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DEFINITION

The Service Call Guide / Work Order Tracking Application is designed for anyone who wishes to
generate a service call in Maximo. The guide details step by step instructions on how to create a service
call in the Work Order Tracking application.

LOGIN

The Service Call Requestor 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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WORK ORDER TRACKING

Under the Favorite Applications section, click on the Work Order Tracking application.

Favorite Applications -5 *J
- 1
Work Order Tracking
Purchaze Requizitions
Request for Quotations

Purchase Orders

Receiving

WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen; in this screen, you may search for any
existing work orders through any of the displayed fields.
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NEW SERVICE REQUEST

Work Order Tracking

To initiate a new service request, click on the @ icon, located on the top toolbar.

'~ Fing: |

Q ¥ | elect Action

~ CvaheRAwe pEs
o | waone | rone | wooet | sesarnns | o secors | acuns | Nyrun | a0 | courereponen | ssecors |

(@) Advanced Search ¥ [5] Save Query ‘* || Bookmarks

Work Orders - #Fiter > O & 0-00f0

A Work Order number will automatically populate along with the Reported Date and Status.
Work Order Tracking

= | Fint| L~ [select Action FHE e v@E: =4
List || Work Order || Plans | WO Detaiis || Assignments || Related Records | Actuale H Safety Plan || Log H Failre Reporting | Specifications |
Class: | WORKORDER Parent Wo: | »
*Work Order: 14182033 = * Work Type: @
# Cost Center: [ * WO Priority: 3 &
# Location: » | = Service Call? |
Asset: | » | e Priority Justification: | 8
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Please continue to fill out the following fields:

Cost Center Work Description Agency ID (if applicable) Asset (if applicable)
Location Category WO Priority Job Type

Requestor Name Routing Code Work Type Service Call Checkbox
Requestor Title Agency (if applicable) Tracking Code (if applicable)

The Cost Center is a new value that is introduced in Maximo 7.5. The cost center replaces the org code
value in Maximo 5.2; the cost center is a 10 digit value, used to determine what Area/Organization budget is
responsible for the service. For additional information, please see Attachment A.

G
To determine what the cost center number is, click on the = icon to the right of the Costcenter field.

Work Order Tracking i

| Find:| () |select Action ~ ) Bl

List 3| Work Order | Plans | WODetals | Assignments | Related Records | Actuals | Safety Plan

Class: | WORKORDER

# Wark Order: | 14133033 * =
# Cost Center: C«L
# |ocation: | =
Asset | » | =

A Select Value window appears, you may search for the Cost Center value by entering the school’s org
code and/or name in the Description field. Hit enter when done.

Select Value
| iwrmer > Qi@ Wi 1-20013343 C§ Downboad : =
org Code Description o i
8550 [
i > : : - o Download © =
||m 0001124001  ESC-REG EFF-SAAS | w2 Q $ wans® x :
I i
1242 0001124201  SPEC PROJ DROPOUT PREVENTION| (9@Code  CostCenter  Descrigtion i Lo 20
IFi t | |

1243 0007124301  DIAG LRNG CTR-AREAS | \Treman |

1240 0001124001  ESC-REG EF\JAS T8D
1244 0001124401  VOCTRG CTRHDC-GR A

1242 0001124201 SPEC PROJ DROPOUT PREVENTION 355 S GRAND AVE RM 1440 LOS ANGELES, CA 30071

1243 0001124301 DIAG LRNG CTR-AREAS THD

Select the appropriate Cost Center by clicking on the Org Code, Cost Center, or Description value.

Select Value
‘g\—r'Futer>Qi,é.j R e, C# Downlpad : =
Org Code Cost Center  Description Addr_1 City Zip
8850 | I , |
|
l 0001865001  FREMONT 5H 7676 5 SAN PEDRO ST LOS ANGELES, CA 90003
Cancel
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Once you click on one of the values, the Cost Center value will appear on your Cost Center field.

| Find; () = |sekect Action ST E & e

List '| Work Order | Plans | WODetals | Assignments | RelatedRecords | Actuals | SafetyPlan | Log |

Class: |WORKORDER

Work Order: !14153033 * Falling ceiling tiles in Main building, claz=room 1 |;¢
# Cost Center: 0001855001 ONT SH
# Location: | S-13475 7> |FREMONT SH l.:*

After selecting the appropriate Cost Center, the system will auto populate a location value in the Location
field. The value will have a prefix of “S-XXXXX” which represents the “supersite” level of the Cost Center.

New Location Hierarchy

Level 1: Supersite (S-XXXXX) — The “Supersite” represents the District property line the cost center
inhabits. District property lines are defined by the LA County Assessor’s office. The name of the supersite
is typically the same name as the dominant/largest school (cost center) within the property line.

There are locations (cost centers) that share the same property line. As a result, the name of the supersite
containing all of the cost centers on the property line is the same.

Level 2: Building (B-XXXXX)
Level 3: Floor (F-XXXXX)
Level 4: Room (R-XXXXX)

*Note: There are no longer “Site” level locations in Maximo 7.5. The “Site” level equivalent is now the
called the “Supersite.” For additional information, please see Attachment A.

