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DEFINITION 
 
The Wall Fold Table Work Order guide provides step by step instructions on how to update the planning 
estimates and fund the work order. 
 
Note: Although the Wall Fold Tables/Benches Replacement work orders were pre-generated for you with 
planning estimates, you must update each of the planned labor lines to obtain the correct burden rates.  
Instructions will be provided in this guide.  
 
1. LOGIN 
 

The Project Unit Carpentry Senior or Designee will perform 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.   
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 WORK ORDER TRACKING 
 

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

 
 
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.   

 
 

2. SEARCH FOR WORK ORDER AND CHANGE STATUS TO IN PLANNING (INPLAN) 

Type in the pre-generated work order number in the Find field and click on the icon.  

 
 
You will then be taken to the work order record.  The status will be in WAPPR.  
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Change the status to INPLAN.  Click on the  icon, a Change Status window appear.  Select In 
Planning (INPLAN) status and click on the OK button. 

 
 

3. UPDATE/REFRESH PLANNED LABOR ESTIMATES 
 
Click on the Plans tab to update the planned labor and material estimates.  

 
 
In the Plans tab, you will notice that the work order will already have three tasks (AA, FA, CA) and 
three labor estimates (AA – 84hrs, FA – 79hrs, CA – 9hrs).  
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OPTIONAL: If there are additional crafts that are missing, please create a new task line for the 
missing craft. To create a new tasks line, click on the New Row button.  

 
 
A new row will appear with the next incremental task number (e.g. 40).  Type in the Craft code in the 
long description (e.g. HW – Metal Labor). 

 

Click on the icon to save the record.  
 
NOTE: The work orders were pre-planned with 84hrs for AA, 79hrs for FA and 9hrs for CA.  Even 
if this is correct, you will need to refresh the values to update the burden rates.  When the work 
orders were pre-generated, the burden rates were not updated.  
 
 To refresh the values, simply remove and replace any of the values for each of the Planned Labor 
row.  For example, you may remove the quantity of 1, tab out, and re-enter the quantity of 1.  This 
will refresh the line.  You must do this for each of the lines.  To verify that the refresh has taken 
place, the Rate for AA is 56.86, FA is 39.99 and CA is 54.57.  

 

Click on the icon to save the record.  
 
OPTIONAL: If there are labor estimates missing, you may create a new labor line clicking on the 
New Row button.  
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A new row will appear, type in the appropriate Task number, Craft code and Hours. 

 

Click on the icon to save the record.  Repeat steps for additional planned labor estimates.  
 
 

4. CREATE MATERIAL ESTIMATES 
 
The pre-generated work orders do not include material estimates.  Per the cost breakdown from Leo 
Munoz’s spreadsheet, each project includes a Trash Bin & Expendables and Material estimate.   
You will need to create a material line for each of these items.  
 
To create Material estimates, click on the Materials tab.  

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

 
 
Material #1: Trash Bin & Expendables 
Task = 10 Craft = AA 
Material Category = MA Order Unit = EA 
Line Type = Material  Avg Cost = 500 
Description = Trash Bin & Expendables  
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Material #2: Construction Material  
Task = 10 Craft = AA 
Material Category = MA Order Unit = EA 
Line Type = Material  Avg Cost = 12295.20 (This value varies from 

project to project; confirm from spreadsheet) Description = Construction Material  
 

 

Click on the icon to save the record.   
 

5. CHANGE STATUS TO WREVIEW AND PRINT PLANNER DATA ENTRY REPORT 
 

Change the status to WREVIEW.  Click on the  icon, a Change Status window appear.  Select 
Waiting on Review (WREVIEW) status and click on the OK button. 
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Click on the Select Action dropdown list and select Run Reports. 

 
 
A Reports window will appear.  Select the Planner Data Entry report.  

 
 
 



  Maximo 7.5 / Wall Fold Table Work Order Guide  

9 
 

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

 
 

A BIRT Report Viewer window will appear.  Click on the  icon to print the report.  

 
 
Obtain the Supervisor and Approved By signature on the report.  
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6. SUBMIT PDE TO CLERICAL AND CHANGE STATUS TO INTREADY TO FUND WORK ORDER 

 
The clerical department will perform this function. 

Go to the work order and change the status to INTREADY.  Click on the  icon, a Change Status 
window appear.  Select Ready to Interface (INTREADY) status and click on the OK button. 

 
 
Maximo will interface the planned estimates into SAP to generate an Internal Order (I/O) number.  
The individual who changes the status to INTREADY will receive an email indicating if the interface 
was successful or failed.  If successful, the status of the work order will automatically be changed to 
FUNDED.  

 
7. CHANGE STATUS TO INPRG WHEN WORK COMMENCES 

Change the status to INPRG.  Click on the  icon, a Change Status window appear.  Select In 
Progress (INPRG) status and click on the OK button. 
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8. CHANGE STATUS TO COMP WHEN WORK IS COMPLETE 

 
The Project Unit Carpentry Senior or Designee will perform this function.  
 

Change the status to COMP.  Click on the  icon, a Change Status window appear.  Select 
Complete (COMP) status and click on the OK button. 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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).   


