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DEFINITION 
 
The Non-Stock Material Requisition over 25K (XPO) Guide is used to purchase materials not stocked in 
LAUSD Stores, not covered by Annual Contract, and totaling more than $25,000.  
 
 
1. LOGIN 
 

The Requestor will perform this function.   
 
To login to Maximo 7.5, please go to http://awms.lausd.net/awms.  
 
Enter your Single sign-on username and password and click on the Sign In button.  

 
 

START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   
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2. REQUEST FOR QUOTATION (RFQ) 

 
 Under the Favorite Applications section, click on Request for Quotations application.  

 
 
 
 
RFQ HOME 
 
You will then be taken to the RFQ home screen; in this screen, you may search for any existing RFQ 
through any of the displayed fields.   

 
 
 

3. NEW RFQ 

To initiate a new work order, click on the  icon, located on the top toolbar. 

 
 
A RFQ number will automatically populate. The status will begin as INPRG (In Progress).   
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In the Description field, use the following naming convention: 2 Letter Craft Code (space) Work 
Order Number (space) School Site (comma) Description of work (i.e. AA 14183033 Fremont SH, 

Replace HVAC System). Optionally, click on the Long Description icon to add any special 
instructions or additional information on the order.    

 
 
Populate the following fields: 
 
Requested By             This field auto-populates with the login users’ employee number, but can be           
                                     changed as needed.  Type the employee number of the XPO initiator              

                                     directly in the field or use the lookup   icon.  

PO Type                      Type in “XPO”; you may also use the lookup   icon and select the type 
from the list.    

 
Craft Enter the 2-letter Craft code of the lead discipline.   You may also use the 

lookup  icon and select the code from the list.    
 
Bid Due Date Enter the date in which you would like all bids received by 

 
         
        Attention                     Enter the employee number of the initiator. 
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 Ship To a M&O Area: 

o Select / enter your M&O Area’s section code in the Ship To field. Enter the requestor’s 
employee number in the Attention field.  

 

 
 
 Ship To a School: 

o Select / enter the school’s section code in the Ship To field.  
 

 
 

 Ship To - Will Call: 
 

o Enter WC in the Ship To field 
o Requirements for Will Call: 

 Will Call can be used for emergencies only 
 Only an AFSD can approve a Will Call requisition 
 The person who picks up the material must print their name and sign the packing 

/ pick-up slip They must also take a picture of the material using a District issued 
device 

 Material must be installed / used within 48 hours +/- after it is picked up and a 
photo must be taken of the installed material and attached to the work order 
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 Bill To \ Reply To: 

o Select / enter your M&O Area’s section code in the Reply To field. Enter the requestor’s 
employee number in the Attention field.  
 

 

Save the record, click on the icon, located on the top toolbar. 
 
 

4. CREATE RFQ LINE ITEMS 
 
Click on the RFQ Lines tab.  

 
 
Click on the New Row button.  
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Enter the Commodity Code number in the Item field.  Overtype the defaulted description to better 
describe the item. You may also use the long description, Manufacturer, and Model field to better 
describe the item.  

 
 
Update the Quantity, Order Unit and enter the Work Order number.  

 

Repeat steps if necessary.  Save the record, click on the icon, located on the top toolbar. 
 
5. ENTER PROSPECTIVE VENDORS IN THE VENDORS TAB 
 

Click On the Vendors tab.  
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Click on the New Row button.  

 
 
Enter the Maximo Vendor number in the Vendor field.  The vendor name will auto-populate along 
with the vendor detailed information.  Update the Contact, Phone, Fax, and Email if necessary.  

 

If you do not know the vendor number, you can search for it by clicking on the icon to the right of 
the vendor field and click on Select Value.  

 
 
A Select Value window will appear.  Type in the name of the vendor in the Description field and click 
enter.  The list will refresh and return with a list of vendors that match the description.  Click on the 
vendor name to select.  
 
Note: You can only award a vendor that has a SAP Vendor #.   
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Save the record, click on the icon, located on the top toolbar. 
 
If applicable, repeat steps to add the next vendor.  

 
6. GENERATE XPO REQUEST FOR QUOTATION REPORT 

 
Click on the Select Action drop down and select Run Reports.  

 
 
Search for the Request for Quotation report.  Click on the report name.  
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The Request Page will appear.  Click on the Submit button. 

 
 
The Request for Quotation report will appear.  Print and send this report to all prospective vendors. 
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7. ENTER BID AMOUNT AND AWARD VENDOR 
 
Click on the Quotations tab.  

 
 

Change status.  Click on the change status  icon and select Sent to Vendor (SENT) and click on 
the OK button.  

 
 
Click on the Vendor Name who you wish to enter the bid amount for.  Next Click on the Select RFQ 
Lines button under the Quotations for Vendor section.  

