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DEFINITION

The RRGM Funded Planned Job (Type 98) guide is designed for projects that are funded through RRGM
(general fund) and executed by line item employees (typically in the M&O Areas). The guide details step
by step instructions on how to track and process a RRGM Funded Planned Job in the Work Order
Tracking application.

1.

WORK IDENTIFICATION

REQUEST FOR WORK

Work can be identified by a number of different parties. For example, Principals, Plant Managers or
Designees may be the first to identify a need at the school and submit a Request for Work form to
the CPM. The CPM consults with the Lead Craft involved to determine if the work will require a
Planned Job.

SERVICE CALL WORK ESTIMATED OVER 100 HOURS

Work may be originally identified as a Service Call and, after investigation, be found to require more
than 100 hours of labor. If work has begun on the Service Call, labor is charged against it, the
Status is changed to Complete (COMP), and the Completed Service Call is referred to the CPM to
initiate a Planned Job. If no work has begun on the Service Call, the Status is changed to Cancelled
(CAN), with a note in the Memo field of the Status Change dialog box indicating the Service Call has
been changed to a Planned Job. The Service Call is then referred to the CPM to initiate the Planned
Job.

CONSULTATION WITH AREA MAINTENANCE PLANNER
The CPM or Designee performs this function.

Inform the Area Maintenance Planner that a Planned Job is being initiated and provide the scope of
work. Area Maintenance Planner will analyze the propose Planned Job and identify if a ‘lifecycle’
Work Order exist for the project. If a ‘lifecycle’ Work Order exists, the Area Maintenance Planner will
create a Parent Work Order and attach the ‘lifecycle’ Work Order as a Child. The Area Maintenance
Planner will then provide the CPM or Designee the Parent Work Order that will be used for planning.

If the Area Maintenance Planner discovers that the proposed Planned Job does not have an existing
‘lifecycle’ Work Order, the CPM or Designee will create a new Work Order.
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LOGIN

The CPM 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:
|d anny lu |

Password:
|--.-.-. |

Sign In

Forgot Password?
New User? Register Now

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

START CENTER

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

Melcie, Lu, Dasy Bl 10} N o T Mt Sl Dk e B 0u el =M.
[ crange ca ettty [ Cmptey Seniege (| Conain new Tepiate (B eary Exmteg Tergatn () psae San Center

# = X putetnbosra & res - O ®
Suect Uesnsze Fout Dase Exeaten Daie Viewed

WORK ORDER TRACKING

Under the Favorite Applications section, click on the Work Order Tracking application.

Favorite Applications

Work Order Tracking

aﬂxJ

Purchaze Requizitions

Reguest for Quotations
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WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen; in this screen, you may search for
any existing work orders through any of the displayed fields.

Wk Dner Tracking Bebeta B V- GnTa Do Salmhe Pte Siow Sem =M,

~Trve @ i~ e ncon S0 valoendue DS

t | werosssr | pwss | woOsam | assgements | Pewsssfiecorss | Actaw | Sateyian | eg | Famrsfpsrng | Specscamass

1

B isicssiin = ity v | loiina
Work Orders ¥ faw © CL & .08t0 =

Work Gogler Eesorpign Sty Gogt Cormar £ Descroten 40 by A Growg Bmseried i L g Erioréy

NEW WORK ORDER

To initiate a new work order, click on the Lg icon, located on the top toolbar.

T~ Find: | ) [select Action =] v g a R lud S8

List | WorkOrder | Plans | WO Dstaile | Assignments | Related Records | Actuals | Sa¥etyPlan | Log | Failure Reporting | Specifications |

QAﬂvanDed Search | E Save Query =¥ I Bookmarks

Work Orders i W Fiter > @ 5 1 @ : 0-0o0fd

A Work Order number will automatically populate along with the Reported Date and Status. Write
the work order number on your planned job package. The status will begin as Waiting on Approval
(WAPPR). Fields with an asterisk* must be populated before the record can be saved.

\VilorK Drder-i racking Disstea (0] TGO Ta  Hesons D lener  Bn

e @ v/sovrsone Rl e N B AN BSE

Pons | WoDetnis | Assigements | Reited Recoms | Actunk | SafetyPan | Leg | FalureReponing | Specsestions

o s
Cuss: | WORKORDER. Farent wo: » Aligchmeely [

*Wark Crster | 1412303 7] * inr Type: =} fieparied fae |S7413 850 Al s

# Cusl Coster R WO Pranty 38 Arspond By |2213 850 Al 1)

* Location. » = Service Cal? | States. WAPPR

Populate the following fields:

General Work Order Information Scheduling Information Responsibility
Work Description Requestor Name Target Start Date Category Code
Cost Center Requestor Title Target Finish Date Routing Code
Location Work Type

Job Type WO Priority

Section Tracking Code

Field Breakdown

Work Description Type a brief description of the job in the Description field.

Cost Center The Cost Center is a new value that is introduced in Maximo 7.5. The cost
center replaces the org code value in Maximo 5.2; the cost center is a 10
digit value, used to determine what Area/Organization budget is responsible
for the service. For additional information, please see Attachment A.

@
To determine what the cost center number is, click on the =) icon to the
right of the Costcenter field.

4
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"= Find: | w | Select Action ~ W Bl
Lizt “i Work Order i- Plan= ; |i_ WO Detailz Ii Aszzignments I Related Record=s ; |i_ Actualz Ii Safety Plan
Class: | WORKORDER
# Wark Order: | 14183033 * =
#* Cozst Center: C%,
# Location: » | L_:}

A Select Value window appears, you may search for the Cost Center value by entering the school's

org code and/or name in the Description field. Click enter when done.

Select Value
Pwriter > Qi gl Bl -0 H 4 Download : =
0rg Code Description st
| 8850 |
P i s T : riter > @ & 1-200f3343 S & Downioad | =
1242 0001124201  SPEC PROJDROpOUT PR |Q@Cede  CostCenter  Description Ak o 0
1243 Tl e N | | . Eremnd | |
1240 0001124001  ESC-REG E/F 3 TBD
1244 0001124401 WOC TRG CTR-HDC-GR A4
1242 0001124201 SPEC PROJ DROPOUT PREVENTION 355 S GRAND AVE RM 1440 LOS ANGELES, CA 30071
1243 0001124301 DIAG LRNG CTR-AREAS TBD
Select the appropriate Cost Center by clicking on the Cost Center value.
Select Value
D wrer > @ @ 1-1of 1 G4 Download © =
Org Code Cost Center  Description Addr_1 City Zip
3850 I I i I i
8650 FREMONT SH 7676 S SAN PEDRO ST LOS ANGELES, CA 50003
Once you click on the Cost Center value, the value will appear on your Cost Center field.
Lizt Work Qrder Flan=z WO Detailz Azsignments Related Records Actuals Safety Plan Log
Clazz: |WORKORDER
* Work Order. 14183033 * L_}
# Cost Center. 0001855001 NT SH

After selecting the appropriate Cost Center, the system will auto populate a location value in the

Location field. The value will have a prefix of “S-XXXXX” which represents the “supersite” level of

the Cost Center.
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New Location Hierarchy

Level 1: Supersite (S-XXXXX) — The “Supersite” represents the District property line the cost center
inhabits. District property lines are defined by the LA County Assessor’s office. The name of the
supersite is typically the same name as the dominant/largest school (cost center) within the property
line.

