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Organization &

Numbering

Locating

Chapter Title—the subject matter in the manual is divided into
chapters. The chapter title appears in the upper right-hand corner
of the first page of a subject and in the upper left-hand corner of
any subsequent page.

Subject Title—the title of a subject appears in the upper right-hand
corner of the first page of a subject and in the upper left-hand
corner of any subsequent page.

“MAT” Prefix—preceding each subject number, this prefix stands
for the manual title Materials Policy and Procedures Manual.

Date—the latest issuance date of a subject appears at the bottom
of each page of the subject. This date agrees with the latest
issuance date shown for the subject in the Table of Contents ().

Page Numbering—each subject has its own page numbering, which
appears at the bottom of each page.

Information

Two indexes appear at the front of the manual, and one index
appears at the back:

¢ Table of Contents—this index at the front lists the titles of
the manual’s chapters and their subjects, as well as other
information, in numerical order. It includes the latest
issuance dates of all the subjects. As the manual matures,
these dates may change.

06/10
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Design of This Manual MAT-101

Locating

Information (Cont)

Cross References

In Manual

Questions

¢ List of Figures—this index at the front lists the titles of the

figures referenced in the manual. It includes the latest
issuance dates of all the subjects. As the manual matures,
these dates may change.

Appendix—this index at the back lists the manual’s
calculation procedures, inventory example, referenced
memorandum, and review exercises.

Subject Numbers within Narrative—a subject number within the
narrative on a page directs the user to more information about the
subject.

Who to Contact—for answers to questions about the contents of
the manual, please contact:

Operations and Pavement Management Branch
Division of Maintenance

Transportation Cabinet Office Building
Frankfort, KY 40622

(502) 564-4556

For copies of the manual, please contact:
Policy Support Branch

Transportation Cabinet Office Building
200 Mero Street

Frankfort, KY 40622

(502) 564-3670

<<
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POLICY & PROCEDURES Overview

Overview

This manual discusses the policies and procedures to be followed
by all Operations Management System (OMS) users. This manual
provides a demonstration of the inventory options available in the
materials tab. There are three options available in the Materials
Inventory menu- Material Inventory, Material Management, and
Material Reconciliation (fig. 102-1). These windows allow you to
view the available quantities of all inventory items relative to the
‘full’ stockpile amount; track the inflow and outflow of material
over time; and to edit certain information to keep your inventory
data up to date.

FIGURE 102-1: Material Inventory Menu Options

Roadway Equipment Management Network Resources System

Milities Labor Equipment © Materials Reports
Setup *
Inventory *  Material Inventory

‘h Material Management

Material Reconciliation

w open | close 4
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Overview

(Cont)
Additionally, you may check on materials that have been assigned
to a future Work Order to ensure enough is available.

By the completion of this manual you should be able to:

Add newly purchased material to your inventory
Freeze warehouse or individual stock items
Transfer material from one warehouse to another
Manage your inventory

Perform a physical inventory of your material

*® & & o oo o

Correct errors in your inventory

Mgmt. Units and Warehouses

For the purposes of this manual, the terms
“warehouse” and “management unit” are
used interchangeably. It is the assumption
that any management unit with access to
the Materials Management Window
has its own material inventory.

"
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POLICY & PROCEDURES Definition of New Terms

Overview

Classification Codes (or Class Codes) - A Class code is a name
given to a group of materials that are similar. Examples of class
codes are "Aggregates”, "Pipes"”, "Signs", "Oil", etc. Keep in mind
that class codes aren't actual pieces of material. Instead, they

should be considered categories of materials.

Master Code Number - A Master Code Number is given to an actual
type of material. It is different from a class code in that it
describes a specific item rather than a broad group. Some
examples of Master Code Numbers are "M13101" (salt), "M22115"
(15" metal pipe), etc. Master Code Numbers are useful for labeling
stockpiles and keeping records, but do not give you the actual
name of the material.

Material Master Code - The Master Code Each Master Code only
Name is the actual name of a specific has one Stock Name,
material. This is the name with which you and each Stock Name
will most likely be familiar. Some only has one Master
examples of Material Code Names include Code.

"24 inch Linear White - Preformed

Thermo", "Hot Mix, Surface Class 2, 0.38D", and "Re-refined 15W40
Engine Oil".

Full Capacity - The maximum amount of a particular item that you
would want to keep on hand in your warehouse. This number will
be different for different items, and can be changed at any time to
suit the needs of your particular warehouse.

Threshold to Purchase - The percentage of Full Capacity at which
you would want to order more of a particular item.

04/09

Page 1 of 2



INTRODUCTION
Definition of New Terms MAT-103
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(Cont)
For instance, if the Full Capacity of an item is 500 tons and the
Threshold to Purchase is 10% (0.10), the reorder trigger will occur
when the amount of the material drops to 50 tons or less.

What do those ">" symbols mean?
~ | Usually, > means "greater than" in math, but this manual will use it to
._ describe a series of steps that you should take on the computer.

For instance, Materials>Inventory>Material Management means
that you should click on Materials then the Inventory Menu and select
Material Management from the dropdown list.

Unit Cost - The cost of ONE UNIT of a particular material. Each
material has an associated unit which must be observed carefully
when purchasing material.

"
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Overview

The Material Inventory Window allows you to view all available
quantities of your inventory items relative to the Full Amount and
track the usage of these materials over time. Additionally, you may
edit certain information to keep inventory data up-to-date and
check on materials that have been planned or assigned in advance
to ensure you have sufficient quantities available.

