approved a PO can modify or 
edit the purchase order. 

Reopen Closed PO? Flag: When this option is selected, users with the required security setting can reopen 
POs or requisitions once they have been closed. Reopen the closed PO before you make adjustments such as a 
return to vendor or additional receipts. 

Use only Vendor Currencies? Flag: Restrict currencies based on the vendor’s ability to receive purchase 
orders in a different currency other than the vendor’s primary currency. 

A history of all purchase prices by different currencies needs to be visible and used when creating future 
purchase requisitions.  

Notes on vendor currencies: In some instances, vendors request that purchase orders be issued in the 
currency in which they pay their suppliers rather than in their own currency. For example, assume that a 
vendor is located in the US. However, this vendor receives materials from its own suppliers from Canada and 
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the Canadian suppliers request to be paid in Canadian dollars. To avoid currency exchange rate conversions, it 
is easier to pay the US vendor in Canadian dollars, which is the currency the vendor needs to pay its supplier.  
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Purchasing Setup: Domain  

 
 

Receiving Limitations:   

EAM is configurable as to (1) whether there are any limits on over-receiving a PO, and (2) if so, what those 
limits are in terms of amount and percentage.   

If the Receiver Limit? field is set to Yes, then the receipt limit amount and percentage are enforced. If the 
field is set to No, then no limits are imposed on what can be received over the original purchase order amount. 
As a knee jerk reaction, many will companies will configure the setting to ensure that no over-receipts are 
ever allowed. However, best practice dictates that, wherever there is a physical transaction, there should also 
be a system transaction. So, if you order 10 of an item, and 12 physically arrive, it is best practice to receive 
12 and return 2 (or to keep them, as business practice dictates). Therefore, when the invoice arrives, Accounts 
Payable has transactional history to explain the disparity between the PO and the invoice.   

If the Receipt Limit? field is set to Yes, then you also must enter the limits to enforce in terms of amount and 
percentage. When an order exceeds the cost on the purchase order, the system checks the receipt limit. You 
can receive the item if the cost does not exceed the specified percentage or amount (whichever is greater). 
Enter the percentage, amount, or both.  
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Buyer/Commodity Purchasing 

 
 

Use the Buyer/Commodity Purchasing option to require a buyer to be assigned to a commodity code. The 
buyer is assigned to the inventory part based on the commodity code entered. The buyer then defaults onto 
requisition lines based on the stock part entered 

http://community.qad.com/


 Purchasing     363 
  
 

Comments? Go to goo.gl/MfwKHm   

Buyer/Commodity Purchasing 

 
 

Use the Buyer/Commodity Purchasing option to require that a buyer be assigned to a commodity code. The 
buyer is assigned to the inventory part based on the commodity code entered. The buyer then defaults onto 
requisition lines based on the stock part entered 
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Purchasing Setup: Site  

 
 

In addition to the domain-level settings, there are settings on the site level that also have a direct impact on 
EAM’s behavior in the purchasing process. The two most important setup areas on the site level are the 
accounting defaults and the authorization options.   

The accounting defaults determine the accounting structure used for stock and non-stock receipts debit and 
credit, the AP liability accounting, and the rounding defaults to use in the situation where currency conversion 
may leave tiny quantities remaining.   

The authorization options drive whether requisition and PO approvals are used, and if so how EAM selects the 
proper approval group for requisition approval. In addition, in the authorization options, there is a setting that 
allows you to configure whether approvers are required to enter their password to approve the record after a 
requisition has been put in routing.   

Note: The Suppress Password? field must be set to Yes if you intend to use the global authorize option to 
streamline approving records in your queue.   
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Purchasing Setup: Site  

 
 

Field Detail  

If no accounting structure is specified for the debit side of the receipt transaction, EAM uses the accounts 
specified in the PO Receipts Defaults - Debit section. When items are issued out of inventory, then the same 
accounting structure is credited. 

PO Receipts Defaults – Credit 

When a part is received into stores from a PO, the PO Receipt Debit accounting structure (stock or non-stock) 
is debited. An off-setting AP Liability accounting structure, also known as Expensed Items Receipt, is then 
credited for accounts payable. You can specify an AP Liability accounting structure in the PO Receipts 
Defaults - Credit section.  
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Purchasing Setup: Site  

 
 

The Bill To and Ship To values default on the PO header, but the buyer can change them.   

Note: POs cannot be submitted to QAD ERP without valid values. 
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Purchasing Setup: Site  

 
 

When using EAM for the electronic authorization of requisitions, it is important to understand the hierarchy 
logic employed to determine the proper approval group.   

Decision Point 1: Will your company use EAM for electronic routing for purchase orders and requisitions?   

