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Version History What’s New 
3/8/18 • Added Cancel Assignment button (pg. 7) 

• Added Type of Repair Work Performed comment when changing work order 
status to FCOMP (pg. 10-11) 

• Added Mileage Justification (pg. 13-14) 
• Added Check In / Check Out button (pg. 20-21) 

5/3/18 • Follow-Up Work Order 
• New Service Call Work Order 
• Attachments 
• Search for Work Order (by work order number) 

8/24/18 • Expanded instructions on how to generate a new Service Call Work Order 
9/26/18 • Added a screenshot on WIFI settings (pg. 2) 
2/12/19 • Changed URL to secure connection (pg. 3) 

• Changed “Cancel Assignment” label to “Remove Assignment” (pg. 7) 
• Added View Location Map (pg. 8) 
• WMATL Comments are emailed to Senior/Supervisor (pg. 12) 
• Added Man on Site (MOS) option on New Service Call Work Order (pg. 29) 

2/13/19 • Added Long Description button to view Long Description on Work Order (pg. 9) 
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LAUSD Maintenance and Operations 
Work Force Manager Mobile Application Guide  

 
Background:  The Work Force Manager Mobile Application  is designed for craft technicians to easily 
receive, status and time report against daily work assignments.  The application also allows the craft 
technicians to Check-In and Check-Out of a site, generate follow-up/new work order and add/view photos on 
work orders.  
 
Application Accessibility:  In order to utilize the application, you must establish a Wi-Fi connection to the 
District Wi-Fi network (LAUSD).   
 
On your device (e.g. Smartphone or Tablet), perform the following: 

1. Turn on the Wi-Fi .  If you have an Android device, simply swipe down from the top of your screen.  A 
Wi-Fi icon will appear, press this icon to turn on Wi-Fi.  If that is unsuccessful or if you have an iOS 
(Apple device), simply go to the Settings application and select Wi-Fi.  

2. A list of available Wi-Fi networks will appear .  Select LAUSD  
3. Connect .  Connect to the LAUSD network per the following:  

 
Network name:   LAUSD  
Security:   No Change      
EAP Method   PEAP 
Phase 2 authentication  No Change 
CA certificate:   Do not validate  
Identity:    Your single sign on username  
Anonymous identity:  Leave blank  
Enter password:  Your single sign on password    
 
The network name, identity and password will be saved to your device.   
All district sites share the same network name (LAUSD), as a result,  
your device will connect automatically without having to establish a 
 new connection.   
 
If you experience any issues with establishing a connection, please  
contact the FTS helpdesk at 213-241-4642 for assistance.   
 
 
 
 
 
 
Note: If you update/change your password, you will need to update your Wi-Fi settings.  Go to your device 
settings, select Wi-Fi, hold down on the LAUSD  network.  A popup will appear (see screen shot below).  Select 
Forget network .  Once it is forgotten, you can re-establish connection per the instructions above.  
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Step 1: Access the web application 
 
In your web device browser (e.g. Chrome/Safari), enter the following URL: 
https://facapps.lausd.net/wfmmobile    

 
 
 
 
You will then be taken to a login screen.   
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Tip : Create a shortcut icon to this webpage on your device.  This will allow you to access the inspection 
application without having to re-enter the URL address everytime.  
 
Android Device : Press the 3 dot icon located on the top right corner.   

 
 
A dropdown list will appear.  Press the Add to Home screen  button.  

 
 
iOS (iPhone) Device: Press the menu icon.  
 

 
 
A list of actions will appear, press the Add to Home Screen  button.  
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Step 2: Logging In 
 
Log in with your District Single Sign-on username and password and click the Login  button.  

 
 
 
 
 
Step 3: Homepage     
 
After logging in, you will be taken to your homepage. In this screen, you will see your Name on the top of the 
screen and 7 buttons: 
 
Button Name Description 
Assignments To view open assignments made through the Work Force Manager desktop app. 
Daily Time To view labor hours that have been reported.  
WOs for Person Group To view/search for open work orders assigned to a Person Group. 
Past Work Orders To view a list of work orders where you have labor transactions.  
New Work Orders To generate a new Service Call work order or view one that you have created. 
Check In To Check-In to a particular site. 
Check Out To Check-Out of a particular site.  
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BUTTON 1: ASSIGNMENTS 
 

 
 
When you select Assignments , the page will display a list of open assignments that are assigned to you.  The 
assignments will be listed in the order of execution.  Future day assignments will also be displayed on this 
page.  The assignment will display the following details: 

• Work Order Description 
• Work Order Number 
• School Name / Cost Center 
• Priority 
• Current Status 
• Reported Date 

 
 
Note:  It is recommended that you press the refresh button to ensure that you have the latest assignments. 
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Start Assignment/View Work Order Details 
 
To start an assignment or view details of the work order, press the right arrow on the assignment that you wish 
to start.  