There are two tabs available in the Materials Inventory Window
(fig. 201-1). These include:

e Inventory
e Transaction History

FIGURE 201-1: Material Inventory Window

(%]
f5] Roadway  Equipment Management Network  Resources Systemn
H Utilities  Labor  Equipment  Materials  Reparts
Q
*_— Material Class Codes T Tl | Transaction History |
% | - |Materizls A IE
',—' EEquipmerrt Spare Parts . [ Go HH pages (130 rows)
',;'_- Em welding cable tape Master Code Humber Master Code Hame Mat. Class Code
P Dm 02 cable 1 » T-0E-0520 (each) Anchor | 135 square inches T-06-05 Anchors
3 [Jor00s tae 5500101 (2ach) APPLICATION RATE SENSOR 46436-0171 55001 dickey john parts
t Dm 005 welding rods B030050 (each) 17.5 X 25 LOADER CHAIMNS OTR2624 E0300 tire chains
‘11 DIZH 009 welding hose 2600121 (each) QR-563M TRIP CYLINDER 26001 zalt spreader parts
4 [=]oz sutomative supplies FB00122 (2ach) R-6ES TRIP CYLINDER 26001 satt spreader parts
[(oz001 kstteries 2600124 (sach) POLYLRETHANE SPINMER DISKO462200200 26001 satt spreader parts
[ ]o2005 battery aci 5001 25 (each) MEYERS SPINMER ASSY B3 26001 salt spreader parts
02006 arti-f
[ Art-iresze a 800105 (each) DRIVE CHAIN, 35 LINKS 004475 J5001 salt spreader parts
[Jozo07 wiper blades
2800112 (2ach) AUGER MOTOR 2" GEROTOR 28001 salt spreader parts
[Jozo0s sbsorbert
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Overview
(Cont)

-

— | Getting there:
Resources>Materials>Inventory>Material Inventory

"
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Overview

The Material Class Codes Sub-Window (fig. 202-1) is a read-only
view that allows you to select the material classifications you want
to view in the remaining tabs. The selections you make in this
window are remembered the next time you enter the Materials
Inventory Window.

Hollow icon boxes (LI[] ) mean that the data has not been selected

for viewing, while a checked icon box (F/[+] ) indicates that the item
has been selected.

FIGURE 202-1: Material Class Codes Sub-Window

o

Roadway Equipment Management Network Resources

Utilities Labor Equipment Materials Repons

nventory || Transaction History

quipment Spare 0 pages (0 rows)
Traffic Materials Master Code Name
[=]| | Operations Stockpiles
[ [#] Aggregates
1[0 Asphatt Mixes
[ [#] Snowilce Material
1 [] Pipes
[£]1 [] Roadside Materials

Mat. Class Code

R e u

Listed here are all the
Class Codes available in
OMS. Any material you
have from the Class
Codes selected here will
[ [] GuardrailFence/Sign M3 be shown once you
[£1[] Drainage Related Materi click on_the “Retrieve

[E1[7] slide Protection Devices| @
E1[] Paints Data” icon.
[F1[] crackioint/Seal Materia

][] Explosives
Traffic Sign Apparatus
T-1 Spare Parts
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MATERIAL INVENTORY WINDOW
Material Class Codes Sub-Window MAT-202

Procedure

1.

To view the material inventory for your Management Unit:

After logging into OMS, go to
Resources>Materials>Inventory>Material Inventory.

Right-click on "Materials" and choose Select All. This will
select all materials for all categories of material.

Click on the “Retrieve Data” ‘9 icon. Detailed records for all
materials in all classes are displayed.

WHERE'S MY STUFF?!?!

You know you have 100 tons of DGA in your inventory. In fact, you can
" look out the window and see the pile right there. The problem is it's not

listed at all in the Inventory Window. What's going on?

Most likely the problem is that you haven't selected the "Aggregates" Class
Code. Go to Material Class Codes sub-window and make certain that
there is a yellow icon ( ) next to all the categories of material that you
want to see.

10.
11.

12.

Right-click on "Materials" and choose Deselect All. This will
deselect all materials for all classes.

Click the “+” to expand the Operations Stockpiles category.
Right-click on the sub-category Pipes and choose Select This.

Click on the “Retrieve” ‘@ icon.

Detailed records for all materials in class code Pipes are
displayed in the Inventory tab.

For the material you have highlighted in the Inventory tab,
click on the Transaction tab to view all transactions for the
selected material.

Go to the Material Class Codes Tree Sub-Window.

Right-click on "Materials" and choose Deselect All. This will
reset your selection for the next time you open the window.

Close the window.

<<
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Chapter
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POLICY & PROCEDURES

Overview

The Material Inventory tab (fig. 203-1) is used for viewing certain
information about an item such as what class code a specific stock
item falls under or setting the Full Capacity and Threshold to
Purchase. This tab also defines color-coded bands (Buy column) in
the Material Management Window indicating the current inventory
levels. The indicator bands are displayed based on information
stored in the following fields:

e Full Capacity - maximum amount to have on hand

e Threshold to Purchase - point at which more of a material
needs to be purchased

e Current Amount - amount of material you currently have on
hand

FIGURE 203-1: Material Inventory Tab

AgileAssets Ma
Roadway Equipment Management Network Resources System
Utilities Labor Eguipment Materials Reports
:: 3 Inventory || Transaction History
B = Materials 55_
[y ]
* Equipment Spare Parts 1 [e2)[=][+]2 pages (18 rows)
- Traffic Materials Master Code Num... Master Code Name Mat. Class Code Current A...
7 X i » M13103 (tons) Snow & lce Control, Salt Sand Snow/lce Material ]
B4 [=] Operations Stockpiles
| y : c
o Aggregates M13102 (gallons) Snow & lce Control, Salt Brine Snow/llce Material 505
= D Aszphalt Mixes M13201 (gallons) Snow & lce Control, Calcium Chioride, Liquid  Snow/lce Material 12425
= Snow/lce Material M13101 (tons) Snow & lce Control, Salt, Sodium Chloride Snow/ice Material 1294.09
= |:| Pipes M11025 (ton=) Aggregate, Crushed Stone Base Aggregates o
[£1[] Roadside Materials M11002 (tons) Aggregate, 2's Aggregates T72.06
[1[] GuardraitFenceiSign M3 111032 (tons) Agaregate, Class Il Channel Lining Aggregates 117.64
[ [ prainage Related Matert 1111025 (tons) Aggregate, Rip Rap Aggregates 0
[£1[] slide Protection Devices| M11023 (tons) Aggregate, 23z Aggregates o
= Paints
D M11015 (ton=) Aggregate, DGA Aggregates o
1] crackleoint/Seal Materia
M11011 {tons} Aggregate, 11's Aggregates o
1] Explosives s cede Lo
Traffic Sign Apparatus M11009 (tons) Aggregate, 9's Aggregates 0
T-1 Spare Parte M11301 (ton=} MNatural Sand Aggregates 169
M11003 (ton=) Aggregate, 3's Aggregates o
M11057 (tons) Aggregate, 57's Aggregates o
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MATERIAL INVENTORY WINDOW
Inventory Tab MAT-203

Overview
(Cont)

The colored bars at the left of each material displayed in the
Material Management line under the Buy column are used to
represent the availability of each material.

