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l 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. Login 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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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.

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.
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Welcome to PRODUCTION

fi user name i LT
Powered by Maximo &

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.
Inventory, Site: o) |

* Start Center = * GoJo ! * Help =3

Current Queny: |AI\ Irevertary Lo | | ‘ ) |Selec‘t Action w |
Search ] Inwertary Reorder Details Rotating Equinment ‘Where Used Attached Documents
Find

Primary Vendor: | = Catalog Ho: I:l 0ld Stk Ho:
Manufacturer: | | Model: l:l
Stock Category: | | apcType: | |B Rotating?

tem: [=320m0m101 | ] | | LotType: [ & Bin:
Storeroom: |=STORES—5\ | | | Stock Type: l:l@ Hazard:
| |
| |

Physical Count Click on the Physical Count Adjustment button.
= Click on the Physical Count Adjustment button.

Inventory
Current Query: | » | select action v & | q [ =
Search Inventory 1 Reorder Details Fotating Equipment Where Used Attached Documents
tem: * 3207081011 | |screwcapcPaman IE] Rotating? [ |
Storercom: |STOHES—2 | |Storernom for Area 2 ‘ El Lot Type: * [moLoT
Default Bin:  [0100% order Unit: Stores Job Hum: 25431425 Capitalized? [
Standard Cost: Issue Unit: Shrinkage Job Hum: 25171425 Stock Category: :
Average Cost: : Last Receipt Cost: : Old Stock Humber: l:l

Balance Summary ABC Analysis Issue History

Current Balance: ABC Type: l:l Last Issue Date: l:l
Guantity Currently Reserved: Count Frequency: ’ D Year To Date: 2 Years Ago: '
Expired Quantity In Stock: Last Year:
Quantity Available:

3 Years Ago: '

Balances

[1] Displaying1-1of1 |[[]
Count Dete

TH1105 1:30 PM =

| CurrentBalance Adjustment | | Physical Count Adjustmen

| Mew Row |

Count Adjustment  Enter zero as the New Physical Count.
= Enter the reason the item is to be deleted in the Remarks field.
= Click OK.

Invertory: = Physical Count Adjustment

Bin: 01003 Lot:
Current Physical Count: 15.00 I Hew Physical Count: 0.00 I Count Date: ™ |5/25/09 347 P B
I Remarks: ftem has not been used in 2 years. Sent to salvage\ | I




Revised 08/04/09 AWMS — Procurement Working Group

DELETE AN ITEM FROM STORES INVENTORY

Default Bin/DNR The Inventory record appears.
e Click in the Default Bin field.
e Change the Default Bin number to read DNR.
e Savel= the record.

Site: a

Inventory,

Sign Out

I ¥ Start Cente % GoTo

* Help !

Current que i { sie: (RS | st
i Record-has been saved. = =
Search Inventory Feol current Query: | vl ] |6 select Action

e = ’Wﬂl Inventory ] Reorder Details Ritating Ecuipmert Where Used Attached Documents
storeroom: ~ [sToREs 2 _| | ttem: * [3207081011 [ScREw Cap CREB R 4122 Rotating?
Lctaullbing Storeroom: * [STORES-2 | [Storeraom for area 2 Lot Type:
Standard Cost: ~ 0. Default Bin:  |DNR order Unit: Stores Job Hum:
Average Cost: 032 Standard Cost: * Issue Unit: Shrinkage Job Hum: st

Average Cost: = Last Receipt Cost: = 0ld Stock Humber: l:l

Balance S

Current Balance:

Quantity Currently Reserved:

Balance Summary ABC Analysis IS

Current Balance:

15.00
Quantity Currently Reserved:

Expired Quantity In Stock:

N —
Count Frequency: = Cl

Last Issue Date: ]
Year To Date: ]

Quantity Available:

Expired Quantity In Stock:
Quantity Available: 15.00

DiSplaying - 101 T

Last Year: ~

Balances

[~ [ | »Fitter

03] @

Physical Count Adjustrment

[ Current Balance Adjustment ] [ ] [ Mewy Rouy ]

To Reconcile the item:
= Click on Select Action
= Choose Reconcile Balances

Select Action

Inventory * Start Center

Current Queny: |

Search

[

Reorder Hems
I Reorder Details Rotating Ecp

Inventory hed Documents

Reorder Direct ls=ue ffems
Clear Reorder L

tem: * [3207081011 |2 [SCREW CAP CF 555 ¥ lssue Current em Rotating? [ |
Storeroom: |STORES—2 | ‘S‘toreroom Tor dres 2 [ EE LI Tan Lot Type: = [NOLOT

Wiewy tem Svailability

Default Bin:  |DhR Order Unit: AddMadify Order Unit Yalues um: 25431428 Capitalized? D
Standard Cost: lesue Unit: | Zero Year to Date Guartities 25 T1425 Stock Category: © @l

Wiew Yendor Analysis
Viewy Invertary Transaction:
Reconcile Balances
Standard Cost Sdjustment

Average Cost: =

Last Receipt Cost:

Balance Summary Average Cost Aalstment Issue History
Current Balance: |15.00 Run Reports Last Issue Date:

Print with Attachmerts

Quantity Currenthy Reserved: Count Year To Date: ~
Expired Quantity In Stock: Last Year: ~
Quantity Available:  |15.00

Reconcile

Click OK to complete the Reconciliation.

