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Maximo 7.6 / Storeroom Inventory Physical Count and Reconciliation Guide ™

DEFINITION

The Storeroom Inventory Physical Count and Reconciliation Guide details step by step instructions on
how to perform a physical count and reconcile your inventory count in Maximo. Each M&O Area Stores
warehouse is required to perform a bi-annual inventory, or count, of items contained in their warehouse.

PURPOSE

A bi-annual inventory establishes a synchronized record and baseline of what exists in physical inventory
with what is recorded electronically. This enables the Head Stock Clerk to accurately track balances and
activity for each item during the year that follows.

ROLES/RESPONSIBIILTY OVERVIEW

The Head Stock Clerk in each M&O Area will not conduct annual Inventory Physical Counts and
Reconciliations in their own Warehouses. Head Stock Clerks will be assigned to another Area Warehouse
to lead and perform the Inventory count. All other stores personnel will stay in their respective Areas to
assist in the effort.

The following tasks are to be performed to complete the Annual Inventory:
1. Print the Physical Inventory Count Report. Physically count and handwrite the number of item
contained in each bin in the corresponding line item of the printed report.
2. Enter the New Count recorded on the Physical Inventory Count Report.
3. Reconcile Balances.
4. Print the Inventory Physical Count Certification report.

LOGIN

The Head Stock Clerk or Designee performs this function.

To login to Maximo 7.6, please go to https://awms.lausd.net/maximo/ .

Enter your Single sign-on username and password and click on the Sign In button.
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Maximo 7.6 MaxApp04

PRINT PHYSICAL INVENTORY COUNT REPORT
START CENTER

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

2= |ownoows wrec - 0L
Sutect.

Uessage Fost Date Viewed

Under the Favorite Applications section, click on the Inventory application.
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Favorite Applications =X

Labor

Work Qrder Tracking
Labor Reporting
Company Master

View Reguisition
Purchase Reguisitions
Request for Quotations

Purchase Orders

Preventive Maintenance
Azzets

Job Plans

Invoices

Work Requests
Companies

Purchaze Cogtracts

Inwentory

|
|
|
|
|
|
|
|
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|
|
|
|
|
|
i
|

le=ues and Thansfers

INVENTORY HOME

You will then be tken to the Inventory home screen.

[ R ]
'~ Fina: | )~ |select Action =] & @it ai@

List |i inventory | Reorder Detais !| Rotating Assets |i Where Used |

Q Advanced Search ™ Save Query ¥ I Bookmarks

inventory . 7 Fiter > O 0 @& © 0-00f0

ltem Dezcription Storercom

| » | |-sTORES1 | B

No rows to display

Click on the Select Action dropdown and select Run Reports.



= | Find: |

List || Inventory |i Reorder Details |i Rotating As=e

Q Advanced Search =

S.avﬂ Query =¥ I f

Inventory = Fiter * ()

-~ F

ttem

Q w | Select Action
¥
-i.f Change Stallis
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Rearder k
Add/Modify Reservations

Change Cost Type

Inventory Adjustments k
Unit of Measure and Conversion k
Attachment Libragyi/Folders k
Run Reporis

Cognos Reportin

A Reports window will appear. Click on the Physical Inventory Count report.

Reports

| On Demand Reports u Scheduling Status !

0 Select a report from the ligt, or click Create Report to create an ad hoc report.

Reports to Run = 7 Fiter > Ol

Cd W @i1-130f13

ch Downioad : =

Description
Kit A
Physzical Inventory Count

Receiptz and Transferg Tran®action

[ Create Report ] [Canc:el]

A Request Page will appear.

Type the Storeroom number (e.g. STORES-1) and click on the Submit

button.
LR
Help Text (=
Parameters =

Storeroom:: ISTURES—‘I

Bin number (usually the last twe characters of bin number): |
Bin column (Usually the 3rd character in bin number): |

Bin row (First 2 characters of bin number): |
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A new window with the report will appear. Click on the printer ;JJ icon to print the report.

