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Los Angeles Unified School District

Maximo 101 Training
Handouts & Exercises
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Maximo 7.5 / Maximo 101 Training

Agenda

(7:30-7:45am) — Introductions / Roll call
(7:45-8:00am) — Facilities Website Resources

. FTS Helpdesk (http://vier.lausd.net)

. Facilities Services Division Website (http://www.laschools.org)

(8:00-8:15am) — Basic Maximo Navigation, Modules, Applications, Favorites Applications List
(8:15-9:00am) — How to create a Service Call (Hands on exercise)
. Work Request Application
. Work Order Tracking Application
(9:00-9:30am) — Work Order Tracking Overview
J Types of Work Orders (Service Calls, Planned Jobs, PM, Overhead, Standing)
. Work Order Fields
. Run Reports
(9:30-9:45am) — Break
(9:45-10:15am) — How to create a Query and Bookmark a work order(s) (Hands on exercise)
(10:15-10:45am) — How to Report Time and run associated Reports (Hands on exercise)
(10:45-11:15am) — Work Force Manager Preview

(11:15-11:30am) — Open Forum (Questions and Answers)
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1l. Facilities Website Resources

FTS Helpdesk (http://vier.lausd.net)

NUMARA

S Track-It!
HELP DESK e

1. Remote Access Assistance

Click on “Facilities Remote Help Desk”

NUMARA

« . BRICESGH

k HELP DESK i

HOME | Resources | How-To's | Admin Area | Training | Applications | Contact

REMOTE ACCESS FIS HELP DESK
FTS Documentation Monday-Friday Hotline

6:00am - 5:30pm (213} 241-4642
i % NETWORK STATUS

../ E. Tweets by @Facilities HD ALL service calls MUST be
submitted through Track-IT!

» Facilities Remote Help Desk h ' ‘

Depending on the browser you are using, you need to “open/run” the application.

Internet Explorer: Click on “Run” button

Do you want to run or save Facilities_HelpDesk.exe (297 KB) from vjer?

@ This type of file could harm your computer,

Google Chrome: Click on the “Facilities_Helpdesk”

[EI] Facilities_HelpDesk....e...

Firefox: Click on the download arrow button and click “Facilities_Helpdesk”

Q Search ¥
@ Facilities_ HelpDesk(7).exe
Open File




A Facilities Remote Helpdesk window will appear. Double click on the name of the individual who you want to

grant remote access to your machine.
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Facilties Remote Helpdesk

Jaohn Chillingtan -
Sean Castellanos

Omar Strong

E dward Romero

Angel Colon
Steve Satma
Stefan Otk
Danny Lu
td ark, b emic
Johinth Chandra
Scatt Mgupen
Stuart Mallez

4 | 1] | r

m

|

[Double Click a name above ta make a connection

Faciliteiz Bemote PC support

Submit a zervice call loze Connectiol

2. Subscribe/Unsubscribe to Maximo email distribution list

On the bottom of the FTS Help Desk webpage, click on Mailing List Subscriptions.

MAILING LIST
SUBSCRIPTIONS

Click here for Maximo Usernames ONLY

To subscribe to the Maximo email distribution list, click on ‘FISAWMS’ under the Mailing List Subscriptions.
Alternatively, you can unsubscribe by clicking on the ‘FISAWMS’ under the Unsubscribe From A Mailing List.

MAILING LIST SUBSCRIPTIONS
Click on any o
FSD ACCO
FISAWMS
CAFM-GE.
CITRIX-GE:
CITRIX-TECH-UPDATE
COLIN-GENINEO

COLIN-TECHUPD
EXPEDITION-GENINFO
LASCHOOLSORG-GENINFO
LASCHOOLSORG-TECHUPDATE
P6-EXISTFAC-GENINFO
P6-EXISTFAC-TECHUPDATE
P6-NEWCONSTRUCTION-GENINFO
P6-NEWCONSTRUCTION-TECHUPDATE
P6-REPAIRMODERN-GENINFO
P6-REPAITRMODERN-TECHUPD

e links below to Subscribe to the corresponding list.

