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DEFINITION 
 
The Time Card Reporting and Approving Guide / Labor Reporting Application details step by step 
instructions on how to: 

• Report Time 
• Approve Time 
• Reverse Time 
• Run Reports 

o Weekly Time Card Report  
o Monthly Labor Summary 
o CATS Rejections Report 
o Labor Exception Report 

 
Effective 3/24/17, the following Time Reporting and Approving rules have been applied.   

• Separation of duties (Time Reporter and Time Approver) 
• All Maximo users can report time (create/save labor transactions) but only users who are identified as 

Time Approvers can approve the transaction.  
• Time Approvers can only approve labor transactions for individuals that share the same location as the 

Approver. 
• Area Facilities Services Directors/Regional Facilities Directors and above have the ability to approve labor 

transactions for all locations. 
• Time Approvers cannot approve their own time. 
• Time Approvers cannot approve labor transactions they last edited/modified.  All labor transactions 

require a different Time Reporter (last edited/modified) and Time Approver.  
• Reversals are not automatically approved.  
• Time Approvers can only approve labor transactions in the current month’s pay period.  The system does 

provide a grace period of 5 days after the previous months pay period for time approval.  For example, 
you have up until April 5th to approve labor transactions from March 1-31st.  After April 5th, you can only 
approve time for April and beyond.  Transactions outside of this period can only be approved by the 
AFSDs/RFDs and above.  

• Time Approvals can only be performed in Polaris/Work Force Manager and the Labor Reporting 
Application. 

• Kiosk labor transactions are submitted in an unapproved status in Maximo; Time Approver can only 
approve the Kiosk labor transactions in the Labor Reporting Application.  

 
Time Reporter Responsibilities 

• Ensure to report time, mileage, overtime, benefit (Illness, Vacation, etc…) or any additional hours on a 
daily basis. 

• Before entering absences, ensure a completed Certificate of absence form (60.ILL or 60.NON ILL) is 
submitted and signed by the Administrator/Time Approver. 

• Ensure supporting documents are on hand and approved for Overtime before entering time. 
• Accurately time report all pay period time by cut-off deadlines.  

 
Time Approver Responsibilities 

• Approve or deny Certification of absence form (60. ILL or 60.NON ILL). 
• Approve or deny, mileage, overtime, benefit (Illness, Vacation, etc…) or any additional hours. 
• Time Approver must review and approve all employee pay period time by cut-off deadlines. 
• Time Approver must ensure the accuracy and validity of all time entries.  
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TIME REPORTING INSTRUCTIONS  
 
LOGIN 
 
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.   

 
 
LABOR REPORTING 
 
Under the Favorite Applications section, click on the Labor Reporting application.  

 

http://awms.lausd.net/maximo
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LABOR REPORTING HOME 
 
You will then be taken to the Labor Reporting home screen; in this screen, we have setup a default query for you 
that display all existing labor transactions for your person group for the year.  You may change this default query 
at any time.  

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

 
 
A row will appear with fillable fields displayed below.  

 
 
Please continue to fill out the following fields: 
 

Field Description 
Labor Code The employee number 
Work Order Number The work order number that the employee worked on.  
Start Date The date of the work 
Start Time The start Time of work 
End Time The end Time of work 
Regular Hours (if applic.) The number of regular hours (Hours may be broken down to minutes) 
OT Hours (if applic.) The number of overtime hours 
Miles (if applic.) The total number of miles driven for this transaction 
Tool (if applic.) The premium tool (daily flat rate) reimbursement  
Lead (If applic.) The lead man pay differential 
Short Diff (if applic.) The short differential rate 
Memo (if applic.) Justification/Memo on transaction 
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SAVE RECORD  

To save the transaction, click on the icon on the top toolbar.  

 
 
Note: The system will allow you to edit the existing values on the transaction until it is approved by a Time 

Approver.  To delete an unapproved transaction, click on the  icon to the right of the row and icon on the 
top toolbar. 
 
Congratulations, you have just created a labor transaction.   To create additional labor transactions, click on the 
New Row button on the bottom right hand side.  
 

 
 
 
MILEAGE AND TOOL REIMBURSEMENT POLICY 
 
Mileage  
 
Employees who are required to use their personal vehicles for District business shall be reimbursed for such 
usage. 
 