The different colors next to each material in the Material
Management Window Stock List screen indicate the following:

e No color - The “Current Amount” of stock on hand is above
the “Threshold to purchase”, but less than the “Full
Amount”.

e Yellow - The amount of stock on hand is close (but still not
above) the “Threshold to Purchase”.

e Orange - The amount of stock on hand is equal to or below
the “Threshold to Purchase”.

e Red - The amount of stock on hand is zero.

e Green - The amount of stock on hand is greater than the
“Full Amount”.

e Blue - The value for “Full Capacity” or “Threshold to
Purchase” is zero.

]
€| Roadway Equipment Management Network Resources
[=] Utilities  Labor Equipment Materials Reports
o
-,
#+_ Tran=sactions from 212412010
P4 Mgmt. Units B stock List
Fa [# [] District 03 DE]_ [=2][=][=)54 pages (324 rows)
. I:I et Buy |Management Unit Master Code Num... Master Code NHame
2 =i 8 SHELBY M122156 Cold Mix
5= [=] [] District 05 |
= BULLITT - JEFFERSOM WEST M12216 Cold Mix
w
o Sy - 220 (D05} Might M12220 Cold Mix, QPR High Per
= HENRY - BULLAT W12220 Cold Mix, @FR High Per
1 [+] JEFFERSON WEST Il FrRANKLN 112220 Cold Mix, QPR High Per
[ [#] OLDHAM Il U Ccerstions 112220 Cold Mix, QPR High Per
_ l_l_l_‘l__.::ru Lo XA I—___—l
4 1 | E3 =] i |
Material Class Codes B Transactions
=] [ | Materials [~ 0 pages (0 rows)
Equipment Spare Parts | Acce.. Fulfil... Buy TransactionT.. Direc.. Master Code Label
Traffic Materials B
[=] Operations Stockpiles |_
1 [#] Aggregates
[C1[+] Asphalt Mixes
=] Snowllce Material
1 [+] Pipes ™
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MATERIAL INVENTORY WINDOW
Inventory Tab

MAT-203

Procedure

Example: Setting Threshold to Purchase

In order to use the colored bars in the Material Management
Window, you must first set up your Threshold to Purchase and Full
Capacity for each stock item in the Material Inventory Window.
The following example outlines this process:

1.

8.

After logging into your management unit, go to
Resources>Materials>Inventory>Material Inventory.

Right-click on Materials in the class code list and choose
Select All.

Click on the “Retrieve” @ icon.

A list of all materials available in your management unit
should appear.

For each stock item, enter the Full Capacity. This is the
maximum number of this item that you would ever want to
keep on hand. You are allowed to exceed this number, but
in general this should be the most you will have in stock.

For each stock item, enter the Threshold to Purchase. This is
the percentage of Full Capacity at which you want to order
more of this item. Be sure to enter the Threshold to
Purchase as a decimal (25% = 0.25).

Once you have entered the Full Capacity and Threshold to

Purchase for each item, save H and exit the Inventory

Window.

After you have set up your Reorder Levels for all stock items, you can use the
colored bars in the Management Window to help you determine when you're
running low on an item. Each time you approve a Material Day Card in the
Roadway>Progress>Daycards/Daily Log window, the Current Amount for
the material will be reduced. As your Current Amount changes the Buy column
colors will change appropriately.

Go to Resources>Materials>Inventory>Material Management

04/09
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MATERIAL INVENTORY WINDOW
Inventory Tab MAT-203

Procedure
(Cont)

9. Verify that only your Mgmt. Unit is selected in the upper left
hand Mgmt. Units sub window, and all materials are selected
in the lower left hand Material Class Codes Sub-Window and

select retrieve @ ;

10. Notice Buy column in the upper right hand sub window.
Each material now has different color coded bars based on
your Current Amount in relation to the Threshold to
Purchase and Full Capacity amounts you defined in the
Material Inventory Window.

<<

04/09 Page 4 of 4



MAT-301

Overview

Chapter

MATERIAL MANAGEMENT WINDOW

Subject

MATERIALS Overview
POLICY & PROCEDURES

The main purpose of the Material Management Window is to
handle transactions in and out of a warehouse. Material
Management within the Operations Management System (OMS) will
inventory and track all stockpiled materials owned by the Divisions
of Equipment, Maintenance, and Traffic Operations. The primary
functions of Material Management are:

* & & o o

purchasing materials for stockpiling,

transferring materials between management units,
selling materials,

utilizing materials for use on Work Orders, and
end of year stock reconciliation.

Getting there:
Resources>Materials>Inventory>Material Management

There are four sub-windows in the Material Management Window
(fig. 301-1):

¢
¢
¢
¢

The Management Units Tree Sub-Window (upper left)
The Material Class Tree Code Sub-Window (lower left)
The Stock List Sub-Window (upper right)

The Transactions Sub-Window (lower right)

04/09
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Overview
(Cont)

FIGURE 301-1: Material Management Sub-Windows

8 Roadway Equipment Management Network Resources System
=] Utilittes  Labor Egquipment Materials  Reports
(7]
L™
4+_ Tranzactionz from 212412010
P Mgmt. Units B stock List
@ =1 (] KyTe A 0 pages (0 rows)
4;_ D Mt s e |E Buy Management Unit Master Code NHum... Master Code Name
=4 (] Fleet Divizion b
[] Equipment Divizion
1 [] Traffic Divizion
@
& Mgmt. .
5 o
g Units Tree Stock List
[ 3
R e B O
Material Clazs Codes B Transactions
=] | Materials 0 pages (0 rows)

Equipment Spare Parts Acce.. Fulfil.. Buy TransactionT.. Direc.. Master Code Label
Traffic Materials
Operations Stockpiles
Traffic Sign Apparatus
T-1 Spare Partz
Class Code Transactions
Tree B

We'll go over the functions for each of these sub-windows in detail.

