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DEFINITION

The Desktop Requisition Guide / Planned Job is designed for material requisitions against a local M&O
Storeroom inventory against Planned Job work orders that has reached the status of Funded or greater
(e.g. FUNDED, INPRG, SCH, etc...) The guide details step by step instructions on how to reserve M&O
Storeroom inventory in the Desktop Requisition application.

1. LOGIN

The requestor performs this function.

To login to Maximo 7.5, please go to http://awms.lausd.net/maximo.

Enter your Single sign-on username and password and click on the Sign In button.

Tivoli.

Welcome to Maximo

User Name:
|dan ny.lu |

Password:
|.|.|.|. |

Sign In

Forgot Password?
New User? Reqgister Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for
detzils.

START CENTER

When you first login, you will be taken to the Maximo Start Center.
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http://awms.lausd.net/maximo

2.

CREATE DESKTOP REQUISITION
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Under the Favorite Applications section, click on the View Requisition application.

Welcome, Lu, Danny

Labor Reperting

View Reqguisition

Purchaze Orders

Receiving

Azzets

Job Plans
Invoices

Work Reguestz

Companies

Favorite Applications

Work Order Tracking

Purchaze Requizition

Request for Quotations

Preventive Maintenance

lzzues and Tranzfers

§=1J

VIEW REQUISITION HOME

You will then be taken to the View Requisition home screen; in this screen, you may search for
existing requisitions or create a new requisition by clicking on the Create Desktop Requisition :

Requisition: |
Requested By: |
Requested For: |

Status: |

ates (] View Drafts

»
Q

Q Advanced Search W

Save Query =¥

Requisitions © [P Fiter > g i 1_gofs
Requisition Description Entered Date
278500 AA, 14151404, FREMONT SH 6/26/13 11:03 AM
278494 TEST 61313 2:58 PM
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After clicking on the Create Desktop Requisition Qicon, a Requisition number auto populates.
Create Desktop Reguisition
£ view Requisiion L] View Templates @] View Drafts

Create Requisition

# Requizition: 278453

Template: | Q |

Required Date: | %

Fill in the following fields

Short Description Create the description using the following haming convention: Craft Code,
Work Order Number, and Location Name of the Project (e.g. AA 14183033
FREMONT SH). If necessary, you may add additional details in the long

- . =} .
description box by clicking on the lﬁJ icon.

# Reguisition: 278483 =]

|AA 14183033 FREMONT SH =+

Template (optional) If you have a Desktop Requisition template, you may select the template by
typing in the template number and/or searching for the template by clicking

on the @J icon.

Enter the required date/time for this material order.

Required Date: |7/1/13 12:00 AN 5y

Required Date

Requested By/For The Requested By/For field defaults to your employee number, you may

change the employee number if you are ordering for someone else or leave
it as is if you are ordering for yourself.

Priority Enter the requisition priority (1 being the lowest and 5 being the highest)
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SHIPPING INFORMATION

The Shipping Information section displays the address of where you want the stores material to be
shipped or picked up. The Ship to field may/may not default a value. You may contact your
Principal Clerk/Admin Analyst to update your defaulted Ship to value if necessary. Otherwise,
verify/enter the correct ship to 4 digit address/section code.

Shipping Information

sowloeo (R

Address: | 333 5 BEAUDRY AWVEMUE, 22ND FLOOR

City: |LOS ANGELES
State/Province: | CA
ZIP/Po=tal Code: 90017

Drop Point:

CHARGE INFORMATION

The Charge Information section is where you identify what work order number the material will be
ordered against. Enter the work order number in the Work Order field.

Charge Information

GL Debit Account: | CC:000135500

Work Order: | 14183033 ling ties in Main building, claszroom 1 =l
Location: |5-13475 #» |FREMONT SH =)
Azset: > =

Verify that all fields are complete and click on the Continue button when finish.