GHHED np

s camu  Los Angeles Unified School District Existing Facilities
gm ‘:‘nﬁ* Maintenance & Operations
5 1A

cﬁ:ﬁ 4__,,,5:

Physical Inventory Count Sheet

Storeroom: STORES-1
With Bin Number like:
Bin # Issue Unit Item # Description Physlcal Count
01401 EA 8053000400 RING, BASKETBALL, W/C NET [ ]
01801 EA 2857413075 EAND BRACE DEBL CTR 2-1/2 I |
01801 EA 2857413125 BAND BRACE PIPE 27 |""""i"'"]
01801 EA 2857413150 BAND BRACE 2-1/2" [
g1e02 EA 2857413175 BAND BRACE PIPE 3" R
neoz EA 2857413180 BAND BRAGE PIPE Bt e Ty
01802 EA 3301301240 BAND TENSION 1-1/2" PIPE (LT
01803 EA 3301301250 BAND TENSION 2" PIPE
01803 EA 3301301280 BAND TENSION 2-1/2" PIPE ]
01803 EA 3301301320 BAND TENSION 3" PIPE —
01804 EA 3301301325 BAND TENCION S BIBE e e e vev sy
01804 EA 3301312885 FI BICAP. 2" PIFE Emmsmmesmmees
01EGS EA 3301312900 Y SEEEesEseeeses

Physical Inventory Count Sheet
¢ Physical Count
0 The count sheet will list items sorted by Bin number, then by Item number to reflect
the order maintained in the warehouse. Count or weight the items (to determine the
count) in each bin and record the quantity in the Physical Count column.

IS

pr. a Foos Angeles Dniffed Sclhool IYNsiricr Existing Facilities
# il Maintenance & Operations
L= El
Tty e
Physical Inventory Count Sheet
SLoreroom: STORES-1

With Bin Number like:

Bin # Issue Unit e # Description Physical Count
01401 £ 8053000400 RING, BASKETBALL, W/O NET | e—

01801 EA 2857413075 BAND BRACE DBEL CTR 2-1/2 1

After each page of the Physical Inventory Count Sheet is complete, the individual performing the
count will Print his/her Name, Signature and Date on the Counted By lines at the bottom of the

report.
01D01 EA 2851033030 CLAMP CABLE 1/4" GALVANIZED
01001 EA 2851033040 CLAMP CABLE 3/4" GALVANIZED |
01D02 EA 7659583115 TURNBUCKLE GALV 5/16X9" 4-1/2" |
01D02 EA 7659583135 TURNBUCKLE GALV 3/8X11-1/2" 6"
Counted By:
Name Signature Date
Input By:
Name Signature Date
Verified By:
Name Signature Date
Aug 17, 2015 10:40 AM Page: 1 of 101
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ENTER THE NEW COUNT RECORDED ON THE PHYSICAL INVENTORY COUNT REPORT IN
YOUR INVENTORY.

In the Inventory application, to display the inventory items, type in the Storeroom name in the
Storeroom field and hit enter.

Tnventory n
fanny.iu on MaxApp02

[~ Find: | Q w | Select Action =] [ o itiai@

List | Inventory : Reorder Details . Rotating Asssts | Where Used

Q Advanced Search ™ E Save Query ¥ I Bookmarks

inventory | riter > O @ & i 0-00f0

ltem Dezcription Storercom

» | |=STOREZ

A list of your inventory items will appear.

