Efficiently Managing Purchase Receipts
and Work Tickets in Aspire

Managing purchase receipts and work tickets efficiently is crucial for maintaining
accurate records within Aspire's Purchasing system. When you receive invoices
from clients detailing location, property, and materials, the process of updating
the Purchasing tab in Aspire becomes a streamlined task.

In this guide, we'll walk you through the essential steps—from creating new
purchase receipts based on client information to assigning work tickets and
ensuring all data aligns with the corresponding invoice dates. By following these
steps, you'll be able to manage your purchase receipts with ease, ensuring your
records remain accurate and up-to-date.

Steps to Manage a Purchase Receipt

1. Click on 'Purchasing’
o Begin by logging into your Aspire account.
o Navigate to the 'Purchasing' section from the dashboard.
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2. Select the 'Branch’, 'Inventory Location’, and 'Vendor'
Choose the appropriate branch from the dropdown menu.
Select the correct inventory location and vendor for the purchase.
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3. Select the receiving date on 'Received’ and add the invoice date on ‘Invoice Date'
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Enter the date the items were received under the 'Received' field.
Input the invoice date in the 'Invoice Date' field.
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4. Entering Invoice and Item Details
o Add the Invoice Number: Enter the invoice number in the designated field.

o Go to 'Purchase Items': Navigate to the 'Purchase ltems' section to start
detailing the items received.
o Enter Item Details: Fill in the necessary details about the purchased items,
including descriptions, quantities, and any other relevant information.
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o Click on the 'Quantities' button to specify the quantity of each item.
Purchasing Assistant  Purchase Receipts  Daily Plan Report
New Purchase Receipt
a s @
100 - St Paul v 41212024 = o Paragraph w  Avial v % w B I U 5
Av &~y =~ 2 82 ® 2 ¢ X
100 - St. Paul v 41212024 = Not synced
o e ket Q
Advanced Construction v 15167
No
Purchase Items
ITEN ITEN ATEC ES XT.
Sub: SIM - Dollars Sub v Sub 0.00 % $1.000 (]
a tem OR Time lte v @  Material v Select One B
Sub Total $0.000

Extra Costs




6. Hover over the settings icon near quantities in the '‘Purchase Allocation' tab
o The 'Purchase Allocation' tab will appear.
o Hover your cursor over the settings icon next to the quantities and click on it.
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7. Copy the 'Ticket' number from the 'Work Ticket' page
o A 'Work Ticket' page will open.
o Copy the ticket number displayed on this page.

Work Tickets ﬁ

Q == = m g & Default (Al Tickets) [System ~ BULKACTIONS v Eo) ase
Complete, Scheduled v | SERVICE(S) v | AllTime ~ 0

[0  PROPERTY T SERVICE ABR TICKET #  OPPORTUNIT. SCHEDUL.. = ANTICIPA STATUS ESTHRS ~ OCCUR # MATERIAL CO. ACTHRS | MATERIALCOST A.. | EARNED REVE.

Totals 15915.69 54452638 201261 $24.160.51 $1.006,550.05
@] = Monthly Shovel 42377 8300 11727719 110119 Complete 6888 1 $0.00 10.12 $21.00 $3326.35
O — De-lee Lots 110765 10537 01731720 01/31/20  Complete 021 1 54229 039 $15.00 5237.00
O — SIM Extra 112169 10559 02/02/20 02/01/20  Complete 000 1 $0.00 269 $37.50 $1,879.50
O —— Monthly Plow 173153 17460 11/11/20 03/01/21  Complete 3036 1 $0.00 000 $0.00 $2,508.15
O S De-lce Walks 177067 17460 10/20/20 10/20/20  Complete 039 1 52073 000 $2073 $77.00
(] e De-lce Lots 177068 17460 10720720 10/20/20  Complete 021 1 $4229 49 $5.20 $237.00
m] - 36" Shovel 277199 19489 03/15/21 03/15/21  Complete 391 17 $0.00 000 $0.00 52118
m] — Snow Services 220842 10420 n1124/21 01/24/21  Complete 100 6 5028 101 $0.00 $0.00
O — De-lce Walks 2 4/20 12/24/20  Complete 039 3 52073 000 $20.73 §77.00
0O — De-ice Lots 2 O copy with Headers r21 03/02/21  Complete 021 17 $4229 084 $26.00 $237.00

= © Copy with Group Headers i

O — 36" Shovel P - 01/24/21  Complete 391 2 $0.00 000 $0.00 21118
O — 36" Shovel i — e 1/20 11/10/20  Complete 301 1 $0.00 000 $0.00 $211.48
O s Snow Services 220578 19489 01714721 01/1421  Complete 100 5 $028 339 $000 5000




8. Go to 'Work Ticket' and enter the ticket number in the search bar
o Navigate to the '"Work Ticket' section.
o Paste the ticket number into the search bar and open the ticket profile.

Work Tickets

Q 1 = 4 | | & | Default Search [System][Sy

All Time ~

] PROPERTY SERVICE TICKET #  STATUS EST HRS

O Snow Services 234648 Complete 1

Tresults  Pace 1 of 1 | 7

9. Enter the quantity of purchase item in '"Quantities' on the 'Purchase Allocation' tab
and click ‘Save’
o Once again, the 'Purchase Allocation' tab will appear for the selected ticket.
o Enter the quantity of the purchased item in the 'Quantities' section.
o After entering the quantities, click 'Save' to confirm the allocation.
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10. Click 'Save' on the 'Purchase Receipt’
o Finally, ensure all information is correct and click 'Save' on the 'Purchase Receipt'
to complete the process.
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By following this step-by-step guide, you can efficiently manage both purchase receipts and
work tickets in Aspire, ensuring that all details are accurately recorded and aligned with your
client's invoices. This streamlined approach not only keeps your purchasing records organized
but also enhances the overall efficiency of your operations.