 
 
The page will refresh and display additional details and available actions for the assignment.  
 
 
On this screen, you can perform the following: 
• View Location – Display Map of WO Location 
• View Long Description –  Display Long 

Description of Work Order 
• Time Reporting  – Report Time 
• New Status – Change Work Order Status 
• Comments – Add/view Work Log/Comments 
• Follow Up WO – Generate/view Follow-up Work 

Orders 
• Active Assignments – View Active Assignments 
• Remove My Assignment – Remove Assignment 
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VIEW LOCATION 
 
 
If the work order is created against a specific building/location at the school site and you want to see where it is 
located in a map view, click on the location icon right above the school name.  

 
 
A new page will appear with the school map and the building highlighted. To close the window, click on the X 
button on the top right.  

 
 
Note:  If a pop-up appears asking you to allow location, please click Allow/Okay.  
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VIEW LONG DESCRIPTION 
 
If the work order has a long description, you will see a button labeled LD in the top right corner of the Process 
WO page.  Click on the LD button to expand and view the long description. 

    
 
REMOVE MY ASSIGNMENT 
 
If an assignment has been completed or assigned to you by mistake, you can remove the assignment by 
pressing the Remove My Assignment  button.   You will have to provide justification on why you are removing 
an assignment.  

      
 
Note:  If you remove an assignment, your Senior/Supervisor will receive an email indicating that you have 
removed the assignment with the reasoning you provided.  
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CHANGE WORK ORDER STATUS 
 
The current status is displayed in the title of the assignment.  For the example below, “27671620 INPRG”; the 
current status is INPRG (In Progress).  The status sequence is as follow: 

• APPR (Approved) � INPRG (In Progress)   
• INPRG (In Progress) � WMATL (Waiting for Material) or FCOMP (Field Complete) 
• WMATL (Waiting for Material) � INPRG (In Progress) or FCOMP (Field Complete) 

 

 
 

• If you have started work on the assignment, you must change the status to INPRG (In Progress).   
• If you are waiting for material, you must change the status to WMATL (Waiting on Material).   
• If you are done with assignment, you must change the status to FCOMP (Field Complete).   

 
To change the status, simply press the New Status  button. The next available status will appear.  Select the 
appropriate status.  
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The selected status will now appear.  Press Submit  to finalize the status change.  

 
 
The record will refresh and the new status will be reflected. 
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WAITING FOR MATERIAL (WMATL) STATUS AND COMMENTS  
 
When the status is at or soon to be changed to WMATL, any comments submitted will be emailed to your 
Senior/Supervisor.  This allows you to send material lists or any other comments to your Senior/Supervisor. 

 
 
FIELD COMPLETE (FCOMP) STATUS CHANGE 
 
When you change the status of a work order to Field Complete (FCOMP), the comment field is required.  In this 
field, please describe what you did to resolve the work order.  The comments will be sent to the Plant 
Manager/Principal in their end of day service call completion emails.   

          
 
Note:  If you have physically completed the work assignment, it is recommended that you first change the status 
FCOMP before you report time against the work assignment.  



                                                                                             Work Force Manager Mobile Application Guide  
 

13 

ADD WORK LOG  
 
To add a work log on what you have performed on the assignment, type in the your comments in the 
Comments  section and press Submit .  

         
                         
 
GENERATE FOLLOW UP WORK ORDER 
 
To generate a Follow-Up Work Order, press the Follow Up WO  button.  
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You will be taken to the Create Follow Up WO  screen.  Fill out the appropriate fields and press Submit .  
• Work Order Description 
• Category Code 
• Routine Code 

         
 
The Follow Up WO number  and description will appear in the Process WO screen.  
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ADD ATTACHMENTS (PHOTOS/DOCUMENTS) 
 
To add an attachment (e.g. Photos, Document) to a work order, click on the icon on the top right corner of the 
work order details page.  

 
 
You will be taken to the Select Image  page.  Here you can choose and existing file from your device and/or 
take a photo.   
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Describe the image and press the Submit Image  button.  The image is automatically defaulted to Small Photo, 
however you can change the image type/size from the drop down.   

 

 
 
Note:  If you are taking a photo of a serial number or barcode, select Large Photo .  If you are taking a photo of 
a document, select Standard Document .  
 