<<
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MATERIALS

POLICY & PROCEDURES Management Units Tree

Sub-Window

Overview

The Management Units Tree Sub-Window (fig. 302-1) is used to
select the management unit(s) in which you are interested. The
system will remember your previous settings and will be
automatically selected next time you open the window. To see the
inventory for another management unit, simply click on the gray
(1) icon next to its name.

FIGURE 302-1: Management Units Tree - Expanded Views

(Mgmt. Units |
=[] ke J =[] kae
[=1[] Maintenance Division [=] [] Maintenance Division :
[] District 01 u [=] [] District 01 -
[] District 02 1 [] BALLARD
[[] District 03 L] [#] caLLowaY
[] District 04 [] CARLISLE
[] District 05 [ [] CRUTENDEN
[] District 06 £ [] FuLToN
[+] 1 Niztrict 07 11 rRAVFS

<<
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Overview

The Material Class Code Tree Sub-Window (fig. 303-1) is used for
selecting the type of material you wish to view.

FIGURE 303-1: Material Class Code Tree — Expanded Views

[=]  Waterials J =l Materialz
Equipment Spare Parts | Equipment Spare Parts .
Traffic Materials | Traffic Materials |
Operations Stockpiles | [=] || Operations Stockpiles | |
Traffic Sign Apparatus = [£] [+] Aggregates
T-1 Spare Parts [] A=phatt Mixes
L1 [] snow/lce Material

L1[] Pipes

In the example above, we expanded Operations Stockpiles and have
selected “Aggregates”. (Notice the [![¥]licon). This tells OMS that
we want to look at all “Aggregates”. Depending on your inventory,
this may only return one or two items, or there may be dozens. If
you wanted to look at ALL material in the inventory, you should
right-click in the Class Code View and choose Select All from the
menu.
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MATERIAL MANAGEMENT WINDOW

Material Class Code Tree Sub-Window MAT-303
Overview
(Cont)

NOTE: Any material previously selected will remain selected
unless you choose Deselect This or Deselect Al

The “Retrieve Data” @ icon at the top of the Material Management
Window is used to implement any changes you've made in the other
views. If you change the Class Code or Management Unit selections, you

have to click on the “Retrieve Data” ‘a icon before those changes will
take effect.

<<
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Subject

MATERIALS Stock List
POLICY & PROCEDURES Sub-Window

Overview

The Stock List Sub-Window (fig. 304-1) displays the material
information for all class codes and management units chosen after

the “Retrieve Data” @ icon is clicked.

FIGURE 304-1: Stock List Sub-Window

x) AgileAssets Management System [DE
8 Roadway Equipment Management Network Resources System
[~] \Utilites Labor Equipment Materials Repors
9
[
+_ Tranzactions from 212412010
P-4 Mgmt. Units B stock List
'S =1 (] K¥TC D 1 (=2)[=]E=Jz pages (11 rows)
-~ = D Maintenan ce Division |E] Buy Management Unit Master Code Num... Master Code Name Mat. Class Code
7 B[] District 01 Ehy - CALLOWAY 11003 Aggregate, 3's Aggregates
I=1r

X ] D BALLARD CALLOWAY M11009 Aggregate, 's Aggregates

4 [ [¥] CALLOWAY CALLOWAY M11011 Aggregate, 11°s Aggregates

i [ [] CARLISLE I cALLoway M11002 Aggregate, 2's Aggregates

L ][] CRATENDEN I cALLoway M11015 Aggregate, DGA Agaregates

g ][] FuLTON b - CALLOWAY 11033 Aggregate, Clage Il Chanel Lining Aggregates
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If you've been following along throughout this section, you'll
remember that we selected Calloway County from the Management
Units Tree Sub-Window, and chose “Aggregates” in the Material
Class Code Tree Sub-Window.
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Overview
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MAT-304

Now that we've made those selections, we're ready for OMS to
retrieve and display our selected data. To do this, you must click

the“Retrieve Data” @ icon at the top left of the window.

Once you've done this, OMS will search the database for the

information that you've

specified.

If you choose several

management units or multiple class codes, it may take some time
for OMS to return your data.

Be Choosy - Save Time!ll

If your connection to OMS is running slow, you should be specific in what

items you want it to pull up.

materials.

In other words, don't "Select All" class
codes if you're only interested in information concerning Snow & Ice
Instead, you should only select those class codes and
management units in which you are currently interested. Otherwise you'll
wind up waiting for OMS to pull up a lot of information that really isn't
necessary.

There are several pieces of information available to you in the
Stock List Sub-Window. We'll look at each of these individually.

FIGURE 304-2: Stock List Columns

[Bstock List

T se| [ frpages (10 rows)

Buy  Management Unit Master Code Humber  Master Code Hame Mat. Class Code Current Amount  Unit Cost () Unit
v [ cALLowey M11002 Aggregats, 25 Agrenates 0 5000 tons
- CALLOWAY Wi1032 Aggregate, Class | Channel Lining Aggregates 75 1115 tons
- CALLOWAY W11040 Aggregate, &5 Lime Aggregates 1] §000 tons
- CALLOWAY Wi1015 Aggregate, DGA Aggregates 1.8 §1585 tons
CALLOWAY M11011 Aggregate, 11's Aguregstes 189.33 §11.10 tons
CALLOWAY W11009 Aooregate, 9's Agaregates £8.92 §1339 tons
- CALLOAAY M11610 Aggregate, 610' Aggregates 675.45 1570 tons
CALLOWAY 11301 Matural Sand Aggregates 20 §3.50 tons
- CALLOWAY W11085 Millings Aggregates 1067 .14 F500 tons
I ciLoviey W11003 Aggrecate, 3 Agoregates 164 H670 tons

4
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Mgmt. Unit - This is the warehouse to which the stock item
belongs. You will only see material belonging to management units
that you chose in the Management Units Tree Sub-Window.

Master Code Number - The Master Code is a unique identifier for
each type of material. Notice in figure 304-2 that the various stock
items all have different Master Codes. Usually, the Master Code is
a letter/number combination.

