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DEFINITION

The Emergency Service Call Email Notification Guide details step by step instructions on how to
add/remove users from receiving emergency service call email notifications.

LOGIN

The Administrator/Supervisor/Manager 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:
|dan ny_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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PERSON GROUP APPLICATION

Click on the Go To dropdown - Administration - Resources > Person Groups.

PERSON GROUPS HOME

In the Person Groups home, type in the Person Group (e.g. C3-AA) in the Find field and hit enter or click on

nifying glass @

dan.crawford on Maxint0D
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| "~ Find: |C3-AA (5 Action

List " Person Group l

You will then be taken to the Person Groups tab which will display all employees under the Perso

"PErson Groups.
dan.crawford on Maxint00-
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[ "~ Finat: | (), |setect Action
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Person Group: [C3-A4 |AREA-C3 CARPENTRY GROUR &8 Attachments 2
People | prFiter > G & 1-GaE
Person Name Use for Organization Use for Site Group Default? Site Default? Notity emeraency calls?
b s2rre0 » Cadena, Joe A = (& LAUSD o ] ] "
B s8eT » Hauser, Lyle A = o} LAUSD @ 0 0 |
B so1397 » Krause, Andrew Mark =8 @ LAUSD Q O m} m}
p 702827 » Hall, Stephen C. & (o} LAuSD & O O m}
p 707234 » Serafin, Eric = (=8 LAUSD & O O (m]
B 7o%0e » AMcaraz, Victor = @ LAUSD a m} O 0

If you want an individual on the list to receive an email when an emergency service call is generated for that
person group, check on the Notify emergency calls checkbox on the employee’s row and click on the floppy

disk “& jcon to save.

Group Defsult? Site Defsult? Notify emergency calls?
[] L] ¥
O O O
O O O

In return, if you do not want an individual on the list to receive emergency service call emails, unchecked the
check box for that employee.
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Note: If you receive a System Message indicating that “There must be at least one group default for any
group with team members.”

System Message

BM¥AAZT1TE - There must be st least one group default for any
group with t2am members.

Locate the supervisor's record on the list and check the Group Default checkbox for his/her record and save.

Group Default? Site Default? Notify emergency calls?
O O il
¥ L] []
O O O
O O O

ADD/REMOVE EMPLOYEE TO PERSON GROUP

If you are unable to locate an individual on the Person Group list, you may add him/her by clicking on the New
Row button
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Type in the employee number in the Person field and a number (e.g. 2) in the Sequence field and save.
Note: the number in the Sequence field needs to be unique from the ones that are already on the list. You
will be required to re-enter a new number if the number you entered has been used.

¥ 783816 » Lu. Danny a L ay m Ll Ll

Details
# Person: | 783916 % |Lu, Danny = Notify emergency calls? [ | Calendar | T-F L. §

Use for Organization Q Group Default? | | Shift: |A7_330

Use for Site: Q Site Default? [ # Sequance: 2

£
To remove an individual from your Person Group, click on the trash bin ' icon and save.

Should you have any questions on this guide, please contact the Danny Lu (danny.lu@lausd.net / 213-241-7007), Mark Merrick
(mark.merrick@lausd.net / 213-241-7013), John Herweg (john.herweg@lausd.net / 213-241-7016), or Richard Peterson
(richard.peterson@Ilausd.net / 213-241-7012.




