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DEFINITION 
 
The Refrigerant Cylinder Tracking Guide – How to Assign/Decommission a Refrigerant Cylinder 
provides step-by-step instructions on how to assign or decommission a cylinder record in Maximo.  
 

1. How to assign a disposable or reclaimed refrigerant cylinder 
2. How to assign a recovery refrigerant cylinder 
3. How to decommission a disposable or reclaimed refrigerant cylinder 
4. How to decommission a recovery refrigerant cylinder 

 
 

1. HOW TO ASSIGN A DISPOSABLE OR RECLAIMED REFRIGERANT CYLINDER  
 
PREREQUISITE  

 

• You must have the Purchase Order Number that was used to purchase the Disposable or 
Reclaimed cylinder.  If you do not know the PO number, please contact the entity that initiated 
the purchase for the number.    

 
 

LOGIN 
 

The requestor 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.  

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

 
 
  

http://awms.lausd.net/maximo
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Click on the Go To dropdown  Work Orders  Refrigerant Cylinder Tracking   

 
 
You will be taken to the Refrigerant Cylinder Tracking Home page 
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Click on the new cylinder  icon.  

 
 
A new Cylinder ID number will appear.  Mark the cylinder with the Maximo Cylinder ID number for 
identification purposes.  

 
 
In the Status field, select ASSIGNED from the value list. 
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In the Refrigerant Type field, select the appropriate type (22, 410A) from the value list.  

 
 
In the Cylinder Type field, select DISPOSABLE (purchased from vendor) or RECLAIMED (purchased 
from recycling center) from the value list.  

 
 
Next, enter the Cylinder Size, M&O Area and the employee number of the person who you are 
assigning this Cylinder to in the Assigned To field.  
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Next, enter the PO number that was used to purchase the cylinder in the PO # field.   

 
 
Next, enter the values for Received/Tare Weight (LB OZ) and Assigned Weight (LB OZ).  

 
 
Finally, enter the date that the Cylinder is assigned to the employee in the Assigned Date field.  

 
Click on the floppy disk  to save the record.  
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PRINT CYLINDER TRACKING DATA COLLECTION FORM 
 
To print the Cylinder Tracking Data Collection Form, click on the Select Action dropdown  Run 
Reports.  

 
 
In the Reports window, click on Cylinder Tracking Data Collection Form.  

 
 
Enter the Cylinder number and click on the Submit button.  
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The report will appear.  Click on the printer icon to print the report. 

 
 

2. HOW TO ASSIGN A RECOVERY REFRIGERANT CYLINDER 
 

In the Refrigerant Cylinder Tracking application, click on the new cylinder  icon.  

 
 



                    Maximo 7.5 / Refrigerant Cylinder Tracking Guide – How to Assign/Decommission a Refrigerant Cylinder  

9 
 

 
A new Cylinder ID number will appear.  

 
 
In the Status field, select ASSIGNED from the value list. 

 
 
In the Cylinder Type field, select the RECOVERY from the value list.  
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Next, enter the Cylinder Size, M&O Area and the employee number of the person who you are 
assigning this Cylinder to in the Assigned To field.  

 
 
Next, in the Required Vendor Info field, enter the vendor’s cylinder ID number; if this number does 
not exist, input the Maximo Cylinder ID number. 

 
 
Next, enter the values for Received/Tare Weight (LB OZ) and Assigned Weight (LB OZ).  

 
 
 
 
 
 
 



                    Maximo 7.5 / Refrigerant Cylinder Tracking Guide – How to Assign/Decommission a Refrigerant Cylinder  

11 
 

 
Finally, enter the date that the Cylinder is assigned to the employee in the Assigned Date field.  

 
Click on the floppy disk  to save the record.  
 
PRINT CYLINDER TRACKING DATA COLLECTION FORM 
 
To print the Cylinder Tracking Data Collection Form, click on the Select Action dropdown  Run 
Reports.  

 
 
In the Reports window, click on Cylinder Tracking Data Collection Form.  
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Enter the Cylinder number and click on the Submit button.  

 
 
The report will appear.  Click on the printer icon to print the report. 
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3. HOW TO DECOMMISSION A DISPOSABLE OR RECLAIMED REFRIGERANT CYLINDER 

 
Note: You can only decommission a disposable or reclaimed cylinder when the Refrigerant Left is at 
0.00 LB OZ.  
 
Go to the Cylinder record.  In the Status field, change the status to DISPOSED.   

 
 
Enter the date the cylinder was disposed in the Disposed/Returned Date: field.  

 
Click on the floppy disk  to save the record.  
 
NOTE: If the disposable or reclaimed cylinder has refrigerant left, the remaining ounces left in the 
cylinder must be transferred into a recovery cylinder.  Each Area should have a recovery machine and 
tank set up in a shop in order to make these transfers.  This transfer will be logged as follows:  
 
Example, the Cylinder below still has 11 ounces of refrigerant left.  
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To transfer the remaining 11 ounces of refrigerant out of the cylinder, in the Cylinder record, under the 
Refrigerant Transferred Out of Cylinder XXXX section, click on the Add button.  

 
 
A new row will appear. 

 
 
 
Enter the recovery cylinder ID in the To Cylinder ID # field.   

 
 
Next, enter the following fields: 
• Transfer Date 
• RR (Recovery/Recycling) Unit # 
• From Cylinder Start LB 
• From Cylinder Start OZ 
• From Cylinder Finish LB 
• From Cylinder Finish OZ 
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The Refrigerant Left (LB OZ) field will update to zero when all remaining refrigerants have been 
transferred out.  

 
Click on the floppy disk  to save the record.  
 
In the Status field, change the status to DISPOSED.   

 
 
Enter the date the cylinder was disposed in the Disposed/Returned Date: field.  

 
Click on the floppy disk  to save the record.  
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4. HOW TO DECOMMISSION A RECOVERY REFRIGERANT CYLINDER 

 
Note: You must process the return of the refrigerant to the Refrigerant Recovery Company first and 
wait to see if you will be billed for services before decommissioning the cylinder in Maximo.  
 
Go to the Cylinder record.  In the Status field, change the status to RETURNED.   

 
 
Enter type of refrigerant that has been recovered in the Refrigerant Type field.  
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If the Refrigerant Recovery Company is billing for recovery of the refrigerant, enter the Purchase Order 
number that was generated to process the return in the PO # field.  If not, leave the PO # field blank.  

 
 
Enter the appropriate condition of the refrigerant in the Condition field.  If the condition is 
contaminated, select CONTAMINATED, if not or unknown, select RECOVERED.   

 
 

Enter the date the cylinder was returned in the Disposed/Returned Date: field.  

 
Click on the floppy disk  to save the record.  
 
 
 
 

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), or John Herweg (john.herweg@lausd.net / 213-241-1127).   
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mailto:mark.merrick@lausd.net
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