The first step in setting up the hierarchy of approval is on the Authorization Options tab page in the site 
settings. PO Authorization and Requisition Authorization are enabled on this page by setting them to Yes. 
Once Requisition Authorization is turned on, then the hierarchy fields are enabled for data setup.   

Decision Point 2: If you are using requisition authorization, do you prefer simplified routing hierarchy or a 
more complex decision tree?   

If you want to use simplified routing, then the Use Hierarchy? check box should be cleared. This 
configuration allows only one Approval Method to be selected. Typically, if the hierarchy is not used, the 
Approval Method is set to Cost Center-based approval, since most companies use the cost center to represent 
different departments, and budgets. The other options are Account-based routing or User-based routing. 
Whichever option you select, EAM always uses the approval group associated with those records to route 
requisitions for approval except in the case of purchasing against a project number that has its own requisition 
approval group. 
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If your company requires a more complex decision tree, then set the Use Hierarchy? flag to Yes. This allows 
you to select not only the first approval method, but also the second approval method, and the third approval 
method. To make the best use of the hierarchy, always place the most common option in the 3rd Appr Mthd 
field. The Approval Method and 2nd Approval Method fields should contain exceptions to the general routing 
method.   

It is important to understand that if using the hierarchy, as with the simple routing, anytime you are 
purchasing against a project number with its own requisition approval group, project always trumps any other 
options in the decision tree. Project always comes first.   

Decision Point 3: Does your company ever have a situation where EAM should select a routing group based 
upon a combination of chart of account information such as by cost center and sub-account?   

If this even more complex routing is desired, then in addition to setting the hierarchy options on the site level, 
you must also go the COA Requisition Approval screen to define situations in which routing must be 
determined by a combination of chart of accounts (COA). This is discussed further in the following pages.   

So, in the most complex decision tree, EAM follows this hierarchy to determine which routing group to use. 
As EAM goes down this hierarchy and encounters an associated requisition approval group, it uses that group 
for approval. 

1. Is the requisition for a project with an associated approval group? (Remember, project always comes 
first.)   

2. Is the requisition for a particular COA combination that has an associated approval group? 
3. Does the value in the first Appr Mthd field have an associated approval group?   
4. Does the value in the 2nd Appr Mthd field have an associated approval group? 
5. Does the value in the 3rd Appr Mthd field have an associated approval group?  

If EAM makes it all the way through the decision tree without finding an appropriate approval group, then 
EAM displays an error that no approval group could be found when attempting to route the requisition for 
approval.  
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Purchasing Setup: Site  

 
 

As mentioned earlier, another option is available for configuring the routing hierarchy logic. This is the chart 
of account (COA) approvals matrix. This feature is designed for customers who need the flexibility to route a 
purchase requisition approval to an approval group based on a specific cost center and/or sub-account 
combination. 

The current requisition approval methods only look at a single cost center or account and do not account for 
sub-account. If this matrix is filled, the system compares the requisition’s cost center and sub-account to the 
matrix and, if there is a match, the approval is routed to the group indicated here. Otherwise, EAM looks to 
the system site’s requisition approval method and routes accordingly. 

Currently, this functionality does not include the account number on the matrix, but it will be introduced in a 
future release. 
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Purchasing Setup: Site  

 
 

One other key setting on the site level is Suppress Password for Req Next Approver?  It is important to note 
that regardless of how this flag is set, EAM still requires you to enter a password when first initiating a 
requisition approval routing.   

If this flag is set to No, then all subsequent approvers must enter their own passwords to approve/disapprove a 
requisition.   

If this flag is set to Yes, then all subsequent approvers can approve/disapprove a requisition without having to 
enter their passwords. Also, this flag must be set to Yes to enable the use of the new global authorization 
functionality, which is discussed later in this guide.   
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Purchasing Set Up: Employee  

 
 

The definition of who is a buyer in EAM is critical to supporting the purchasing functionality.   

Buyers are special types of records, because in addition to having an appropriate security group to support 
what the buyer needs to access within the system, a user that is set up as a buyer has additional functionality 
available that is outside of security access.   

Individuals are set up as buyers on the Employee record. EAM uses the employee ID to link to a buyer ID to 
reduce the need for mass changes to existing records when workers change jobs or responsibilities. If an 
employee who has been a buyer moves to a new job, the buyer ID associated with the departing employee can 
be assigned to the new employee and purchasing can proceed uninterrupted. 