[ SRR SSRRERRR e ]
Janny.lu on MaxApp02
I+ Fing:| ), [select Action =] & it aiB@

List H nventory | Reorder Detais | Rotating Assets | wnere Useg |

QAdvanced Search ¥ Save Query ¥ I Bookmarks

inventory | Frter > O F & & 1-20012609 B

lem Description Storeroom Current Balance
| » | |-sTORES-1 | 3 |
p WHEEL CUTOFF 412" X 1/8" X. )
0054201304 718" METAL STORESA 0.00
0312500156 THERMOSTAT DIAL-GAS WONTAGUE part # STORES-1 0.00
1024-3
0758852160 RUST PREVENTATIVE, WD-40 AEROSOL SPRAY STORES-1 -155.00
1501242055 CONCRETE 60# CEMENT READY-MDX STORES-1 -476.00

You have the option to update the count on ALL of your inventory items at once or individual.
Option 1: Update ALL inventory item counts at once.

On your inventory list, click on the Select Action dropdown and select Inventory Adjustments >
Physical Count.

Q ¥ Select Action
7
'i" Change Status

List H Inventory “ Reorder Details H Rotating As=¢

Reorder 3
(O, Advanced Search ¥ saveOuery v | ¢ AddiModify Reservations
| iventory: Fhwer > Q0 g @ B | ChanoeCostTive
Inventory Adjustments Reconcile Balances ]
= Unit of Measure and Conversidn k Zero Year to Date Quantities
| » Attachment Library/Folders 3 Physical Count

A System Message window will appear. Click on the OK button.



Maximo 7.6 / Storeroom Inventory Physical Count and Reconciliation Guide

System Messzage

BMXAAZ185W - Thiz action affectz all 25805 records in thiz result
=zt
If wou would like to =elect one or more records to apply thiz action
to, click Cancel, then:
- 2elect the desired records uzing check boxes on the List page
- zelect the action you would like to perform on them.

If wou want to proceed with the action on the entire result 2et, click
OK.

Conel

A Physical Count Adjustment window will appear. The Count Date auto-populates to the current
date, however you can insert a different Physical Count Date if it is incorrect, click on the Apply

button when done.
= 4

Physical Count Adjustment

Physical Count Date: %

Inventory Balances = [ Fiter * : pre 1-150f2651 Gp o4 Download = =
|tem Storeroom Bin Site Condition Code Lot Phy=zical Count New Count Count Date
0051463050 [STORES-1 15003 LAUSD 542.00 19724113 2:48 PM
0100510228  STORES-1 21401 LAUSD 22.00 /24113 2:48 PM % 43‘
0310600264 STORES-1 13604 LAUSD 3.00 /2413 2:48 PM % ﬁ

Enter the New Count in the following manner:
o Verify the Item number, Description and Bin numbers are the same as the item appearing
on the Physical Inventory Count report.
¢ Enter the New Count quantity in the New Count column for each of the items.

e Use the next record “ icon to go to the next page.
e Click on the OK button when done.
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Physical Count Adjustment
Physical Count Date: | %

Inventory Balances = [P Fiter > ﬁ @ 1-15 of 2651 G ch Download : =
ftem Storeroom Bin Site Condition Code Lot Physical Count Newr Count

0051453050 STORES-1 15003 LAUSD 542.00 542.00

0100510228  STORES- 2140 LausD 22.00 20.00 %
0310600284 | STORES-1 13804 |LAUSD ' 200 | 200 )
0756652160 STORES- 14604 LausD 34.00 4113 2:48 PM % @
0855510320 STORESAH 01F0S LAUSD 1,211.00 B/24/13 2:48 PM %
1454578248  STORES- 15C02 LausD 18.00 D/24/13 2:48 PM %
1501227095 STORESA 23Ch LAUSD 14.00 B/24/13 2:48 PM

1501420014  STORES-1 15402 LausD 16.00 D/24/13 2:48 PM

1502730161  STORESA 20Cm LAUSD 7.00 B/24/13 2:48 PM %
1505346010 STORES-1 31403 LAUSD 0.00 B/24/13 2:48 PM % @
1754933260 STORESA 04G05 LAUSD 250.00 5/24M13 2:48 PM % @
1754933284 STORESA 12E05 LAUSD 12.00 B/24/13 2:48 PM % '@
2072500105 STORESA 04G07 LAUSD 3.00 B/24/13 2:48 PM % @
2802478170  STORES- 18405 LAUSD 12.00 B/24/13 2:48 PM % '@
2802479181  STORESA 18403 LAUSD 13.00 5/24/13 2:48 PM % @

