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DEFINITION

The Storeroom Inventory — Return Issued Items guide is describes how to return items previously
issued from an M&O Storeroom back to the Stores Inventory.

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 requestor is present to obtain signatures from

both parties and to maintain current return records. The requestor shall notify Stores staff of the item(s)
to be returned to coordinate sufficient time for the transaction to be fully processed.

1. REQUESTOR TO SUBMIT ITEM(S) ALONG WITH ORIGINAL STOCK MATERIAL REQUISITION
REPORT TO HEADSTOCK CLERK

2. VERIFY AND RETURN ITEM(S) IN WORK ORDER ACTUALS
The Head Stock Clerk or Designee performs this function.
LOGIN

To login to Maximo 7.5, please go to http://awms.lausd.net/maximo.

Enter your Single sign-on username and password and click on the Sign In button.

Tivoli.

Welcome to Maximo

User Name:
|danny.|u |

Password:
|II!IIII-I |

Forgot Password?
New User? Register Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for
details.

START CENTER

When you first login, you will be taken to the Maximo Start Center.
Wilcome Ludeony__
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WORK ORDER TRACKING

Under the Favorite Applications section, click on the Work Order Tracking application.

Favorite Applications

Work Order Tracking

d'ﬂxj

Purchaze Requizitions

Request for Quotations

WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen.
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GO TO WORK ORDER

Type in the work order number found in the Stock Material Requisition report in the Find: field and

click on the @J icn.

danny.lu on MXCS2

[M80 BACKLOG | ~| Find: [24455348 (¢ b FME v e ivalR Ewm@
List | Work Order

(), Advanced Search

|| WO Details || Assignments || Related Records || Actuals || Safety Plan || Log || Failure Reporting || Specifications |

Save Query w || Bookmarks

VERIFY ISSUED ITEMS IN ACTUALS TAB

Click on the Actuals tab - Materials Tab. In this tab, confirm that the item was issued.
| Work Order Tracking =
Idanny.lu on MXCS2

‘ [~ Fina:| ()~ select Action - @

| st || Work Order || Plans WO Details ” Assignments ” Rela‘ledReDorﬁs“ Actuals

e - RAu@B BEEH -

|| Faiure Reporing | Specifiations |

Work Order: 24455348 + R 4- § CELING TILES NEEDS TO BE REPLACED (12X | (5} Status| APPR Cost Center| 0001712301 BRADLEY GLOBAL
‘ Children of Work Order 24455348 © [p Filler > ©  © i 0-00i0

i [pFitter > ; : 0-00f0

Sequence * Task* Summary
No rows to display
Labor | Materials | Services | Tools |
Materials © [ Fiter > 1-10f1
Task Hem Descripfion Transaction Type Storeroom
¥ | ) 0100510228 \TILE. GEILING 12%12" RANDOM a ISSUE RES-1 3




CREATE NEW RETURN TRANSACTION
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Click on the New Row button and enter the following:

e Storeroom Name

e Item Number
e Return Quantity
e Transaction Type: Change from ISSUE to RETURN.
i[ Materials 1 Services Tools
Materials ~ [} Filter > 3 e 0D
Task tem Descripfion T Tvpe
3 @ 0100510228 3 TILE. GEILING 12°%12" RANDOM =1 ISSUE STORES-1 %
| L 0100510228 3 TILE, GEILING 12°%12" RANDOM (=1 RETURN STORES-1 3
Task] Q, Lot 8] Rolaling Asset. »
Storeroom| STORES-1 3% Lot Type:| NOLOT (8 # Transaction Type: RETURN @
#Hem: 0100510228 3> |TINE, CEILING 12%12° RANDOM =1 Rate Percentage:| 100 Bin: 21A01 ®]
*Line Type: ltem = Stock Category: STK Section: 1303
Quaniiy. 100 Expiration Date:| lesued To. »
Indirect Rate| LS # Entered By: DANNY LU PO/
# Unit Cost: 167.42 # Actual Date: 81314 1:23 PM % Wendor. ‘
Line Cost| -167.42 Transaction Date:| 81314 1:23 PM i) Vendor WO# |

Save the record when done.

NOTE: After saving the record, the Storeroom Inventory balance will automatically adjust.

PRINT THE STOCK MATERIAL RETURN REPORT

The Head Stock Clerk or Designee performs this function.

Click on he

Work Order Trackin,
nny.lu on MXCS2 L.

fSeiect Action|
'.‘g Change Status
Apply SLAs
View SLAs

Q

Plans | WO Details | Ass

T| Find: i

List | Work Order |

Work Order. 24455348 # RM 4 - 6 CELING TILE!

