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LAUSD Maintenance and Operations
Release Reserved Items from Stores Inventory
in AWMS

OVERVIEW

The Head Stock Clerk will run the Outstanding Reserved Items Report periodically to check for
and delete outstanding reserved items against AWMS Work Orders in the Status of Closed
(CLOSE) and Cancelled (CAN). In addition, the Head Stock Clerk will use these instructions to
determine the best course of action to take to release outstanding reservations that are not
current against Work Orders in all other Statuses.

NAVIGATE TO ISSUES AND TRANSFERS

The Head Stock Clerk or Designee will perform this function

Logging In Log In to AWMS using your User Name and Password.

Facilities Information System

L AUSD Assets and Work Management

Welcome to PRODUCTION

Powered by Maximo &
MRO Software ™

M change password

Start Center AWMS opens to the Start Center.
= Hover the mouse over the Inventory module until the dropdown
menu appears.
= Click on Issues and Transfers.

Start Center

| Work ‘;\ | PM é:\ / Ilmmoly!i v | Equipment

Orders Inventary

'| | " mam Master
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\ssues and Transfers
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Find The Issues and Transfers Find screen opens.
= Enter the Storeroom in the Storeroom field.
= Click on the Find button or hit Enter on the keyboard.

Issues and Transfers Site: B\ |+ Start(
Current Query: &l lssues v |4 select Action v
J Search ] Izsue Transter Cut Tranzfer In

Find Bookmarks

[ Storeroom: | STORES-1 | ] |
Find Clear

Save Current Query

Save Query As: I:l Available to Others? | |

My Default? [ |

Query Description: | |

Save

Select Action The Issue tab screen for the selected Storeroom opens.
= Click on Select Action.
= Choose Add/Modify Reservations.

site: [EVETHNNN © | Start |

Izsues and Transfers

Current Guery: | b | | | ah

Search Issue I Transfer Cut Transter In Edamiodiy Reservations

Add To Bookmarks
From Storeroom: |STORES-1 | ‘Smrernnm for Area| Run Reports

‘Wiork Order

2] (1| Displaying0-0ofo ([ 0

Mo records found.

| Select ters far Return | | SelectReserved ltems | | Mew Row |

FILTER FOR REQUISITIONS AGAINST WORK ORDERS IN THE STATUS 'CLOSE'

The Head Stock Clerk or Designee will perform this function

Filter The Reserved Items appear. To Filter for items reserved on Closed

Work Orders:
= Type CLOSE in the Filter box appearing in the WO Status column.

= Hit Enter on the keyboard.

ddModify Reservations

Click here to activate the Filter function if
. Tovizw{ DOXes are not showing. Filter boxes
= Torel appear above each column.

e Torefing

vl | vRier— @ ||| Displaying1-18ofss8 || (z)
\ | ||l il {ceos: J| il [l |

b |[2850808030  |[] |[BaLLAST ELECTRONIC 334 Fos2rs|H |[2.00 | 1025472 21 cLosE |gas204 | 42810 =]

» |707000252 RING, CLOCH LATHEM 12° 1.00 1014074 CLOSE 695204 42813

¥ |701000891 COVER, ' ¥ 314" LAMEWWOOL ROLLER |2.00 4365738 CLOSE 540950 186580 B/B/08 12:00 AM

» [670T000743 FRAME ROLLER 8" WOOD 2.00 4365736 CLOSE 540950 186580 8/6/08 12200 AM

¥ [322080911 TAPE "CAUTION' YELLOWY 3'%1000 |2.00 4365736 CLOSE 540950 186580 8//08 12200 AM

b 4357038105 ‘ﬁ;ii:g’ﬂ':' CLEANNG "SCRUBEI- 2 g 4365736 CLOSE 540950 186560 8IBIE 12:00 AW




08/04/09 AWMS — Procurement Working Group

| RELEASE RESERVED ITEMS FROM STORES INVENTORY

3. DELETE THE ITEMS

The Head Stock Clerk or Designee will perform this function

Delete The Filtered list of Closed Work Orders appears. To delete the line items:
= Click on the Trash Can icon[Ti located at the right of each line item.
= Aline will appear through the line item.
=  When all line items are marked for deletion, click OK.
= Save the record.
= The reserved items are removed from Stores Inventory.

