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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.

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 & 5 X J
Work Order Tracking

Purchase Requisitions

Regquest for Quotations
Purchaze Orders
Receiving

Preventive Maintenance
Aszsets

Laber Reporting

Job Plans

Aszignment Sheet

Invoices

Work Reguests

WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen.

Work Order Tracking
52 EA WAPPR SERVIC ¥ | Find: | Q w | Sekect Action [~ & @ 1/2.5‘35@ ﬂi@ (] 0 g
List " Work Order || Plans ” WO Details ” Assignments " Related Records " Actuals " Safety Plan ” Log " Failure Reporting ” Specifications |
QAdvanDed Search v Save Query ¥ I Bookmarks
Work Orders © 7 Fiter * Q @ @ 1-80f9
Work Order Description Status Cost Center CC Description M&0 Area Person Group
11907795 RAMP —HEAL 2 BV WAPPR 0001483601 LELAND EL AREA-52 C-EA
14181673 REPAIR DEFICIENCY (ELECTRICAL}) WAPPR 0001614801 PRESIDENT EL AREA-S52 SZ-EA
14181668 LIGHTS NOT WORKING WAPPR 0001614801 PRESIDENT EL AREA-52 S2-EA
14181111 Bad ballast @Room 13, Main Building WAPPR 0001773101 WILMINGTON PK EL AREA-52 SZ-EA
14181112 Bad Ballast@Room 15, Main Building WAPPR 0001778101 WILMINGTOM PK EL AREA-S2 S2-EA
14181383 gEggGE LeirRELe s, B2 EBE L0 B WAPPR 0001885001 SAN PEDRO SH AREA-3Z S2-EA
LAZ252-THE SYSTEM HAS NOT REPORTED TO
14180747 CENTRAL STATION IN OVER 22HRE WAPPR 0001878001 WIDDLE COLLEGE HS AREA-S2 S2-EA
14181400 LIGHT FIXTURE ABOUT TO FALL BUNG 3 WAPPR 0001878101 PATTON HS AREA-32 S2-EA
2457704 FIRE ALARM SYSTEMS WAPPR 0001837701 SOUTH GATE MS AREA-SZ T-R4
[ 1 Select Records

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.
Work Order Tracking

|52 EA waPPR SERVIC ~ | Find: 14182023

Q

List " Work Order " Flans ” WO Detailz ”

SEE o R eaRdw@E B

z=ignments " Related Records " Actuals " Safety Plan " Log " Failure Reporting " Specifications |

Q Advanced Search © ™ Save Query ¥ l Bookmarks
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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.
Work Order Tracking

= Finat| (O, '+ | select Action [~]

List Work Order ” Plans || WO Details " i " Related R d ” Actuals

e v R BRAwm@ [ EES

Log || Failure Reporting " Specifications |

Class: |WORKORDER Parent WO: | »
Work Order: |141&3{|G3 * Falling ceiling tiles in Main building, clazsroom 1 L:l #* Work Type: CM Q
*Cost Center: 0001385001 ), FREMONT SH * WO Priority: 3| @
# Location; | 5-13475 % |FREMONT 5H =) Service Callz [

NEW LABOR TRANSACTION

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

Work Drder Tracking Bliva (8] W GoTo PBeo  SadCwier  Brolle  Jgn O el 1BH.

=lrm Q'vsemnmn
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ok Order: [T4TEN3D * Faing cesng s 1 Man Buking. casisom 1 73 Stus. AP Farent o »
Children of Woek Ocdar 14183033 [ Fawe - BLg0t0 T =
b ram 8-golg L -
Zegurnee Tmab * Summany Eabmairs furaten Sabuy
[Fewiow ]|
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A new row will appear with fillable fields displayed below.

L1 = s » b | Ll ey e Tol | | @ oo:n'_ m | | 2
Lo > = Agsroveat] | Rt 14183833
® Start Date THEAD = *FogHoery: 000 Wiey Mame:
Staet Torer @ O Howrs | 020 Lewd L% Task a
Fiiah Tem @ * Type WORK =% Tost ] Baysol Saction
Fran Caie Revmun? [ Shon Dift = Cran »
Lanch Break (mn)
L Accourts Bt Dntain TS bimtace Dntais Charge blovmaton
L Dest Acceunt: | CC0001865001-10520 a Entered By: [DANNY.LY Fteripce Smiu: Burdaned Ling Coat: L
‘Entered Date | THEH3 433 PR Remarcy Buordenas Fate
Agpreval Dale
[ iopesaecna ] [ Revemssoncus | [ Saeciisbe ) [ Somcipaovesab ] [Wowsow |
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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)

# Labor: 783916 ¥ |Lu, Danny = Approved?[T]
#* Start Date: 7HM8M3 |'_3',j - # Reg Hours: 8:00 - Miles: 20 _
Start Time: |7:00 AM LD OT Hours: 0:00 Lead '-_{
Finigh Time: | 3:30 P © # Type: WORK @, Tool |9 [}
Finish Date: | TM&13 Revision? [_| Short Diff @
Lunch Break {min): 0:30

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.