Master Code Name - This is the name of the material. You'll
probably be more familiar with this name. Master Code Name may
sometimes be called Master Code Label or Stock Name.

Unit- This column shows you how the item is measured. In our
example in figure 304-2, all the units are in tons. It is very
important that you verify the units of measure. Otherwise, what
you think is 600 pounds may actually be 600 tons.

Class Code - This is the category to which the item belongs. In our
example, we only selected “Aggregates”, so that is the only type of

material which was returned after clicking the “Retrieve Data” ‘@
icon.

Current Amount - The amount of the material that is currently in
stock.

Unit Cost - Average cost of 1 unit of the material. If the unit is
tons, this is the cost of 1 ton. If the unit is gallons, it is the cost of
1 gallon. This is NOT the total cost of the material on hand. The
Unit Cost may not exactly equal the amount you last paid for the
material. This is because OMS averages costs over time.

<<
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Subject

MATERIALS Transactions
POLICY & PROCEDURES Sub-Window

Overview

The Transactions Sub-Window shows the various transactions that
have taken place with the material selected in the Material Class
Code Tree Sub-Window. In order to view transactions, you must
first select the appropriate class codes then adjust the date in the
"from" box at the top of the window (fig. 305-1).

Once you've entered your date, click the “Retrieve Data” <€I icon at
the top of the window. All transactions since this date will be
shown (for the material class codes that you selected).

FIGURE 305-1: Materials Management-Show Schedule Dates

Litilities  Labor Equipment Materials Repors

Tran=sactionz fro SI2412010

Only transactions
from this date will
be shown in the
Transactions tab.
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The various transactions associated with the Transactions Sub-
Window (fig. 305-2) are described on the following pages.

FIGURE 305-2: Transactions Sub-Window

B Transactions
T so| | fopages (14 rowes)

Accepted Fulfilled Buy  Transaction Type Direction Master Code Label Management Unit Full Amount  Unit

b v - Correction Irterril 11002 Agoregste, 2's FRAMKLIM 5475 W
v v - Correction Internal  W11005% Aggreoste, 9's FRAMKLIN 1251 v
v v - Correction Irterral hi11008; Aggregste, 9's FRAMKLIM i "
v v - Correction Irterral M11015 Agoregste, DGA, FRAMKLIM 124 56 w
v v - Correction Irterrl W11015: Agoregste, DGA FRAMKLIM 0 v

<<
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Subject

MATERIALS

POLICY & PROCEDURES Transactions Sub-Window -

Overview

Transfers

The transferring and selling of materials (including the associated
accounting transaction and movement of inventory) will be handled
by the individual management units as follows:

Operations

The transfer of material is within the district: Use the transfer
functionality as it exists in MMS (which will move the inventory
from the "transfer from" to the "transfer to" management unit).
Since this transfer does not take care of the accounting, an ITI/ITA
document can be done in eMARS to move the money between the
individual county’s material overhead accounts. The ITI/ITA
transaction is optional if transferring within the district and should
only be done if the operations management units want to track the
use of funds down to the county level.

The transfer of material is across districts: Use the transfer
inventory functionality as it exists in OMS (which will move the
inventory from the "transfer from" to the "transfer to" management
unit). Since this transfer does not take care of the accounting, an
ITI/ITA document shall be completed in eMARS to move the money
between the individual county’s material overhead accounts.

Contact your OMS Coordinator for assistance with this transaction.

04/09
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Traffic and Equipment-

The transfer of material is within Traffic (FEO4), Equipment (FKO1)
or within the Louisville Salt Quarry (FEO1): There are two options to
properly transfer and charge materials:

¢ Use the transfer inventory functionality as it exists in OMS
(which will move the inventory from the "transfer from" to
the "transfer to" management unit). Since this transfer does
not take care of the accounting, an ITI/ITA document can be
done in eMARS to move the money between the individual
District’s material overhead accounts; OR

¢ Create a Work Order in OMS. The accounting string on the
Work Order should specify where the material is being
charged, ("sold to"). This will this take care of the accounting
(the transaction will be included in the MAT-05 interface) as
well as remove the material from the inventory of the selling
management unit. In order to properly add the material to
the receiving management unit, the receiving management
unit must purchase the material into their inventory (See
Chapter 305-02, Purchases).

Contact vour OMS Coordinator for assistance with this
transaction.

It is assumed that materials placed on Work Orders will only be
obtained from the management unit who owns the Work Order. In
other words, if materials are needed from another management
unit for use on a Work Order, they will first be transferred to the
management unit who has created the Work Order before being
used on the Work Order. The credit side of this MAT-05
accounting transaction will be based on the management unit who
owns the Work Order.

Transfer of materials in OMS will occur AFTER the materials have
been moved out of the sender’s warehouse and arrived at the
requestor’s warehouse.
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Procedure

Transfers In

This transaction (fig. 305-3) is used to display transfers from other
warehouses to your warehouse.

If the source warehouse has fulfilled the transaction, the "Fulfilled"
check box will be checked. Once this has been done, you will be
able to accept the material into your warehouse.

FIGURE 305-3: Transfer In Transaction Type

id Transactions

. 1 Go .. pages (1 rows)
Accepted Fulfilled Buy Transaction Type Direction Master Code Label Management Unit  Full Amount  Unit Unit Cost ($)

YV i~

Transfer In 13102 Snow & |ce Control, Salt Brine LY'OK 1200 | gallons| s Fo.ov

In the example shown above, we have logged into Calloway
County's management unit and selected the Snow/Ice material
class code in Calloway County. We did this by performing a right-
click "Select This" function in the Material Class Code Tree Sub-
Window.

In figure 305-3, we can see that Calloway County received 1200
gallons (Quantity) of Salt Brine (Stock Name) from Lyon County
(Management Unit Source). The cost of this brine was $0.07 cents
per gallon (Unit Cost).

To view previous material transactions change the “from date” at
the top left of the window to desired date and click the “Retrieve

Data” <9 icon.

04/09
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Take a look at the other transactions shown for Calloway County.

Notice that some items are listed in other units such as tons. IT IS
CRITICAL THAT UNITS ARE CAREFULLY EXAMINED WHENEVER A
TRANSACTION TAKES PLACE.