 
 

A Select RFQ Lines window will appear. Click on the checkbox of the RFQ Line that the vendor 
submitted a bid for and click OK. 
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The line will now appear in the Quotations for Vendor XXXX field.  click on the  icon to open 
the details.  Enter the Bid Amount in the Unit Cost field and tax if applicable. 

 

If applicable, repeat steps for each vendor.  Save the record, click on the icon, located on the top    
toolbar. 

 
8. AWARD VENDOR  

 
On the Quotations for Vendor record of the vendor you wish to award, check the Awarded? 
checkbox.  

 

Save the record, click on the icon, located on the top    toolbar. 
 
 
9. PRINT THE NON-STOCK MATERIAL REQUISITION (XPO) REPORT.  

 
Click on the Select Action dropdown and select Run Reports.  
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A new Reports window will appear.  Click on the green arrow to find the Non-Stock Material 
Requisition report.  Click on the report name.  

 
 
A Request Page will appear.  Enter the RFQ number and the appropriate responses for each field (if 
applicable).  Click on the Submit button. 
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The report will appear.  Click on the printer icon to print the document  

 
 
The Preparer is responsible to signing the Preparers line.  Preparer to obtain the Regional Facilities 
Director (RFD) in the Approval line.  

 
 
Submit the signed Non-Stock Material Requisition report to Clerical for processing.  
 

10. INTERFACE RFQ 
 
The Clerical department will perform this function.   

On the Request for Quotation (RFQ) record, Click on the change status  icon and select Ready 
to Interface (INTREADY) and click on the OK button. 
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INTERFACE SCHEDULE AND STATUSES 
 

Maximo will interface the Request for Quotation information into SAP Hourly to generate the PO.  See 
below for the Interface status definitions and actions.  
 

Ready to Interface (INTREADY) – This status marks the RFQ to interface to SAP.  If your RFQ is in 
this status, you can still change the status back to INPRG or SENT if you need to make changes to 
the RFQ.  
 

Interface in Session (INTSESSION) – The RFQ is change to the INTSESSION status when it is in 
the process of interfacing with SAP.  When the RFQ is in the INTSESSION status, you cannot make 
any changes to the RFQ.  
 

Interface Rejected (INTREJECT) – The RFQ completed its interface but was rejected due to any of 
the following reasons: Invalid Company, Invalid Funding, Invalid Commodity Code, Invalid Unit of 
Measure, etc… If your RFQ rejected during the interface, the reason will be displayed on the RFQ 
tab. 
 
Note: All XPO interfaces will reject because it is above $25,000 and requires the review from 
procurement.  The interface remark will provide you with one of the following: 
 

 “Please change account assignment category to asset.” 
 
If you get this message in the Interface Remark, submit the Non-Stock Material Requisition 
Report and supporting documents to our Financial Services Unit, Perla Yu at 
perla.yu@lausd.net.  She will create a Shopping Cart number for you.  Once you get the 
shopping cart number, please submit the Shopping Cart number, Non-Stock Material 
Requisition Report and supporting documents to Procurement, Hon Chan 
(hon.chan@lausd.net). 
 

 “Shopping cart #1000378720 created for RFQ…” 
 
If you get this message in the Interface Remark, please submit the Shopping Cart number, 
Non-Stock Material Requisition Report and supporting documents to Procurement, Hon Chan 
(hon.chan@lausd.net). 

 
 

11. SUBMIT SUPPORTING DOCUMENTS TO FACILITIES CONTRACTS 
 
The Requestor will perform this function.   
 
Submit the supporting documents to Facilities Contracts to review.   
 
Note: If the total awarded amount is above the Annual Adjusted To Bid Threshold for Contracts 
Awarded by School Districts (http://www.cde.ca.gov/fg/ac/co/bidthreshold2017.asp) which is 
currently at $90,200; the requestor is also responsible for filling out the Request for Procurement 
Action Form (RFPA) 
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/Domain/98/RFPA.pdf.    
 
After review, Procurement will select the appropriate vendor and generate the Purchase Order.  If 
Facilities Contracts selects the same vendor as the one you previously selected, the PO will 
automatically be generated in Maximo.  
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If the Facilities Contracts, selects a different vendor then the one that you approved.  You will have to 
update the RFQ to reflect the correct vendor.  
 
To update the RFQ to reflect a different vendor, change the status of the RFQ to INPRG and add a 
new Vendor row in the Vendors tab.  Next, change the status to SENT and go to the Quotations tab 
to unchecked the previously awarded vendor’s Awarded checkbox.  Next, select the new vendor and 
click on the Select RFQ Lines button.   Enter the bid awarded amount and check the Awarded 
checkbox button.  Notify the Maximo team and they will create the PO in Maximo.  
 

12. PRINT PURCHASE ORDER REPORT 
 
Under the Favorite Applications section, click on the Purchase Order application. 

 
 
PURCHASE ORDERS HOME 
 
You will be taken to the Purchase Order application. Search for your Purchase Order by entering 

the SAP generated PO number in the find field and click on the  icon to search.  