In the Buyer-Sites sub-module of the Employee record, you can set up a person as an official buyer. If a buyer 
functions in multiple sites, then each site must be added to the employee record’s Buyer-Sites table. This is 
also where PO approval groups and BO approval groups are defined. 
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Requisition Approval Setup  
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Purchasing Process – Step Through 
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Purchasing Process 
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Requisition Creation & Approval 
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Requisition Setup  
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Over Budget Requisition Routing Authorization 

 
 

The Use Over Budget option allows you to control requisition approvals by lowering spend authorization 
when the budget has been reached for either the month or year. A requisition budget can be entered manually 
when integrated with QAD Enterprise Edition. Standard Edition users can automatically download the budget 
and refresh the budget as needed. You can view the budget analysis for requisitions to assess expense vs. 
budget for either the month or the year. Additionally, reporting is provided for Budget Amounts and Budget 
Activity by Account or Cost Center. 
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Over Budget Requisition Routing Authorization 

 
 

When a requisition is routed for authorization through the Action menu, EAM checks the budget limit and 
over budget limit of the individual user tasked with authorizing the requisition, or the users within the 
approval group. If the requisition amount does not exceed any limits, it moves to the next step of the 
authorization process. However, if the budget amount reaches its limit but is within the over budget limit of 
the specified authorizer or approval group, a routing is created for the requisition and a line is placed in the 
associated e-mail informing the user that the over budget amount was used. If the requisition amount exceeds 
all over budget limits, the routing is stopped and a message displays indicating that no one in the approval 
group has a high enough dollar value to authorize the requisition  
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Over Budget Requisition Routing Authorization 

 
 

When a requisition is routed for authorization through the Action menu, EAM checks the budget limit and 
over budget limit of the individual user tasked with authorizing the requisition, or the users within the 
approval group. If the requisition amount does not exceed any limits, it moves to the next step of the 
authorization process. However, if the budget amount reaches its limit but is within the over budget limit of 
the specified authorizer or approval group, a routing is created for the requisition and a line is placed in the 
associated e-mail informing the user that the over budget amount was used. If the requisition amount exceeds 
all over budget limits, the routing is stopped and the user sees a display message that no one in the approval 
group has a high enough dollar value to authorize the requisition.  
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Over Budget Requisition Routing Authorization 
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Budget Analysis Reports  
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Requisition Setup  
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Create a Requisition 

 
 

Navigate to Purchasing|Requisitions.  

Click New or right-click and select the New option in the upper browse to create the requisition header.  
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Create a Requisition: Header 

 
 

Enter the req header description, update the requestor if necessary, and enter the date due and date required.  

Note: Date required is the date the requestor needs the goods, and the date due is the date communicated to 
the buyer. For example, Jim needs the parts for work first thing Monday morning. His date required is 
Monday. The buyer understands that the supplier must deliver the parts by close of business on Friday. The 
date due is Friday. 
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Create a Requisition: Header 

 
 

Enter the expense information for this requisition. This detail can be changed on the line but it is important to 
note that the routing occurs based on the header detail.  

Work through the fields, left to right, top to bottom.   

Do you have a WO number? Project ID? Equipment ID? Etc.  

At minimum, most customers enter the cost center, account, and, sometimes, the sub-account.  
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Create a Requisition: Lines 

 
 

Click New in the lower browse to add a line item.  
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Create a Requisition: Lines 

 
 

The line is where the detail of the part is entered. This includes the part number, quantity, and cost. You can 
enter any number of lines for the vendor specified in the header.   

Again, it is important to note that the requisition routes based on the header detail so when you change the 
accounting information on the line, it does not affect how the req is routed. You should create a new req when 
the accounting varies for the line.  
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Create a Requisition: Lines 

 
 

Review the expense detail and verify that the header information that defaulted is valid for the part being 
purchased.  
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Create a Requisition: Lines 

 
 

Enter PO text for this line.   

The PO Text is searchable and prints on the PO.   

If the part number or description requires more characters than allowed, enter the information in the PO Text 
field.  
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Create a Requisition: Lines 

 
 

Continue to add lines until the requisition includes all parts that need to be purchased from the vendor 
specified on the header.  

You are now ready to route the requisition for approval.  
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Purchasing Process – Step Through 
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Authorize a Requisition 

 
 

Select Authorize from the Action menu.  
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Authorize a Requisition 

 
 

1. Enter a password. 

2. Enter comments. 

3. Click Submit routing. 

4. Click OK. 
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Authorize a Requisition 
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Authorize a Requisition 

 
 

The approver uses the Authorize action to authorize the requisition or to begin routing for the approval of the 
requisition.  
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E-mail Approval Notification to Originator 
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Purchasing Process – Step Through 
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Purchase Order Process 
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Purchase Orders   

 
 

POs are sent to ERP for the Accounts Payable module. 

POs can be created in two ways:   

• Individually 

• Globally, create multiple purchase orders simultaneously, combining requisitions to each vendor on 
the same purchase order 

Types of Purchase Orders 

• Blanket Purchase Orders. Pre-negotiated orders with suppliers for a specified period of time. Buyers 
can create releases against valid blanket purchase orders. Blanket purchase orders can restrict the 
items that can be purchased on the blanket or can be left open. 