Mileage Policy: 

• Mileage reimbursement is based on IRS Standard Mileage Rates. 
• Mileage is calculated from the regular work location of the employee to his or her various destinations, 

and to the return back to the employee’s work location. 
• Total miles claimed per day must be reduced by mileage “from” Home “to” Office and/or Office “to” Home. 
• Mileage is reported against the individual school work order. 
• Travel time is reported against the school work order that the employee is traveling to. 
• End of day travel time back to work is reported against the school work order that the employee last left. 
• Mileage is reported only as it is incurred and monitored daily by the Time Reporter and Approver.  
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Mileage calculation example: 

 
 
Premium Tools (Daily Flat Rate) 
 
In recognition of the fact that many unit employees regular use their own vehicle to haul District materials, tools, 
supplies and equipment, such employees shall be eligible for “flat rate” mileage in addition to the per mile 
reimbursement. 
 

• Eligible employees shall receive flat rate mileage each day that their personal vehicle is driven for District 
service. 

• Refer to Bargaining unit Agreement (Union Contract) for weight limit requirements and applicable pay 
rates. 

 
Please reference M&O Procedure No. G-M-15, “Application for Mileage and Tool Reimbursement” for 
additional information.  
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TIME APPROVING INSTRUCTIONS 
 
LOGIN 
 
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.   

 
 
LABOR REPORTING 
 
Under the Favorite Applications section, click on the Labor Reporting application.  

 

http://awms.lausd.net/maximo
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LABOR REPORTING HOME 
 
You will then be taken to the Labor Reporting home screen; in this screen, we have setup a default query for you 
that display all existing labor transactions for your person group for the year.   
 
To search for unapproved transactions, you may select from the following pre-defined queries: 

Query Name Description 
Unapproved Kiosk Labor for Area/Office To see all unapproved labor transactions for employees 

that share the same Area/Office as the login user and 
were initiated through the Plant Manager’s Kiosk 
application. 

Unapproved Labor for Area/Office for Mgt AFSD/RFD - To see all unapproved labor transactions for 
employees that reside in the same M&O Region as the 
login user.   

Unapproved Labor for My Area/Office To see all unapproved labor transactions for employees 
that share the same Area/Office as the login user. 

Unapproved Time My Person Group To see all unapproved labor transactions for employees 
that share the same Person Group as the login user.  

Unapproved labor for RFD/AFSD/Dir – Out of Pay 
Period 

AFSD/RFD – To see all unapproved labor transactions 
outside the current pay period for employees that reside in 
the same M&O Region as the login user.  

 

 
 
If you have a request to create a custom query, feel free to contact the Maximo team for assistance. 
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Once you have pulled the list of unapproved transactions, you may approve the transaction(s) by checking the 
row checkbox and click the Approve Selected button.   

 
 
 
 
 
Note: If you make any changes to the transaction (e.g. Hours, Mileage, Notes, etc…), you will be considered the 
Time Reporter and you will be unable to Approve the transaction.  The “Approved Selected” button will be grayed 
out.  A different Time Approver will be required to approve the transaction.  
 
Congratulations, you have just approved a labor transaction.    
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REVERSING AN APPROVED TRANSACTION 
 
Both the Time Reporter and Time Approver can initiate a reversal on an approved transaction; however, only the 
Time Approver can approve the transaction. 
 
Note: If the Time Approver reversed the transaction, he/she is considered the Time Reporter, therefore a different 
Time Approver will have to approve the reversal transaction.  
 
To reverse an approved transaction, check the row checkbox 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.  

 
 
The Time Approver is now required to approve the transaction to complete the process (see Time Approving 
Instructions pages 7-9 for instructions).  
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WEEKLY TIME CARD REPORT 
 
The Time Reporter/Approver are responsible for this action 
 
The Weekly Time Card Report is required to be ran weekly for timely signature and approval from the employee 
and supervisor.  Attach copies (if any) benefited time and/or overtime approval forms to support each entry.  
 
To run the Weekly Time Card Report, click on the Select Action dropdown and select Run Reports.  

 
 
 
A Reports window will appear.  Click on the Time Card Report.  
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A Request Page window will appear.  Select the Date Mode (W or D).  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.  