(1

After you are done updating all the items, you must reconcile the balances. Click on the Select

Action dropdown and select Inventory Adjustment - Reconcile Balances.
Iinventory - 7

danny.fu on MaxApp02

:T|SelectActiun

a‘g' Change StRus

'~/ Find: |

' |
List u Inventory || Reorder Detailz " Rotating Az=4

Reorder L3
@, advanced Search | save query ¥ || Add/Modify Reservations
inventory | FFiter > O @& & ChaRgo Cos Tipe

Inventory Adjustments Reconcile Balances
ftem
FLE Zero Year to Date Quanities

Unit of Measure and ConveYsion #

| »

Attachment Library/Folders [ Physical Count

A System Message will appear. Click on the OK button.
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System Message

@ BMXALZ2185W - Thiz action affectz all 2509 records in thiz result
zet.

If yvou would like to 2elect one or more records to apphy thiz action
to, click Cancel, then:

- gelect the desired records using check boxes on the List page

- zelect the action yvou would like to perform on them.

If you want to proceed with the action on the entire result =et, click
Ok,

(o)

After updating and reconciling each page of the Physical Inventory Count Sheet, the individual who
inputted the updates will Print his/her Name, Signature and Date on the Input By lines at the bottom
of the report.

01D01 EA 2851033030 CLAMP CABLE 1/4" GALVANIZED
01001 EA 2851033040 CLAMP CABLE 3/4" GALVANIZED |
01D02 EA 7659583115 TURNBUCKLE GALV 5/16X9" 4-1/2" |
01D02 EA 7659583135 TURNBUCKLE GALV 3/8X11-1/2" 6" |
Counted By:

Name Signature Date
Input By:

Name Signature Date
Verified By:

Name Signature Date
Aug 17, 2015 10:40 AM Page: 1 of 101

Option 2: Update New Count for a single bin item.

On your inventory list, go to the item number you wish to update the count by clicking on the item
number.

I~ Find:| ), ¥ select Action [=] : Sl B

F‘_ Inventory Reorder Details Rotating Assets Where Used |

Q Advanced Search ¥ Save Query ¥ l Bookmarks
i mventory S Writer > @ @2 $i 1-p0orze0e B
| ltem Description Storeroom Current Balance|
f » |=STORES-1 2
|

0054201304 m‘i:_?:{‘)}-f Se L STORES-1 0.00
| 0312500155 THERMOSTAT DIAL-GAS MONTAGUE part # STORES-1 0.00
| 1024-3

0756652160 RUST PREVENTATIVE, WD-40 AEROSOL SPRAY STORES-1 -155.00

10
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You will be taken to the inventory record.

Inventory -
anny.lu on MaxApp02

= Find:| (), = |select Action FES @R B
List || Inventory || Reorder Details H Rotating Assets H Where Used |
tem: [2104516120 | D> |BOX YARD CEMENT PLAIN W/ LID (WATER ) = Site: |LAUSD
Storeroom: !510RE5P1 » |5tnremnm for Area 1 L;_Wiv Status: !ACTNE
Lot Type: |NOLOT Default Bin: | 30411
lszue Cost Type: | AVERAGE Defautt Stage Bin: |
Receipt Tolerance %: | Capitalized? [_
kitz [

Click on the Select Action dropdown and select Inventory Adjustments - Physical Count.
Inventory
anny.lu on MaxApp02

"~ Fing: |

Q ~|

List || Inventory || Reorder Detailz || Rotating A=zs4

.-;..‘ Change Status

View Status History

Reorder k
[ :;r
tem: |2104516120 »» |BOX YARD CEl AddModify Reservations =
Storeroom; ISTDRE5-1 o |Stnrermm for £ Change Cost Type LE

