
 Post Date: 1/2/18 
 

 
 

 
 
 
 
 
 
 
 
 
 

Los Angeles Unified School District 
Maximo 7.5 / Procurement 
Storeroom Inventory – How to Track and Process Salvaged Items 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                    Maximo 7.5 / Storeroom Inventory – How to Track and Process Salvaged Items  

2 
 

 
DEFINITION 
 
The Storeroom Inventory – How to Track and Process Salvaged Items guide details step by step 
instructions on how to track and process salvaged items in Maximo.   
 

 
LOGIN 

 
The Head Stock Clerk or Designee performs this function.  
 
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.  

 
 

1. RESERVE SALVAGE ITEMS ON “STOREROOM TO SALVAGE WAREHOUSE TRACKING” 
WORK ORDER 

 
START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   

 
 
 
 

http://awms.lausd.net/maximo
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 Under the Favorite Applications section, click on the Work Order Tracking application.  

 
 
Go to your respective “Storeroom to Salvage Warehouse Tracking” work order number: 
Department Work Order Number Description 

N1 27842112 AREA-N1 – Storeroom to Salvage Warehouse Tracking 
N2 27842119 AREA-N2 – Storeroom to Salvage Warehouse Tracking 
S1 27842127 AREA-S1 – Storeroom to Salvage Warehouse Tracking 
S2 27842135 AREA-S2 – Storeroom to Salvage Warehouse Tracking 
C1 27842092 AREA-C1 – Storeroom to Salvage Warehouse Tracking 
C2 27842101 AREA-C2 – Storeroom to Salvage Warehouse Tracking 
C3 27842107 AREA-C3 – Storeroom to Salvage Warehouse Tracking 

FETU 27842139 FETU – Storeroom to Salvage Warehouse Tracking 
 
 
WORK ORDER TRACKING HOME 
 
You will then be taken to the Work Order Tracking home screen; in this screen, you will search for your 
salvage work order (See above table). 

 
 
Sample work order 
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Click on the Plans tab to reserve items from your Storeroom that you will/have salvaged.   

 
 
Click on the Materials tab.  

 
 
Click on the New Row button.  

 
 
In the details view of the new row, enter the following fields: 

• Material Category  MA 
• Line Type  Item 
• Item Number  The Storeroom item number of the material you are salvaging/salvaged. 
• Quantity  The quantity you are moving/moved to salvage.  
• Storeroom  The Storeroom where the item is located 
• Craft  HX 

 
 
Click on the floppy disk icon to save.  Repeat step for next item.  
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2. GENERATE TRANSPORTATION ORDER FORM  
 
On the work order, click on the Select Action dropdown and select Run Reports  

 
 
Search for the Transportation Order Form report.  Click on the report name.  
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The Request Page will appear, select your storeroom and click Submit.  

 
 
The PDF report will appear.  All (unissued) planned reserved items against your standing salvage work 
order/Storeroom will be pre-populate on the order form along with the pick-up information.  Please 
review for accuracy and print.   
 
Fill out any remaining information and have your AFSD or Designee sign off on the Approved By field 
and proceed with existing process on salvaging the items.  
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3. ISSUE ITEMS AGAINST WORK ORDER TO UPDATE INVENTORY BALANCE  
 

When items have been delivered to/picked-up by the Transportation department. You need to issue 
the items against the standing work order to update your inventory. 
 
On the Work Order record in the Work Order Tracking application, click on the Actuals tab.  

 
 
Click on the Materials tab.  

 
 
Under the Materials tab, click on the Select Reserved Items button.  

 
 
A list of items that are reserved against the work order will appear.  Check the items that were picked 
up/delivered to Transportation for salvage and click on the OK button. 
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The items will now appear under your Materials tab.  Note: You may adjust the quantity if it is different 
from what is listed.  Any remaining quantities will remain reserved against the work order.   
 
Click on the floppy disk icon to save the record.  

 
 
 
Congratulations! You have successfully recorded an inventory transfer to salvage transaction in 
Maximo.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Should you have any questions on this guide, please contact Danny Lu (danny.lu@lausd.net / 213-241-1121), Mark Merrick 
(mark.merrick@lausd.net / 213-241-8620), John Herweg (john.herweg@lausd.net / 213-241-1127 or Rick Peterson 
(richard.peterson@lausd.net / 213-241-6274). 