• Consignment Orders. Stored in EAM’s purchase order table, but are flagged as a consignment order. 
Consignment orders are not sent to QAD ERP application. 

• Standard Purchase Orders 
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Purchase Order Types  
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Globally Create Purchase Orders 
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Globally Create Purchase Orders 

 
 

Select two or more requisitions. 

Select Action|Global Create Purchase Order. 
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Global Authorize POs & Reqs 
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Place PO on Order 

 
 

When a purchase order is assigned the Ordered status, the PO is written to the ERP system. 

Note: The PO cannot be received until it is placed on order.  

Placing the PO on order should be the point when the PO is sent to the vendor.  
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Purchasing Process – Step Through 
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Distribute PO 

 
 

When selecting Print Document or Global Print Document for purchase orders, you now can print the 
documents and links attached to the purchase orders. 
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E-mail PO to Supplier 

 
 

You can e-mail purchase orders to the supplier from the Purchase Order browse. The error handling of the 
Email PO Action in the Purchase Order browse has been improved. Now, instead of a generic message, you 
see a detailed message that indicates the problem that EAM encountered when sending the e-mail, if there 
were any issues.  

The Email PO functionality required a change to EAM e-mail. EAM now sends e-mails from the EAM client 
(Email PO) as well as from the EAM server (all other e-mails). When EAM sent e-mails only from the server, 
you could specify “localhost” as the SMTP Server value in the System Control|Maintenance screen. However, 
the client does not recognize “localhost,” which means you now must specify the actual DNS Name or the IP 
Address of the SMTP server in order for e-mail to work on the client side. This setting is needed only if you 
use the Email PO functionality, and the change does not affect other types of e-mail. 
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E-mail PO to Supplier 
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PO Receiving 
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PO Receiving  

 
 

Available from Purchase Order screen  

Usually limited by security to a few individuals to comply with Segregation of Duties regulations (i.e. buyers 
should not be allowed to receive) 

The creation of EAM receipts causes several actions, such as:  

• A notification to a requestor  

• A receiver record is sent to ERP for Accounts Payable  

• GL transactions are created  

• The EAM inventory quantity is updated (if Auto-Issue = No)  
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Receive Against a PO 

 
 

Select the line or lines to be received. Update the quantity to receive, as needed. Enter the packing slip 
number, if required. Update the Receipt Date and Ship Date, as needed. 

Then, select Receive. 

The system asks if you want to print the Receiver Document. Select Yes to display the document to screen. 
Select No to return to the Purchase Order browse.  



412     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Reprint Receiver Document 

 
 

You may want to print receivers in batches rather than one at a time. Using the Receiver report, you can print 
a single receiver or a group of receivers.  

Enter in the desired filter criteria.  
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Print Receiver Document 

 
 

The Receiver number is a QAD ERP application receiver number. 
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Receipt GLs Created When Received 
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Global Authorize POs  
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Purchasing Process – Step Through 
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Pay  
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All PO/Req Revisions 
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Return to Vendor 

 
 

Now that you have created a req, PO, placed it on order, and received it, we can discuss how to perform a 
return.  
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Return to Vendor by Receipt 

 
 

The Return to Vendor function allows you to return multiple lines at one time with the added flexibility of 
filtering based on a packing slip, receiver number, or received date. When you filter by one of these items, 
EAM displays all inventory receipt transactions that are linked to the packing slip, receiver, or received date.   
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Return to Vendor by Receipt Process 

 
 

No data setup is needed to use the Return to Vendor by Receipt functionality. The Return to Vendor screen 
has been redesigned to support this functionality.   
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Return to Vendor by Receipt 
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Stock Replenishment 

 
 

Another way to create requisitions is via stock replenishment.  
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Stock Replenishment 
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Stock Replenishment  
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Create a Stock Replenishment 

 
 

Use Stock Replenishment to identify parts below the reorder point or safety stock level. Create requisitions or 
work orders to replenish depleted inventory. 

Create a stock replenishment header or stock run in the top frame. 

Globally add parts or attach individual parts to a stock run. 

Print the list of items that are below the reorder point or safety stock level for review in the bottom frame. 

The stock run number is copied to the requisition or work order, noting its origin.  
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Add Parts to a Stock Replenishment 

 
 

1. Select Global Add from the Stock Replenishment Action menu. 

2. Click the ellipsis (...) button. 

3. Click the Add button (green addition sign). 

4. Build a vendor-sourced parts filter. 

5. Select the Active field. 

6. Select the Source field. 

7. Select “contains” from the drop-down menu. 

8. Enter Vendor in the empty field below “contains”. 

9. Click OK.  

10. Add other parts by clicking New in the lower browse. 

11. You only need to create the filter once. Save it for reuse. 
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Review Parts on a Stock Replenishment 

 
 

Edit, review, and approve parts to order. 
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Create Stock Replenishment Requests 

 
 

Use the Create Requests action to add requisitions. 