There are locations (cost centers) that share the same property line. As a result, the name of the
supersite containing all of the cost centers on the property line is the same.

Level 2: Building (B-XXXXX)

Level 3: Floor (F-XXXXX)
Level 4: Room (R-XXXXX)

*Note: There are no longer “Site” level locations in Maximo 7.5. The “Site” level equivalent is now
the called the “Supersite.” For additional information, please see Attachment A.

If you want to drill down further from the “supersite”, click on the 2 icon to the right of the
Location field and click Select Value from the list.

Work Order Tracking

'~ | Find: (C) = select Action T E & e
Lizt -: Work QOrder Plans WO Detailz | Azzign .

Class: |WORKORDER

Select Value uals Safety Plan ._ Log

Open Drilldown

Claz=ification

Q) 040 57 O

* Work Order: 14183033 * e =
e Go To Locations
# Cost Center: 0001865001 \_., |FEEMONT 5
View Contracts
# Location: b View Wark Detais =

A Select Value window appears with a list of locations that are under the cost center you selected
earlier. Select the appropriate location by clicking on the location value (e.g. S-13475).

The “supersite” level location is listed on the top and subsequent building and room/floor locations
are listed below.

Select Value

| i = riter > @O : % :  1-200f1604 Ep o4 Download : = |

Location Des=cription Type Path |
[

513475 FREMONT SH SUPERSITE FREMONT SH : |

|

! TWVO UNIT RELOCATABLE BUILDNNG TWWO UNIT RELOCATABLE : FREMONT SH :

|B. TWWO UNIT RELOCATABLE BUILDING TWWO UNIT RELOCATABLE : FREMONT SH :

B A-1T31 BUILDING A-1731 : FREMONT SH : |
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After selecting the location value, the value will appear on your Work Order.

HFaCHING

[~ Find: €L+ |select Action [~] - g @

List Work Order Plans WO Detailz Azzignments Related Records Actuals Safety Plan Log

Class: WORKORDER

# Work Order: | 14183033 * =
# Cost Center: 0001865001 :.' FREMONT SH
% Location: 5-13475 -SH =
Job Type Select Job Type 98 (Planned Job — M&O Area RRGM funded).
Section Leave the Section field blank. This field will auto-populate with its appropriate

value after you enter the Category and Routing Code.
Requestor Type the name of the Director, CPM or other Designee requesting the job.
Requestor Title Type the title of the Requestor in the Req. Title field.

Work Type Choose the Work Type that best describes the job. You may type your selection
directly into the field if you know the Work Type Codes. If you do not know the

Work Type Codes, click on the field button = next to the Work Type field and the
selection window opens.

Ll

Tracking Code Select the most appropriate tracking code in by clicking on the “~' icon.

Target Dates  Enter a rough estimate of when work is expected to begin. In the Target Start Date
and Target Finish Date fields, type in the date (e.g. 7/1/13) or click on the calendar

icon E& next to each field.

Category Code The Category Code designates the general craft or category of work to be done on
the job, such as plumbing or carpentry. You may type your selection directly into
the Category Code field if you know the Work Categories. If you do not know the

(
-4

Work Categories, click on the arrow
view the menu.

icon next to the Category Code field to

Routing Code The Routing Codes are sub-menus of the Category Codes. After selecting the
Category Code, the system filters the selection of Routing Codes to show you only
those appropriate for the Category you have chosen. You may type your selection
directly into the Routing Code field if you know the Routing Codes. If you do not
know the Routing Codes, click on the spyglass ~*/ icon next to the Routing Code
field. The Routing Code Lookup window opens. Select the Routing Code that ends
in —PL (Planned Work).
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Sample screen shot of work order entry

Weleti 18 T GOTO  ERGAM | BRA st frate gt Out e

BAUGARATS - flecaied has been saved

=i B wizeeascen EHEZ ¢S L EE B Bwd 238
|t | wesoeser | Pun | woOuaw | cwigerents | Rewifecorts | Achwn | Selstrian | tes Fodus Aepttng | Soeciicasons
Cimsa |WORKDREER. Parent WO b Stabemchy (&
ok Order | 14183008 # Aepece hot & cold water ines i Man Buidrg = * Work Tyse: CU L.} Beporied Date | S2w13 852 AN )
® Cost Center: 0001065007 L, [FREMONT SM = W Prigrty: 18 Resgcod lly: | RT3 850 AN i)
#inesen $13474 W PREGONT 31 ] Servce Cart [ St WA
aasm » 7] Prenty Jusntcaten i) Status fete | S2612 659 a4
JesType: |99 L Pamed b =] Sehoet Prose: [37-758 4141 Agency L}
o (2110563 Horan, Wike T & Cafeteri Frose: (1735651240 Agescy Dum
Secion: (1431 = Camplex: Hame: |FREMONT Agency €
R Aseowt a oy |8ese Sauta O
Besprater |joe e szem Tacngcose 0T
R, Tl | Complen Praject Uge Starerozr Usteal Saten a B Arva: [ARER S}
Change Stanus on Caiet W7 [ Drect sue Uanera St 9 Bekn Friorty:
T [ ‘Whark Paciage Uaserial Sastes <] Fsneg Friorty
A Stahe Lot Ui o o
| seheduling Informascn = Fundiog Details =
— = | fioan = g g ar Preper s
Tarpet Szan | PN 1200 AU i) Target Finne: | W1/13 1290 Al B Responutiity =
St ® somiren ® ST
Astuw Sta m Ll Frige B cwnenr oo RS | B
‘Seart Mo Earier Than m Frinh 4o Lister Than ) Boung cove:i0a. |8
*Duntor: 260 Frecscessans # intric » L
e Te— [EETE —— Lend » =
Aty Trow a Vi G L: | o ey |08 b
Lend Craft (A W Pumter

Verify that all of the information is complete. To save the record, click on the E icon, located on the top
toolbar.