Lot Type: |NOLOT lszue Current tem

lz=ue Current tem to Multiple Assets
lesue Cost Type: | AVERAGE of
Transfer Current tem
Receipt Tolerance %: | Aszsemble Kit
Dizassemble Kit

View ltem Availability

View Vendor Analysis
Available Balance Summary mmary Information
View Inventory Tranzactions
Current Eﬂlﬂnoe:| View/Edit Consignment Dedal tity Currenthy Reserved: | 0.00]
) Inwentory Adjustments Reconcile Balances

Hard Rezerved Quantity Mot Staged:|

Unit of Measure and Conversin k Zero Year to Date Quantities
Hard Reserved Quantity 5hi|}|}ad:|
Attachment Library/Folders b Current Balance
Total Quantity Sh|p|}ad:| Add 1o Bogkmarks Physical Count

A Physical Count Adjustment window will appear. The Count Date auto-populates to the current

date, however you can insert a different Physical Count Date if it is incorrect, click on the Apply
button when done.

Physical Count Adjustment
Physical Count Date: | % Apply -
Inventory Balances = [» Fiter ~ Loyt it o 4 Download
fem Storeroom Bin Site Condttion Code Lot Physical Count New Count Count Date
|2104516120 |STORES-1 | 30AD1 |LAUSD | | 800 | 9/24/13 3:11 PM

11
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Verify the Iltem number, Description and Bin numbers are the same as the item appearing on the
Physical Inventory Count report. Enter the New Count quantity in the New Count column. Click on
the OK button when done.

Physical Count Adjustment
Physical Count Date: | % Lo,
Inventory Balances [} Fiter * ; 1-10f1 o4 Downioad : =
ftem Storerocom Bin Site Condition Code Lot Physical Count MNew Count nt Date
|2104516120 || STORES-1  |30401 |LausD Z I I 500 | 10 %

After you click OK, you will notice that the new Physical Count will appear under the Inventory
Balances section.

|m'|mynsams Poritar 2 il T

Bin Lot Condition Code Current Balance Staged Balance Staging Bin? Physical Count Physical Count Date
B |30801 | y | i | 200 | 000 [ | 10.00 |8/24/13 3:14 P
]

After you are done updated all of the counts, you must reconcile the balances. Click on the Select
Action dropdown and select Inventory Adjustment - Reconcile Balances.

Inventory 2
anny.lu on MaxApp02

%)

Q w | Select Action

[
- — | T r.# Change Stay

List | Inventory | Reorder Detailz |  Rotating Azse
e ! ! View Status History

Reorder 3

s | |
tem: |2104516120  »» |BOX YARD CEN AddMadity Risservations

Storeroom; | STORES-1 ¥ |Storeroom for £ Change Cost Type =
Lot Type: ENOLOT lzzue Current tem
lzzue Current tem to Multiple Az=etz
lzsue Cost Type: | AVERAGE N D
' Transfer Current tem
Receipt Tolerance %: [ Aszszemble Kit
Dizazsemble Kit

View tem Availability

View Vendor Analysis
Available Balance Summary 'mmary Information
View Inventory Tranzactions

View/Edit Consignment Detai

Current Ealanoe:i

Inventory Adjustments

Lyl by st el Psirin b0 o Bl Cobrt e ol |

12
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A Reconcile Balances window will appear. Click on the OK button.

Reconcile Balances

Select a different GL control account or GL =hrinkage account if required. To reconcile
the balance for the tem in the dizplayed =terercom, click OK

Storeroom: |STORES-1

Control GL Account; LY Shrinkage GL Account; |

&

Repeat steps for each individual item you wish to update count and reconcile.

