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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.  



                                                         Maximo 7.6 / Storeroom Inventory Physical Count and Reconciliation Guide  

3 
 

 
 
 
 

 
 

1. PRINT PHYSICAL INVENTORY COUNT REPORT 
 

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

 
 
 
 Under the Favorite Applications section, click on the Inventory application.  
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INVENTORY HOME 
 
You will then be taken to the Inventory home screen.  

 
 
Click on the Select Action dropdown and select Run Reports. 
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A Reports window will appear.  Click on the Physical Inventory Count report. 

 
 
 
A Request Page will appear.  Type the Storeroom number (e.g. STORES-1) and click on the Submit 
button.  
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A new window with the report will appear. Click on the printer  icon to print the report.  

 
 
 
Physical Inventory Count Sheet 

 Physical Count 
o 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.  

 
 
 
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. 
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2. 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.  

  
 
A list of your inventory items will appear. 

 
 

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.  

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

 
 
Enter the New Count in the following manner: 

 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.  

 Use the next record  icon to go to the next page.  
 Click on the OK button when done.   
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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.  

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

 
 
 
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. 
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You will be taken to the inventory record. 

 
 
Click on the Select Action dropdown and select Inventory Adjustments  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.  
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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.  Click on 
the OK button when done.   

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

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

 
 
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. 

 
 
 

3. 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. 
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4. 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 
 

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