(Work Order Tracking
"= Fing:| Qv\smecmmmn THE[E fb‘!@ ! @MQ@@
List ‘ Waork Order " Plans " WO Details " & ” Related R i ” Actuals " Safety Plan ” Log ” Failure Reporting " Specifications |
Class: |WORKORDER Parent Wo: | »
Work Order: | 14183036 # Replace hot & cold water lines in Main Building = * Work Type: CM ®

A “Record has been saved” message will appear.
Work Order Tracking

BMXAA4205! - Record has been saved.
—— TR e ¢ ER  BRAw@pge

List Work Order Plans WO Detailz Asgignments Related Records Actuals Safety Plan Log Failure Reporting l Specifications
I

€L = select Action

Class: | WORKORDER Parent WO: | »

Wark Order: | 14183036 # Replace hot & cold water lines in Main Building = *Work Type: | CM @

5. DEFINE SCOPE OF WORK AND ATTACH DOCUMENTS (OPTIONAL)

The CPM or Designee performs this function.

Scope of Work Click on the button to the right of the Description field @ A Long Description
window appears.
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Work Order Tracking
BMXAA4206] - Record has been saved.
[ TiFin.ﬂ-' €1 ' select Action FEE ¢ @@ & ‘51 @MQ@@

List || Work Order “ Plang “ WO Details ‘| Assignments ‘| Related Records || Actuals ‘| Safety Plan ‘| Log || Failure Reporting " Specifications. I

Class: | WORKORDER Parent WO: | »

‘Work Order: |14133036 #* Replace hot & cold water lines in Main Building = #*Work Type: CM Q

Type the Job Scope, complete with the Contact Person and other relevant information required for
planning. The Lead Labor Group Planner will write the Craft Summary when the job has been
approved for planning. Click OK on the bottom right of the screen to return to the Work Order.

Long Description

Replace hot & cold water lines in

Main Building
I9ltRBIBIUS|IE cscEl====g" R AR 82
Font sans-serif - -| SIZEL - ~ | Format 'Nune |

Remove and replace hot and cold water lines in Main Building. Cnntact perzon for this project iz Joe Smith, Complex Project Manager.

Pleaze see detail zcope below:

G4 - Turn off water supply

A - Remove wall

G4 - Remove and replace hot and cold water lines
Ad - Patch Wall

CA - Paint Wall

[ Reset | [ Ciar |

=

. 2
You may attach documents to your work order by clicking on the Attachment —~ |con

Attach Documents, Photos, Drawings (Optional)

T YT =
“lre ), = seect Acten A e T ER L R I SE
Lt wore Orosr Fana | W0 Detaim Assgnments RewledRecorts | Adal | SetetyFua | Leg Fadure Repoang Speaicancts |
Cless | WORKORDER Farent WO » Allachmeriy
Wark Order | 14180006, * Regiace bt & £50 waler ines in Main Buling = ® Work Type! CH a Heporisd Date | 524N
* Cost Center. 0001285001 L, [FREMONT SH WO Priarty 15 Resgund By, | BZ213 359 AN 35
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After clicking on the : icon, you have an option to View Attachments, Add New Attachments or
Add from Library. To add a new file, hover your mouse over the Add New Attachment value and
select Add New File.

@ Wiew Attachments
(7 AddNew Attachments | ] Add New Fik
4] Add from Library @ Add New Web Pdge

A Create a File Attachment window will appear. Follow the on screen instructions to attach a
document.

Create a File Attachment

Onhy files with the following formats can be enabled for printing: .pdf, xl=, .cav, &t .doc, .gif, .jpg, .ppt.
Clear the check box beside the Print attached document with report if printable type option (Advanced
Option) if the file being attached i= not in one of these formats.

# Select a Folder: aAttachments | = |

Specify a file | |(Browse...

Name the document: !

Advanced Options =

Copy document to the default location =et by your adminiztrator (recommended}? ¥
Add document to the document library for others to use? |_

Print attached document with report if printable type? W

| ok | | cancel|

6. PRE-PLAN TASKS/LABOR

The CPM or Designee performs this function.

Click on the Plans tab.

Work Order Tracking -

Sl T T HEHd D B o BANG DS
it | Work order MA&anm | ResledRecorss | Acluals | SafelyPlan | Log | FalueReportng | Specificaions

Class: |WORKORDER Parent Wo. | »

Work Order: | 14183036 # Replace hot & cold water ines in Main Buiding = #Work Type: CM @

10
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Pre-Plan Tasks

On the Plans ta click on the New Row button under the Tasks for Work Order XXXX section.

< e B = [zswctacten il Z e FEaR A Bmd DS
T T O P e WSl T M R SR W
Parert w0 :§ Secten (1231 Punting Proty
Work Order 14183036 * Rclace 20t & Cold water ines I Maim Duing
S | viasvn o Tyon 109 1t Wt
Chiledien o Work Order 1483838 b Feec 6-0ute -
Ssgusnce * DM Rescromn hesares Loessan Descrpsan smm Eagme -
Sewct anaets | [ sewctLecatens | [ sewcivenomes | [ mewiow |
Tasks for Fork Order 14183036, o-oet0 =
Iuake = st ol L Hummacy Gsien b Lupt Latlu iy

The system automatically generates a Task ID for each task in increments of ten. Using your

best judgment on what craft will be utilize on the project. Use the following naming convention:
PP— XX (XX = Craft Code).

For example, PP- AA for Carpentry.

Enter the total number of hours estimated for the task in the Duration field.
Note: The duration is the length of time the employee(s) in this craft would occupy on a schedule.

Tasks for Work Order 14102006 [ Fer 11811 o Derwrsioad 2
Crat ey Zaoon T el G
P : [N =
o e 3 S o warn ¥ &
Shunce Status VeAFER * Bocte 1431 1 Aty [
*Evmuied Doraton. €0 Trme Aemanry Lgcep Crargest s
* Cont Conter: CO21BALCH Befwaimarr X et Trewaie: 6L hecout
Echetuind Start ::} Target Slart (71013 1200 48 1} Actual Slart m Eategury Code |PLULENG
Scradud Frien o Toiget Fruh |13 12:00 Al B Actus P ® Rouse Code (U0
Inngrcter » Weansrrment Datr L) Obarestios
Urarurmesere bt » Umautmrmet ain Inhare Statun Chasgea? 7

et R

Click on the New Row button to repeat steps for the next task. Click on the icon to save when

finish.
Sample screen shot
Tasks for Work Order 14183036 - [ Fiter > @ 1’#7 1-30f3
uence Iask®* MatCat Craft Summary Section dob Type EstDur
b 10 PP- A4 \j 1431 88 £0:00
13 20 PP-GA =1 1431 99 240:00
I3 | 30 |PP-CA =k 1431 9 40:00

Pre-Plan Labor

Each Task Line created above shall have a corresponding Labor line entry. Click on the New Row
button under the Labor tab.