Reconcile Balances

e Select a different GL control account or GL shrinkage Account if required.
e Toreconcile the balance for the itern in the displayed storeroorm, click OK

—
Storeroom:

Control GL Account: l:l Bl

Shrinkage GL Account: l:l =

|SCREWCAP CP SIS K 4112

0K

Cancel
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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.

e 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.

site: [T &

Balances have beepreconciled for currentEeeors

Inventory, # Start Center = % SignOut |

5 GoTo |

* Help i =

3.

| pefoutt Bin:  [orr ]
Standard Cost: ~ |0.32

Average Cost: ©

Order Unit:  |E2
Last Receipt Cost:

Issue Unit:

Stores Job Hum:
Shrinkage Job Hum:
0ld Stock Humber:

25431428

Current o ~| | |8 [select Action =
Sesrch Inventory } Reorder Details Rotating Ecuipment Where Uzed Attached Documents
em: * [3207081011 | [scREW CaF cPam X412 I Rotating? [ ]
Storeroom: ~ [STORES-2 |Sturernom for fres 2 | El Lot Type: = |NOLOT

Capitalized? [ |
Stock Categony: ~ |STK

H

=]

Balance Summary

ABC Analysis

Issue History

Current Balance:

mctpe [ ]
Count Frequency: = IC'

Lostiosuetue: [ |
Year To Date: ~

Quantity Currently Reserved: 2 Years Ago:

Expired Quantity In Stock: 3 Years Ago:

Quantity Available:

*
::

Balances

J1

Physical Count Adjustment

7
[ Current Balance Adjustment

] [ Mlew Row ]

RUN THE PLANNED AND RESERVED ITEMS REPORT
The Head Stock Clerk will perform this function

Query for DNR In the Inventory Find screen:

e Use the Clear button to clear any previous query.
e Enter the Storeroom.

e Enter DNR in the Bin field.

[ ]

Inventory

] ] | [Select action

Hit Enter on the keyboard or click on the Find button.

# Start Center =

Bin: |=DNR

Search 1 Inwentory Reorder Details Rotating Equipment Where Used Attached Documents
Find
fom: | TS R —
l Storeroom:  |=STORES-Z l [ | stock Type: &l
Primary Yendor: \ | cataoghe: [ ] 0ld Stk Ho:
Manufacturer: | | ‘ | Model: l:l
&l

H

ABCType: | | Rotating?

Find

Stock Categony:

Hazard:

Clear
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Run Reports The list of DNR items appears.
e Click on Select Action.
e Choose Run Reports.
Site: [ETECHNNN = |

Inventory

# Start Center = % GoJo | ¥

e S g =
Search I Irvventary Reorder Details Rotating Equi Becitier "?’"S e Documents
Reorder Direct Iszue tems
Resul Clear Renr_’;i_x_ar Locks
Zero Year o Date Quantiies —
|[=] | pFitter Reconcile Balances C (7]
Physical Court Adjustmey
2852340109 CONHECTOR EMT TO FLEX 112" | IRES-2 DHR  0.00
2852343450 COMNECTOR, FLEX 1" STRAIGHT | Print with Attachments REs-2 DR 000
2852340370 COMMECTOR EMT RAIM TIGHT 2" STORES-2 DR 000
2859531169 COMNECTOR WIRENMUT GRAY INSUL G 600% DHR STORES-2 DR 0.00
8053000700 BACKBOARD BASKETBALL STORES-2 DR 0.00
3202067050 BOLT MACH STL SHE" X 1-1/2" STORES-2 DR 0.00
Reports The Reports list page appears:
e Choose Planned and Reserved Items Report.
Inventory Transactions Report Wersion 1
Itern Availability Repart Warsion 1
Fhysical Inventory Count Wersion 27
Physical Inventory Count alt Warsion 1
Flanned and Reserved ltems Wersion 3
Reports The Planned and Reserved Iltems Report request page appears:

e Choose a Storeroom from the menu and click on Add.

e You may choose an item number or leave this field blank to run
the report on all queried items, as in the sample.

e Leave the Craft field blank to return items for all Crafts and for all

Work Orders that have no designated Cratft, as in the sample.

The report may be run for a specific Craft as needed.

