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'~ How to create a new labor record

Step 1: Go to the Labor application (Go To - Administration - Resources - Labor).

St 2: Click on the New Labor Ij icon.
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[ - | Find: |

Q ¥ |Select Action | J
Lizt || Labor | Crafts | Personal | Counseling/FMLA |
# Labor:

Step 3: Type in the employee number in the Labor field.

Lizt Labor Craftz Perzonal Counseling/FRILA

# Labor: ?53915-

If the employee record already exists, you will receive the following System Message. If you get this

message, click on the OK button and contact the Maximo team to move the labor record to your
Area/Region.

System Message

6 BMXAA4125E - Record already existz for Labor=783516. Ensure

that the key value for the given record ig unigue.

If the employee record does not exist, you will get the following System Message. Click on the Yes button.
System Message

@ BMXAAIDTSW - A person record does not exist for 123455, Would

vou like to create ong?

Step 4: Click on the lEJ to the right on the Person field and select Go to People.
List Labor Crafts Perzonal Counseling/FMLA

# Labor: 123456

person: 123456 » |

Class Code: | Q Select Value 5
F Go To People
Section Code: |

=
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Step 5: You will be taken to the People application, click on the New Person Ij icon.

lilia.geiger on MaxCron00

T~ Fing:| €L |sekect Action =

List Person

Step 6: Type in the employee number in the Person field, type in the First Name, Last Name and rearrange

=]
the Display Name to be Last Name, First Name. Click on the floppy disk icon to save. Click on the
Return button to go back to your Labor record.
People =

| Find: (€, '+ |select Action = 7] B

List Perzon

# Perzon: 123455

First Name: | John

Last Name: |Doe

Dizplay Mame: |Doe, John L:J,'
Primary Phone: EEI
Primary E-mail: EEI

Step 7: In the Labor record, fill in the remaining fields, Area/Region, Person Group, Work Type. All other

=]
fields are optional. Click on the floppy disk icon to save. The Class Code, Section Code will auto-
populate based on the employee’s SAP information the following day.

List ‘ Labor | Crafts | Personal | Counseling/FMLA -
Perzon Group: |S2-EA -

# Labor: 123456

Person: | 123456 bog =] Calendar: b g
Clags Code: =] Shift: @
Section Code: @, =] Status: | ACTIVE
Area/Region: |REGION-S0UT Q Region South - Work Type: |[REGULAR
Work Location: » = Group: @,
Employee Location Area/Region Value
N1, N2 REGION-NORTH
C1,C2,C3 REGION-CENTRAL
S1, S2 REGION-SOUTH
Project Unit North PROJ-N
Project Unit Central PROJ-C
Project Unit South PROJ-S
M&O Central M&O CENTRAL
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Step 8 (Optional): If you are reporting time for this individual on the same day, you will need to add a Craft
code to his/her labor record. Otherwise, the Craft code will auto-populate the next day.

Click on the Crafts tab > New Row - Enter Craft Code in Craft field. Click on the floppy disk E] icon to
save.

List Labor | Crﬂﬂshrsnnﬂl Counseling/FMLA
# Labor: 123456 =
Crafts = [P Fiter > : it tnE
Craft De=scription
¥  EA » =
Detailz
* Craft: EA - » =
Skill Level: @
Vendor: > =l
Contract: >
Rate:

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).