« Torefine your list, enter filter criteria for the column(s) and press Enter aor click the #icon.
» Toview or modify the details of an existing reservation, selectthe ¥ icon next to the row
e Tocreate a new resenvation, click on New Row.

| |[=] | ~Fitter - & - £ [1] Displaying1-18of 419 (V] 0]

b ETOIO002E2 Rl LGOI LATHER 120 00 1014074 CLOSE 55204 42813 =

+ ETOHB00804 COMER-U K B LAMBMNOOL ROLLER 200 4385758 crose 540050 18580 AR 2000k =)

b ETGHB00743 FRAME ROSLER 3 WECE 280 4385738 cLoze s540050 185550 BB 2000k (=)

» PR Sy AR S St 260 4385738 cLosE 540050 188550 BB =)
PESHAND CLEAMNO2SCRUES

b 435TB3R05 En 280 4385738 cLose 540050 186550 BB 20000

4. REPEAT THE SAME PROCESS FOR RESERVED ITEMS AGAINST WORK ORDERS IN THE
STATUS 'CAN' OR CANCELLED

The Head Stock Clerk or Designee will perform this function

Filter In the same results set screen:
= In the WO Status Filter box, type CAN for Cancelled.
= Hit Enter on the keyboard.
= The screen will present a new list of items against Work Orders in
the Status of 'CAN'.
= Delete the line items using the Trash Can [T icon.
= Save the record.

= AddModify Reservations

Click here to activate the Filter function if
B+ Torind poxes are not showing. Filter boxes

« Tocreal|  @ppear above each column.

Elw] | ~ Filter ~ g - = || Displaying 1-18 of 454 || ()

| |l ||l |l |can JII |l ||| |
b |[oos1915080 |12l | sanDCLOTHMETAL cuT 150 GRIT{E |[1.00 | [z430000 |2 cLose (644358 | 135000 |& 1107 1z00 am [E
» 0054201304 (EECIPERIBREIR  Jenn 3910239 CLOSE 728035 157856 20708 12:00 AM
» |mo0s10243 TILE, CELING 2 ¥ 4' FISSURED 1.00 2708558 CLOSE 669885 123823 8/1/07 12:00 AM
» [D101100010 ?ﬁ:ESNE' SELMSIEEREAELON oy 4245033 CLOSE 600625 174354 572305 12:00 A
¥ |03 4040100 FAN FLY 3-5FEED 20" BLADE 1.00 4563613 CLOSE 711450 183411 8/26/05 12:00 AM
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INVESTIGATE RESERVATIONS AGAINST WORK ORDERS IN ALL OTHER STATUSES
The Head Stock Clerk or Designee will perform this function

Filter For those remaining reservations, run the Outstanding Reserve ltems
Report using the Labor Group filter for each Craft (see instructions that
follow.)

= Distribute the lists to the Crafts. The weekly Book Meeting would be
an excellent forum for this task to engage the Director and the Crafts
together.

= Set a reasonable time limit for the Crafts to review their requisitions
before the listed reservations that are not current are deleted from
Stores Inventory (Issues and Transfers).

Run Reports Log in to AWMS and Navigate to Inventory - Issues and Transers:
= Click on Select Action, Run Reports

Issues and Transfers Site: B | *Start|

Current Query: | Al lssues ~ £

J Search I Iszue Transfer Cut Transfer In [ Run Reports
Find Biookmatks
Storeroom: | |
Find Clear
Save Current Query
Save Query As: l:l Available to Others? |:|
Query Description: | | My Default? |:|
Save
Choose Report Click on Outstanding Reserve Items.

~

@ '\ Business Analysis and Reporting
—=

Status

Run Reports Version

Inwentory Transactions Report Wersion 1
Outstanding Reserve Iltams Wersioh 17
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W I
Parameters Fill in the Report Parameters for the first Craft:
=  The sample shows Area 1 Plumbing, e.g. 1-GA in the Labor Group

field.
= Click on the Submit button.

Reporting

Outstanding Reserve ltems Report Request Page

w Enter only one of the following rel=ting to the the requester of the inventory items:
- Labor Code: [
Current Record |
@Selec‘ted Record ZLabor ol L_1£ _E l =
Oﬁ” Robnae - Responsible Area: Any RESFJ Araa v|—
- Storeroom Hame: |
Filter results by work order status [optional
Work Order Status |Any atatus B
SEmEARultE Ry |In\tentnry Reserve ltern Required Date hd
Report The Outstanding Reserve Items Report appears filtered for Plumbing:

= Repeat the same process for each Craft.