Task 

Click Create Requests in the Stock Replenishment Action menu. 
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Globally Create Purchase Orders 

 
 

Create POs from the stock replenishment. 
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Close a Stock Replenishment 
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Blanket Orders  
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Blanket Orders – Overview 
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Blanket Order Overview 

 
 

Let us first discuss what a blanket order is and how it differs from a standard purchase order. Then, the guide 
describes how to set up a blanket order in EAM.  

By definition, a blanket order is a negotiated order that the customer makes with its supplier that is 
expected to have multiple releases over a period of time, often negotiated to take advantage of predetermined 
pricing. A BO is normally used when there is a recurring need for parts, goods, or services. 
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Blanket Order Overview 

 
 

Blanket orders add value to the buyer by allowing the buyer to process orders efficiently for high volume 
items. It gives buyers a way to capture negotiated prices with suppliers and to control spending by having the 
system automatically expire the order, based on the monetary value and/or date. 

Blanket orders also allow buyers to track changes to contracts for efficient audit compliance. 
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Blanket Order Overview 

 
 

This section introduces the following concepts: 

• Setting up a BO header 

• Setting up BO lines 

• BO approvals 

• BO releases 

The process flow in the slide illustrates what the BO process.  
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Blanket Order: Set Up Header 

 
 

Creating a blanket order is simple. A buyer selects the vendor and then enters the expiration date, expiration 
amount, which is a monetary value, and any discount percentage that can be applied. This discount percentage 
is automatically added to the items being purchased, but can be overwritten if necessary. 

Much of the blanket order detail defaults from the site configuration and vendor record.  
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Blanket Order: Set Up Line Detail 

 
 

For each line on a blanket order, you select the part, quantity, and list price. If a discount was entered on the 
blanket order header, it is populated here, but can be changed for this particular line. Once the list and 
discount are entered, a unit price is calculated. 
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Blanket Order: Approvals 
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Blanket Order: Release 
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Blanket Order: Release 
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Blanket Order: Release 

 
 

Requisitions created due to a BO release have a description that indicates the origin of the request.  
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Blanket Order: Additional Benefits 
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Blanket Order: Additional Benefits (cont) 
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All BO Lines Browse 
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Purchasing – Review 
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CHAPTER 5 

Project Controls 
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Project Controls 

 
 

The business space around EAM Project Controls is a unique niche. Project Controls is often referred to as 
project accounting, though the engineering and operations groups are more comfortable with the term project 
controls to describe what they do. Also, using the term project controls helps to avoid confusion between what 
EAM does and what a fixed asset accounting solution does.   

In this section, we will review previously covered business space concepts and add in some additional 
information.  
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Project Controls – Overview 

 
 

Supporting documentation for EAM includes the QAD Enterprise Asset Management User Guide, available 
on http://documentlibrary.qad.com/. This guide includes cross-reference sections of the UG, when applicable. 
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QAD EAM Modules 

 
 

Now that we have covered general navigation, maintenance, inventory, and purchasing, we are now going to 
look at project controls.  

http://community.qad.com/


 Project Controls     451 
  
 

Comments? Go to goo.gl/MfwKHm   

QAD EAM Overview – Modules  

 
 

As you continue through this guide, it is important to keep in mind that EAM has four major modules, or areas 
of operation, as well as to keep in mind how each area contributes to a facility’s overall reliability, lean 
initiatives, and cost controls. Understanding the value proposition for each area and how they work together 
will assist you in designing the proper solution for any business need around EAM.   

Notice how each of these modules addresses business drivers. As you begin to link business drivers with 
EAM functionality, you will better understand the overall domain space of EAM.   

This section of training pertains directly to project controls.  
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EAM Modules 

 
 
• Purchasing  
•  Inventory  
•  Maintenance  
•  Project Controls  

These modules are the portals with which users interact to accomplish their daily tasks. Notice how, in this 
slide, each of these modules forms a piece of a complete circle. While certain elements of EAM can be 
implemented without implementing others, EAM is at its best when all four modules work together to form a 
true Enterprise Asset Management solution.   

The various sections of this EAM training guide explore each of these modules and explain the business space 
of each. 
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Project Controls  

 
 

Project Control, also known as Project Accounting, is one of the most visible modules in EAM, often all the 
way up to corporate leadership. It is also one of the best-selling features of EAM.   

Why is that? Companies use projects to manage budgets on all types of major expenditures, and the ability to 
deliver on these projects on time and on budget is critical to the profitability of a business. Going over budget 
or missing deadlines means, in the simplest terms, losing money.   

