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DEFINITION 
 
The Storeroom Inventory – How to Transfer Items between Storerooms details step by step 
instructions on how to Transfer Items between Storerooms.   
 

 
LOGIN 

 
The (Transferring) 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. LOCATE THE ITEM IN THE INVENTORY APPLICATION (FROM STOREROOM) 
 

START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   
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 Under the Favorite Applications section, click on the Inventory application.  

 
 
 
INVENTORY HOME 
 
You will then be taken to the Inventory home screen; in this screen, you will search for the item you 
wish to add to your storeroom.  You may search by typing in a key word in the Description field (e.g. 
door) and the Storeroom name (e.g. =STORES-10) and hit the enter key.  
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The result set will appear.  Click on the Item Number that matches the item you want to transfer from 
your Storeroom to another.  

 
  
On the Item record, click on the Select Action dropdown  Transfer Current Item 

  
A Transfer Current Item window will appear.  Type in the Quantity you wish to transfer, the To 
Storeroom name and click OK.    
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Congratulations, you have just transferred an item from your Storeroom to another (Repeat steps for 
any additional items to transfer).   
 
Notify the (Receiving) Head Stock Clerk that you have transferred an item to his/her storeroom and 
provide them with the Item Number.  
 
 
GO TO RECEIVED ITEM IN INVENTORY APPLICATION AND ASSIGN BIN NUMBER 
 
The (Receiving) Head Stock Clerk or Designee performs this function.  
 

 
 
Assign Default Bin number to new item received and save.  

 
 
Complete.  Repeat steps for any additional items transferred to your storeroom.   
 
 
 
 

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