UNSUBSCRIBE FROM A MAILING LIST

Click on any offhe links below to Un-subscribe from the corresponding list

FISAWMS
CAFM-GEN
CITRIX-GENE! -INFO

CITRIX-TECH-UPDATE

COLIN-GENINFO
COLIN-TECHUPD
EXPEDITION-GENINFO

LASCHOOLSORG-GENINFO

LASCHOOLSORG-TECHUPDATE

P6-EXISTFAC-GENINFO

P6-EXISTFAC-TECHUPDATE

P6-NEWCONSTRUCTION-GENINFO

P6-NEWCONSTRUCTION-TECHUPDATE

P6-REPAIRMODERN-GENINFO

P6-REPAIRMODERN-TECHUPD
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A new email window will appear, click on the Send button to complete the request.

=] =
MESSAGE IMSERT

SUBSCRIBE FISAWMS - Message (HTML)

? H
OPTIONS FORMAT TEXT REVIEW
bl Cl i e a— 1 Y ‘ i " > -
B ot Caibri |11 | A A 2T 22} 5“@ mj Y Q > Follow Up Q [;
Copy ) I High Importance ]
Paste . I u a. A . === &= Address Check  Aftach Attach Signature Zoom View
- ¥ Format Painter - Book Names  File Item~ - ¥ LowImpartance Templates
Clipboard [F] Basic Text [F] Mames Include Tags . Zoom My Templates
listserv @list.lausd.net
1=
Send
ubject SUBSCRIBE FISAWMS
SUBSCRIBE FISAWMS
3. Create a Facilities Technology Services (FTS) Service Ticket (TRACKIT)
Click on the Track-It! Banner on the top right corner of the page.
F | S NUMARA

 Track-It!

Click on image to
submit a service call

HELP DESK

You will be taken to the bmcsoftware page. Here you can view and add a new work order.

< bmesoftware

Home

danny.lu, welcome to Los Angeles Unified School District Self Service Center!

Solutions

Search for Solutions
Search the Solutions database for answers to common questions and problems.

My Work Orders
My Assets

My Profile

Add a New Work Order

Submit & new Work Order request at you are having

View My Work Orders
“fiew the status of previously submitted Work Orders.

Manage My Profile
Access information sbout your user account, Assets assigned to you and Self Service portal login information.
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Facilities Services Division Website (http://www.laschools.org)

FSD Home LAUSD.net Board of Education Bond Oversight Site Map Login | Register

Facilities Services Division
Los Angeles Unified School District

All Youth Achieving

FSD Home | LAUSD.net

. — AL
Loy

Community Relations About My School itiat i Business With F5D

Community Relations About My School Facilities Initiatives ies Branches Business With FSD

Asset Management

Facilities Services Division Maintenance & Operations
Program Support Services
The Facilities Services Division is responsible for the i Project Execution 2018 Local Hazard Mitigation Plan

Facilities Branches | Maintenance and Operations

Asset Management

Maintenance & Operations Welcome to the Maintenance and Quiick Links
= About Us Operations web site!
= Organizational Chart + M& O SharePoint
= Maintenance Services Here you can find useful information about the services « Maximo and IT Application User Guides
= Operations Services we provide, critical contacts for school staff, a guide for . Bid Walk Re istrg::on
= Design Depariment community projects and the Principal's Corner, where . COLIN A Ii!:ation
= School Improvement Program data on service calls and enargy usage can be found PP )
= Sustainability Initiatives * Complex Project Managers
- Inspection | hope your visit is informative and | encourage you to = Customer Satisfaction Survey
- Contact Us use the Customer Satisfaction Survey or the Contact Us » Construction Bidder's Handbhook
- Quick Links tab on these pages to tell us how we are doing or give = Drinking Water Quality Program
Program Support Services us suggestions on what we can do better. » Forums
PFD].E(.tl Bxecution Your M&0 team of professienals is committed to * Frequently Asked Questions
Facilities Contracts . . . = LAUSD Site Portal
providing you with exceptional service and we thank you )
for visiting. * Mobile Apps

= Maintenance Material Advertisement
Sincerely, = M & O Annual Contracts and Task Orders
= M & O Service Requests
= M & O Work Order Status
Principal's Corner
Reporting Graffiti
Strategic Initiatives Group