[ Approve Selected everse Selected ] [ Select Labor ] [ Select Planned Labor ] [New F‘.uw]

After selecting the Approve Selected button; the transaction is saved and the Approved box is checked.

Labor:| 783916 % |Lu, Danny = ApprovedZ[] -

Start Date: | 7M8/M13 m Reg Hours: 2:00 Miles: 20

Start Time: | 7:00 AM LD OT Hours: 0:00 Lead: ':{

Finish Time: | 3:30 PM (0] Type: | WORK @, Tool: |9 @,

Finish Date: | 71813 Revision? [ | Short Diff: @,
Lunch Break {min}: 0:30
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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

&=l
the “®icon on the top toolbar.

[~ Fing: | ), |select Action ~ % E i B R Am@ B B

List | WorkQrder | Plans | WO Details i Assignments | Related Records | Actuals | Safety Plan i Leg | Failure Reporting | Specifications

Wark Order: | 14183033 # Falling ceiling tiles in Main buiding, classroom 1 = Status: :APPR

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

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.

Labor Waterials. Services Tools.

Labori P Fiter > i P4k i 1-100f10
O Task Labor Name Approved? Revision? Start Date - Start Time End Time
o P @ 783916 » Lu, Danny a = o 71813 il T00AM @ 3:30 PM @
O P @, 630129 » Laudenberg, Gerald T. {5} O O 81313 ] ® ®
o P @ 783916 » Lu, Danny = = = 531132 i) T00AM (@ 3:30 PM @
O b @, 783916 » Lu, Danny = = | 5131M3 | TH0AM (D 3:30 PM (0]
O b @, 783916 » Lu, Danny = [m] O 531132 i T00AM (D 3:30 PM (0]
O b @, 783916 » Lu, Danny = O ] 513013 = Tooan (@ 3:30 PM @
O b @, 783916 » Lu, Danny =1 ] | 12913 e To0aN (@ 3:30 PM @
O p @, 783916 » Lu, Danny =t =] m] E128013 i 7004 (@ z30P (@
] @, 783916 » Lu, Danny =1 ] | S27M3 i TH0AN (@ 3:30 PM (0]
m| Ol 783818 W Lu, Danny = m| O 23013 5 700AM (O 330PM (D)

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.

eSekcted | [ ReverseSelected |
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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.

= — r o | [
s S T
ancea sewen v [l Semouweny v

R ARC Y L ARETE T2 o Dennesd | =

Lasc Labst.name * viars Girder WO Descrpten Task Aoarioedl Bexnia? SRark D - Bales ” tod e Beattus  GLie L

» o a a 7] @ @

Sl = i o m-o‘:.hhn—uﬁ; @ 0 s £ ea @ am @ 1 o 0
O p Stanms » 19090558 B FACLTES CONGIION ASSESSUENT = a N m apoaw (D oM @ & (30 7 G
b o w» uEen B FACLITES CONDITION ASSESSUENT = 1 sy &ooau (@ ELL TR (1] &0 ooe w5
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1 p THEN 0 AR 3 FACLMES CONDMON ABSESSUENT o wm @ gxa @ wer (D L] o W
O Tema EIWAT Senior Ulaintenance Planaing Supgoet (] i | m Tmad (@ @ L] L] =
1 b omems IS B FACLITES CONCITION ASSESSIENT of sy (m sbeaw (@ M (@ L2 teba G
= 3 =
b oo p Teohey W FACLITES CORDTION ASSESEUENT & Wy [ eoau (@ 20m (@ w0 oo u G
1 p SE % 1098908 B FACLITES CORCITION ASSLESINT B i} Wl @ swa @ o (@ a0 008 © @
ponan oy Tt B FACLITES CORDMION ASSESEUENT " 1 wend @ e @ @ ] (] &
oy T mEmT B Senior Maimsnance Paming Supoort B o] wenr g Toaw (D LELE TR £ 1) &
O s bR FACLITES CONDIION ASSESSUENT B a] i m EtiAM (D R © &0 ood @

“tewfaow | [ asprove Sescies Hbverns Seecied

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.