[P
- -sere =
Tast Lo Cran Ommerpton Lot Cateory ity Hiurs ™ e Cont
Sact Cratt Lol

11
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Task ID: Enter the Task you are estimating the labor for (e.g. Task ID 10).
Craft Code: Enter the two-letter craft code of the craft that will be performing the task
Quantity: The system defaults the value to 1, but it can be changed to any number of employees

you estimate will be needed on the task.
Labor Cat: The system defaults LR (Labor Regular), but can be changed to LO (Labor Overtime) if

applicable.
Hours: Hours for each employee working on the task. The system automatically populates the

hours based on the corresponding Task (duration field).

Labor Materials Services Tools

Labor - [ Fiter > il il o
Task Craft Craft Description Labor Category
7 10 S AA »> Carpenter LR QL

Task| 10 @ #Hours:  30:00
Craft:| A4 T L,,J- # Quantity: 2

Labor Category:| LR Burdened Rate:

Click on the New Row button to repeat steps for the next task.

Sample screen shot.

Tasks for Work Ovder 14143036 [ Fiter @+ 1-383
Stauece * Tapaw s WalCat Craft Summary Secten 250 Tvok LatOur Stus

» 1 - 5 1t P w800 wasen v @

b = L 7 1431 L] 29000 VAEER =

b % P ¥ “H " ar0h | wARPR L 0

cor | Mmensa | Services | Toom
Labor | [ Fiter + 4 1-3013 b Dowmiez | =
Tas e Craf Ocroton Laber Categery Sty Bewre Gue Line Cout

» ik, =» Carpanter w000 2 86 60 {5

3 20 G » PumBer LA % 3 2000 6450 Haszm (7

» ca » Faeter w« 5 z1eze0 {5}
Sewct Crat Tew Row

Click on the icon to save when finish.
Nork OrderTracking —

'~ Find: | (L, |select Action == B bR B E D B mQ =

List Work Order Plans WO Detaile || Assignments Relsted Recorde | Actuals | Safety Plan Log Failure Reporting |  Specifications |

D Parent W’O:é Q,
Work Crder:| 141830386 # Replace hot & cold water lines in Main Building Ei ?
Status: WAPPR

7.  PRINT/SUBMIT WORK ORDER DETAILS REPORT FOR PLANNING APPROVAL

The CPM or Designee performs this function.

On the work order, click on the Select Action dropdown q icon and select Run Reports.

12



Work Order Tracking

'~ | Fin: |

Q v
List I Work Order || Plans " WO Detaile | Assl

Select Action
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o

Work Order:| 14183036

# Replace hot & cold

Children of Work Order 14183036 = [ Fiter ~

Sequence *

WON|

Tasks for Work Order 14183036 P Fiter >

uence Task#* Mat Cal
D 10
b 20
b 30|
&
Labor " hlaterials H Services || Tools !
Labor | Fiter > X T
Task  Cral
b 0 @ A
'3 | 2006 oA

Change Status

Apply SLAs

View SLAs

Select/Deselect SLAS
Change Work Order Options
Create

View

Create Job Plan from Work Plan
Remowe Work Plan

Select Safety Hazards
Remove Safety Plan

Apply Route

Enter Meter Readings
Report Downtime

Manage Downtime History
Assign to New Parent
MovarSwap/Modify
Modify/Delete Work Log
Select Owner

Take Dwnership

Copy Doclinks to Work order
Attachment Library/Folders
Duplicate Work Order

Add to Bookmarks

Run Reports

Cognos Reporting

(3

*

»

@

R UBRE T RAmQ EESE

als | Safety Plan ” Log || Failure Reporting || Specifications |

E

a

Parent Wo:|

Status:| WAPPR

Location Location Description

...No rows to display..

Summary
PP-AA =
PP-GA =
|pp_CA =
Craft Description Labor Category
Carpenter LR |
Plumber LR @

A Reports window will appear. Click on the next arrow - until you find the Work Order Details
Report. Click on Work Order Details.

.Heqmrts

| On Demand Reportz

Scheduling Status |

B Select a report from the list, or click Create Report to create an ad hoc report.

De=cription
|

Project_Cost_Estimate
Stock_Material_Requizition

Work Order Detailz

Work Order Hierarchy

Work Order Details - Parameterized

ReportstoRun ' Writer > O © 4 & {@e-100f13 ﬁi-ﬂ’ =

[ Create Report J [Cancel]

13
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A Request Page will appear. Click on the Submit button.

Request Page

Help Text |
Parameters =
Schedule =
(&) Immediate
() At this Time I%
() Recurring .':,“

Email =

Subject:

Comments: |

File Type:

® POF
O s

Report Delivery Format:

() Email with a file attachment
() Email with a file URL

A new BIRT Report Viewer window will appear. Review the report for accuracy and print the report

by clicking on the printer _:1.1 icon. The report will be exported into a PDF file where you can begin

the print.

Reporting
e
OIS
Fi s
H E
% 34
3 SA
el
Work Order Details
14183036: Replace hot & cald water lines in Main Building
Remove and replace hot and cold water lines in Main Building, Contzct person for this project is Jos Smith, Complex Project Manager,
Please see detail scope below:
GA - Tum off water supply
AA - Removi I
GA. - Remove and replace hot and cold water lines
AA - Patch Wall
CA - Paint Wall
Asset:
Location: S-13475 FREMONT SH
Sched Start:] Site:] LAUSD Job Plan
Sched Finish: Priority:| 1 ‘Supervisar;
Target Start:| 7/1/13 Work Type:|CM Lead;
Target Finish:] 3/1/13 Status:| WAPPR Vendor:
Actual Start| Parent: Owner|
Actual Finish: Failure Classi| Owner Group:
Report Date:| 5/24/13 Problem Code:| Services
Reported By:| 783516 Service Group:
GL Account: Classification:
Planned Labor
Task 1D Craft skill Level Labor Vendar Contract Qty Hours Rate Line Cost
10 Aa z 30:00 56.86 3411,60)
20 GA z 240:00 £4.30 31152,00]
30 cA i 40:00 54.57 2182,80)
Total Planned Labor: 3674640
5/24/13 10:47 AM 1/ 1

Submit the report to the AFSD or designee for review and approval.

14
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AFSD/MANAGER TO REVIEW PLAN JOB AND APPROVE FOR PLANNING
The AFSD or Manager performs this function.

Review the Work Order Details report, if approved, proceed to the next step, otherwise re-route the
report back to the CPM/Requestor to rework/clarify scope.

VERIFY TARGET DATES, CHANGE THE STATUS TO WAITING ON PLANNING (WPLAN) AND
PLACE THE JOB ON THE PLANNING LIST

The AFSD or Manager performs this function.

Verify Target Start/Finish dates in the Scheduling Information section of the work order.