For this reason, businesses strive to improve the controls, reporting, and traceability of their projects. EAM 
Project Controls has been designed to be the tool a company uses to accomplish these goals.   

The Project Controls module is located under the Finance menu in EAM. During a facility’s lifespan, 
engineering and maintenance groups manage facility and equipment through design, construction, start-up, 
improvements, additions, transfers to another facility, shut down, and retirement. All of these requirements 
define a project.   

Project Controls users use EAM to plan activities and costs, to collect actual costs, to track scheduled 
payments/reimbursements, and to create equipment to put into service. During this process, EAM collects 
acquisition costs, as opposed to the cost of ownership discussed so far.  
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High-level goals achieved through use of project controls include the ability to:  
•  Manage capital projects to consistently deliver on time and on budget. 
•  Move new equipment into production as soon as possible.  
•  Monitor and control spending against the budget or reallocate budgets from one project to another.  

http://community.qad.com/


 Project Controls     455 
  
 

Comments? Go to goo.gl/MfwKHm   

Who uses EAM Project Controls? 

 
 

As with Purchasing, the Project Controls module is used by individuals in many of the same roles that you 
have seen in previous modules plus some new roles such as project engineering, quality, fixed asset 
accounting, or even manufacturing leadership itself. As you identify requirements around project controls, 
keep in mind that all of the people behind these roles will have an opinion about the project controls 
functionality they need to do their jobs more effectively.   
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Project Controls – Key Concepts 
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Key Concepts – Three Types of Projects 

 
 

EAM controls the following types of projects:   

• Capital Projects 

Capital projects usually result in a new asset or group of assets that must go into the company books. The 
capital used in these projects comes from money that is held aside for investment purposes such as 
increased holdings or assets. In privately held companies, capital requests typically go through stringent 
reporting and approval processes, such as a return on investment analysis, and must be approved by the 
Board of Directors.  

• Expense Projects 

Expense projects usually involve previously anticipated operational costs, or “costs of doing business.” 
An expense project does not result in a new asset. Expense projects include refinishing a parking lot or 
painting a building. For instance, a plant has a summer shutdown. During that summer shutdown, the 
maintenance staff does a complete facility overhaul. An expense project tracks what must be done, who is 
doing what, what work orders have been assigned, and in the end, accumulates the overall costs of doing 
the overhaul. The next year, maintenance can streamline the preparation process by copying the expense 
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project from last year, creating a new one, and creating all the work orders, all the purchase requests, and 
all the records associated with the original project.  

• Customer-Funded Projects  

Customer-funded projects are those in which a customer reimburses you to build a new production line in 
order to produce parts for the customer in the future. Customer-funded projects are most common in the 
automotive industry, but can be found in other verticals as well. One key attribute of this type of project is 
that, while you may be spending capital money, that cost will be reimbursed and you will not own a new 
asset at the end of the project. Instead, the customer owns the equipment, though it may reside physically 
inside your own facility.   

• ETO (Engineer to Order) Projects - NOT IDEAL FOR EAM  

ETO projects are similar to production, and in fact, result in a product that is sold and shipped to a 
customer. What makes an ETO project unique from production though, is that the parts being sold often 
are produced to customer-specific requirements and frequently include down-payments and subsequent 
scheduled payments for reimbursement. ETO projects are different from customer-funded projects at the 
end of the project life cycle, when the equipment built is sent to the customer’s location for installation.   

The advantages of project accounting are:  

• Traceability. Group together all work orders that result in the overall cost calculation for this 
event.  

• Reusability. Copy the project and recreate vital records associated with it. Save time and 
manpower for the same operation the next time.  
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Key Concepts 
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Key Concepts – Key Features 
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Key Concepts – Costs Collection 

 
 

EAM collects purchasing (materials and services), labor, inventory, and manual GL’s costs against the 
project/job, similar to the way it collects work order data. However, the project is like a super work order in 
the reporting, controls, and levels of traceability it provides over those of a regular work order.  
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EAM Project Controls Set Up Process 
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Project Controls – Configuration  

 
 

EAM has domain and site settings associated with project functionality. At the domain level, you can define 
whether closed projects can be reopened and how project-related GL transactions are sent to ERP.   

As usual, default accounting is defined at the site level. You also set electronic approvals for projects at the 
site level.  

The MFG/PRO Interface settings drive whether EAM sends financials to ERP.   

The Business Segment and Job fields, which are configurable, are unique to a project. Both fields are 15 
characters in length and can be divided into sections to provide a hierarchical structure. How you define the 
job format in registry settings, for example, determines how many job levels you can have on your projects.  
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Project Controls Setup – Key Settings  

 
 

To support project and project requisition approvals, you must define these limits on the appropriate users’ 
IDs and set up project and project requisition approval groups.   

