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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.

Tivoli.

Welcome to Maximo

User Name:
|dan ny.lu |

Passwaord:
|.|||||| |

Sign In

Forgot Password?
New User? Register Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for
details.

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.
Buletinz: (14} =~ GoTo i+ Start Center Profie Sign Out  Help

I@ Admini3tratjon
i Assets r
&

Azeetz

pdate Start Center

Contracts [ Locations —‘

Inventory [

Condition Monitoring

LOCATIONS HOME

You will then be taken to the Locations home screen.

Locafions
adrian.pacheco on Maxint00

| | Find: | (C) | select Action ERTRE Br i

List ” Location " Aszzetz " History ” Safety " Meters u Specifications |

Qﬁkd'.ranoed Search v E Save Query ¥ I Bookmarks

Locations © Frer > O ¢ & © 0-0ofD

Location = Location Path

| » |

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.

Locations:
'drian.pacheco on Maxint0D
"~ Fing:| €L+ select Action FlE &id i

List || Location H Asssis || History H Safety H Heters || Specifications. |

(@), Advanced Search ' ¥ [5] Save Query ‘¥ || Bookmarke

Locations | FRiter > O ° @ i 0-00f0

Location Path Type Status Cost Center
I a q B

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

List || Lacation " Aszets || History ” Safety || Meters " Specifications |

Location *

5

QAdvanoed Search =™ Save Query ¥ l Bookmarks

Locations | P Fiter > O ¢ & & o
Location * Location Path Tvpe
ls pod | Q
543475 FREMONT SH : SUPERSITE
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You will be taken to the Location record.

LUCauons
adrian.pacheco on Maxint00D

| =] Fing: | (), = |sekct Action FEd e®in B
List | Location || Assets || History || Safety ” Neters || Specifications }
Attachments @
Location:| 5-12475 |FREMONT SH =
FREMONT SH :
Status: !OPERA'I'IMG School Name: iFREMOMTSH Principal: iEALDF_RAS, RAFAEL L
Type: | SUPERSITE Super Site: |S-13475 Principal Phone: |323-758-4141
Function: | SH Board Dist: |01 School Phone; |323-758-4141
ATTACHMENT

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

and Add New File.

Locations:

idrian.pacheco on MaxInt0D

'+ Fina: | (CL, | sekect Action . T

List Location || Azzetz " History || Safe_ty " Meters " Specifications |

anatinn:i5—134?5 |FREMONT5H =8 w Attachments

@7 Add New Attachments »
| 3

(EBEMORT. - @4 Add from Library

=

Add New File

Add New Web Pa

A Create a File Attachment window will appear.

Create a File

0 Only files with the following formats can be enabled for printing: .pdf, xls, .cav, .bd, doc, .gif, jpg, .ppt.
Clear the check box bezide the Print attached document with report if printable type option (Advanced
Option} if the file being attached is not in one of theze formats.

# Select a Folder:  attachments T|

Specify a file | | Browse...
Name the document: |
Advanced Options L

Copy document to the default location set by your administrator (recommended)? ’7

Print attached document with repert if printable type? !_

G

Click on the Browse button to select the file you wish to attach.

Create a File

0 Only files with the following formats can be enabled for printing: .pdf, xls, .cav, .bd, doc, .gif, jpg, .ppt.
Clear the check box bezide the Print attached document with report if printable type option (Advanced
Option} if the file being attached is not in one of theze formats.

# Select a Folder:  attachments T|
Specify a il | |CBrowse.. ]
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Select the file from your computer and click Open to attach.
Choose File to Upload

Laak jh: |@ Custodial Schedule j (e W A
_2 TFremont HS - Summer Schedule!
My Recent
Docurnents
=
L
Desktop

W

My Documents

ty Computer

Py Metwork File name: |Frem0nt HS - Summer Schedule j Open
Places

G.-ﬁ

Files of type: |A|| Files [%7] j Cancel

The file extension will appear in the Specify a file field.
Create a File Attachment

Only filez with the following formats can be enabled for printing: .pdf, xlz, .cav, tat, doc, gif, jpg, .ppt
Clear the check box beside the Print attached document with report if printable type option (Advanced
Optien} if the file being attached is not in one of theze formats.

# Select a Folder: Attachments =]
Specify a file ic:ll]uc:uments and Se‘rtings\danny.lu‘.DmH Browse...

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.

Create a File Attachment

Only fileg with the following formats can be enatbled for printing: .pdf, xlg, .cev, txt, doc, .gif, .jpg, .ppt.
Clear the check box beszide the Print attached document with report if printable type option (Advanced
Option}) if the file being attached iz not in one of theze formats.

# Select a Folder: attachments [+]
Specify a file |C:\Ducument5 and Settings\danny. Iu\DesI{ Browse...

Name the document: 13/4, Fremont SH, Summer Schedule
Advanced Options

Copy document to the default location set by your administrator (recommended}? ¥

Print attached document with repert if printable typs? ]

¢
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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.
e e —

adrian.pacheco t;n Maxintoo

'~ Find:| ) = |select Action e

List | Location | Assets | History Safety | Meters | Specifications |

|

Attachments

anatinn:!5-134?5 | FREMONT SH L].

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

1-1o0f1 G4 Download : =

Document Folder Document Version Print? Application

SH, Summer Schedule Attachments [ vocamions @ [X

DELETE ATTACHMENT

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

View Attachments
. “ a . . |
‘.;bFuter> e R i vk Gb Download © = |
IDncurnent Dezcription Document Folder Document Version Print? Application
!mm 13114, Fremont SH, 5t Schedule Attachments [ vocamions @ [&

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

® BMXAADSEEVW - Are vou sure you want to delete this attachment?

Yes

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@Iausd.net / 213-241-7016).
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