SeleckDeselecl SLAs

Children of Work Order 24455348 = [ Filter * Change Work Order Options

Creale

. p Fiter > 0-00f0 View

Create Job Plan from Work Plan

Remove Work Plan

Select Safety Hazards
Remove Safety Plan
Apply Route

Labor | Materials | Services : Tools |

Mateuials:: b Fiter > : : 4’ : 14 Enter Meter Readings
Report Downtime
Task By Manage Downtime History
4 C, 0100510228 3 Assign lo New Parent
E | . |0100510228 3 Move/Swap/Modify

Madify/Delete Work Log

Task:| @
< Edit History Work Order

Storergom: STORES-1 »

Select Action > Run Reports.

3

[ Select Owner
Item:| 0100510228 2 |TILE, CEILING 12'%12" Tk Dnerstin
Line Type:|ftem cid| Gopy Doclinks to Waork order
Quantity: 1.00 Aftachment Library/Folders »
Indirect Rate:| 1.193 Duplicate Work Order
Unit Cost:| 167.42 Add 1o Bookmarks
Line Cost|  -167.42 et

Cognos Reporting

Safety Plan |

p il B A w3

Log Il Failure Reporting ‘: Specifications |

Stalus; APPR

Cosi Cen

Task + Summary

No rows to display

Transactid
(= ISSUE
=8 |RETURN
Lot @
Lot Type: NOLOT @

Rate Percentage: 100
Stock Category: STK.
Expiration Date:|

Entered By: DANNY LU

| Date: 813714 1.23 PM

n Date: 8/13/14 1:23 PM
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In the Reports window, select the Stock Material Requisition report.

Reports

ﬂ Select a repord from the list, or click Create Report fo create an ad hoc report.

| On Demand Reporis } Scheduling Status

| Reports to Run © 7 Filter ~ Q é 1-10f1 c§ Download : = |

| Description

| Stock Material Requisition

| Create Report | [ Cancel |

In the Request Page, select report 2 (Stock Material Return) and fill out the required fields and click

Submit.
Request Page
| Help Text M ;
!
Parameters =

# Enter applicable storeroom

# Authorized By Labor Code (reguired)

# Issued to Labor Code

# Choose Report: Enter 1 for Stock Material Request, 2 for Slock Maternial Retumn:,

Enter Work Order Mumber (will override selection):

For Stock Material Return report only: enfer date to show only matl trans then:|

| STORES-1

Show lines for the following crafi code only::

‘783916

Shove matl for these tasks only (separate mulliple values with comma):

‘1783916

Enter commentsfinstructions:,
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The Stock Material Return report will appear.

The report will display the Returned Quantity, Total Issued Quantity, and Net Issued Quantity.
Verify that the information is correct.

Requestor and Head Stock Clerk/Designee to sign and date the report.

ARVED o - . . . . . e e
-“-“_ggj '?éq‘ Los Angeles Unified School District Existing Facilifies
AR o Maintenance & Operations
’n:g b.i:u'
2 o goge’
L
Stock Material Return
Parameters Storeroom: #EGTORES-1# Actual material issues
Entered: and returns
with transaction date of:
Authorized By Labor Code: Ta3916 Printed By: danny.lu
Material Line Craft: Task IDs:
W.0. Number: GL Account: School: School Code: Lead Craft Reserved Date:
24455348 CC-0001712301-11731 | BRADLEY GLOBAL AWARENESS  |7123 Code: 112714
*24455348* MAG A
Authorized By: (Please Print) Area/Region: Issued To: Repaort Date and Time:
Lu, Danny M&O BRANCH Lu, Danny Jan 22 2014 1:14 PM
783916 783916
Comments:
Net
Returned Total Issued Ext Cost of|
TaskID| Cat Stock Number Oty Issued City Qty Unit  [Material Bin Loc. Unit Cost| MNet Returns
STK 0100510228 |1 B 5 BX  |TILE, CEILING 12"x12" 21A01 $167.42 $167.42
RANDOM
Total Cost of Returned $167.42
Received By Emp #:
REqueStor Date Filled: Printed Name: Head StOCk Clerk
5 Name: Signature: SI n Date
SIgn/Date Received Date: g /

File signed documents.

Congratulations, you have just completed a Stock Material Return.

Should you have any questions on this guide, please contact the Danny Lu (danny.lu@lausd.net / 213-241-7007), Mark Merrick
(mark.merrick@lausd.net / 213-241-7013), or John Herweg (john.herweg@lausd.net / 213-241-7016).
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