Transfers Out

This transaction is used to display and fulfill all transfers from
your warehouse to another. Once you have “Fulfilled” the
transaction, the destination warehouse will be able to check the
"Accepted" box to accept the material into their warehouse.

FIGURE 305-4: Transfer Out Transaction Type

BTransactions

--=b_ Bo llﬂ pages (35 rovws)
Accepted Fulfilled Buy  Transaction Type Direction 5 Master Code Label Management Unit  Full Amount  Unit Unit Cost ($)
v v Tranafer Ot W 3102 Snowe & lce Contral, 2alt Brine LIVINGSTON 1200 | gallong| s ooy
v v Tranzfer Out W1 3102 Snove & Ice Control, Sakt Brine CRITTENDEN 4500 | gallons| + §0.07
v v Tranzfer Out W1 3102 Snove & Ice Control, Sakt Brine: MARSHALL 4000 | gallons| + §0.07
v v Tranzfer Out W13102 Snove & Ice Control, Sakt Brine: LIVINGSTON §0.07
v v Tranzfer Out W13102 Snove & Ice Control, Sakt Brine CALLOWAY §0.07
v v Tranzfer Out W1 3102 Snove & Ice Control, Sakt Brine CRITTENDEN §0.07
r r Tranzfer Out W1 3102 Snove & Ice Control, Sakt Brine: CRITTENDEN 3600 | gallons| « §0.07

In figure 305-4, we see all material transactions for Lyon County
since January 1, 2009. There were multiple transactions of
material for Calloway County during this time period. One of these
transactions was a transfer of salt brine from Lyon County to
Calloway County totaling 1200 gallons. The other 6 transactions
were for transfers into other County’s inventory.
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When transfers are made from one management unit to another,
there is no need to enter a unit cost. The unit costs are
automatically calculated according to the amount which was
originally paid for the material.

Example: Transferring Material

A request for a transfer must be initiated by your warehouse from
another warehouse (two-way transfer).

With a two-way transfer, the requesting warehouse initiates the
request to the sending warehouse.

The sending warehouse accepts the transfer, which adjusts both
stockpile inventory amounts.

Two-Way Transfer (Requesting Material)

Scenario: The District 6 Traffic crew needs 1 new 36" school sign.
They will be ordering this from the sign shop in Frankfort. Rather
than calling the sign shop, the order will be placed directly in OMS.
The following steps will describe this process.

1. Log into the D6 Traffic and Engineering management unit.
2. Go to Resources>Materials>Inventory>Material Management.

3. Go to the Management Units Tree Sub-Window (upper left)
and click the (+) symbol next to Traffic Division. This will
expand the management unit tree.

4. Click on the box next to "464 Traffic Sign Shop". The box
should now look like this: F[¥] .

5. Go to the Material Class Code Tree Sub-Window (lower left)
and locate Materials - right-click and Select All

6. Click on the “Retrieve Data” a icon. This will retrieve all
material for the Sign Shop.

7. Locate "School, 36x36 S1-1 (each)" in the list for the Sign
Shop.

8. Right-click on the line and choose Ask for transfer from this
stock. (Make certain you click on the line for the "464 Traffic
Sign Shop".) A new line will be inserted into the lower right
hand transactions sub-window.

04/09
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Utilities  |.abor

HOEMO

Transactiong from

242010

4. Click here to
select the sign
il shop warehouse.

Equipment

ent Network

Materials Reports

7. Click here to
sort the records by
Stock Name.

De=select Th

m Deselect All

[ [#] Aggregates
[[1[w] Asphatt Mixes

[P L wer Deselect Visible tems

=1 | Materialz| Deselect Branches
Equb™went Spare Parts |
Traffic Mat®R
[=] Operations StockN

[£] [¥] Snowiice Materia

[<]

Master Code Num...

Master Code Name

SCHOOL, 30X30 S1-1
SCHOOL, 36X36 S1-1

AgileAssets Management System [DE'

8. Find the item
listed in 464
Traffic Sign Shop.

Sign Faces

Azk for Trangfer from thiz Stock
Receive into thiz Stock

+ Mat. Class Code
Signz

SERVICE ROAD, 2434

Release From This Stock

SERVICE ROAD #F4X24

SCHOOL, 36)(3(:7

Make Correction

P Mgmt. U s ] ] B stock List
. FllEE = [[=])E]fF)2es 2067 )
ra [ [7] 464 Traffic Sign Shop B0 (&)C)E pages (LoLiowes)
sy Receive This Material S LR L
7 = [l 454 Traffic Sign Shop T-55-9701
— Select This » Il 54 Traffic Sign Shop T-45-8702
Select All - 464 Traffic Sign Shop T-55-9702
Select Visible ftems )= ] 464 Traffic Sian Shop T-42.7401
Select Branches
464 Traffic Sign Sho T-52-7401
Print... - . >
= 454 Traffic Sign Shop T-45-421)

]

B Trarsactions

Fulfil...

1 pages (1 rows)
Acce...

P

- Transfer

[~

. Right-click on
Materials and choose
“Select All".

Buy TransactionT...

9. Right-click and
choose “Ask for
Transfer from this
Stock”.

[x24 .
Create New Stockpile

Tranzfer To Stockpile

Tranzsfer From Stockpile

Receive Directs / Salvage Material

T-oF-F900. WMAINT & TUNST =

GNc Release Salvage Material
Sort

Find

Show on Map

Export Data

9. Fill in “1” for the Full Amount (how much you wish to have

transferred).

10.Click or tab to the “Delivery Date” field. If the delivery date
of the request is not today’s date, double-click on the field
and select the appropriate delivery date from the calendar

option.

11.If you want to add comments, click or tab to the Comments

field and enter them there.

12.Save and exit. E
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(Cont) 12. Enter

comments
here.

1 1 pages (2 rows)

Transaction T... Direc.. Master Code Label Management... Full Amo... Unit Unit Cost (3) Delivery Date Comments
Transfer In T-54-9800: MAINT & CONST SIGNS... 464 Traffic Sign .. 1 each |w 310511 J07KT72" Antilc
Transfer In 454 Traffic Sign ... 1/|each |» $55.89 83052010 Training

10. Enter the / /'

quantity 11. Change the

needed here. date if necessary.