Scheduling Information =3
| = | =
start | Finisn
Target Start: [7/1113 12:00 &0 ) Target Finizh: |8/113 12:00 AM i)
Scheduled Start: | i) Scheduled Finish: | )
Actual Start: | i) Actual Finish: | i)
Start No Earlier Than: | i) Finish No Later Than: | )

Change the status to Waiting on Planning (WPLAN)

“d
Click on the Change Status ®* icon in the top toolbar.

\Work Order Tracking i

< ring| @ = |select Acten FRHE g @R B Aw@ 88
List | WorkQrder | Plans | WO Details | Assignments | Related Records | Actuals | SafetyPlan | Log | Failure R¥porting | Specifications |
Class: \WORKORDER Parent WO: | »
Work Order: 514183036 # Replace hot & cold water lines in Main Building Ci # Work Type: |CM ‘:Q

A Change Status window will appear. Select Waiting on Planning (WPLAN) from the New Status
dropdown menu and click on the OK button.

Change Status
Work Order: | 14183036 |Replace hot & cold water lines in Main Building E—
Status: |WAPPR | Watting on Approval (WAPPR)

# New Status: \Waiting on Plan = f-

# Status Date: | S424/13 11:00 AM
Memo: '
Print Work Order(s}? |
Change work arder status in back ground? 1

Notification E-mail for Work COrder Change Status: ;danny.lu@lausd.net

4
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Place the Job on the Planning List

To place the job on the planning list, insert a planning priority number in the Planning Priority field.

Planning Priority: | 10

To save the record, click on the icon, located on the top toolbar.

= Fin: | () = [sekct Action ~ = B i EHgE o R m@ RS

| I I | 1 I | i |
List | WorkOrder | Plans | WODetails | Assignments | Relsted Records | Actuals | Safety®an | Log | FalureReporting | Specifications I

Class: | WORKORDER Parent WO: »

Work Order: | 14183036 # Replace hot & cold water lines in Main Building = * Work Type:  CH ®)

Route/Inform the Lead Craft about the Planned Job and the need for planning.
LEAD LABOR GROUP REFINE JOB PLAN AND CHANGE STATUS TO IN PLANNING (INPLAN)
The Lead Craft Planner or Designee performs this function.

On the work order, click on the Plans tab.
Work OrderTracking —

[ '~ | Fing: | () v [select Acton -

DR @ v BE O RAmM IS

" i T i
Assignments 5, Related Records {i Actuals |5 Safety Plan 5, Log | FaiureReporting | Specifications |

0l y.
List | WorkOrder | Plans §

Clsss: WORKORDER Parent WO: »

Work Order: | 14183036 # Replace hot & cold water lines in Main Building E # Work Typs: CM (&

You will notice that there is already Planned Tasks/Labor on the work order. These are Pre-Planned
estimates from the CPM/Requestor. Refine the values to the details of the scope.

Taaks bor Work Order vaiEams B Fiesr @+ 123013 s Dyanas = =
Samuncs * Taskd * MetCot Eeafl Summacy Sesten fsh e Eallur Sty
» 0 - an 5 1831 £ 000 WaMR ".1- -’3\
4 - PR GA o 185t » 24000 WAPR v @
b 30 e ca 3 Han " 4000 | Warm )
Lator | Mamenais | Senveces | Toss
iabor | [ fam @+ 4 .3 o Pomius | =
Test  Craft Crat Descreton Labor Category Quarsey oy 2 Line Cont
] W As » Capartnr £ A 2 ) wm sanes @
'3 20 [E4| 6a » Plumbser ] L 3 a0 B0 as200
[ L E Parter @ ) 1 L] S457 aaezso (i}
i) [iemiow )

For example, change the task name from “PP- AA” to “AA- Remove 5x7 wall to expose hot and
cold water lines” and refine the duration estimates.

Tasks for Work Order 14183036 [ Fiter ©  ©  ©  f 14074

Seovence * Tesk#* it Cat Craft Summary Section Job Type EstDur
3 | 10| | | AA- Remove $x7 wall o expose hot and cold water ines. =+ 1431 L] 60:00 |
» 20 @A~ Remove and replace hot and cold water Ines. = 1431 %9 240:00
3 30 AA-Patch wall (=1 1431 99 40:00
» 40 CA- Paint wall to match existing color = 1431 £ 200

16
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New Task
To create additional tasks, click on the New Row button. The system automatically generates a Task
ID for each task in increments of ten. In the task description field, type in the two-letter Craft Code,
dash, and a brief Task Description.

For example, “GA- Remove and replace hot and cold water lines.”

Enter the total number of hours estimated for the task in the Duration field.
Note: The duration is the length of time the employee(s) in this craft would occupy on a schedule.

Tasks for Work Order 14183006 [ Far 1-1811 o Derwsloed | &=

Click on the New Row button to repeat steps for the next task. Click on the hﬂ] icon to save when
finish.

Central Shops as support (if applicable)

If the Planned Job requires support from Central Shops, the Lead Craft will insert a separate task
record and additionally fill in the appropriate Category and Routing Code for that task (Central
Shops tasks only).

For example

Description: CS- HW Fabricate cap for water line.

Category Code: WELDER

Route Code: CS-HW-PL (Select the route code that begins with CS and end with PL)

- 5 2 for water inn LG £ [T

[

Plan Labor

Each Task Line created above shall have a corresponding Labor line entry. Refine the existing labor
lines that were created by the CPM/Requestor. To create a new Plan Labor, click on the New Row

button under the Labor tab.

[ Seectcraz | [ mewrRow |

17
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Task ID: Enter the Task you are estimating the labor for (e.g. Task ID 10).

Craft Code: Enter the two-letter craft code of the craft that will be performing the task

Quantity: The system defaults the value to 1, but it can be changed to any number of employees
you estimate will be needed on the task.

Labor Cat: The system defaults LR (Labor Regular), but can be changed to LO (Labor Overtime) if
applicable.

Hours: Hours for each employee working on the task. The system automatically populates the
hours based on the corresponding Task (duration field).

Labor Materials Services Tools

Labor - [ Fiter > il il o
Task Craft Craft Description Labor Category
7 10 S AA »> Carpenter LR QL

Task| 10 @ #Hours:  30:00

Craft:| Ad r = #* Quantity: 2

Labor Category:| LR Burdened Rate:

Click on the New Row button to repeat steps for the next task.

When you are done refining and adding additional tasks and labor, change the status to In Planning
(INPLAN).

Change the status to In Planning (INPLAN)

e
Click on the Change Status " icon in the top toolbar.

Work Order Tracking

), |select Action MRS @ R S

List | WorkOrder | Plans | WO Detais Assignments Related Records | Actuals Safety Plan Log | Failure R¢porting | Specifications |

Class: \WORKORDER Parent WO: | »

Work Order: | 14183036 # Replace hot & cold water lines in Main Building C& # Work Type: |CM ‘:4

A Change Status window will appear. Select In Planning (INPLAN) from the New Status
dropdown menu and click on the OK button.

