
Revised 04-19-09 AWMS – Procurement Working Group  
 
 
 

  1

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Return Issued Inventory Items to Stores 
in AWMS 

 
AWMS Procurement Working Group 



Revised 04-19-09 AWMS – Procurement Working Group  
 
 
 

  2

RETURN ISSUED INVENTORY ITEMS TO STORES 

 
 

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. 
 
 
 

1. 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. 

 
 

2. 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.   
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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.    
 
 
 
 
 
 
 
 
 
 
 
 
 
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 The Work Order appears. 

 Click on the Actuals tab. 
 
 
 
 
 
 
 
 
 
 
   
 
 
 

Type the Work Order 
Number here. 
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Material Click on the Material/Services tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 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 binoculars     icon. 
3) Verify that the item was Issued. 

 
 
 
 
 
 
 
 
 
 
 
 
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. 

1. Click on Filter icon. 

2. Enter the Inventory Stock Number here. 

3. Verify that 
item was Issued. 
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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      in the AWMS toolbar. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 Choose Stock Material Return from the dropdown menu     . 
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     . 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.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose Stock 
Material Return. 
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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: 
• One copy is given to the Craft upon completion of the return. 
• One copy is routed to Clerical for entry into IFS. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Craft Stores 

Total Issues – Total Returns – Total Reserves = The Net Issued Qty. 

(      ) 

(      ) 
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6. 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. 
 
 
 

7.  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. 

 
 
 
 
 
 
 
 
 


