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LAUSD AWMS Maintenance and Operations
Return Inventory Items to Stores

The following procedures correspond to the numbered boxes in the LAUSD Maximo Maintenance and Operations Return
Inventory to Stores Flowchart. These procedures do not necessarily indicate the exact order in which steps will occur.

DEFINITION

LAUSD Stores issues items to employees in response to internal purchase requisitions such as
the Service Call Stock Material Requistion, the Planned Job Stock Material Requisition, and the
Planned Job Desktop Material Requisition. The instructions that follow outline the process used
by the Stores Head Stock Clerk or Designee to return items previously issued on these
requisitions to Stores Inventory.

PURPOSE

Previously issued LAUSD Stores Inventory items may be returned to Stores Inventory for
example, if some of the parts on a work order were not needed, or the wrong items were issued.
The Job to Job Transfer form must be completed to reverse the IFS charges incurred when the
items were originally issued and posted.

IDENTIFY THE WORK ORDER NUMBER THE ITEM TO BE RETURNED WAS ISSUED ON
The Craft Line Senior or Designee will perform this function

Requisition The Craft Line Senior or Designee will provide the Head Stock Clerk with
the Work Order Number and/or a copy of the Stock Material Requisition the
item(s) was originally charged to. The Craft will navigate to the Work Order
in AWMS to verify the item was issued prior to submitting the item(s) to
Stores for return.

NAVIGATE TO THE WORK ORDER
The Craft Line Senior or Designee will perform this function

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

Facilities Information System

L AU SD Assets and Work Management

Welcome to PRODUCTION

s i BiGAIn
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Start Center AWMS opens to the Start Center.
= Hover the mouse over the Work module until the dropdown menu
appears.

= Click on Work Order Tracking.

‘Work Order Trackin

Labor Reporing
Wark Requests

Start Center

é\ ! ventory '&'ﬁupmem
Backirac > = i] 4 2N :w
- A ~ \ | Business Analysis ‘,/‘ ..; !" Purchasing | i ! ~| Project o Plans | ~Y Y Resources
LY, e - 2303

& Reporting a.08 I - ‘1\%

Find Screen The Find screen appears.
= Enter the Work Order Number in the Quick Key Search field.
= Hit Enter on the keyboard, or click the Find button at the bottom right
of the screen (not shown.)
Work Order Tracking site: MYEEIEN & = * StariCe

Curr ery |Alwork Orders v 472zzas \([#h [Selsct action v| |

Search \iork Orcler Plans WO Details \ Azsignments Actuals Safety Plan Failure Reporting Attached Documents

Find Advanced

— AN

Work Order: AN Job Ho.: l:l

Location: | | Type the Work Order FsPojm: ||

pmore: ] @ [ ] I R

Number here.

Labor Group: Status: I:l [EY)
CategoryCode: [ | Section: =] Source ID: StatusDate: |  |@
Work Order Type: l:l e} Routing Code: l:| Requestor: I:l School Hame: l:l

Tracking Code: l:l [l Craft: l:l [l Req. Title: I:l Resp. Area: I:l ]

Work Order Priority: @l Failure Class: B LocEq Priority: Org Code:

Work Order The Work Order appears.
= Click on the Actuals tab.
Work Order Tracking ite: B
Current Query: |Quick Wey Search v‘ ‘ |% ‘Sale:t Action 5| & |« boE & B
Search Work Order ] Plans WO Details Assignments Actusls Safety Plan Failure Reporting Attached Documents

Work Order: * 4722235 ] Parentwo: | | Job Ho.:  [CMO01234

Location: 5603 | [NOBLE &VENUE ELEMENTARY SCHOOL |[E woPpriority: * G ksproim: ||
i [ IEN |E vockqPpriority: [0 | Activityser [ |
Section: (=] Internal Order Ho.: Planning Priority: Work Type: : &
School Hame: Reported Date: = In Workflow? |:| Org Code:
Requestor: Status: * Equipment Up? D Tracking Code: &

Req. Title:  |CPM Status Date: | ‘Warranty: l:l School Phone:
Is Task? D Respond By: E | Charge To Store? |:| Cafeteria Phone:
Agency ID: l—‘ Change Status on Child Wi's? Responsible Area: W‘
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Material Click on the Material/Services tab.