"o Labosiiztup sl 30 days = || select et =] E A 'B Y q.‘i % u’&
) abanced Zeweh v [ BaveQuery ¥
Transscsons ¥ Fam O & e @ o Benneld | =
Lt fr— - [T — Tk fggreies?  Mmeew  Sailees St loe” fod e Beodeun  Gldgus M
» # 5 a ] @ ®
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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 rewew acceptance and approval

@ Administration

-/ Asszets 3
@ Change (3
@ Contracts 2
.@l IT Infrastructure 3

Parent WO: | Inventory 3

Planning (3

Preventive Maintenance

Purchasing b |

Release k Download = ==

Security 3

Self Service 3
Service Desk b

ervi L3
T [ New Row |

Task Manageme

e D DREbEIT Y 8D

Work Orders.

(i

Work Order Trackin

Labor Reporting




Maximo 7.5 / Time Card Reporting Guide / WO Tracking Application

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

0 Select a report from the list, or click Create Report to create an ad hoc report.
On Demand Reports Scheduling Status
Reports toRun - 7 Fiter > £ ; B _a0f2 c4 Downioad : =

Description

Labor Reportj

Time_Card

[ Create Report ] [Canoel]

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.

Request Page
[ Help Text (= l
Parameters =
# Select Date Mode (Daily, Weekly)::
(Daity Iy} Weekly
Enter labor code::
783916
Enter labor group::
Enter date range end (MM/DDM™Y™™Y format)::
# Enter date range start (MMW/DDMY™Y™™ format)::
SI31M3
Schedule =
(&) Immediate
() At this Time %
() Recurring Q
Email =
To: @,
Subject:
Comments:
File Type: Report Delivery Format:
() PDF (®) Email with a file attachment
) XLs () Email with a file URL
4
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A new BIRT Report Viewer window will appear with the Weekly/Daily Time Report. To print, click on the ﬁn
icon on the top toolbar.
Reporting

Page |1 of 1 e @B P éJ
2 mes,  Los Angeles Unified School District Existing Facilities
fﬂ iy Maintenance & Operations
a8 | I3
o | P
‘-,# F 59'
ar god®
Weekly Time Report
Parameters: Labor Code: 610127 Person Group: Date(s): 6/9/2013 -
6/15/2013
Labor Code: 510127 Name: Merrick, Mark L. Person T-PC Date(s): 5/9/2013 - 6/15/2013
Group:
Start Date: 6/10/13 Status: C_INPRG Class: 3126 Sectiom: 640 Tool: Lead: 5. Diff:
Job No. Buyer Prog | Site Name Work Order Reg Hrs OT Hrs Reb. Mil. Rev.
25031421 MAINT C3 FA (AREA 13) 8688357 8:00 0:00 0
Date Total: 8:00 0:00
Start Date: 6/11/13 Status: C_INPRG Class: 3126 Sectiom: 640 Tool: Lead: 5. Diff:
Job No. Buyer Prog | Site Name Work Order Reg Hrs OT Hrs Reb. Mil. Rev.
25031421 MAINT C3 FA (AREA 18] 8688357 58:00 0:00 5 0
Date Total: 8:00 0:00
Btart Date: 6/12/13 Status: C_INPRG Class: 3126 Sectiom: 640 Tool: Lead: 5. Diff:
Job No. Buyer Prog | Site Name Work Order Reg Hrs OT Hrs Reb. Mil. Rev.
25031421 MAINT C3 FA (AREA 13) 8688357 8:00 0:00 19 0
Date Total: 8:00 0:00
Start Date: 6/13/13 Status: C_INPRG Class: 3126 Sectiom: 640 Tool: Lead: 5. Diff:
Job No. Buyer Prog | Site Name Work Order Reg Hrs OT Hrs Reb. Mil. Rev.
25031421 MAINT C3 FA (AREA 18] 8688357 58:00 0:00 25 0
Date Total: 8:00 0:00
Start Date: 6/14/13 Status: C_INPRG Class: 3126 Sectiom: 640 Tool: Lead: 5. Diff:
Job No. Buyer Prog | Site Name Work Order Reg Hrs OT Hrs Reb. Mil. Rev.
25031421 MAINT C3 FA (AREA 13) 8688357 §:00 0:00 6 0
Date Total: 8:00 0:00
Employee Total: 40:00 0:00
| certify that information appearing on this report is a true of services performed or absences from productive labor and the number of miles indicated for
the reimbarsement is valid for the date of this report.
Employee or Authorized Signature Diate Signed by Employee
Supervisor Signature (REQUIRED) Supervisor Approved Date (REQUIRED)
Approved By Approved Date

N

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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