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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.

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 license for
details.

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.

Favorite Applications #-2 KJ
Work Order Tracking

Purchaze Requizitions

Reguest for Quotations

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.

B
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"".l_“”"“"" | Pune | woswwm | ssopmins | ewnfocoms | acwe | Sumyrws | vy | Fasewfupuony | Specmcmon
Qisammitinin 1= ity = || Borimios

Work Orders | fam 0 ) 2 08810
Work Geer Eesorpign Staeun Lot Covior 6 Descroten

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 L%Jicon.
Work Order Tracking

danny.lu on MaxCron01

|oPEN sIC = | Fing: | 23999759 @

List “ Work Order ” Planz ” WO Detailz || Related Records ” Actuals “ Safety Plan || Log || Failure Reporting ” Specifications |
Qh.dvanoed Search '™ [ESE.VBQLPBIT g

I Bookmarks

You will then be taken to the work order record. The status will be in WAPPR.
Work Order Tracking

danny.lu on MaxCron01

e @ = st s T HEd et o REANGR P D -

List Work Order " Plans " WO Detailz || Related Records " Actuals || Safety Plan || Log || Failure Reporting ” Specifications |

Class: | WORKORDER

Parent WO i »
Work Order: | 23999759 # WALL FOLD TABLES/BENCHES REPLACEMENT =] # Work Type: Al @
4 I
Cost Center: |0001585701 | @, [107TH STEL * WO Priariy: 3 &
Location: | 5-13857 ¥ |107TH STEL = Service Call? [ |
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w4
Change the status to INPLAN. Click on the - icon, a Change Status window appear. Select In

Work Order. | 23989759

iWALL FOLD TABLES/BEMCHES REPLACEMENT

Status: | WAPPR |Watting on Approval (WAPPR)

# New Status: in Planning (NF

# Status Date: 919413 3:11 PM

Memo: |

Print Work Orders)? [ |
Change work order status in back ground? l_

Noti ion E-mail for Work Order Change Status: !danny.lu@lausﬂ.net

UPDATE/REFRESH PLANNED LABOR ESTIMATES

Click on the Plans tab to update the planned labor and material estimates.

Work Order Tracking
danny.lu on MaxCron01

[ [~ Find: | , L+ [3ekect Action q‘@ﬁ£¢¢%1@w0 g:"

Related Records " Actuals " Safety Plan || Log || Failure Reporting ” Specifications |

Class: |WORKORDER Parent WO i »
Work Order: | 23999758 # WALL FOLD TABLES/BENCHES REPLACEMENT =1 # Work Type: Al ]
; i oo
Cost Center: |0001585701 4, [107TH STEL + WO Priarity 38
Location: | 5-13857 % [107TH STEL =8 Service Call? ||

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).

Tasks for Work Order 23999759~ [ Fiter = &  1-303
Seauence * Task#* Hat Cat Craft Summary Section Job Tyoe
B | 10| I AA - Carpentry Labor = 1433 99
[y 20 FA - Maintenance Worker Labor iz 1433 -]
b a0 CA - Paint Labor B 1433 -]
\

Labor ‘ Materias | Services | Too |
Labori BoFter > 1 i &i  1-3013

Task  Craft Craft Description Labor Category Quantty Hours
b DY = » Carpenter LR o 1 2400
b 20 @ FA » Maintenance LR @ 1 7800
13 30 @ cA » Painter LR (-} 1 900
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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.

d Download =

Summary Section Job Type: Est Dur Status

AA - Carpentry Labor = 1433 99 84:00 |WAPPR '-'u‘_a 4j
FA - Maintenance Worker Labor L:,l 1433 99 79:00 WAPPR fﬂ“‘ ‘SL
CA - Paint Labor = 1433 99 2.00 WAPPR o it

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).