If you want to drill down further from the “supersite”, click on the @ icon to the right of the Location field
and click Select Value from the list.

| Find; () = |sekect Action ST E & e

List '| Work Order | Plans | WODetals | Assignments | RelatedRecords | Actuals | SafetyPlan | Log |

Select Value

Clazs: WORKORDER Open Drilldown

VWork Order: | 14183033 # Falling ceiling tiles Classification =

# Cost Center: 0001865001 L |FREMONT SH Affributes

Go To Locations
# Location: | 5-13475 # |FREMONT SH

View Contracts

2} @) A falldell 9% O

View Work Details
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A Select Value window appears with a list of locations that are under the cost center you selected earlier.
Select the appropriate location by clicking on the location value (e.g. S-13475).

The “supersite” level location is listed on the top and subsequent building and room/floor locations are listed

below.
Select Value
i per > @G & :  1-200f1604 G G4 Downioad : =

Location De=cription Type Path

513475 FREMONT SH SUPERSITE  FREMONT SH:
) TWO UNIT RELOCATABLE BUILDING TWO UNIT RELOCATABLE : FREMONT SH :

TWO UNIT RELOCATABLE BUILDING TWO UNIT RELOCATABLE : FREMONT SH :
2 A-1T31 BUILDING A-1731 : FREMONT SH -

After selecting the location value, the value will appear on your Work Order.

\Work Order Tracking s

'~ Fing: |

Q ¥ |Select Action

ClEEE e

List I| Work Order |! Plans: |i WO Detailz H Asszignments " Related Records |i Actuals " Safety Plan " Log "

Class: | WORKORDER

# Work Order: | 14183033 * =1
# Cost Center; 00018850014 (L |FREMONT SH
* Location: 5-13475 NT SH =
Asset! » | L:J;
Job Type: | | | (=
CPM: [211563 |Horton, Willie D =
Fill out the remaining fields as appropriate.
\Woi Drder i racking st (0] T GOTO  REpeM SiLeme ol
- e B wisseascn - HE e v Ean  REOu@ @&
Lt Werk Order Plans. WO Detals Assgnments Redaled Aecurds [ Actunls Satety Pam Log [ Faiare Reworting I Specdcaluns
Class: | WORKORDER Parent Wo: » Amtachmenty |2
* Wore Order; 14183023 # Falling celing ifes in Uan bulsing, sisasmom 1 * Wore Type: €4 / Reperied Date: |S2313 1:52 Pl i)
 Coat Conser 0001285001 L [FREMONT SH * W) Py 34 Rrapona 8y |&2213 162 U i)
# Lnentian: 5-13478 | FREMONT SH H Serdes Car Smius: | WAPPR
e ES 7] Prieety Justificanes 3 Sintus Date: |33 152 Pl
son Type: (01 5, | Repair of Sulking o Sonood Phone: 324788 4141 Agency q
cPu 211282 Hartnn, Wille 0 w Cafeterin Phane 3232251240 ageney fnte: ]
Sectian LY Campiey Name FREMONT Ageacy O
6L Assaunt a Ory 8850 Spuree 0
Arquestor | Ior Smin £2org Tracking Code: [cR )
Req Tair | Carpnmeny Saninr Siorernnm Wateral Sintus [%] feaponshie Aren |AREA-S1
Crange Saanes an Chda Wis? [7 Dirwet haue Hatsrinl Status [1] LoeEs Priarty
i Tnar? [ Wark Pacinge Matsrnl Stmtus Q Plannieg Priarry
Material Stmus Last Lipdniss =) Aain N
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Seheduling Information. = Funding Details
Start = | Finish Buyer Prog: | 10520 0%/ Project:|
Target Start | B Targst Finish: | B Respansibility
Seheduled Start | Scheduled Finish
l @ I ki * Site Based (YM): N |
Actual Start | Actual Finish: | -
. @ @ Category Code: |CRPNTRY
Start No Earlier Than: | Finish No Later Than: |
% @ Routing Code: [MO-aa-05 @
*Duration: 2.0 Predecessors: | » Supervisar: | ” | &
Time Remaining: | Include Tasks in Schedule? [V Lead | » | =
Activity Type: | Q Work Group: | Q Person Group: | »
Lead Craft: | » | =1

Verify that all of the information is complete. To save the record, click on the IEicon, located on the top

toolbar.

| Fina:|

(), v |sekst Action

TarR o RAmw@ Bes

Lust| Work Order || Plans " WO Details " Assi

|| Related R

Nan || Log " Failure Reporting " Specifications |

Class: | WORKORDER

# Work Order: 14183033

* Faling ceiing ties in Main building, classroom 1

Parent WO: |

= *Work Type: CM Q

A “Record has been saved” message will appear.
Work Order Tracking

BMXAA4205] - Record has been saved.

| '~ | Find: |

Q ‘v |Select Action
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Class: | WORKORDER

Work Order: | 14183033

# Faling ceiling tiles in Main building, classroom 1

»
Y

Parent WO: ‘

(=13 # Work Type: CM

To create a new service call, click on the @ icon and repeat steps.

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), or John Herweg (john.herweg@Iausd.net / 213-241-7016).




