
 Post Date: 7/27/16 
 

 
 

 
 
 
 
 
 
 
 
 
 

Los Angeles Unified School District 
Maximo 7.5 / Labor 
Employee Personal Info/Counseling/FMLA Tracking Guide 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Maximo 7.5 / Employee Personal Info/Counseling/FMLA Tracking Guide  

2 
 

 
DEFINITION 
 
The Employee Personal Info/Counseling/FMLA Tracking Guide is designed for M&O Administrators, 
Supervisors, Managers and Directors to manage an Employee’s Personal Info, Counseling and FMLA history. 
The guide details step by step instructions on how to access and update employee information in Maximo.      
 
SECURITY  
There are four levels of security to an Employee’s Counseling/FMLA record. It is the responsibility of the 
Department Head to determine who in their department receives what permission.  
Security Level View/Edit 

Work Information 
View/Edit 

Personal Information 
View/Edit 

Counseling/FMLA 
Restricted by 
Area/Region 

1 Yes No No Yes 
2 Yes Yes No Yes 
3 Yes No Yes Yes 
4 Yes Yes Yes Yes 

 
 
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.  

 
 
 
 
 
 
 
 
 

http://awms.lausd.net/maximo
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START CENTER 
 
When you first login, you will be taken to the Maximo Start Center.   

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

  
 
If you do not see the Labor application in your Favorite Applications section, you may add it to your Favorite’s 
list by clicking on the icon and adding the application through the Select Applications button.  
 
You can also launch the Labor application by clicking on Go To  Administration  Resources  Labor.  
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LABOR APPLICATION HOME 
 
You will then be taken to the Labor home screen; in this screen, you can search by the employee by entering 

the employee number in the search field.  Click on the  icon after you enter the employee number.  

 
 
NOTE: You can only search for employees that share the same Area/Region as you.  
 
WORK INFORMATION, LABOR TAB (SECURITY LEVEL 1 & 4) 
 
The system will automatically take you to the Labor tab of the employee’s record.  This tab displays the Work 
Information for the employee. Fields that are not read only are editable.  Fields that are read only are coming 
directly from SAP.  
 
Work Information includes: 
 

Employee Number Area/Region Work/Cell/Fax Number 
Class Code Work Location Email 

Cost Center (Section Code) Work Type Assignment History 
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PERSONAL INFORMATION, PERSONAL TAB (SECURITY LEVEL 2 & 4)  
 
To access the employees Personal Information, click on the Personal tab.   

 
 
Personal Information includes: 
 

Home Address Personal Vehicle 
Drivers License Emergency Contact 
Auto Insurance Physician Contact 
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COUNSELING/FMLA TAB (SECURITY LEVEL 3 & 4)  
 
To access the employees Personal Information, click on the Personal tab.   

 
 
Counseling/FMLA Information includes: 
 
Counseling 

• Description 
• Reported Date 
• NOPDA Issue Date (Notice of Pre-Disciplinary 

Action)  
• Date of Pre-Disc 
• Skelly Response  

• Skelly Respondent 
• Action Taken 
• Action Type 
• Action Date 
• Action By 

FMLA 
• Status 
• Forms to HR Date 
• Approval/Denial Letter Date 
• Relationship 
• Name 

• Comments 
• Modified By 
• Modified Date 
• FMLA Consecutive Dates (From/To) 
• FMLA Intermittent Dates (From/To) 

 

 
 
 
 
 



Maximo 7.5 / Employee Personal Info/Counseling/FMLA Tracking Guide  

7 
 

 
EDIT/ADD PERSONAL/COUNSELING/FMLA INFORMATION 
 
To edit/add the Employee’s Personal, Counseling, or FMLA information, click on the  icon on the toolbar. 

 
 
A new browser window will appear.  The address will automatically direct you to the Employee’s Personal 
record in the Facilities Services Division website.   
 
You will be automatically logged in and have access to edit/add Personal/Counseling/FMLA Information 
based on your security level.  
 
Note: If the system did not automatically log you in, sign in with your single sign in account. 

 
 
The FSD Employee’s Personal record page allows you to edit/add the following: 

• Employee Information 
• Contact Information 
• Emergency contact Information 
• Vehicle Information 
• Counseling Information 
• FMLA Information 
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EDIT/ADD EMPLOYEE/EMERGENCY CONTACT/VEHICLE INFORMATION 
 
Click on the Update button on the top right of the section.  

 
 
The Update Information page will appear.  Make your edits and click OK when done.  
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EDIT/ADD DISCIPLINE/COUNSELING INFORMATION 
 
Click on the Add button on the top right of the section.  

 
 
The Add Employee Discipline/Counseling Information page will appear.  Make your edits and click OK 
when done.  
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EDIT/ADD FMLA INFORMATION 
 
Click on the New Request button on the top right of the section.  

 
 
The Submit FMLA request page will appear.  Make your edits and click OK when done.  

 
After you have completed your updates, the changes will automatically be reflected in Maximo. You may have 
to refresh the Labor application to see the changes.  
 
ATTACH DOCUMENTS   
 
If you have any documents to attach, click on the Attachment field in employee’s Labor tab.  

 
 
Should you have any questions on this guide, please contact 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).  