 
 

On the Purchase Order record, Click on the  icon located in the top tool bar to run the 
Purchase Orders Details report.  
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A new BIRT Report Viewer window will appear.  Review the Purchase Order Details report for 

accuracy.  To print the report, click on the printer  icon.  

 
 
Clerical staff signs the PO Details report.  Attach the signed PR Report with the PO Report and 
submit to Requestor for confirmation and filing.  
 
Requestor to submit a copy of the PO Details report or provide the PO Number to Vendor to 
initiate purchase.  
 
 

13. CREATE MAXIMO INVOICE RECORD 
 
The Clerical department performs this function.  

 
Go to the Invoice application by either through the Start Center Favorite Applications list, or 
utilizing the Go To shortcut.  
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In the Invoices application, click on the  icon to create a new Invoice record. 

 
 
A new Invoice number will auto-populate.  Type in the same PO description in the description box.  
Enter the PO number in the PO field.  

 

Click on the floppy disk  icon to save.   
 

14. ORDER RECEIVED, REQUESTOR RECEIVE LINE ITEM IN RECEIVING APPLICATION AND 
SUBMIT INVOICE/RECEIPT/PACKING LIST TO CLERICAL 

 
The Requestor performs this function 
 
After receiving the item(s) from the vendor, requestor to receive item in Maximo.  In the Start Center 
of Maximo, under Favorite Applications, click on the Receiving application.  
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In the Receiving application, enter the PO number in the Find field and click on the  to search 
for the record.  

 
 
 
You will then be taken to the Materials Receipt tab of the record. 

 
 
Click on the Select Order Items button.  

 
 
The Select Ordered Items window will appear.  Check the checkbox on the lines that were received 
(verify the Quantity) and click on the OK button. 
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You will taken back to the previous screen.  Click on the floppy disk icon to save the record. The 
Receipts status will be changed to COMPLETE if all items were received.  

 
 
Requestor to obtain Inspected By, Received By and Approved to Pay signatures on the PO 
Report.  

 
 
Requestor to obtain Inspected By, Received By and Approved to Pay signatures on the PO 
Report.  

 
Inspected By The act of examining goods that have been delivered to determine 

conformance to what was ordered via the purchase order.   
 Verify that what was ordered conforms to purchase document 

(purchase order, statement of work, specifications, attachments, 
etc…) 

 Verify the quantity ordered against the quantity shipped or delivered. 
 Inspect for damage or breakage. 
 Verify that the unit of measurement count is correct. 

o Example 1:  If the unit of measurement on the purchase 
order is 200 square feet of playground matting, measure 
actual installed matting square footage.  

o Example 2: If the unit of measurement on the purchase order 
is one dozen, count 12 in the unit package.   

 Verify that delivery documentation (packing slip, certifications, etc.) is 
acceptable. 

 Verify that packaging integrity is preserved (no leakage, damages, 
etc.). 

 If needed, take photo of goods/services for confirmation of 
inspection. 

Received By  The act of taking possession of goods in order to stage them for inspection or 
place them into inventory. 
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Approved to Pay The act of verifying that all purchase documents are in place and accurate 
(vendor quote, purchase requisition, purchase order, invoice) and may 
proceed to invoice payment. 

 

 
 
Note: The person receiving the item(s) cannot be the same person who generated the requisition.  
 
Submit the PO report, Purchase receipt(s), Packing Slip and Vendor Invoice to Clerical to pay 
the vendor.   

 
15. CHANGE MAXIMO INVOICE STATUS TO PAID AND SUBMIT INVOICE AND PO TO ACCOUNTS 

PAYABLE 
 
The Clerical Department performs this function. 

 
Go to the Invoice application by either through the Start Center Favorite Applications list, or 
utilizing the Go To shortcut.  

 
 
Search for your Invoice record by the PO in the List tab search fields.  
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On the Invoice record, enter the Invoice number from the vendor’s invoice in the Vendor Invoice 
field and the date you received the Invoice in the Invoice Date field.  

 

Click on the floppy disk icon to save the record. 
 
Click on the Invoice Lines tab and click on the Copy PO Lines button.  

 
 
 
The Copy PO Lines window appears.  Check the lines that match the Invoice and click OK.  
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The PO Lines will be brought back over to the Invoice Line tab.  

 

Click on the floppy disk icon to save the record. 
 

Change the status of the Invoice record to PAID by clicking on the  icon located on the top 
toolbar.  

 
 
The Change Status window will appear with Paid (PAID) as the selected status.  Click OK.  
NOTE: The PO status will change to CLOSE when Invoice status is changed to PAID.  

 
 
Clerical to submit the Vendor Invoice, Packing Slips and a copy of the signed PO report to 
Accounts Payable.  
 
 

 
 

 
Should you have any questions on this guide, please contact Mark Merrick (mark.merrick@lausd.net / 213-241-8620), or John 
Herweg (john.herweg@lausd.net / 213-241-1127).   


