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RELEASE  RESERVED ITEMS FROM STORES INVENTORY 

 
 

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.   
 
 

1. 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.   
 
   
 
 
 
 
 
 
 
 
 
 
 
 
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.    
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Select Action The Issue tab screen for the selected Storeroom opens. 

 Click on Select Action. 
 Choose Add/Modify Reservations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 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. 

 
 
 
 
 
 
 
 
 
 

Click here to activate the Filter function if 
boxes are not showing. Filter boxes 
appear above each column. 
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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      located at the right of each line item. 
 A line 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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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      icon. 
 Save the record. 

 
 
 
 
 
 
 
 
 
 
 

Click here to activate the Filter function if 
boxes are not showing. Filter boxes 
appear above each column. 
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5. 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 Items 
 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose Report Click on Outstanding Reserve Items. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



08/04/09 AWMS – Procurement Working Group  
 
 
 

  6

RELEASE  RESERVED ITEMS FROM STORES INVENTORY 

 
 
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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Report The Outstanding Reserve Items Report appears filtered for Plumbing: 

 Repeat the same process for each Craft. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the Required 
Date of the 
Reserved Items. 
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6. 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? 

 Yes – The Head Stock Clerk will issue the items. 
 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? 

• Yes – the items are still needed. The Craft will print and submit the requisition 
in the normal manner.  

• No – the items are no longer needed. Are the items on a Stock Material 
Requisition or a Desktop Requisition? 

o 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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For items on Service Calls, the Craft will delete the items in the 
Materials/Service tab using the trash can icon     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). 

 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.   
 
 
 
 
 
 

Optional. 

Click on the twistee to 
see the Line Item details.  

Click on the Direct Issue checkbox 
to enter a check      . This removes 
the Storeroom while retaining the 
cost estimate. It also releases the 
reserved item from Inventory. 