Work Order Tracking Site: B | *startCenter= *

rrent Queny: ‘Qulck Key Search % |ﬁ |Se\e:1 Action v ‘ [ S v B
Search Wark Order Plans W0 Details Azsignments Actuals 1 Safety Plan Failure Reporting Attached Documents
Work Order: * (4722235 | 7 [NSTALL MEW MAILBOXES INWWORKROGM IE! Status: ~ [FUNDED parentwo: | |

= There are currenthy no child Work Orders

Fasks for Work Order 4722235

|J| Displaying1-60of6 ||

| =] | ¥Fitter
= 1CE

FUMDED

3 A f REMOVE AND INSTALL CABINETRY El &
> FA | ASSIST ALL CRAFTS A% NEEDED FLMNDED &
» 30 C&, § PAINT TOUCH UPY LACQUERED CABINETS FLMDED i
» 40 FA I PICH UP AND DELIVERY FLUMDED B
3 50 D, § WCT FLOOR REPAIR FLMDED &
» =] E& RER ELECTRICAL VWIRE FROM BACKSPLASH FLMDED i
Mew Row
fictuals for Work Order 4722235 ang
Tools
| rFitter [/ Displaying0-0of0 ||| (@)

Start Time: Finish Time

MNa lahor codes found.

SelectLabor | | PlannedLabor | | NewRow |

IDENTIFY THE MATERIAL TO BE RETURNED ON THE MATERIAL LIST
The Craft Line Senior or Designee will perform this function

Filter Use the Filter function to isolate line entries for the item being returned.
1) Click on the Filter icon.
2) Enter the Inventory Stock Number in the Item Number Filter box and
click on the binocularséicon.
3) Verify that the item was Issued.

Actuals for Work Order 472. .
mserinszd 1. Click on Filter icon. 3. Verify that
item was Issued.

|]| Displaying 1 - 4of

|sz0zga0000 (||| |
AN
3| |2l /5302540000 |l SS_eLasTICwooD 1 LBCAN |E | I5SUE “|&l|sTores-1 ||[1.00 ||[a7B02 [ | |&l|[noLeT —[E
» |30 E309070252 THN \“(MINERAL SPIRITS ISSUE STORES-1 1.00 3100 NOLOT
b |30 6305732005 PAINT\,\ \@D-QS-EQU ISSLUE STORES-1 1.00 15802 MOLOT
b |30 63006301 73 3?:&'?:‘0 o \% ISSLUE STORES-1 1.00 15002 MOLOT |
o It Select Spare Part Mew R
2. Enter the Inventory Stock Number here. [~ N ceeicparerons B ewrow ]
Note: Returns shall be submitted to Stores during non-peak hours as decided by

the Head Stock Clerk. Stores Staff shall conduct the return transaction
while the Craft is present to obtain signatures from both parties and to
maintain current return records. The Craft shall notify Stores Staff of the
item(s) to be returned to coordinate sufficient time for the transaction to be
fully processed.
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4. RETURN THE ITEMS IN AWMS
The Head Stock Clerk or Designee will perform this function

Work Order The Head Stock Clerk will receive the AWMS Work Order Number (or a
copy of the Stock Material Requisition Charge Point) and the item for return
from the Craft.

= The Head Stock Clerk or Designee will follow the instructions on
Page 2-4 to navigate to the Work Order Number provided by the
Craft.

= Click on the Actuals /Materials/Service Tab of the Work Order and
use the Filter tool to locate the item(s).

New Row Verify that the item was issued. Click on New Row to begin the Return.
= Enter the Item Stock Number.
= Tab to the Storeroom field.
= Enter the appropriate Storeroom Name.
= Enter the Quantity of the item to be returned.
= Enter the Section Code of your Stores location.
= Tab to Issue Type and click on the Detail Menu button
= Choose Return from the dropdown menu using the blue button .
= Save the record using the icon [B]in the AWMS toolbar.

