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DELETE AN ITEM FROM STORES INVENTORY 

 
LAUSD AWMS Maintenance and Operations 

Delete an Item from Stores Inventory in AWMS 
 
 
DEFINITION 
 
An item to be deleted from a local Stores Inventory must meet the following requirements: 
 

1. The item must have a zero physical balance in the warehouse. 
2. The item must have a zero physical and current balance, and be reconciled in AWMS 

Maximo.  
3. There may be no outstanding reservations against the item in the local Stores Inventory. 

The Head Stock Clerk will use the Planned and Reserved Items Report to locate all 
sources of outstanding reservations against their storeroom which may exist in: 

a. A Purchase Requisition / Purchase Order 
b. A Planned Job 
c. A Stock Material Requisition 
d. A Desktop Requisition      

 
  
PURPOSE 
 
The Head Stock Clerk may find it necessary to delete an item from the local Stores Inventory if: 
 

1. The item has a history of zero transactions, or no purchasing activity, for a period of time 
to be determined by the Head Stock Clerk and Area Facilities Services Director (AFSD). 

2. The item is not longer needed, has been discontinued, or is being sent to salvage.  
3. The item is a duplicate in AWMS Stores Inventory. 

 
 
OVERVIEW 
 
A Maximo Administrator is responsible for deleting items from Stores Inventory due to a recent 
change in business practice and AWMS Maximo permissions. The Head Stock Clerk will 
perform the following tasks to prepare an item to be submitted to the Maximo 
Administrator for deletion: 
 

1. Deplete the physical stock in the warehouse to zero. 
2. Log in to AWMS Maximo, query for the item, bring the physical count to zero, change the 

Default Bin to read DNR (Do Not Reorder), and reconcile the item. 
3. Run the Planned and Reserved Items Report. Are there pending transactions against the 

selected Storeroom (any transactions appearing before the green header?)  
a. Yes - Proceed to step 4.  
b. No - Proceed to Step 7.   

4. Route the report to the appropriate Craft to notify them of anyoutstanding planned and/or 
reserved item(s). 

5. Communicate with the Crafts to Issue, Direct Issue, Delete, or Cancel any outstanding 
planned and/or reserved item(s). 

6. Run the Planned and Reserved Items Report a final time in which all items to be deleted 
should appear under the section labeled, DNR items with no pending transactions 
against selected Storeroom. 

7. The Head Stock Clerk shall submit the item(s) to the Maximo Administrator to be 
removed from the local Storeroom Inventory.  
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1. DEPLETE THE PHYSICAL STOCK IN THE WAREHOUSE TO ZERO 
 
The Head Stock Clerk will perform this function 
 
The Head Stock Clerk will verify that the item to be deleted has a zero physical balance in the 
warehouse. 
 
 
 

2. LOG IN TO AWMS MAXIMO, QUERY FOR THE ITEM, BRING THE PHYSICAL COUNT TO 
ZERO, CHANGE THE DEFAULT BIN TO DNR, AND RECONCILE THE ITEM 
 
The Head Stock Clerk will perform this function 
 
Logging In Log In to AWMS using your User Name and Password.   
 
   
 
 
 
 
 
 
 
 
 
 
 
 
Start Center  AWMS opens to the Start Center.  

 Hover the mouse over the Inventory module until the dropdown 
menu appears. 

 Click on Inventory.   
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 Find Query for the item in the Inventory Find screen (use an equals sign before 

any known value in a query): 
 Enter the Storeroom. 
 Enter the Item number. 
 Hit Enter on the keyboard or click on the Find button. 

 
 
 
 
 
 
 
 
 
 
 
 
Physical Count  Click on the Physical Count Adjustment button. 

 Click on the Physical Count Adjustment button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Count Adjustment Enter zero as the New Physical Count. 

 Enter the reason the item is to be deleted in the Remarks field. 
 Click OK. 
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Default Bin/DNR The Inventory record appears. 

• Click in the Default Bin field. 
• Change the Default Bin number to read DNR. 
• Save     the record. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Action To Reconcile the item: 

 Click on Select Action 
 Choose Reconcile Balances 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reconcile Click OK to complete the Reconciliation. 
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Complete The Current Balance and Physical Count have been changed to zero, the 

Default Bin has been changed to read DNR, and the item has been 
Reconciled. 

• Continue in this fashion for all items to be deleted from Stores 
Inventory. 

• Click on the Search tab and Find tab to query for the next item. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

3. RUN THE PLANNED AND RESERVED ITEMS REPORT  
 
The Head Stock Clerk will perform this function 
 
Query for DNR In the Inventory Find screen: 

• Use the Clear button to clear any previous query. 
• Enter the Storeroom. 
• Enter DNR in the Bin field. 
• Hit Enter on the keyboard or click on the Find button. 
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Run Reports The list of DNR items appears. 

• Click on Select Action. 
• Choose Run Reports. 

 
 
 
 
 
 
 
 
 
 
 
  
Reports The Reports list page appears: 

• Choose Planned and Reserved Items Report. 
 
 
 
 
 
 
 
 
 
Reports The Planned and Reserved Items Report request page appears: 

• Choose a Storeroom from the menu and click on Add. 
• You may choose an item number or leave this field blank to run 

the report on all queried items, as in the sample. 
• Leave the Craft field blank to return items for all Crafts and for all 

Work Orders that have no designated Craft, as in the sample. 
The report may be run for a specific Craft as needed. 
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Reports The Planned and Reserved Items Report request page appears: 

• The Head Stock Clerk will communicate with the Crafts to Issue, 
Direct Issue, Delete, or Cancel all outstanding planned and/or 
reserved items. The Report may be run using the Craft 
parameter as needed, particularly for long lists of items. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Complete The Head Stock Clerk will run the Planned and Reserved Items Report a 

final time (no Craft parameter) to verify that all pending transactions have 
been resolved. The item(s) to be deleted should appear under the section 
labeled DNR items with no pending transactions against selected 
storeroom.  The Head Stock Clerk will fax the list of items to the Maximo 
Administrator at (213) 241-8948 to be deleted from Stores Inventory. The 
Maximo Administrator will inform the Head Stock Clerk when items have 
been deleted from the local Stores Inventory. 

 

Pending 
Transactions. 
These items 
will move to 
the DNR list 
below the 
green header 
when the 
transactions 
have been 
resolved. 

 Items Ready 
to Be 
Removed. 