Roger Finstad
Director of Maintenance and Operations
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Ill. Basic Maximo Navigation, Modules, Applications, Favorite Applications List

Maximo Training URLs:
http://fac-max-stg00.lausd.net/maximo
http://fac-max-stg01.lausd.net/maximo

Start Center Home

MEO | MewTemplate |

[ Change ContentrLayout [l Display Setings £ Update Start Cer

‘ Favorite Applications =% H&llleﬁnﬁmﬂ > Fiter > @ )ﬁ
Work Order Tracking F Subject Message Post Date Expiration Date. Viewed
Labor Reporting I | | | N

Niew Reibslion There are currently no bulletin board messages to view.
Furchase Requisiions
Request for Quotations
Purchase Orders

Receiing

Preventive Maintenance
Assets

Joib Plans

Invoices

Work Requests

Companies

Purchase Contracts

Issues and Transfers
Refrigerant Cylinder Tracking

Refrigerant Service Orders

Labor

1. How to report Maximo performance issues.

Click on the message icon on the top right corner of the header.

A new window will appear titled, “Report Maximo Performance Issues.” Select the appropriate Severity and a
detailed description of the issue under Comments. Click Submit when ready.

X

Report Maximo Performance Issues

ooy _

Comments:
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2. How to add/remove applications on my Favorite Applications list.

Click on the pencil icon on the top right corner of the Favorite Applications.
Favorite Applications § = N

‘Work Order Tracking
Labor Reporting

“iew Reguisition

Purchase Requisiticns
Request for Quotations
Purchase Orders
Receiving

Preventive Maintenance
Asseis

Job Plans

Invgices

Work Requests
Companies

Purchase Contracts

|zsues and Transfers
Refrigerant Cylinder Tracking
Refrigerant Service Orders

Labor

You will be taken to the Favorite Applications Setup page. Here you can delete, re-order and add new
applications to your list.

Portiet | Favorits Applications Display Name: [Favarite Applications
Applications © [ Fiter > 1 i i q_qsor1a S 4 Downioad : =
Kpplication Description Order
£t
LABOR Labor it
FREONUSAGE Refrigerant Service Orders 4
FREONJUGMG Refrigerant Cylinder Tracking &
NTPURGH Burchase Contrects 1 {i}
fir
hsseT Assels s {iy
AEWDR View Requisition 3 i
I 2 fir
NVOICE Invoices 12 i}
IOTRACK WWork Order Tracking 1 @
RFQ Request for Quotations 3
REGEIPTS Receiving 5 i
PR Purchase Requisitions 3
PO Purchase Orders s @
2 Preventive Maintenance 7@
LABREP Labor Reporting 2 @
IOBPLAN Job Plans 10
0]
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IV. Exercise #1 — Creating a Service Call (Work Request Application)

Click on the Work Request application under your Favorite Applications List.

Favorite Applications

Work Order Tracking
Labor Reporting

iew Requisition
Request for Quetations
Purchase Orders
Preventive Mainteglince
Woerk Requests
Companies

Purchase Contracts
ssues and Transfers

Labor

=X

Click on the New Work Order icon.

'« Find: I"!b w Select Action

| List | Service Call { Work Regquest

Complete the fields as listed below.

e Cost Center: 0001865001

* Location: B-17155

¢ Requestor Name: Your First and Last Name
¢ Requestor Title: Your Title

ahil
&

e Work Description: Toilet seat broken in boys restroom, first stall

e Category: PLUMBING

* Routing Code: MO-GA-16

e Agency: Leave Blank

¢ Agency ID: Leave Blank

e WO Priority: 3

¢ Tracking Code: SR

e Asset: Leave Blank

* Additional Comments: Leave Blank

¢ Potential Warranty Checkbox: Leave Blank
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Sample Screenshot

[~ Fina: Q w Select Action =] @ E‘I

List Service Call / Work Request l

Request # | 28508576 » Lotation Phone # 323-758-4141
Reported Date:| TH0/M5 4:28 PM i) M&O Area;| AREA-S1
# Costrentsr: 0001265001 | (O, |FREMONT SH Address:| 7676 S SAN PEDRO ST
# Location: B-17155 »» |AUDITORIUM BUILDING L_:Jr City: LOS ANGELES
Requestor Name:| Danny Lu ZIP:| 90003