NOTE: The next time that someone logs into the 464 Traffic Sign
Shop management unit, a message indicator will be displayed
concerning your request. Completion of the transfer must be
done by the management unit that is supplying the material.

1. Log into the 464 Traffic Sign Shop management unit (the
management unit you just requested the transfer from).

2. Go to Resources>Materials>Inventory>Material Management.

3. In the bottom right hand Transactions Sub-Window, verify
the Full Amount is equivalent to what was requested.

4. Click in the “Fulfilled” check box.

5. Verify that the prospective out column reflects the amount
of the fulfilled request.

6. Save and Exit H

7. Log into the D6 Traffic and Engineering management unit.

8. Go to Resources>Materials>Inventory>Material Management.

9. In the upper left hand Management Units Tree Sub-Window,
right click on the D6 Traffic and Engineering management

unit and click “Select This”.

10.In the bottom left hand, Material Class Codes Tree Sub-
Window, right click on a class code and click “Select All”.

04/09 Page 7 of 8



MATERIAL MANAGEMENT WINDOW
Transactions Sub-Window -Transfers MAT-305-01

Procedure
(Cont)

11.In the upper left of the screen click on the “Retrieve Data”

@ icon.

12.You should notice that in the upper right hand Stock List
Sub-Window the prospective inflow for your management
unit should match the amount of your request.

13.In the bottom right Transactions Sub-Window find the
transfer transaction associated with your request and check
the “Accepted” check box.

14.In the upper right hand of the screen click on the “Retrieve

Data” @ icon.

15.Save E and close the window.

With transfers, the receiving management unit is only requesting
the stock be transferred. It is up to the supplying management
unit to accept the transfer and provide the material.

After the receiving management unit has made the request as
outlined above, the supplying management unit will receive a
message the next time that they log into the System. This
message will explain the receiving management unit's request.

The supplying management unit must then accept the transfer in
the Transactions sub window of the Material Management
window.

<<
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POLICY & PROCEDURES

Overview

Chapter

MATERIAL MANAGEMENT
WINDOW

Subject

Transactions Sub-Window -
Purchases

MATERIALS

Direct Costs (Not Stockpiled) - There will be certain circumstances
where it is more appropriate to charge material as a Direct Cost in
OMS. The general rule is as follows: If the material will be stored
at the management unit warehouse for ANY amount of time, it
should be purchased for stockpiling in OMS. If the material is to be
used directly on a project and is delivered directly to that project
then it can be purchased for direct cost purposes. If you have any
questions on which method to use, contact your District OMS
Coordinator.

The following process MUST be followed for any material that is
entered as a Direct Cost.

1) Material is purchased in eMARS and charged directly to the
project accounting string.

2) Material is NOT added to the management unit inventory in
OMS.

3) Material is charged only as a Direct Cost in OMS (under the
Cost and Accomplishments tab in the Work Order Window).
These charges will not be sent to eMARS by OMS. All
secondary transactions must be completed manually.

Do not use the stockpile account for material that is not going into
inventory.

Do not use the stockpile account for material that is going to be
used as a Direct Cost on a Work Order. This will result in charges
not being generated at all to the appropriate project.

04/09
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Note: Material is charged to a project in eMARS prior to completing
the Work Order for which the material is used.

Materials to be Stockpiled- If the material will be stored at the
management unit warehouse for ANY amount of time; it should be
purchased for stockpiling in OMS. Material is purchased in eMARS
and charged to a stockpile account assigned to the management
unit to which the material is going prior to completing the Work
Order for which the material is used. When the Work Order is
completed, the stockpile account will automatically be credited for
the amount of the material purchase.

An example of a stockpile account is 1100 08 FEO1 001 N900 1000
(for Adair County in District 8).

Material is added to OMS through the Material Management
Window by using the Initiate Purchase command. Be sure to use
the correct material class code in OMS. For the purchases
transaction in OMS, be sure to include the material vendor and the
applicable eMARS invoice number. Approve material purchase in
OMS. This will add the material to your inventory for use on
material Day Cards (work orders). Approving the material
transaction should occur AFTER the material has been delivered
and all cost/quantity information has been verified.

REMEMBER: If material is to be added to the inventory it must be
used on a material Day Card and must be charged to the
appropriate stockpile account during purchasing (eMARS).
Charging to anything other than the stockpile account will result in
charging the material to more than one project or overhead
account strip. This action will result in duplicate transactions and
double charges.

For purchasing materials in eMARS for stockpiling:

¢ Ensure that you use the stockpile account that has been
assigned to you;

+ Ensure that you always use the same account with exception
to object code.
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Note: Material is purchased in eMARS and charged to a stockpile
account prior to completing the Work Order for which the material
is used.

Procedure

The Receipt In Transaction Type displays all stock item
purchases. Whenever material is purchased for your management
unit's stockpile, you must enter that purchase here. All purchases
for the date/class code combination you've selected will be shown

after you click the “Retrieve Data” <5 icon.

FIGURE 305-5: Receipt In Transaction Type

B Transactions
. i Go .. pages (1 rows)

Accepted Fulfilled Buy Transaction Type Direction Master Code Label Management Unit  Full Amount Unit Unit Cost ($) Delivery Date
y | v v - Receipt In W11002 Agoregate, 2's  FRAMNKLIN 5 [tons [ $10.00 | 4415/2010

In the example above, we can see that 5 tons of #2 Aggregate was
purchased. The cost of this rock was $10.00 PER TON.
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How do I calculate UNIT COST?

Often, invoices from vendors will only list the total cost of material purchased. Unit
Cost may not be listed at all. If this is the case, you must calculate the Unit Cost
before entering the purchase into OMS. So how is that done?

Using the example in figure 305-5, we'll assume that the Unit Cost was not given.
Instead the invoice had the following:

Rogers Group D-
03467169

Location: Canton Quarry
12/29/03

5 tons #11 Aggregate
$350.00

Now, obviously #11 stone doesn't cost $50.00 per
ton. To get the Unit Cost, we divide the total cost by
the number of units (in this case the units are tons).

