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DEFINITION 
 
The Custodial Schedule Attachment Guide details step by step instructions on how to attach custodial 
schedules in Maximo.     
 

 
LOGIN 

 
The Area Operations Supervisor 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.  

 
 

 
LOCATION APPLICATION 

 
START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   
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 Under the Go To dropdown, click on the Assets module and Locations application. 

 
 
 
LOCATIONS HOME 
 
You will then be taken to the Locations home screen.  

  
 
SEARCH FOR SUPERSITE LOCATION 
 
Type in the letter ‘S’ under the Locations field and the 4 digit org code under Cost Center field and hit 
Enter.  

 
 
 
The supersite location record for your school will appear on the result set.  Click on the location 
number (e.g. S-13475) 
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You will be taken to the Location record.  

 
 
 
ATTACHMENT 
 

To attach a Custodial Schedule, click on the Attachments icon and select Add New Attachments 
and Add New File. 

 
 
A Create a File Attachment window will appear.  

 
 
Click on the Browse button to select the file you wish to attach.  
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Select the file from your computer and click Open to attach.  

 
 
The file extension will appear in the Specify a file field.   

 
 
Leave the Name the document field blank.  In field to the right, type in the description with the 
following naming convention: 
 
Summer Schedule: Fiscal Year, School Name, Summer Schedule (e.g. 13/14, Fremont SH, Summer 
Schedule) and click OK.  
 
Daily Schedule: Fiscal Year, School Name, Daily Schedule (e.g. 13/14, Fremont SH, Daily Schedule) 
and click OK. 
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VIEW ATTACHMENT 
 
If you would like to view the file you have attached, click on the Attachment text in the Locations 
record. 

 
 
A View Attachments window will appear.  Click on the Document number to open the attachment.  

 
 
DELETE ATTACHMENT 

If you would like to delete an attachment, click on the  icon.  

 
 
A System Message will appear.  Click on Yes if you want to delete the attachment.  

 
 
 
  
 
 

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), or John Herweg (john.herweg@lausd.net / 213-241-7016).   