Actuals for Work Order 4722235 and its Tasks
Materials/Service
[«]I| | ~Fitter - & : =
Lot Type
5302840000 [ [
- 5] | (5302640000 FILLER FLASTIC oD 1 LB can | Bl 1ssUE 5] [sTORES1 1.00
&l |= @l
Task ID: &) [Item: 302640000 JIFILLER PLASTIC WOOD 1 LB Can
[Slureruum: STORES-1 Bin: |07B02 &l Lot: EEERLETH
it _ 1o it C?St - L0 CEIEIGOEY = bas « Tarefine your search, enter filter eriteria for the columng
Category:  |STH B [;""‘"“ al ] ['55“3 Type: El] o Tocelectavalue and returmn, click B onthe row contai
Location:  [S603 |2 [MOBLE AVENUE ELEMENTARY SCHOOL &
[ | [ | & ~Filter - @k [4] Displaying 13 - 15 of 15
isition Line: | | GL Debit Account: & I
Entered By: ~ Entered Date: * (113081244 PM__|Transaction Date: * [11 2 44 PM [ 1
[ |RECEIPT Receive item
(4 |RETURN Return tem
| | TRansrer Transter tem
5. PRINT THE STOCK MATERIAL RETURN REPORT IN AWMS
The Head Stock Clerk or Designee will perform this function
Run Reports Click on Select Action and choose Run Reports.
Work Order Tracking Site: o] * Start C
Current Guery: |Qulck Key Search V| ‘ |ﬁ ian| &} & 4 o= &% B
Search Wiork Order Plans WO Details A +% Change Status y Plan Failure Reporting Aftached Documents

“iewy Statusitorkflow History
e Workflowe Helg .
Generate Followe-ugp Work SIS et I:l
Assign to Mew Parent
Move Ecuipment

Work Order: * (4722235 | [NSTALL NEWMALBOKES N

#=There are currently no child Work Orders

Tasks Tor Work Order 4722235 Remove Work Plan

@ | kFilter Remove Safety Plan @ IEI

& Report Downtime

vy [ o [aa sREMOVE AND NSTALL cag  Yiew Follow-up Wark [soo0 ] [Funpen | %
» 20 Fa J ASSIST ALL CRAFTS ag g 7= PO Information 1000 FLNDED

» ;n Ca (PAINT TOUCH UPFLACOUER| 7= Costs ’ 400 FUNDED

» 40 Fa, £ PICK UP AND DELIVER'Y A7 EIE ) 600 FUNDED

: 0 DA S VCT ELOOR REPAIR Fun Reports {1 ELINDED

5
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Reports Choose Stock Material Requisition.
Froject Cost Estimate Wersion 1 /2972007 7:55 AM
Froject Reguirernent Record Wersion 4 Si29/2007 7:56 AM
Restroom TC Ading Summaries by Resp act Wersion 4 Si31/2006 12:57 PM
Sewice Calls Completed in DateRange Wersion 2 Si29/2007 5:03 AM
Sewice Calls Recd ByArea Wersion 1 2402007 939 AM
Sewice Calls Recd ByDate Wersion 2 2402007 939 AM
Serwice Call Aging Report Wersion 4 SI23/2007 1:17 PM
SER Work Crder Ading Wersion 1 QUSI2007 11:52 AM
Stock Material Reguisition ] Wersion 149 TM4/2003 3:45 PM
TCallsCompDateRanoe Wersion 3 1002572006 9:31 AM
Time Card Report Wersion & 2972007 915 AM

Report Request The Stock Material Requisition / Return Request Page appears.

Choose Stock Material Return from the dropdown menu =l
Required.

Enter a Date to filter for the time period in which the return occurrs or
leave this fields blank to display all returns for the item(s) against this
Work Order. Optional.

Select the Storeroom from the dropdown menu 7. Required.

Enter the two-letter Craft Code. Optional.