In addition, proper security roles must be created and associated to the appropriate user IDs. Particularly with 
project controls, some areas are tightly controlled, such as the ability to reopen a closed project. Often you 
need separate roles for project managers, engineers, and finance.   

A final consideration in projects is the concept of owner groups. As you learned in Introduction to 
Maintenance, the Owner field is a form of a record-level security. If the Owner field is used to control who 
can modify which projects, you should use owner groups instead of placing the name of a single individual in 
that field. 
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Margin Approvals 

 
 

Margin Approvals bring value to customers by giving project managers the ability to authorize projects based 
on projected profitability rather than only on costs versus budget. 

This is a major benefit for the automotive industry. 

Margin approval is an alternative approach when authorizing projects that are customer funded. With 
customer-funded projects, the manufacturer’s customer agrees to reimburse the manufacturer a specified 
amount against the cost of the project. In many cases, manufacturers expect to make a profit against the 
project. In these situations, the manufacturer may want to evaluate the project’s financial performance based 
on the projected margin or profit.  

The higher the total cost or the lower the margin, the higher in the organization the project needs to be 
approved. This capability enables customers to choose to authorize projects based on the forecasted margin. In 
addition to approving projects based on profitability, project managers can monitor actual profitability through 
standard reports.  



466     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Project Controls Setup – Codes  

 
 

Fixed asset interface – location and class codes interface with the QAD ERP. 

Write Off Reason Codes are used when the customer does not reimburse for costs. 
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Project Accounting 
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Project/Job Setup and Controls  

 
 

If you have worked with a product like Microsoft Project, you may be familiar with the concept of a work 
breakdown structure. This structure breaks a large project into subtasks, which can also have subtasks, many 
layers deep. This structure allows for reporting progress at the lowest task level, which then rolls up the 
structure to provide reporting on higher levels.   

The same concept applies to the way in which EAM projects can be set up, except that, in EAM, tasks and 
subtasks are known as jobs. Budgets can be controlled at both the project and job levels; special requisition 
approval routing can be defined at the project and job levels; and each level has similar controls around 
locking and closing.   

The project level in EAM provides more robust analysis data, but, in most cases, you can drill down into the 
data to the actual job or record (such as work order or purchase order) of interest.  
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Project Accounting Features 
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Project Accounting Features 
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Project Accounting Features 
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Project: Spending Allocation 

 
 

Project Spending Allocation allows finance or an engineer to control spending down to the job level. 
Consequently, as funds are allocated to a job, EAM only allows up to that allocated amount to be spent against 
the job. 

Using the Job Allocation viewer, you can easily view where the funds have been allocated across all jobs for a 
specific project. This feature allows for a quick view so that updates or changes can be made more easily. 
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Project: Spending Allocation 

 
 

On the project header, you can control cost by initiating an approval for the Requested Funding amount. Once 
authorized, this funding amount can be allocated to the jobs. If further funding is required, you update the 
Requested Funding amount again and request approval. The additional approved funds then are available for 
further allocation.  



474     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Project: Spending Allocation 

 
 

A few controls are included on the project header record to add flexibility so allocation is not a required 
feature. 

If the Use Allocations? field is selected, funds are allocated to jobs. At the project header level and at the job 
level, there is another setting called Spend at this Level?. If you select this setting, you can transact and charge 
cost to the overall project. If the setting is not selected, as in this example, you must direct cost to a job and 
not to the project.   

The Spend at this Level? option is also available at each job, providing you with even tighter control on 
charging costs to jobs. There may be a parent job but only a specific lower-level job or child can have cost 
charged.  
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Project: Spending Allocation – Job 

 
 

Looking at the detail of a job, you see that EAM populates what is currently available from the parent. EAM 
displays the funding amount that has not been consumed or previously allocated. You enter the amount to 
allocate to this job in the Allocated field. 
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Project: Spending Allocation – Job 

 
 

Still looking at a job, the field Allocated to Children is a system-calculated field. When a job is a parent with 
associated children, then you can see at the highest level how much money has been allocated down to lower-
level jobs. 

The Unallocated Balance is the funding available to be further allocated. 

You can control spending at the job level by selecting or clearing the Spend at this Level? field, as you can on 
the project header. If Spend at this Level? is cleared, costs must be directed to a job and cannot be directed 
only to the project. This is especially helpful when controlling cost for a future asset. 