Tasks for Work Order 23939758 [ Fiter @ 1-404
Sequence + Task#* Mat Cat Craft Summary
B 10 A - Carpentry Labor ‘;:J’,
b 20 FA - Maintenance Worker Labor Bl
'3 30 CA - Paint Labor &
4 40 HW - Metal Labor L_:J,
# Tazk: 40 # HW - Metal Labor I; Sequence: Status:| WAPPR
#* Location: S-13857 »» |107TH STEL E # Estimated Duration:  2:00 Time Remaining:{
Asset: » I',:l # Cost Center: 0001585701 ':<'; RefW0:|24120556 »

Click on the hf:lj 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.

Msterals | Sevees | Teom

Labor - [ Fier ¥ 1-30f3 o8 Dowslosd © =
Tosh  Crad Cra Doacrioton latez Safengey Hais Lis S0t

W 1] as b Carpenter Lk pE ) 214686 T

» » A » Vartenance L F-E 11621

» 0 ea » Parter w 137 mn

[ Seeciinn ew Row |

Click on the hf:lj 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.

G4 Download : =

Craft Description Labor Category Quantity Hours Rate Line Cost
Carpenter LR & 1 84:00 32.69 2,745.96 ‘j‘
L LR g 1 79:00 £t
Maintenance [N 22.99 1,816.21 I,
i LR 3 1 200 £t
Painter [ 31.37 282.33 I,
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A new row will appear, type in the appropriate Task number, Craft code and Hours.

Labar Materials Services Tools
Labor | [ Fiter > s : 1-40f4
Task Craft Craft Description Labor Category
D 10 q Al » Carpenter LR q
D 20 q FA » Maintenance LR q
D 30 q CA » Painter LR q
7 40 O [HW » WELDER LR (@
Task: 40 Cg # Hours:  2:00
Craft: HW WELDER L,_Jr # Cluantity: 1
Labor Category:| LR Cg Burdened Rate: T0.01

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

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 esijmates, click on the Materials tab.

| Labcr| aterialz

Tools

Labor : [P Fiter > . 4

1-30f3

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

Lator | Wumraw | Sereces | Tome

Materinia [P P2 B-0at0 -
Tesk  Mplw Lo Tize e L b Desoromon Qumaity Sya o Leelon Srrgrre Qeestagae?
[T e |
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

Labor Materials Services Tools
Materials - [ Fiter > ; 1-10f1
Task Mat Cat Line Type Craft tem Description
- 100 G MA , MATERIAL AA » Trash Bin & Expendables a
Task: 10 C¢ Direct lssue?|7
# Material Category: MA 5 Order Unit:| E4 Q
* Line Type: Naterial o
- Indirect Rate: 1.193
tem: > # Trazh Bin & Expendables. =
* Quantity: 1.00 Burden Unit Cost: 596.50
Storeroom: » Burden Line Cost: 596.50
#* Craft; AA > #* Avg Cost: 500.00
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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
Description = Construction Material project to project; confirm from spreadsheet)
Labor | Materials | Services Tools
Materials = [» Fiter > 4 oo _aof2
Task  MatCat Line Tvpe Craft tem Description
b 10 @ MA | MATERIAL AL » Trash Bin & Expendables =
| 10 G ma o) MATERIAL A » Construction Material =
Task| 10 O Direct lssue?[v
# Material Category: MA @ Order Unit|EA a
*Line Type: Material | 7| _
Item:l 7> * Construction Material +L,ET$ nareet Rate:l e
+ Quantiy: o Burden Unit Cost;  14,688.17
Srmum » Burden Line Cost| 1468817
# Craft: As » # Avg Cost:|  12,295.20

Click on the E icon to save the record.

CHANGE STATUS TO WREVIEW AND PRINT PLANNER DATA ENTRY REPORT

a
Change the status to WREVIEW. Click on the o icon, a Change Status window appear. Select
Waiting on Review (WREVIEW) status and click on the OK button.

Work Order; ‘23999759 ‘WALL FOLD TABLES/BENCHES REPLACEMENT

Status- INPLAN {in Planning (NPLAN)

#* New Status: Waiting on Re\rT]
# Status Date: 9/19(13 4:27 PM

Memo: |

Print Work Order()? |

Change work order status in back ground? |—

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




Click on the Select Action dropdown list and select Run Reports.

