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DEFINITION

To keep better tracking of requests made to the M&O IT and Analysis Unit, you can use
the Maximo Application.

1. LOGIN
The requestor performs 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 ( MaxApp04 )
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|elmer.cortez
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2. REQUEST SUPPORT FROM THE M&O IT and Analysis Unit
START CENTER

When you first login, you will be taken to the Maximo Start Center.
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Click on the New Work Order icon

[=] Find:

'E_.,{' w |Select Action

List |  Service Call / Work Request

Enter your Cost Center and press Enter or Select from the value list

Location information will be populated automatically.

- R ]

List Senvice Call (Work Request Select Value
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Reported Date: ‘M&&W
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Enter Requestor’'s Name and Requestor’s Title

Request#
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Enter the DESCRIPTION

Request# (30256908 »

Reported Date: | 23120 3:59 FM %

» Costcenter; 0001064001 | | FAC MAINT & OPER-CENTRAL OFF

# Location: S-13863 3 | LAUSD HQ =

Requestor Name: |Elmer Corez

Requestor Title: | STFM
« Work Description; Create a Report for all Cancelled Work Orders for January 2020 By Area -

= Category: o'

Enter the CATEGORY “MAX” (Maximo Administration)

Request# 30256908 ) Seloct Valis
Reported Date: ‘2]'3&0359 PM %
= Costoenter. 0001054001 () FAC MAINT & OPER-CENTRAL OFF @ Fiter > @0 1101 e Downlosd = =
« Location; $-13883 3 [LAUSDHO. Catsgoy+  CategonCode
Requestor Name: ‘Elmﬁf'cqﬂez
Requestor Title: ‘SWM max Maximo Administration
» Work Description: Cf_eate ;_Repo@for £_1II C _ﬂct_ai!ed Work-Qrc_I_t_ar_s_fo_r J_gnua_ry 2020 By Area

+ Categary: MAX q
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Select ROUTING CODE

Maximo User 10 - Add/DropiModify User ID.
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& c @ 9]

Work Requests
elmer.cortez on ifaxAppD4
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When you are finished filling in the fields, click on the floppy disk to save the record.

3. Click “SAVE”
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Work Force Manager (WFM) Mobile Device Request Process (New Or Replacement)
1. If the request is for a replacement, verify that the WFM phone is damaged, broken or
malfunctioning

2. Enter a Service Request in Maximo following the guide to Request Support from the M&O
IT Team Located at:
https://www.laschools.org/documents/download/maintenance_& _operations/awms_docum
ents/maximo_7.5/general/Maximo_Request for M_and O_IT_ Support User_Guide.pdf?v
ersion_id=322513274

3. On the Description field, lease make sure that you provide the employee name, employee
number (labor record) and Position Title and the reason why the phone is being replaced:
Broken Screen, Damaged; etc.

4. On the Requestor Field, enter the name of the employee that needs the WFM Phone

5. On the Regq. Title Field, enter the tittle of the employee who needs the WFMP

Requestor: | Name of employee who needs the WFM Phone

Req. Title: | Title of the employee who needs the WFM Phon

6. For Replacement of a WFM Mobile Device Use Routing CODE:

MAX-22 Mobile (WFM Device) — Replacement
7. For New WFM Mobile Device Use Routing CODE:
MAX-20 Mobile (WFM Device) — New
[ Select Value
& Fiter > O @ ¥ @21-240r24 o4 Download = =
Category « Routing Code
| MAX-20 Mobile (WFM Device) - New
_’ N Mobile (District Cell) -

Replacement

| Mobile (WFM Device) -
| M2 Replacement
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8. For New Maximo or WFM Account Use Routing Code:
MAX-01 Maximo User ID — Add/Drop/Modify User ID

MAX-01 Maximo User ID - Add/Drop/Modify User ID

Should you have any questions on this guide, please contact EImer Cortez (elmer.cortez@lausd.net / 213-241-1515), Mark Merrick
(mark.merrick@lausd.net / 213-241-8620), John Herweg (john.herweg@lausd.net / 213-241-1127 or Ramon Vivero
(ramon.vivero@lausd.net / 213-241-4941).