That gives us $50.00/5 tons = $10.00 per ton. Cacd = Bl
L ]

So, when this purchase was created in OMS, the Unit — Unit Cost
Cost was entered as $10.00 per ton.

Example: Initiating a Purchase of a New Material

Scenario: The engineer for your management unit has suggested
using boiler slag to perform work on some chip-seal shoulders. A
vendor was located and the purchase was completed through
eMARS. Now the material needs to be added to your inventory.
Since your management unit has never owned boiler slag before,
you must follow the following steps:

1. After logging in, go to
Resources>Materials>Inventory>Material Management.

Procedure
FIGURE 305-6: Initiating a Purchase of New Material
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. In the Material Class [q
Code Tree Sub- & Roadway Equipment Management Network
Window (IOWEI‘ left), =] Utiities Labor Equipment Materials Reports
expand the tree for |@
Materials>Operations |+ Transactions from 8/24/2010
Stockpiles.  (This is |® ‘5 B gcaiList
'('ionrle by Cthlng the ?‘_ [#] [] maintenance Divizion Buy ' Managemen
+" symbol next to the || ] et ouison u
name.) [] Equipment Division
= _ - ‘ L.
' Blght click » on | ¢ T DO e Wateral
Aggregates”, and | g Find
choose Receive this | Select This
Material. A new |[ select Al
. dOW Wlll open [ Select Visible tems ] I
win pen.
: =] Material Print...
- In the new WlndOW’ all ﬂt:qr:;mem 5pe| DEselect This hnsaction T... |Din
aggregates are listed. | Deselect Al
. . . Traffic Materia
This list  includes r—— Deselect Visible hems
. . perations Stg_ L
items that are not in O 7] Eaaiaaas e o=
your mventory. ][] Asphatt Mixes
Locate and hlgh_llght SD S-I'IIJWJ'lCE Material
X [] Pipes
Boiler Slag. —— ,
6. Click "OK".
. A new line will be added to the Transactions Sub-Window
(lower right).
. Enter the Full Amount, Delivery Date, and Unit Cost for this
purchase.
Unit Cost does not equal Total Cost! When entering a purchase, never
enter the total cost of a purchase in the Unit Cost field (unless you only
bought one unit). Instead, enter the amount that one unit (1 gallon, 1 ton,
1 foot, etc.) costs. Entering incorrect Unit Costs will cause severe problems
throughout the system. Work Order costs associated with bogus Unit Costs
will be inaccurate and your on-hand inventory will not match the system
inventory. These errors can sometimes go unnoticed for months.
9. If you have received the full amount of the material, click the
check box under the "Accepted” column.
10.Save and Exit E
Procedure
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W UL, FYYI TYaLS, a3 0 ea g Ly s sy

M11070: Red Rock (tens) S0
B M11075: Dirt (tons) S0
+ Maintenance Divizion M11078: Aggregate, 78's (fons) 30

Q M11033: Aggregate, Class Il Chanel Lining (tons) S0
8 Roadway Equipment Manageme! M11040: Aggregate, AG Lime (tons) 30
M11041: Aggregate, Lime Dust (bags) 30
H (=TT =t N[y T O W =]y 1 10:42: Aggregate, Bulk Limestane Dust (tons) 50
o M11045; Aggregate, Misc (fons) S0
o WM11057: Aggregate, 57 (tons) 30
+] Transzactions from 2242010 M11087: Aggregate, 87's (tons) 30 g
ﬁ gmit. Units =[3 M11068: Aggregate, 68 (tons) 50
F
7
b

M11085: Milings (tonz) 50 k\.
M11080: Fly A=h (tons) 20
E 111201: Natural Sand (tons) S0
M11302: Blasting Sand (tons) 30
M11303: Blasting Sand (bags) 30
M11810: Aggregate, §10°e (tons) 50
M11710: Aggregate, 710's (tons) 50

open [ close 4

w
|1l

OK Cancel

W

Metwork Resources AgileAssets Management System [Production] Version 6.0 Bulld 61

d o Poges (5 rows)
Buy  Managemant Unit Master Code llumber  Master Code llame Mat. Class Code  Current Amount  Unit Cost (§) Uit
- FRAMKLIN M11002 Aggregale, I's Aggregabes 18337 955 fons
- FRAMKLM Mi11032 Aggregate, Class | Channel Lining  Aggregabes 536 $11.70 tons
B Frern WIS Agorepate, DGA Aggregates 30076 $9.28 lone
» I FrenLw M11080 Boller Slag Agwregutes 10 $1500 fons
- FRAMKLIMN M11033 Agiregate, Class i ChanslLining  Aggregates 70554 I% #1630 fons
4
i 0o poges (1 rows)
Accepted  Fulfiled Buy  Transaction Type Direction  Master Code Label  Management Unit  Full Amownt  Unit Unit Cost ()
= = -w " MI1050 Boder Siag  FRAMKLIN 10 [tons |+ $15.00

<<

04/09 Page 6 of 6



Overview

Procedure

MAT-305-03

Chapter

MATERIAL MANAGEMENT WINDOW

Subject

MATERIALS Transactions Sub-Window -
POLICY & PROCEDURES Sale of Inventory Items

On some occasions, management units will provide material to
outside agencies or to crews that do not utilize OMS. In these
instances, the “Release from this Stock” function must be used to
remove the material from inventory.

Unlike when material is used on a Work Order, no accounting
documentation is created by OMS when a sale takes place. Instead,
all eMARS accounting must be handled by the district bookkeeper
to ensure the crew or agency receiving the material has been
charged appropriately. Failure to do so will result in a loss of
funds within the account of the crew providing the material.

The Release Out Transaction Type (fig. 305-7), shows all sales of
materials from your management unit to a non-OMS entity. This
includes other KYTC crews that do not use OMS (Construction,
Design, etc.). It also includes non-KYTC entities (cities and county
governments, parks, etc.).

Although rare, sales may occasionally take place during
emergencies or for other reasons. In the example below, a local
county agency needs 18” Coated Metal Pipe. Since they are not
users of the OMS system, it is impossible to perform a transfer.
Instead, we must sell the material to them through the Release Out
Transaction Type.
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