Total Spent at This Level is the last highlighted field. This is another system-calculated field that tracks how 
much has currently been spent against the project or specific job level. This value is checked against the 
allocated value to control how future cost is charged at any given level. 

http://community.qad.com/


 Project Controls     477 
  
 

Comments? Go to goo.gl/MfwKHm   

Project: Job Allocation View 

 
 

Imagine that you have allocated funds for a project that has multiple levels of jobs. Instead of having to view 
each job in detail one at a time, an action called Job Allocation viewer is available that allows you to quickly 
see where the funds are allocated across all jobs for a specific project. 
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Fixed Asset Integration 

 
 

Next, let us examine the integration between EAM’s Project Accounting module and QAD’s Enterprise 
Edition Fixed Asset module. For projects that use jobs to represent the asset that is being created, you can 
create an asset and provide the capitalizing function from the job itself. This aids data integrity as specific data 
from the job, such as the fixed assets class and location codes, is automatically populated for you when you 
choose this action. 

The Use Job Allocation and Spend at this level features ensure that the cost of the asset is driven to the right 
job by controlling where cost can be charged. This, in turn, ensures that the full value of the asset is contained 
to that job.   

The service date is also added in the process. If any charges occur after the initial capitalization, you can add 
cost to the existing fixed asset and send it to the Fixed Asset module. There are also several other features 
added to Fixed Asset Integration. 
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Capitalize New Job Amount 

 
 

Using an action at the job level, the Capitalize New Job Asset screen automatically populates the Fixed Asset 
ID, Description, Class, and Location. Class and Location are data driven from QAD’s EA Fixed Asset module 
and are used to determine how the asset is depreciated. You enter the Service Date and New Capitalized 
Amount. As you see in this screen, EAM tracks the total spent against this job, Capitalized Amount, which is 
what has already been capitalized for this asset, and Uncapitalized Amount, which is the amount that has 
currently been charged to the job but not yet capitalized. 

In the example, the user is ready to capitalize $20,000.00 out of the Total Spent value of $25,000.00. This is 
entered in the New Capitalized Amount field.   

Only one asset can be created from a single job. If a project produces multiple assets, then they must be 
initiated by multiple jobs.   
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Modify Job Capitalized Amount 

 
 

Here is the result. EAM automatically updates the Capitalized Amount of $20,000.00, leaving an 
Uncapitalized Amount balance of $5,000.00.  
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Project Process Overview 

 
 

So, you are building a new home – what steps would you take?   

Suggestions:  
1. Plan your design and estimate cost (project planning/estimating).   
2. Apply for a construction loan (project approval).  
3. Break down the project into tasks (create jobs/sub-jobs and assign budget and limits).  
4. Find contractors/subcontractors (purchase contractor services).  
5. Purchase materials (purchase external material).  
6. Use materials from your existing home such as light fixtures (internal materials). 
7. Pay your bills (AP process).  

Ask yourself questions. 
1. Would you start building the house without having a plan for what it will look like, what it will cost, 

when it will be complete?  
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2. How do you know when a phase or step is complete? Would you want to approve work prior to 
paying the final bill?   

3. What might change your budget? How do you control that?   
4. What choices might you make if you realize you are going over budget?   
5. What might you do if you are coming in under budget? Add more features? Choose to complete the 

project early and save costs?   
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Plan: Project Spend Setup 
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Plan 

 
 

Phase 1 of the project in the system involves anticipating and estimating outside services and materials that 
are required.  

In the tracking phase, you revise all of your estimates.  

In the do phase, the reqs are entered and contracts are signed.  

Does your project have contingencies? Where will extra money come from?  

You cannot put requisitions into the system without an authorized project. 
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Plan – Steps 
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Approve: Project Authorization 
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Approve 

 
 

Phase 2 of the project in the system involves acquiring approvals, either through margin approvals or by 
verifying spend limits.  

The approvals go through the project approval group that is linked to the project header. Like requisitions, 
once a user with a high enough project approval limit authorizes it, the status changes to Authorized.   

You are encouraged to perform the approval routing in EAM so that you can track who has looked at the 
documentation and who is holding up the process.  



488     QAD Enterprise Asset Management Training Guide   
  

  Questions? Visit community.qad.com 

Approve – Steps 

 
 

This approval process looks and feels a lot like the requisition process. There is a field on the user record to 
enter the project approval limit.   

The system uses the group that has been assigned on the project header.   
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Work: Actively Charge against Project 
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Work 

 
 

1. Get contracts in place with suppliers. 

2. Get requisitions started. 

3. Build work orders. 

4. Enter stores req lists for internal items. 

5. Proceed with work. 

6. If the job structure is going to be used, set up the budgets for the jobs. 

7. Start buying items and doing the actual work. 

8. Record labor. 
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Track: Monitor Spend & Update Requirements 
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Track 

 
 

You cannot put warning limits and spending limits on jobs until the project has been approved.  

After work has been done, the warning limits and spending limits may require further refinement.  
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Track – Steps 
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Closure: Finalize Spending & Close Project 
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Closure 

 
 

 

 