Enter the Labor Code of the Craft Supervisor or Designee
authorizing the purchase. Required.

Enter the Task IDs for Planned Job items if needed. Optional.

Enter the Labor Code of the employee picking up the materials in the
Issued To field. Required.

The Comments/Instructions must be populated. This field shall
include the reason for the Return. Please include your Section Code
as part of the comments. Required.

Click the Submit button at the bottom right of the screen (not shown.)

Stock Material Requisition / Return report request page =

& Current Record
¢ Selected Record
¢ All Records

Select Report to Run: |Stock Material Requisition v |

For Return Requests, you may enter a date to |50k Material Requisition

show only actual material transactions on that
date. If blank, results will include all transactions.
Enter date in MM/DD/YYYY format:

11/26/08

Choose Stock

Store Room: |5To|::Es.1 Material Return.

Planned Material Craft: |AA

Authorized By Labor Code: |513953

For the following Work Order Task IDs only (separate multiple values with semicolon): I

Issued To Labor Code: I?41394

1429,

Comments/Instructions: Return Plastic Wood Filler, Item No. 6302640000. Was not needed. Section Code
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Request Page

The Stock Material Return appears.

= Click on the Print & icon.

= The Quantity Issued and Quantity Returned shall appear on the
Printed Stock Material Return Report. The Head Stock Clerk or
Designee signs and dates the report.

= The Craft shall sign and date the Report indicating the items have
been returned.

= The Head Stock Clerk shall file the original and make two additional
copies:
e One copy is given to the Craft upon completion of the return.

e One copy is routed to Clerical for entry into IFS.

i.[lﬂl] Reporting
Iy ] I = — —
Page: |1 oft K 4 b Bl (75% v dh = ©
‘{:arw.“-.‘!"’q.‘ LOS ANGELES UNIFIED SCHOOL DISTRICT
,‘ £ MAINTENANCE AND OPERATIONS
e STOCK MATERIAL RETURN
o

Farameters Enterad:

FAuthorized By Labor Code: 513963 Storeroom:  STORES-1
Material Line Craft: A Task I0s: All tasks
wd Humber: |Job Humber: | School: School Code: |Lead Craft Code: |Resenred Date:
4713550 ChD01234 NOBLE &wE EL 5603 Ay 1152005
Authorized By: (Flease Print) | Work Lacation: Issued Tao:
YVates, Douglas A ARE~AT hEyorga
Comments’ Instructions:
Retum Plastic Wood Filler, kem Mo, G302640000. Was not needed. Section Code 1429,
| FUHD AREA | ORG/EU FPROG oBJ JOB #
IFS Seller Line | o ARG 2984 a2 ) =ar CRNDIZ3
Task| Plan | Cat. |Stock Mumber| Return | Total MNet Unit Ml aterial Bin Unit Cost | Ext Cost
IC | hdatl ity Izsued | Issued Loc.
Craft ity "]
FILLER FLESTE: - _
0] A | 5K | e | o 1 | ¢ B4 | ool 1 L6 ol mie | w6 | (345)

/

Total Issues — Total Returns — Total Reserves = The Net Issued Qty. ’

(w5)

Total (for items with reserved quantity = 0]

[rate Returned:

Received By Emp #:

Frinted Name:
Stores !: .
Signature:

Received [Date:

\;aft

Mame:

Fage

Fofd Tuesday, Movesher 28, 2003
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ROUTE THE DOCUMENT TO CLERICAL FOR ENTRY INTO IFS
The Head Stock Clerk or Designee will perform this function

Copy The Head Stock Clerk or Designee shall forward a copy of the signed
Stock Material Return to Clerical for entry into IFS.

CLERICAL SHALL ENTER ALL STOCK MATERIAL RETURNS IN IFS
The Clerical will perform this function

IFS The Clerical Staff will complete the Job to Job Transfer Form to reverse the
IFS charges incurred when the items being returned were originally issued
and posted. Clerical will reverse charges for only those items appearing in
the ‘Return Qty’ column of the Stock Material Return.