Change Status
Viork Order: | 14183036 |Replace hot & cold water lines in Main Building =
Status: |[WPLAN 'Wa'rting on Planning (WPLAMN)

# Mew Status: In Planning (INFT:
# Status Date: |5/24/13 11:27 AN %
Memo: |
Print Work Order(=)? [ |
Change work order status in back ground? (|

Motification E-mail for Work Order Change Status: |danny.lu@lausd.net

18
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11. LEAD LABOR GROUP DETERMINE IF SUB LABOR GROUP WILL BE NEEDED

The Lead Labor Group/Planner or Designee performs these functions.

Based on scope, determine if sub labor group is needed to assist in planning. If yes, route the job

package to the pertinent sub labor groups.

Each sub labor group to create additional tasks and planned labor (if necessary) in sequential order.

See instruction on page 17 and 18 on how to plan task and labor.

As each of the sub labor group tasks are complete. The individual sub labor groups will need to

change the individual task statuses from Waiting on Approval (WAPPR) to Waiting on Review

(WREVIEW).

o
Click on the Change Status ®* icon against the individual task line.

Summary Section Job Type
AA- Remove 5x7 wall to expose hot and cold water lines. L:‘ 1431 99
GA- Remove and replace hot and cold water lines. l; 1431 99
AA- Patch wall L.-_é‘ 1431 99
CA- Paint wall fo match existing color = 1431 i)
CS5- HW Fabricate cap for water line =8 1431 g9
EA - Test interior electrical outlets L:‘ 1431 99

Est Dur Status

60:00

240:00

40:00

2:00

800

2:00

INPLAN

INPLAN

INPLAN

INPLAN

INPLAN

WAPPR

4 Download =

ok o B o g g ¥
B Y

I G E G E

A Change Status window will appear. Select Waiting on Review (WREVIEW) from the New Status

dropdown menu and click on the OK button.

Change Status

4=

Tazk: &0 EA - Test interior electrical outlets |

Status: |WAPPR Waiting on Approval (WAPPR)

* New Status: |\Waiting on REM’T-

#* Status Date: 5/24/13 1155 AM

Wemo:

= g

Repeat status change steps for all sub labor group task lines.

12. CREATE MATERIAL ESTIMATES

Material estimates consist of Planned Contract, Planned Material, and Mileage.
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To create Material esjjmates, click on the Materials tab.
| Labor | Materialz Tools

Labor : [ Fiter > 4 1-30f3

Click on the New Row button to create a new Material estimate line.

s | Services
Materisls [ Faec

Tesk  Mpcw LopTyse Lo e Dsscreson Qamaiey AxaCen LisCogt Sizrgrose Drezimgge?

Enter the following

Task ID Enter the Task ID number that corresponds to the first Task for your Craft. This
enables a Materials Report to be run by Craft on the reference Work Order.

Material Cat Click on the spyglass ' icon to the right of the Material Category field for
options. Type in MA for Materials or go to the spyglass and choose Select Value
for other options. If an A or B Letter is being used for material purchasing, select
the CO (Contract) option. If Mileage is being charged to a Task, select the Ml
(Mileage) option. There is also an OT (Other) option, which is unburdened.

Description Enter the two-letter Craft Code, and a brief Description of the Material item.
For example, EA-Electrical Materials or EA- Mileage.

Quantity The system automatically provides “1”, but you can change to quantify estimate.

Craft Enter the Labor Group’s two-letter Craft Code in the Craft Code field and tab to
the next field.

Order Unit Enter EA for each.

Avg Cost Enter the Total Estimated Cost of Materials for the corresponding Task Line.

* Cuaraty

[ Wew Row |

Click on New Row to add additional planned Material cost. When complete, Click on the [ﬂj icon to
save.

LEAD PLANNER CHANGE STATUS OF WORK ORDER TO WAITING ON REVIEW (WREVIEW).
PRINT PLANNER DATA ENTRY AND ROUTE PLANNED JOB TO CPM/REQUESTOR

The Lead Planner or Designee performs these functions.

20
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Change work order status to Waiting on Review (WREVIEW)

o
Click on the Change Status " icon in the top toolbar.
\Work Order Tracking 8 o

=] Find:| ), |select Action FHE & e e RAm@ 2

List | Work Order |r Plans :[ WO Details |I Assignments. " Related Records 1[ Actuals ‘I Safety Plan " Log 1[ Failure R¥porting ]: Speciﬁcatiuns]

Class: |WORKORDER Parent WO: | »

Work Order: I14183036 #* Replace hot & cold water lines in Main Building CL # Work Type: |CM Q,

A Change Status window will appear. Select Waiting on Review (WREVIEW) from the New Status
dropdown menu and click on the OK button.

Change Status
Work Order: | 14183036 |Replace hot & cold water lines in Main Building =
Status: |INPLAN |In Planning (INPLAN)

#* Mew Status: waiting on RgvTi
# Status Date: 5/24/13 12112 PM
Memo: |
Print Work Order(s)? | ]
Change work order status in back ground? '_

Notification E-mail for Work Order Change Status: idanny.lu@lausﬂ.ne‘l

Print Planner Data Entry Report

To print the Planner Data Entry report, on the work order, click on the Select Action dropdown ﬂ
icon and select Run Reports.

toe ek BEAwo NSe
™ - P Faorn feping | Secifcatans
Ciana: [WORKDRDER i Pareat WO »
ek Qrer | T4NEION . SHSp— ! *Ware Type: €U 1
* Cout Comter 0001065201 i W0 Prcty UL
= Locwen: (512478 e Sarvce carr [
anat brecty Juateaton
L] SensesPrare: |3TLTI4TAN
e (21058 Cateseria Prare: (333 864 1288
Seasen (1431 Cersian Nare. FRENONT
L aseount | arg: (4840
Fagemator | ioe Smin s3ay
Fnq Th: | Comgies Pragct Ugr torercom Uateral Gtatu L ]
Changs Stwass o Coig WOwT [ Direct waus ihaterial Giatun L1 ]
Tt [ Weera Pactage Uaterial Siatus L ]
Uateral Ststun Last Updatas a
ot Detain | AuserDenmin
o » Sl dzple 7] Camipe 30 5ad
Job Pan * VinTastes Exat 7l A

A Reports window will appear. Click on the Planner_Data_Entry report.
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Reports

G Select a report from the list, or click Create Report to create an ad hoc report.

