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DEFINITION 
 
The Stock Material Requisition Guide / Service Call is designed for material requisitions against a local 
M&O Storeroom inventory against Service Call work orders.  The guide details step by step instructions 
on how to reserve M&O Storeroom inventory in the Work Order Tracking 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.  

 
 

START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   

 
 
 
  
 
 

http://awms.lausd.net/maximo
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WORK ORDER TRACKING 
 

 Under the Favorite Applications section, click on the Work Order Tracking application.  

 
 
WORK ORDER TRACKING HOME 
 
You will then be taken to the Work Order Tracking home screen; in this screen, you may search for 
any existing work orders through any of the displayed fields.   

 
 

2. GO TO WORK ORDER  
  

If you know your work order number, you can type in the work order number in the Find: field and 

click on the  icon.  

 
 
If you do not know your work order number, you can search for the work order through your Saved 
Queries list or by running a new search.  For more information on how to search for work orders, 
please see the Query Management Guide.  
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3. WORK ORDER IDENTIFIED, GO TO PLANS TAB TO ADD MATERIALS 

 
 Once you are on your work order record, click on the Plans tab. 

 
 
 In the Plans tab, click on the Materials tab on the bottom section.  

 
 
Click on the New Row button.  

 
 
Fill out the following fields 

  
Enter MA for in the Material Category field.  

 
 
The Line Type defaults to Item.  Leave this value as is.  

 
 



                                                                         Maximo 7.5 / Stock Material Requisition Guide / Service Call  

5 
 

 
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  icon to the right of the Item field. Hover your mouse over the Go 
To field and select Inventory.  

 
 
You will be taken to the Inventory application where you can search for by Item Number, 
Description, or Storeroom. Hit enter to search.  
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The search will return a set of results.  Click on the item number you are interested in.  

 
 
Review the Current Balance/Availability and click on the Return With Value to select this item.  

 
 
The value will be returned back to your Item field in the Materials tab.  

 
 
Enter the Quantity needed (auto-populates with 1) 
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Confirm the Storeroom 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.   

 
 
Enter the Craft code that is requesting the material. For example, AA for Carpentry. 

 
 

Review your entry.  You may order additional material by clicking on the New Row button or the  
icon to save the record.  

 
 
Note: If the work order status is APPR or above, the item is automatically reserved from the M&O 
Storeroom.  
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4. PRINT/SUBMIT STOCK MATERIAL REQUISITION REPORT TO HEAD STOCK CLERK 
 

The requestor performs this function.  
 

On the work order, click on the Select Action dropdown  icon and select Run Reports.  

 
 

A Reports window will appear. Click on the next arrow  until you find the Stock Material 
Requisition Report.  Click on Stock_Material_Requisition. 
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A Request Page will appear.  Follow the on screen instructions.  Required fields are marked with an 
asterisk *.  Click on the Submit button when done.  
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A new BIRT Report Viewer window will appear. Review the report for accuracy and print the report 
by clicking on the printer  icon.  The report will be exported into a PDF file where you can begin 
the print.   

 
 
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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