Inventory Cleanup Report request page
[Giery: ] Sumi_|

Current Record

@Selec‘led Record

This report shows the following information for an individual item, or all items for a selected storeroom where the Bin Number has been
walue of "DNR" (Do not Re-Orden:

- ltems planned for work orde s with status Waiting for Approval
- Items with open reservations forwork orders of any status
- Items in active Furchase Requisitions, Purchase Drders, or Desitop Requisitions not in status Canceled or Closed

“ou may optionally filter results by the Lead Craft code of the Work Order related to the PR, PO, or Desktop Requisition line, orthe craft
planned material line.

Results Selection Criteria:

Please select an item number, starercom, o bath:

Stareroom [yau must arterj: ~|| Add STORES—_2 £

STORES-2TR

work Order Lead Craft, or Flanned Material Craft two-character code I:I
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Reports

Page: I1

The Planned and Reserved Iltems Report request page appears:

e 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.

[of2 K < b B (75% v| A =

o

Los Angdes Unified $ohool Disido

Freilisies Sevvice Division - Existing Faclites

Mainfenznce ot Operafions

Planned and Reserved Items Report

Report Farameters:

HW=VERDUGT HA,
WOoRITTIET2

Stores STORES-2 ftern Murmber: Wiork Order Craft:
Reserved
storss tm & tam Ds scription Cwsktop POLE WaO# Resarysd Gty
Ra &

STORES-Z 053000700 BATKBOARD BATKETBALL s i

STORES2 SE3000T00  BACKBOARD BAZHKETEALL 2T SlEzeES 1

STORES-Z 3EIGIH0S  TIES ALUM WHOOKE-12 fea 11} [ 1

STORES2 IFI34305  TIES ALUM WHOD K1 2131 e =2 2

STORES-2 3313305 TIES ALUM WHOOKE- 12 219159 [l veriel 5

STORES-2 3301343610  TIES ALUM WHOO KE- 147 po 1 B335 i

STOREZZ IR0 TIES ALUM WHOD K1 2191E9 Lo E

STORES-Z B0G30Z8000  NET BASKETBALLGOALCHA e 1

Planned for Work Orders Awaiting Approval

gtorss ftam & ftem Csscription WO # Fannad Gty

STORES-Z SlE3000700 BACKBOARD BATKETBALL 213028 2

STORES-2 SHE300e00 MET BASKETEALL GOAL THA 213009 2

Open Desktop Requisitions

Stores MF & MF Cescription ttem & MFE  Line tem Cescription WO R MF Crder Enter|

Ling status Gty Cate)

ETORES-Z 19233 EIEEEI0 13 TIES ALUM WHOOKE 1 EETELS WEPRR | R0

ETORES-2 19233 330134305 12 TIESALUR WHOOEE1Z B8 WAPPR 1 25,0005

[ETORE-2 2640 HW, G235 MADEON 0130 11 TIES ALUR WHOOES 1 =T APPR 1 100172008

ETOREI-2 Z36I0 HW, E3255T . MAD DN 330134505 10 TIESALUR WHOOKE1Z B335 AFPF i 10017.2000

ETOREZ2 23042 1945 Loinan Spscial B, 013 13 TIESALUMWHOO K127 WEPPR 1 1023000
nrll e

ETORES-2 23042 1245 Loman Spechal Bd, 3301345510 i TIES ALUM WHOO KE- 14" WEPPR 1 ity
([F3-=11h 3 1o

ETOREZ2 HT0e 0130 10 TIES ALUM WHOO K127 el k) WEPPR 1 20005

ETORES-Z 67965  HU 1555069 BOGNIE000 I NET BASKETBALLGOALCHA 1555860 WWAPPR 2 felalin s
APPERIOHN

ETORES-2 67965 HW 1555000 B05300070 | BACKBOARD BASKETBALL 123530 WAPPR 2 B2000
APPERZON

ETORESZ 217470 HA-MT.VIEN ES, BIENOOTO0 | BACKEOARD BASKETBALL S1EzES APPR | felectaves
WORS1E2ES

ETORES2 213351  HW-GRANT HS, 33013 6 TIESALUMWHOOEE12Z 33755 APPR 2 200
WO R330T 355

ETORES-Z 219189 HW-UERDUGO HES, EIEEE0 11 TIESALUM WHOOKE1 [glveiel APPR 5 AR0009
WoRITTOT2

ETORES2 219189 301360 10 TIES ALUM WHOSKE127 ez APPR 5 36,200

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

Last lssus

Page 1or 2

Storss ttam frem Cs reription

Caty
STORES2 RSN CONNECTOR EMTTO FLEX 12
STORES-Z ZESZSI0GT0 CONNEZTOR EMT RAIN TIGHT 0 10007

Friday, Way 22, 2009

Items Ready
to Be
Removed.

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.