After updating and reconciling each page of the Physical Inventory Count Sheet, the individual who
inputted the updates will Print his/her Name, Signature and Date on the Input By lines at the bottom of

the report.
01D01 EA 2851033030 CLAMP CABLE 1/4" GALVANIZED
01D01 EA 2851033040 CLAMP CABLE 3/4" GALVANIZED |
01D02 EA 7659583115 TURNBUCKLE GALY 5/16X9" 4-1/2" ]
01D02 EA 7659583135 TURNBUCKLE GALY 3/8X11-1/2" 6" [
Counted By:
Name Signature Date
Input By:
Name Signature Date
Verified By:
Name Signature Date
Aug 17, 2015 10:40 AM Page: 1 of 101

RANDOM COUNT VERIFICATION

The Area Facilities Services Director (AFSD) and/or Complex Project Manager is responsible for
performing random count verifications. If the counts differ from what is written on the Physical Count
Sheet, the AFSD/CPM will contact the individual(s) who performed the count to find out why there is a
discrepancy. Updates will be made in Maximo if needed.

After completing the random count verifications, the AFSD/CPM will Print his/her Name, Signature and
Date on the Verified By lines at the bottom of the Physical Inventory Count Sheet report.

Counted By:

Name Signature Date
Input By:

4

Name Signature Date
Verified By:

Name Signature Date
Aug 17, 2015 10:40 AM Page: 1 of 101

13



Maximo 7.6 / Storeroom Inventory Physical Count and Reconciliation Guide

CERTIFICATION OF COMPLETION OF COUNTS
The Head Stock Clerk will perform this function.

Navigate to Maximo Inventory application. From the Select Action drop down, select Run Reports.
Choose the Inventory Physical Count Certification report

S

Reports

& Selecta report from the list, or click Create Report to create an ad hoc report.

[ On Demand Reports ‘ Scheduling Status

ReportstoRun  # Fiter » () & 1-120f13 @ 4 Download = e

| Description

Mg Area - Inactive Inventory
|Items by Storeroom

|DNR Items Clean-Up

|Inventory Balance Report

|Inventory Physical Count Certification

Inventory Reorder Point

|Inventory Transactions - Issues and
|Retums

|Inventory Transactions - Receipts and
| Transfers

|Inventory Transactions List

| Quistanding Reserve ltems
| Bhysical Inventory Count

| Stock IMaterial Requisition

| Create Report | | Cancel |

A window with the report parameters will pop up. Enter the date the counting process started and the
storeroom location

14
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Request Page
Help Text (s
Parameters =
# Enter date that the current physical count is due: 12/1/20 (o
Enter Storeroom Area (optional): N1, N2, C1, C2, C3, 31, 52, ATU, LRF, LOCK: C3| 3
Output format (pdf is default, or leave blank for web browser view):| pdf ¥
Schedule =
'@_;" Immediate
) At this Time E%
(O Recurring R
Email =
To: =
Subject:
Comments:
“
File Type: Report Delivery Format:
f?) PDF @J Email with a file attachment
(xS () Email with a file URL
| submit |

If there are any pending items that haven’t been counted or reconciled, they will be listed within the
result of the report. When all items have been counted and reconciled the report will give a count
summary and signatures lines. The report should be signed by the Head Stock Clerk that performed

the count and the AFSD

15
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Los Angeles Unified School Distriet

ALY

P,
)

“F op gt

—

Existing Facilfties
Muintenance & Operations

Inventory Physical Count
Physical Counts after 6/30/2020

Location Ttem # Item Description

New Phys Ct
Curr Bal Phys Ct Phys Ct Date

Reconciled ¥ Bin # Awg Cost Ext Cost

6/30/20

Count Timeframe:

tory Count Completed On:

Total Items Counted: 50

Total Inventory Value: $10,102.12

06/30/2020 to

06/30/2020

Approvals:

Head Stock Clerk

I, 2070 3100 FA

5. FILING

The Clerical Department performs this function.

At the end of the Annual Inventory Physical Count and Reconciliation process, all documentations will
be given to the Clerical Department for filing and storage.

Should you have any questions on this guide, please contact one of the Maximo team members.
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