Work Order Tracking
1anny.lu on MaxCron01

[~ Fing: |
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Q ~

Select Action

List " Work Order J Plans ” WO Details: " Relal

'{E Change Statd

Work Order: |23999759

# WALL FOLD TABLE

Apply SLA=
View SLAs
SelectDeselect SLAs

Change Work Order Options

Children of Work Order 23999759 - [ Fiter >

Create

View

Sequence = WON

Create Job Plan from Work Plan

Remove Work Plan

Select Safety Hazards
Remove Safety Plan

TasksforWorkOrderMss'; D Fitter >

Apphy Route

Enter Meter Readings

Seguence = Task#* Mat Cat Report Downtime
i | 100 1 MA Wanage Downtime History
b 20 Azzign to New Parent
Move/Swap/Modify
30
b Modify/Delete Work Log
I@ Select Owner
Take Ownership
Labor || Materialz: | Services || Toolz |
— Copy Doclinks to Work order
Materials = [ Fiter * : ¥ 1 Attachment Library/Folders
Task Mat Cat Line Duplicate Work Order
Add to Bookmarks
> B < N @ MA
. Run Reports
10 MA M
b Q" Q Cognos Reporting

(3

EEP R EEEY Y]

n " Log || Failure Reporting || Specifications |

Parent WO '

Status:| WREVIEW

q

Location

Location D

...No rows to display..

Summary
!AA - Carpentry Labor
FA - Maintenance Worker Labor

CA - Paint Labor

Description
» Trash Bin & Expendables
» Construction Material

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

o

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

| On Demand Reports ‘ Scheduling Status |

| Reports to Run = Fiter » 1 °

‘4 ¥ @11-150f22 & 04 Downioad :

Description
Overtime Request
Planner_Data_Entry
Project_Cost_Estimate
Stock Material Requizition

Time Card Report

[ Create Report ] [Cancel]
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A Request Page will appear. Click on the Submit button.
Request Page

| Help Text |

Parameters =

Print modified (02 Change Worksheet) [ or Nj: 'N

Schedule =

(&) Immediate
C} At this Time |

Recurrin
o N Q

To: | @
Subject: |

Comments: |

File Type:

@ FOF
O XLs

Report Delivery Format:
(&) Email with a file attachment

() Email with a file URL
-

A BIRT Report Viewer window will appear. Click on the

_il-u

icon to print the report.

Planner - Data Entry
Form

Page |1 of 1 (L W T _-ﬂj
&',q!“ ""-"-‘m‘_ Los Angeles Unified School District Existing Facilifies
j’m 3 Maintenance & Operations
ig‘m ?; )
q‘}"‘ﬂl In“'j

WO# 23999759

Obtain the Supervisor and Approved By signature on the report.
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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.

Work Order: |2asssm |WAL[:FDLDT — .ES F @

* New Status’ Ready to Interf = |
# Status Date: 9M9/13 4:42 P I

Memo. ‘
Print Wark Orderis)? | |
Change work order status in back ground? "_

Notification E-mail for Work Order Change Status: ‘mamyh.@lam net

-

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.

CHANGE STATUS TO INPRG WHEN WORK COMMENCES

Change the status to INPRG. Click on the * icon, a Change Status window appear. Select In
Progrss (INPRG) status and click on the OK button.

Change Status

i

\vork Order: |23998759 |VWALL FOLD TABLES/BENCHES REPLACEMENT

# New Status: |In Progress
* Status Date: | 8/18/13 4:45 P

Memo: |
Print Work Order(s)? [ |

Change work order status in back ground? [ |

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

10
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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.

Work Order: | 23988759 | VWAL FOLD TABLES/BENCHES REPLACEMENT

status: [WRevIEW [Wating on Review (WREVIEW)

# New Status: Completed (co'El
*# Status Date: | 9119/13 4:45 Pl |
Memo: |
Print Work Order(s)? | |
Change work order status in back ground? | |

Notification E-mail for Work Order Change Status: |danny lu@lsusd nst

Should you have any questions on this guide, please contact Danny Lu (danny.lu@Ilausd.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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