After clicking on the Submit Image  button, you will be taken back to your work order details screen.  To view 
the image press the View Attachments button. 
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REPORT TIME  
 
To report time on a work order, go to the work order details page and press the View/Report  Time button.  

 
 
You will be taken to the Report Time  page.  In this page, fill out the appropriate fields.  

• Work Date 
• Will Return checkbox 
• Start Time (Start Hours and Start Minute) 
• Regular Time (Regular Hours and Regular Minutes) 
• Overtime (OT Hours and OT Minutes) 
• Miles 
• Tools  
• Lead  
• Short Differential  
• Memo 

 
Will Return Checkbox 
If the assignment is not complete and you will return to the assignment on a later time/date.  Check the Will 
Return  button.  By checking this box, the assignment will remain on your assignment list.  If unchecked, the 
assignment will be removed from your assignment list.   
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Reporting Mileage 
If mileage is reported, you will have to identify the From and type of Route (To) of the claimed mileage.  When 
a value is entered in the Miles field, the From  and Route  box will require a value in order to save the record.  

 
 
First, identify the From  value, click on the down arrow and you will see three possible selections (Site, Area, 
and Home ).  Select the appropriate value of where you came from, either from a different school Site , from 
your M&O Area , or from your Home .  

 
 
After selecting a From  value, the memo will automatically populate.  

 
 
Next, click on the down arrow from the Route box.  Here, you will have 7 options:   
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Route Type  Definition  
One Way The mileage reported is for one way (e.g. Home to Site or  Site to Home) 
Round Trip The mileage reported is for the round trip (e.g. Home to Site and  Site to Home) 
Area Stop The mileage reported included a stop to the M&O Area 
Vendor Stop The mileage reported included a stop to a Vendor 

Note: This selection requires that you add the details in the memo. 
Multiple Stops The mileage reported includes Multiple Stops (e.g. Stop to Vendor and M&O Area/Sites) – 

Note: This selection requires that you add the details in the memo.  
Last + Area The mileage reported is the last Site you are at and you are driving back to the M&O Area 
Last + Home The mileage reported is the last Site you are at and you are driving back Home 
 
After selecting the appropriate Route  value, the memo will refresh and populate.  

 
 
You can add to the memo by typing after the “- -“.  

 
 
Sample completed time entry.  Press Report Time  to save the entry.   
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After pressing the Report Time  button, the reported labor transaction will appear on the bottom of the Report 
Time  page under Reported so far .   Repeat steps if you want to report additional time to this assignment.  
 
An unapproved labor transaction will be generated.  Your Senior/Supervisor will be able to view, modify and/or 
approve the labor transaction in the WFM Desktop/Maximo application.  

 
 
If your Senior/Supervisor has approved the labor transaction, the acronym “APPR” will appear to the left of the 
right arrow.  If the field is blank, you still have the ability to edit  the labor transaction by pressing the right arrow.  
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The Edit Time  window will appear.  Here you can make changes to your labor transaction.  Press Submit  to 
save.  To cancel, press on the X icon on the top right corner of the window.  

 
 
 
BUTTON 2: DAILY TIME 
 
To view your unapproved and approved labor transactions, press the Daily Time  button.  
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Press the Refresh  button.  The page will default to today’s date with all unapproved and approved labor 
transactions.  You have the option to change the Work Date  if you wish to see labor transactions in the past or 
future.   You also have the option to make any changes to the labor transactions if it has not been approved.  

 
 
 
BUTTON 3: SEE WORK ORDERS FOR PERSON GROUP  
 
To view open work orders for your person group, press the WOs for Person Group  button.  
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You will be taken to a new page that will display all open service call work orders for your Person Group.  All 
schools with open service calls will appear.  The count to the left of the right arrow is the total number of open 
service calls for the particular school. 

 
 
Note:  You have the ability to change the Person Group if the value is incorrect or if you want to find work orders 
outside of your assigned Person Group.  Overtype the existing Person Group value and click on the Change 
button to submit the change.  
 
You have the option to scroll or type in the school name in the search field to search for a school.  To view the 
service call(s), press the right arrow button.  
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A detailed list of the service call(s) will be displayed.  The number to the left of the arrow shows the number of 
individuals who has this work order as an assignment.  If you wish to work on a particular call, press the right 
arrow button and you will be taken to the details page where you can self-assign, change status, report time, 
generate follow up work order and add work log(s).  

