
LAUSD Service Call Material Requisition from Stores – Process Flow                   REV. 10/23/2009 
Planning Approval Routing Processing Outstanding Reserve Items Check against Service Calls

R
eq

ue
st

or
S

to
re

ro
om

 C
le

rk

Reserve 
additional 

items?

Is WO Status 
in APPR or 

greater?

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. Stores Item number 
    (Verify item availability)
2. Section code
3. Quantity
4. Material Category
5. Craft
6. Storeroom name

Click Done when finish

No

Yes

Go to the Service Call 
Work Order in Work 

Order Tracking

Change Status to 
APPR

No

Yes

No

Return requisition 
back to Craft for 

revision or 
cancellation

Yes Issue item(s) to 
Craft

Modify reserve 
items to match 

inventory or 
cancel 

reservation?

Modify reservation 
to match inventory Cancel Delete reserved 

itemsModify

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

Query for all COMP 
service calls for your 
craft in Work Order 

Tracking

Run WO Purchasing 
Status Summary 

Report against result 
set

Outstanding 
reserved items?

No

Items still 
needed?

Delete reserved 
items

Yes

No

Yes


