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DEFINITION 
 
The Time Card Reporting Guide / WO Tracking Application is one of two ways to report and track time for an 
employee in Maximo.  Time reporting should be performed on a daily basis.  The guide details step by step 
instructions on how to assign/report and approve time in the WO Tracking application as well as running/printing 
the Daily/Weekly Time Card report. 
 
LOGIN 
 
The Time Reporter 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.   

 
 
 
 
 
 

http://awms.lausd.net/maximo
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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. 

 
 
Go to the work order record that you would like to report time against by entering the work order in the search 
field or clicking on the work order number if it is on your result set.  
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In the Work Order record, click on the Actuals tab.   
 
Note: You can only report time against a work order in an Approve status or higher.  

 
  
 
NEW LABOR TRANSACTION 
 
To initiate a new labor transaction, click on the New Row button, located on the bottom right.   

 
 
A new row will appear with fillable fields displayed below.   
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Please continue to fill out the following fields: 
 
Labor Code                            Start Time                            Miles (if applicable)        Short Diff (if applicable) 
Start Date                               End Time                             Tool (if applicable)         Memo (if applicable) 
Regular/OT Hrs (auto-pop)     Lead (if applicable) 
 

  
 
 
New Feature in Maximo 7.5: “Approving” Labor Transactions 
Maximo 7.5 allows users to create/save labor transactions without “Approving” / Interfacing to SAP.   
 
Why? There are a few reasons why we added this new feature.   
 
Reason #1: The Assignment Sheet application is no longer in Maximo 7.5; the Craft Senior/Supervisor can utilize 
this feature to “route/assign” their crew against work orders without triggering an actual.  When the Craft 
Senior/Supervisor is comfortable and/or receives confirmation from his/her crew, he/she then can “Approve” the 
transaction which will trigger the actual and interface to SAP.  
 
Reason #2: This feature allows you to schedule and print overtime reports without approving the labor 
transaction.   
 
Reason #3: Although Maximo 7.5 is designed for M&O’s use; other departments within Facilities Services 
Division may want to utilize the system for time keeping but not to interface.  This feature will allow them to “report 
time” without the interface piece.  
 
 
OPTION #1: APPROVE TRANSACTION 
 
If you want to approve the transaction and trigger the interface, click on the Approve Selected button. 

  
 
After selecting the Approve Selected button; the transaction is saved and the Approved box is checked.  
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OPTION #2: SAVE WITHOUT APPROVING  
 
If you do not want to approve the transaction and trigger the interface, but would like to save the record, click on 

the icon on the top toolbar.  

 
 
If you saved your transaction without approving, the system will allow you to edit the existing values.  To delete an 

unapproved transaction, click on the  icon to the right of the row and icon on the top toolbar. 
 
To approve a previously “saved” transaction, highlight the transaction row or check the select box/es and click the 
Approve Selected button.  A shared query will be provided that will allow you to easily locate the “unapproved” 
labor transactions for your person group.  
 

 
 
 
 
NEW LABOR TRANSACTION 
 
To create a new labor transaction, click on the New Row button on the bottom right hand side and repeat steps 
on approval.  
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REVERSING AN APPROVED TRANSACTION 
 
To reverse an approved transaction, highlight the approved transaction row or check the select box/es you want 
to reverse, and click on the Reverse Selected button.  

 
 
After clicking on the Reverse Selected button, the system will automatically generate a new transaction against 
the same work order and date with the reversed hours and mileage.  

 
 
DAILY/WEEKLY TIME CARD REPORT  
 
To run the Daily/Weekly Time Card Report, click on the Reports dropdown and select Work Orders \ Labor 
Reporting.   
 
Note: The Weekly Time Card report must be printed and signed off by the employee and supervisor to ensure 
proper review, acceptance and approval.  
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A Reports window will appear.  Click on the Time_Card report.  

 
 
A Request Page window will appear.  Select the Date Mode (Weekly or Daily).  You may run the report against a 
Labor Code or Person Group.  Next, enter the date range start.  Click on the Submit button when done.  
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A new BIRT Report Viewer window will appear with the Weekly/Daily Time Report.  To print, click on the  
icon on the top toolbar.  

 
 
 
 
There are three signature lines on the bottom of the Daily/Weekly Time report.  
 
The Employee is responsible for reviewing the report for accuracy.  If the Employee agrees to the information, 
he/she is to sign off on the Employee or Authorized Signature line and date.   
 
The employee’s Supervisor is responsible for reviewing the report for accuracy.  If the employee’s Supervisor 
agrees to the information, he/she is to sign off on the Employee or Authorized Signature line and date.   
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There may be cases where a third signature is required.  For example, a Weekly Time Card report that was 
generated for a Site Based Maintenance Worker (SBMW), where the SBMW signs on the employee line, the 
Plant Manager signs off on the Supervisor line and the Area Supervisor will sign off on the Approved By line.   
 
The employee’s department is responsible for keeping the original signed copy for filing.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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) or Rick Peterson 
(richard.peterson@lausd.net / 213-241-6274).   
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