
LAUSD Planned Job Stock Material Requisition from Stores – Process Flow              REV. 10/23/2009 
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Reserve 
additional 

items?

Reserve 
item(s) at 
FUNDED 
status?

Are all item(s)/
quantity in the 

requisition 
available?

Print the Stock 
Material Requisition 
Report and submit to 

Storeroom Clerk

Create New Row in Materials/
Services tab and enter the 
following:
1. Task ID
2. Stores Item number 
    (Verify item availability)
3. Section code
4. Quantity
5. Material Category
6. Craft
7. Storeroom name

No

Yes

Go to the Planned Job 
Work Order in Work 

Order Tracking

No

Yes

No
Return requisition 
back to Craft for 

revision

Yes

Issue item(s) to 
Craft

Receive sign-off on 
Material Requisition.  

Retain original, 1 copy to 
Craft and 1 copy to IFS 

Clerk

Issue item(s) in 
Maximo and 
process the 

purchase in IFS

Is WO Status 
in FUNDED or 

greater?
No

Check Direct 
Issue box

Approve 
planned Labor 
and Material?

Notify 
requestor of 

reason
No

Click Done

Enter Job 
Number to 
Work Order

Change Status to 
FUNDED (automatically 
reserve non-direct issue 

item(s))

Make 
corrections to 

Job Plan

Ready to 
receive 
item(s)?

Hold

No

Were item(s) 
reserved at 

FUNDED status?

Yes

Yes

Uncheck Direct 
Issue box and add 

the Storeroom 
name

Yes

No

Check Direct Issue 
box on item(s) that 

are unavailable

Create Purchase 
Requisition for item(s) 
that are unavailable 

Any outstanding 
planned Store 
item(s) needed 
for this project?

Yes

Run WO 
Purchasing Status 
Summary Report 

against work order

No

Outstanding 
reserved items?

Check Direct Issue 
box against the 

items to unreserve

No

Yes

Planned Job Desktop 
Requisition Process 

Yes