7 e mocmnen [ v Tomptes - G Vit Dows

[Create Requisition

* Raquates 378883 A 183533 FRIIBONT 54 o Fagusases ity | PEISL % »

Tergiate 4 Regueuied Fer | TE3NE »

Boguired Date: | 711113 1240 AW .Y - Pty

Sl + Aecee wod Subed
Continue | [ Save & Oran Canesl

Shippirs Information -
e 000
Ssareas | 3395 BEALDEY AVENUE, 7340 FLOGR. 3 Faling caling tad n Man Sulieg, calssem 1
Cay |LOS ANOELES e [ FREMONT 34
StaleProvirce |CA
TPl Cose: S001T
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STEP 2: ADD MATERIALS

Under the Requisition Line Items section, click on the New Row button.

Bequisision Line ems [ Faec Ba0eft -

Line* Quanity Aocured Oate m Cescrmnen pngar Surelscmen

The Details of the new row will appear. The Line Type defaults to Item. Leave this value as is.
Dietailz

# Line: 1

* Line Type: tem -

Enter the inventory Item number in the Item field. If you do not know the item number, you may

search for it by clicking on the LEJ icon to the right of the Item field. Hover your mouse over the Go
To field and select Inventory.

Requisition Line tems - [P Fiter > 3 i 4 i 1
Line = Quantity Reguired Date tem
F 1 TMM312:00 AM % b
Detailz
# Line: 1

#* Line TYpe. tem

ftem: 2 =+
Condition Code: Q| Select Vale =
Er_gﬁ Clas=sification
Classification: E »>
Gt Atributes
Clazs Description: E coTo -b Inventory
# Quantity: E@ BB T F LY ttem Master
View Image
# Order Unit: =
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You will be taken to the Inventory application where you can search for by Item Number,
Description, or Storeroom. Hit enter to search.

| Find:| )+ |select Action FlE i apite i@

List -“ Irwentnry-”_ Reorder Details " Rotating Assets H Where Used |

QAdvanoed Search @ ¥ Save Query ¥ I Bookmarks

inventory | 7 Fiter > 0,0 (&2 ¢ io0-0ofo

tem Description Storeroom Current Balance Commodity Group

[ » |wrench STORES-1 | 3

To find records, use the fiter fields above and NN press Entsr
For more search options, he Advanced Search bution above.
To enfer a new record, select the Insert icon in the toolbar.

The search will return a set of results. Click on the item number you are interested in.

nventory

[+ Find: | ) v select Action FE i@ >iteail@

List ” Inventory || Reorder Details || Rotating Assets || Where Used |

), Advanced Search ¥ SaveQuery ‘¥ || Bookmarks

mventory | Friker > Qi @@ B 1204 P

ltem Description Stereroom Current Balance Commodity Group
» |wrench STORES-1 %% |

3405400314 WRENCH FOR SPRINKLER HEADS W-TYPE 8 STORES-10 7.00 34000

4459170600 WRENCH, LOOSE KEY SOCKET 4 WAY STORES-1 5.00 44500

4453170600 WRENCH, LOOSE KEY SOCKET 4 WAY STORES-10 34.00 44500

4458170800 WRENCH, LOOSE KEY SOCKET 4 WAY STORES-1051 1,000.00 44500

4458170600 WRENCH, LOOSE KEY SOCKET 4 WAY STORES-151 1,000.00 44500

Review the Current Balance/Availability and click on the Return With Value to select this item.
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The value will be returned back to your Item field.

Requisition Line ltems = [P Fiter > P il 4 .0f )
Line = Quantity Required Date ltem
e 1 7MA3 12:00 AM [ 3408400314 3
Details
#* Line: 1
* Line Type. ftem =]
ftem: | 3408400314  ** |WRENCH FOR SPRINKLER HEADS W- T¥PE 9 =
Enter the Quantity needed.
#* Cluantity: 2
Confirm Store Location name. You may change the Storeroom value if you wish to order from a
different M&O Storeroom. It is important to check the balance or quantity available in the chosen
Storeroom, so as not to create a negative inventory balance.
Store Location: | STORES-10 2
Review your entry. You may order additional material by clicking on the New Row button or
Continue to move to the next step.
* Slend + Aot eod Submt li! [ S w]
Hoasition L e Tesr i -
Log " Gwarsty Hegsond Dol L] Lerrwien Rl wrelacaine
> : 753 1200 P = esmaonne |0 @ -
Ben 340B400318 X |WRENCH FOR SPRTSLER NEADS V. TYPE § Vendor, b
- e
vmune £n « figurea Cue vasam .
T il

= Cumescy: USD
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REVIEW AND SUBMIT

Review the requisition for accuracy. You may click on the Back button if you need to make any
changes, if not, click on the Submit button to generate the request.