 
 
A new BIRT Report Viewer window will appear with the Weekly Time Report in PDF.  To print, click on the 
printer icon on the top toolbar.  
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SIGNATURES 
 
In the bottom of the Weekly Time Report, there are three signature lines; individuals who sign the Weekly Time 
report acknowledges the following: 
 
“By signing below, I certify that information appearing on this report is a true record of services performed or 
absences from productive labor and the number of miles, tools and differentials indicated for the reimbursement is 
valid for the date of this report.  I certify and agree to all necessary processing and adjustments that will reflect all 
time entered above.  Once all necessary adjustments are processed, I agree and authorize that any unearned 
wages paid as a result will be collected from my next paycheck.” 
 

Employee or Authorized Signature The employee or designee is responsible for signing this field.  
Supervisor Signature The employee’s supervisor or designee is responsible for signing this field. 
Approved By  There may be cases where a third signature is required.  For example, if 

the Weekly Time Card report 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/designee will sign off on the Approved By line.   

 

 
 
If there are any labor transactions that were rejected through the interface to SAP, the signature lines will not 
appear.  A message will be displayed indicating that not all approved labor transactions were interfaced 
successfully and the timecard is not final.  You must correct these rejections in order for you sign the report.   

 
Note: Time cards and all supporting documents must be kept on file and retained at the location for 5 years.  
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MONTHLY LABOR SUMMARY 
 
The Monthly Labor Summary report displays the total number of hours that have been successfully interfaced into 
SAP for a given month.   You may run this report for an individual, craft department or entire Area.   
 
To run the Monthly Labor Summary Report, click on the Select Action dropdown and select Run Reports.  

 
 
A Reports window will appear.  Click on the Monthly Labor Summary.  

 
 
 
 
 
 
 



                                                    Maximo 7.5 / Time Card Reporting and Approving Guide / Labor Reporting Application  

15 
 

 
A Request Page window will appear.  Enter the any date in the desired month (for example, 3/1/17 for the month 
of March 2017).  You may either run the report against an entire Area (Person group prefix) or individual craft 
department (Person Group) or an individual employee (labor code).  Optionally, you can also have the report 
display the mileage, short diff, lead, tools for each employee.    Click on the Submit button when done.  
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The Monthly Labor Summary will separate each employee in the identified report criteria and sum up the total 
regular and overtime hours, mileage, short differential, lead and tool allowance for each day.  The total for the 
month will be displayed on the right.  You may use this report to verify that all time have been entered and 
interfaced successfully for the month/pay period.  

 
 
 
CATS REJECTIONS REPORT 
 
The CATS Rejection Report displays the individual labor transactions that have been rejected during the interface 
from Maximo to SAP.  The rejections must be cleared before it is reflected in the employees Time Card Report. 
You may run this report for an individual, craft department or entire Area.   
 
To run the CATS Rejection Report Report, click on the Select Action dropdown and select Run Reports.  
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A Reports window will appear.  Click on the CATS Rejection Report. 

 
 
A Request Page window will appear.  You may either run the report against an entire Area (Person group prefix) 
or individual craft department (Person Group) or an individual employee (labor code).  Click on the Submit button 
when done.  
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The CATS Rejection Report will display all CATS rejections based on the criteria’s you provided in the request 
page.  The rejections must be cleared before it is reflected in the employees Time Card Report. 

 
 
 
LABOR EXCEPTION REPORT 
 
The Labor Exception Report displays the list of employee(s) that have not successfully interfaced the appropriate 
number of regular time for the identified pay period.  For example, the semi-monthly pay period for 3/1/17-3/15/17 
requires that 88 hours of regular time; any employees that do not have 88 hours of regular time posted 
successfully will appear on the report.   
 
To run the Labor Exceptions Report Report, click on the Select Action dropdown and select Run Reports.  
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A Reports window will appear.  Click on the CATS Rejection Report. 

 
 
A Request Page window will appear.  You may either run the report for monthly or semi-monthly employees and 
either against an entire Area (Person group prefix) or individual craft department (Person Group) or an individual 
employee (labor code).  Click on the Submit button when done.  
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A new window will appear.  Select the appropriate Payroll Cut-Off Date.  

 
 
The report will display all employees where the Posted Reg Hours do not equal the Pay Period Total Hours.  It is 
recommended that the Time Reporter/Approver run this report before the cut-off date to ensure at minimum the all 
regular hours have been posted.  

 
 
 
 
 
 
 
 
 
 
 
 
 
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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