On Demand Reports Scheduling Status

Reports to Run -~ Filter CL ; 4 1-50f13 Ep b Download @ =

éDescriEtinn

Cibmbnn Work Order Data Sheet
|Estimated v= Actual Work Order Costs
|Job_Cost_Recap

§O|}Bn Work Orders and g

|Planner_Data_Entry

[ Create Report ] [ Cancel]

A Request Page will appear. Click on the Submit button.

rRequest Fage

Help Text

Parameters

P

Bepart Nefiven: Farmar
& PDF =) Email with a file attachment
5 Email woth a file URL

A new BIRT Report Viewer window will appear. Review the Planner Data Entry report. To print,
click on the _:l.u icon. The report will be exported into a PDF file where you can begin the print.
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of 1 e @B B B E
= Los Angeles Unified School District Existing Facilities
Maintenance & Operations
Planner - Data Entry Form WO#14183036
Parent WO#
School Name Requested By Phone Reported Year (*) /0 #
loe Smith 5/24/13 13
Org (Max 5.2) Loc/Asset Bldg Ins ID Project No. Prog |WBS |LD Craft Target Dates
5-13475 GA Start Finish
7/1/13  [9/1/13
Location Description: FREMONT 5H
Work Requested - Description:
null. _
Planned or Written By Date |lApproved By Date
Lu, Danny Planned
5/24/13
Supervisor's Signature Date |Approved By Others Date
Job Type Fund Area Org Prog Cnt Obj Prty Ind Frg Bill Adult Status
Sequence Fund Area Org Prog Fixed Buyer %
PLANNER USE ONLY - Estimated Labor ]
Ln Labor Craft Reg Rate OT Rate Reg Hrs OT Hrs Labor Est
1 REG AR $32.69 $0.00 30.00 $980.69
2 REG CA $31.37 $0.00 40.00 $1,254.92
3 REG GA $37.31 $0.00 240.00 £8,954.84
Estimated Material |
Ln Type Craft Material Contract Other Mileage Imprest
[x Jra Af Carpenter | ¢s.000.00]
HOURS: CONTRACT: (**) INDIRECT CHARGE: @ 19.30%| $2,159.76
LABOR: 511,190.45 MILEAGE: FRINGE BENEFIT REG: @ 45.80% $5,125.23
MATERIALS: IMPREST: FRINGE BENEFIT OT: @ 14.50% $0.00
OTHER: SUB TOTAL: $11,190.45 (***) TOTAL: $18,475.43
% Fiscal Year when W.0. was changed to FUNDED or |ater status, else if not yet funded, current fiscal year, Post-funded W.O. statuses
assumed to include FUNDED, INPRG, FCOMP, COMP, WINSP, PCOMP, REWORK, SCH, or CLOSE.
# % Total Indirsct Charge = (Labor Cost + Material Cost + Fringe Benefit Reg Cost + Fringe Benefit OT Cost) x Indirect Rate

Submit the report to the CPM or Designee for review and approval.

CPM REVIEWS PLANNER DATA ENTRY, UPDATE TARGET DATES, CHANGE STATUS OF
WORK ORDER TO READY FOR REVIEW (REVIEW) AND SUBMIT PLANNED JOB TO AFSD

The CPM or Designee performs these functions.
Review the Planner Data Entry. If approve, update the Target Start/Finish dates (if necessary) and

change the status of the work to Ready for Review (REVIEW) and proceed to the next step. If not,
return Planner Data Entry form back to lead craft for adjustments.
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Change work order status to Ready for Review (REVIEW)

e
Click on the Change Status " icon in the top toolbar.
Work Order Tracking o

), |select Action FHE & e e @Im@gg

= = r = = r = = ‘ - =
List | Work Order | Plang | WO Details || Assignments |1 Related Records | Actuals ‘! Safety Plan |! Log ‘[ Failure R¥porting | Specifications |

Class: |WORKORDER Parent WO: | »

Work Order: I14183036 #* Replace hot & cold water lines in Main Building CL # Work Type: |CM Q,

A Change Status window will appear. Select Ready for Review (REVIEW) from the New Status

dropdown menu and click on the OK button.

Work Order: | 14183036 |Replace hot & cold water lines in Main Building &8
Status: | WREVIEW !Wa'rth'lg on Review (WREWVIEW)
* New Status! Ready for Rﬂit/-
# Status Date: 5/24013 12:27 PM )
Memo: |

Print Work Order(g)? &
Change work order =tatus in back ground? '_

Notification E-mail for Work Order Change Status: idanny. lu@lausd.net

e

AFSD REVIEW THE PLANNED JOB, CHANGE STATUS OF WORK ORDER TO FUNDED
(FUNDED) AND RETURN JOB PACKAGE TO CPM

Route job package to AFSD for review.

The AFSD or Designee performs these functions.

Review the Planned Job package. If approve, change the status of the work to Funded (FUNDED)
and proceed to the next step. If not, return the Planned Job Package back to the CPM for
adjustments.

Change work order status to Funded (FUNDED)

e
Click on the Change Status " icon in the top toolbar.
Work Order Tracking o

=] Find:| ), |select Action FHE & e e RAm@ 2

= = r = = r = = ‘ - =
List | Work Order | Plang | WO Details || Assignments |1 Related Records | Actuals ‘! Safety Plan |! Log ‘[ Failure R¥%porting | Specifications |

Class: |WORKORDER Parent WO: | »

Work Order: I14183036 #* Replace hot & cold water lines in Main Building CL # Work Type: |CM Q,
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A Change Status window will appear. Select Funded (FUNDED) from the New Status dropdown
menu and click on the OK button.

Change Status
Work Order: | 14123036 |Replace hot & cold water ines in Main Building E
Status: | REVIEW |Ready for Review (REVIEW)

# New Status: Funded (FUNDITf

# Status Date: 524113 12:33 P i)

Memo: |
Print Work Order(s)? |
Change work order status in back ground? 1

Notification E-mail for Work Order Change Status: ;danny.lu@lausd.net

¢

LEAD CRAFT DISTRIBUTES THE SUB LABOR GROUP PACKAGES (IF APPLICABLE)

Return Job Package to the CPM.

CPM ROUTES JOB PACKAGE TO THE LEAD CRAFT

THE SCHEDULED START/FINISH DATES WILL BE DETERMINED IN THE AREA BOOK
MEETING

LEAD CRAFT CHANGE THE STATUS TO WORK ORDER SCHEDULED (SCH) AND INSERT
BOTH SCHEDULED START/FINISH DATES

The Lead Planner or Designee performs these functions.

Insert the Scheduled Start/Finish date to the work order.

Scheduling Information =
start = Finish =
Target Start: | 7113 12:00 AM i) Target Finish: |8/1/13 12:00 AN i)
Scheduled Start: | 7/513 12:00 AW i) Scheduled Finish: |8/31A13 12:00 AN )
Actual Start: | i3 Actual Finish: | i)
Start Ho Eariier Than: i) Finish No Later Than: | i)

Change work order status to Scheduled (SCH)

@4
Click on the Change Status * icon in the top toolbar.