* Siend ~ Siemd
Shiggsieng Infieumation T Chaige Infemmatinn =
g tor 0640 5L Deve dccount |EC0001BE580
Asdress: (330 5 BEALDEY AVENUL, 20 FLOOR Wk rder | 34TEXGY Faling Gelng ies 1 Mai buldeg, cusarsom |
Ciy |LOS AMGELES Locaten | $ 13476 FREMONT S
------- oo oA asnat
TeFeatsl Cote: | 90017 Cara Type:
Drop Podnt Cade
ot Verficaten Viake
e
lllllll o0
Coreney. (080
Hquisition L ttems [ Foer f-dofd o Dowrisas | =
Lis * Quactdy Proured fute ke Bmasnn emsder St Lacaben e Lol o Dokkaiea?
1 700 1813 208 P o3t VIRENCH PO SPIRINKLER READS W- TYPE 8 STORES-10 2008 [
Adtributes P P ] =
Casaiteaen Clasa Descrigten e Dascriicn Data Type Artanyreric e gmercaue
[(ma) [Sutom

After clicking on the Submit button, a new Requisition Submitted window will appear. Click on the
View Details to print the Desktop Requisition report.

Requisition Submitted

Dezktop Requizition 278507 hazs been =ubmitted.

| view Detaitsh Return to Start Center | | Create Another Reguizition |

You will be taken back to your requisition where you can click on the Print View (=] icon to print the
Stock Material Requisition report. The report will print automatically to your default printer.

[ covate Donisse mosusonn [ view Torpuems 7 View vt

Requisition 278507

Feguston: (278807 A 14183001 FREMONT 51 5 Recuesied By: | TRISHS
FReaures Dass: | 75013 1200 P Aeeested For: | T0IOTE

Statn | APO

After clicking on the Print View = icon, the Stock Material Requisition report will automatically
print from your default printer.
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Los Angeles Unified School District

*agpast

Muintenance & Operations

Existing Facilities

Stock Material Requisition

Parameters |Storeroom: Actual material issues
Entered: and returns
with transaction date of:
# 3 TORE S - *

Authorized By Labor Code: 783929 Printed By:

Material Line Craft: Task IDs:

W.0. Number: GL Account: School: School Code: Lead Craft | Reserved Date:
24888155 cc: SAN GABRIEL EL 6466 Code: 8/4/14

|| ‘ ‘ ‘lH“H‘" |H| |HH||‘ o i
* 2 4 888155 %
Authorized By (Print / Sign): rea/Region: Issued To: Report Date and Time:
Peterson, Richard D., 783929 H Hawkins, Rudy Aug 1, 2014 8:27 AM
563706
Comments:
Plan
Task Matl Reserved | Issued Avg Unit
1D Craft | Cat. | Stock Number Qty Qty Unit |Material Bin Loc. Cost Ext Cost

Total Cost of Issued Items:

Mo reserved items found based on the criteria provided
Date Filled
Issued By Name:

Received By Emp #:
Printed Name:
Signature:
Received Date:

Signature:

Delivered To (if applicable):
Printed Name:

Signature:

Received Date:

Requestor to obtain the Authorized By Signature and submit the report to the Head Stock Clerk

for review and issuance of the material.

Head Stock Clerk or designee who issues the material is required to fill in the Issued By fields and
the receiver to fill in the Received By fields. If the Receiver delivers the materials to a different

individual, that individual will fill in the Delivered To fields.

Should you have any questions on this guide, please contact the Danny Lu (danny.lu@lausd.net / 213-241-1121), Mark Merrick
(mark.merrick@lausd.net / 213-241-7013), or John Herweg (john.herweg@lausd.net / 213-241-1127).
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