                
 
BUTTON 4: PAST WORK ORDERS 
 
To view past work orders where you have time reported against.  Press the Past Work Orders  button.  One 
usage of this list is to see if you have any work orders that you may have missed statusing to FCOMP (Field 
Complete).   
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Press the Refresh  button.  The page is default to display the last 15 days of actuals, but you may expand the 
days up to 90.  Here you can go to the work order by pressing on the right arrow to see the work order details 
and/or take action.  

                 
 
BUTTON 5: CREATE NEW WORK ORDER 
 
To create a new Service Call Work Order, press the New Work Orders  button.  
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You will be taken to the New Work Orders page.   In this screen, you can either create a new work order or view 
work orders you have created in the last 30 days through the mobile application.  

 
 
To create a new Service Call work order, click on the Create New Work Order  button.  
 
Populate the required fields: 

• Work Order Description 
• Job Type 
• Barcode (Optional) 
• Area/School 
• Building List/Map 
• Location Detail 
• Category Code 
• Route Code 
• Site Based/Area Based  
• Potential Warranty  
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Enter the description of the service call in the Work Description  box. 

 
 
Next, enter the Job Type .  Click on the value list and select the appropriate Job Type.  

      
 
Next, if the service call is against an equipment that is barcoded, enter the barcode number in the Barcode  
field.  If barcode is entered, the Area/School selections will pre-populate.  If you do not have a barcode, leave 
this field blank.  
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Next, select the school where the service is needed.  To select a school, you must first select the M&O Area 
where the school resides.  The application defaults to your home Area location.  Next, press the Select School  
drop down button.  

              
 
After selecting a school, you must select the Building, Zone or Site of where the service resides.  You may 
press the Select Building dropdown  or Show Map .  

 
 
Option 1: Select Building                                            Option 2: Show Map 
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Next, enter the Location Detail  of where the service is needed.  This information helps the technician to locate 
the issue. 

 
 
Next, select the appropriate Category this work falls under in the Category Code  field.  

 
 
Next, select the appropriate work type within the select category in the Route Code  field.  

 
 
Next, select the appropriate responsible department/individual who will execute the call in the Select Area or 
Site Based field.  If the M&O Area department is to execute the call, select Area Based; if it is Man on Site, 
select Man on Site, if the site assigned Maintenance Worker will execute the call, select Site Based.  

 
Note:  Area Based calls are created in the Waiting for Approval (WAPPR) status, where as Man on Site and Site 
Based Calls are created in the Approved (APPR) status.  
 
Next, if the service may be covered under warranty, check the Potential Warranty  checkbox.  If not, leave it 
blank.  If checked, the call will be routed the Warranty Unit for execution.  
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After all of the required fields are completed, press the Create WO  button.  
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After clicking on the Submit button, the page will refresh and the work order appear on the New Work Orders 
page. 

 
 
OPTIONAL (Attach Photo to new work order) : If you want to attach a photo to the work order you just 
created, click on the right arrow to view details.  You will be taken to the Process WO screen where you can 
attach photos.  See page 13 for step by step instructions on how to attach a photo.  
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BUTTON 6: CHECK IN / CHECK OUT 
 
To check in and out of a site, in the home screen of the application press the Check In  or Check Out  button 
respectively.  

 
 
When you press the Check In  or Check Out  button, the screen will refresh and display three options: 

1. Sites where you currently have assignments for 
2. Sites where they have open service calls in your assigned Person Group (e.g. N1 HVAC Department) 
3. Locations Not Listed (Free text) 
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To select a site, simply press the name of the site and it will automatically time stamp and log your selection.  
Your Check In / Check Out selection will be displayed on both the Work Force Manager Mobile and Desktop 
application.  
 
If the Location Not Listed (Free text ) option is used, after you type in your location, you will need to press the  
Submit button.  

 
 
After clicking on the Submit button and/or on a school.  Your Check in/out information will appear on the home 
page of your application. 

 
 
SEARCH WO BY WO NUMBER   
 
If you have a work order number and want a quick way to search and/or assign yourself to the work order, click 
on the magnifying glass icon on the top right corner of your home screen.  
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You will be taken to the Search WO  screen.  Enter the work order number and click on the Search  button.  

       
 
You will be taken to the Work Order where you can view the details and perform the basic functions.  

                   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Should you have any questions on this guide, please contact the Danny Lu (danny.lu@lausd.net / 213-241-1121), Mark Merrick 
(mark.merrick@lausd.net / 213-241-8620), John Herweg (john.herweg@lausd.net / 213-241-1127), Nelson Castro (n.castro@lausd.net / 
213-241-8764) or Rick Peterson (richard.peterson@lausd.net / 213-241-6274).   
 