Reporting

Page: 1 oft 4 4 b b |75% v éh & Checkthe Required
Date of the
A
sj%n%Outstanding Reserve ltems Reserved Items. )
':;.u. [ t}*‘for Labor Group 1-GA where W.0. status = COMP W
we"  Sorted by reserved inventory item required date
Labor  Requested By Fatarvad ftem e scripton by Lett \Work G Wiork  Task Desktop nventory Facuirsd
sroup  Employes £/ Hame Hem Humber to be Order 2 Zall Crder I Req# Location Cats
lesuad Wil Status
HGA Bhe3EE BTOSZZ3E0S  CLAMP CUSHTE 4 3T0EEE0 N COmMp L STORE>1 1232007
Caktwell, DAkl W, ol
1-GA B 00TEEEE GLOVESG-TEK 4 FT0EE0 H COmMP 1hEm STRRE-] 1230w
etk NITE ILE CosTED
GA GHESE GIIFZ ELBOW COPPER & 0G0 N COMP ) STORES- (230007
Cakhez 1|, Dk W, AT TR
1-GA B33 BI9I238125 ELBOW COPPER B TS0 H COmMp ThEaT STORES] 123200
Cakiwell, DAkl W, e
HGA B GT00E13000  TAPETEFLOH 12 FT0E0 H COmMp (EEe= STORE-1 12307
Cakhwel, DKW, RS0 L
1-GA G435 BSERSEE050 FIPECCOPPER 347 2 305430 H COmMP 1am STORES-1 ol ta i
Cakhwell, Davkl W, e
A B3 ) SO0 1EE SCREN LAG S8 X 20 370580 N COMp et STORE-] 12Ee007
Cakhwell, DAkl . o
1-GA Bl 7 S50 160 = 2 285319 H COmp 1HiEs STOREZ1 12122007
Gk e PRECENTETLE
SPRAY
i-GA [Th ) GRETEEEES  CAPGALY 3 3 drzismi H COmMP \a7aa0 STORES-i I0oNE
Cakhwell, Daukl W,
1-GA B3 BT00513000  TAPETEFLON 2 26 N COmMp 157850 STORES-1 107102008
Cakhwell, Daukl W, ST
-GA B3 BT0G3Z5180 BOX VARD PLASTE: (R =) N ComMp 197850 STORE>] 1102005
Cakhell, DAkl W, IQE‘EEMG ULeR
1-GA B35S BTOSS30000  TOILET TANKTYFE 1 1Eaees H COMP 35S STORES| 1ZRE008
akbwell, Dagki . ELOHNGATD BOWL
HGA BheasE BI0EETEE NIPPLE BRAZZ 30 4 s H COmMp 205056 STORES] 12150005
Cakhwell, Daukl W, i
1-GA B3 (2= 0k o o el NIPPLE BRASZS 340 4 iBaes H COmMP 205086 STORES-1 12132008
Caktell, Dauk . HELIEE
HGA B W0TEr GLOVESG-TEK 2 eaesE H COmMP 20E05G STORE-| 1230008
A NITELE CoRTED
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COMMUNICATE WITH THE CRAFTS TO DISCOVER THE BEST ACTION TO TAKE TO
RESOLVE THE OUTSTANDING RESERVATIONS

Consider the following scenarios:

a. Were the items received by the Craft, but never issued in Maximo?
[0 Yes — The Head Stock Clerk will issue the items.
[O No — proceed to the next question.
b. Is this is a requisition that was overlooked and none of the items were ever issued?
[) Yes. Are the items still needed?
e Yes —the items are still needed. The Craft will print and submit the requisition
in the normal manner.
e No —the items are no longer needed. Are the items on a Stock Material
Requisition or a Desktop Requisition?
0 Stock Material Requisition: For items on a Planned Job, the Craft will
navigate to the Materials Service tab of the Work Order. Click on the
Direct Issue box of the line item to maintain the integrity of the estimate
and remove the reservation from the Storeroom.

Materials/Service

Click on the twistee to
see the Line Item details.

[']| Displaying1-1cf1 [[| (2)

Descrig

In} Gluantity Unit Cost Line Cost = Jir}

=

e
SCRENW SMFHPHIL 3" X #12

[ @ 3207376059 100 447 447
Task ID: &l wem: [3207378052 | (2 [SCREW SMFHPHL 3 X 112 |E Section: a
OQuantity: order Unit: Ind Rate: Mat Cat: * @l
Avg Cost: Burden Unit Cost: ~ Burden Line Cost: Craft: =
Storeroom: l:| Direct Issue? \ Yendor: Vendor WO l:l
Issue To: Required Date: > ted B IRl FY STK Cat: l:l
PR: B Priine: | Click on the Direct Issue checkbox
Optional. to enter a check [¥| . This removes | wewrow | | bone || Deiste |

the Storeroom while retaining the
cost estimate. It also releases the
reserved item from Inventory.

For items on Service Calls, the Craft will delete the items in the
Materials/Service tab using the trash can icon|gj at the right end of the
line item. Save the record.
o Desktop Requisition: The Craft will change the Status of the requisition
to Cancelled (CAN).
(3 No. This is not an overlooked requisition, none of the scenarios mentioned here
apply, and there are still outstanding reservations which are not current; contact
Kermit Perry at (213) 241-4631

The process is complete.