\Work Order Tracking i

FRHE g @R B Aw@ 88

List | WorkQrder | Plans | WO Details | Assignments | Related Records | Actuals | SafetyPlan | Log | Failure R%porting | Specifications |

), |select Action

Class: \WORKORDER Parent WO: | »

Work Order: 514183036 * Replace hot & cold water lines in Main Building Ci # Work Type: |CM ‘:Q
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A Change Status window will appear. Select Scheduled (SCH) from the New Status dropdown
menu and click on the OK button.

Change Status
Work Order: | 14183036 |Replace hot & cold water lines in Main Building =
Status: | FUNDED |Funded (FUNDED)

# New Status: Scheduled (S0 = §
# Status Date: | 5/24/13 12:38 PM %
Memo: .
Print Work Order(g)? |
Change work order status in back ground? O

Notification E-mail for Work Order Change Status: édanny.lu@lausﬂ.ne{

-

WORK COMMENCES, FIRST CRAFT CHANGE STATUS OF THE WORK ORDER TO IN
PROGRESS (INPRG)

The First Craft on the Job performs this function.

Change work order status to In Progress (INPRG)

o
Click on the Change Status * icon in the top toolbar.

), |select Action FRHE e i @ M@gg

r = = o
| WorkOrder | Plans | WO Detais | Assignments |

Related Records | Actuals | SafetyPlan | Log | Failure R¥porting | Specifications |

Class: | WORKORDER Parent WO: | »

Work Order: §14183036 # Replace hot & cold water lines in Main Building Ci # Work Type: |CM L=

A Change Status window will appear. Select In Progress (INPRG) from the New Status dropdown
menu and click on the OK button.

Change Status
Work Order: | 14183038 |Replace hot & cold water lines in Main Buiding =
Status: |SCH | Scheduled (SCH)

# New Status: in Progress (INT|
# Status Date: 5/24/13 12:42 PM
Memo: .
Print Work Order(s)? [ |
Change work order =tatus in back ground? .|

Notification E-mail for Work Order Change Status: idanny.lu@lausd.net
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21. WORK COMPLETE, LEAD LABOR GROUP INSERT ACTUAL FINISH DATE ON WORK ORDER
AND CHANGE WORK ORDER STATUS TO FIELD COMPLETE (FCOMP)

The Lead Labor Group performs these functions.

Insert the Actual Finish date to the work order.

Scheduling Information =
Start = Finish =
Target Start: |7/1112 12:00 &M ) Target Finizh: |8/1/13 12:00 AM )
Scheduled Start: |7/5/13 12:00 AW ) Scheduled Finish: | 831113 12:0 &M )
Actual Start: | 5124113 12:42 P ) Actual Finish: | 827113 )
Start Mo Earlier Than: | ) Finish No Later Than: )

Change work order status to Field Complete (FCOMP)

@4
Click on the Change Status * icon in the top toolbar.

\Work Order Tracking i

), |select Action FHE L @D % R S

List | WorkQrder | Plans | WO Details | Assignments | Related Records | Actuals | SafetyPlan | Log | Failure R%porting | Specifications |

Class: \WORKORDER Parent WO: | »

Work Order: 514183036 * Replace hot & cold water lines in Main Building Ci # Work Type: |CM ‘:Q

A Change Status window will appear. Select Field Complete (FCOMP) from the New Status
dropdown menu and click on the OK button.

Change Status
Work Order; | 14183036 !Replace hot & cold water lines in Main Building E
Status: |INPRG |In Progress (INPRG)
# New Status: Field Cumpletej
# Status Date: 5/24/13 12:48 PM
IMemo: |

Print Work Order(s)? |
Change work order status in back ground? 1

Notification E-mail for Work Order Change Status: ;dann‘,r.lu @lausd.net

==

22. SUB LABOR GROUP(S) RETURNS THE COMPLETED JOB PACKAGES TO THE LEAD LABOR
GROUP. LEAD LABOR GROUP PROCESS ALL PAPERWORK AND CHANGE WORK ORDER
STATUS TO WAITING ON INSPECTION (WINSP) AND RETURN PACKAGE TO CPM

The Lead Labor Group performs these functions.
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Review completed job packages, process all paperwork (purchase orders, invoices, etc...).

Change work order status to Waiting for Inspection (WINSP)

o
Click on the Change Status * icon in the top toolbar.
\Work Order Tracking - o

| - B PR EY IR

n [ T [ 1 T I 1 | m | i
List | WorkOrder | Plans ,[ WO Details !| Assignments " Related Records ‘[ Actuals ‘| Safety Plan " Log \[ Failure R¥porting ], Sueciﬁcatinns]

Class: | WORKORDER Parent WO: | »

Work Order: I141B‘.3036 # Replace hot & cold water line= in Main Building Dv #* Work Type: CM Q

A Change Status window will appear. Select Waiting for Inspection (WINSP) from the New
Status dropdown menu and click on the OK button.

Change Status
Wark Order: | 14183035 |Replace hot & cold water lines in Main Buiding =
Status: EFCOMF‘ |Figld Complete (FCOMP)

# New Status: Waiting on Inspﬁ
# Status Date: 5/24/13 12:51 PM
Memo: |
Print Work Order(s)? | |
Change work order status in back ground? i

Motification E-mail for Work Order Change Status: idanny.lu@\ausd.net

Route completed job packages to the CPM.

CPM VERIFIES THE JOB IS COMPLETE AND CHANGE THE WORK ORDER STATUS TO
COMPLETE (COMP)

The CPM or Designee performs these functions.
Verify job is complete.

Change work order status to Complete (COMP)

i
Click on the Change Status " icon in the top toolbar.
\Work Order Tracking -

] poa @ v ssectact PR REAu 3

T I T m 1 T I T ] T -
List | WorkOrder | Plans ,[ WO Details !| Assignments " Related Records ‘[ Actuals ‘| Safety Plan " Log \[ Failure R¥porting ], Sueciﬁcatiuns]

Class: |WORKORDER Parent Wo: | »

Work Order: | 14183036 # Replace hot & cold water line= in Main Building Clv # Work Type: CM Q,,
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A Change Status window will appear. Select Complete (COMP) from the New Status dropdown
menu and click on the OK button.

Change Status
Work Order: | 14183036 Replace hot & cold water lines in Main Building E
Status: |WINSP Waiting on Inspaction (WINSP)

#* New Status: Completed fCOT

# Status Date: 5/24/13 12:56 PM
Memo:
Print Work Order(g)? [ |
Change work order status in back ground? [

Notification E-mail for Work Order Change Status: | danny . lu@lausd.net

Route Job Package to Clerical Department for filing.

24. CLERICAL TO FILE PLANNED JOB IN COMPLETED JOBS FILE

Should you have any questions on this guide, please contact the 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).
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