Requestor Title:| Senior Technical Project Managar
# Work Description: Toilet seat broken in boys restroom, first stall

# Category: PLUMBING (0,

# Routing Code: MO-GA-16 | (0L Agditional Comments:
#* Person Group: 51-GA
Agency: Q
Agency [D:
# WO Priority: 3 @
# Work Type: CM @, Status: WAPPR
Tracking Cods:|SR @, Site Based(viN) N
Asset: » = Potential Warranty? ||
Reported By |Lu, Danny Is Service Call? F

Attachments @
o

When you are finished filling in the fields, click on the floppy disk to save the record.

Congratulations! You have just created a service call work order.
Note: Hand write the work order number or “copy” the WO with your mouse.

IV: Exercise #2 — Search for the work order you just created in Work Order Tracking, Insert Job Type and Change
Status to APPR.

Click on Go To = Work Orders = Work Order Tracking

Cantracis
IT infrastructure ]
&3 Integration 3
ﬁ’ Inventory 3
SE—T Planning vl -He rtod Dale <
'\P Preventive Maintenance »
 ~79391E |—|:_| Purc hasing 3
F&}i Release b TIOM5 4:45 PM
@ Security (]
@ Self Service b DI L2 EM
o3 Service Desk 3 TIEM1E 801 AM
'l-:ﬁ Service Level %
i‘i'__' System Configuration ¢ [LelabBe )
Taszk Management b 71318 818 AM

Work Orders 3

[} 3,

10
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Type in (or Paste) the work order number you just creatgd in the Find field and click on the magnifying glass.

\M&O BACKLOG

"= | Find: 23508876

'\_.ﬁh Action

# Cost Center: 0001865001 | L
# Location: B-17155 »

Locstion Path: AUDITORIUM BUIL

Asset| »
Job Type:| &
cPM: 555743
Section:| 1431
GL Account:|

Hequestm-_i Dﬁmﬂy__!_u
Req. Title: Senior Technical Py
Change Status on Child WO's? [+

Iz Task? D

Fher > Qi 4
Job Cat Code Description

01 Repair of Buildings

o0z Repair of Portable Egui

oa Replacement & Instaliation of
) Equipment

04 Mawin uipment

0s Inspection & Testing

o7 \andalism - Maintenance

oe Upkeep of Grounds/Playgrounds
cg Fire Damage - Maintenance

Change Status of Work Order to APPR (Approve)

120 6£37 &

B& e %

Safety Plan Log Beficiencies

s B

BEDS -

Speq Approve Work Order  CTRL+ALT+V h

11

g Download @ =

Mocat

MAINT

MAINT

MAINT

MAINT
MAINT

MAINT

MAINT

=
i
=
i

!
| Lizt | Work Order Pian: VWO Detsils Aszsignments Felated Records Ach
| Fine | (), = |setsctaction ~| % Ga@awpi e ) mw@E FES -~
Work Order | Plans | WODstalls | Assignments | RelstedRecords | Actusls | SafetyPlan | Log | Deficiencies | Specifications
Class: WORKORDEF Barent WO: » Aacnments [z
Work Order: 28508876 # Toilet seat broken in boys resiroom, first stall (= # Work Typs: CM & Reportsd Date:| 710/18 4:23 PM i)
# Cost Center: 0001865001 | (@, [FREMONT 5H #WO Priority. 3@ Respond 8y, 8/9/18 4:28 PM i)
# Location: B-17155 % |AUDITORIUM BUILDING (=1 Service Call?z [7] Status: WAPPR
Location Path: AUDITORIUM BUILDING : FREMONT SH - Priorty Justification:| (= Status Date:| TH0/18 425 PM
Asset » =1 Phone:|323-755-4141 Agency |
Job Type: | (=1 Cafeteria Phone:|323-565-1240 Agency Date: e}
CPM: 559743 Quinonez; Luis (= Complex Name:|FREMONT SH Agency ID:|
Section’| 1431 @, [M8O South 1 LeFF? [ Source ID;
GL Account (=8 Fund Sourte:| Tracking Coge: SR | 0,
Requestor: Danny Lu MB&O Area’| AREA-S1
Req Title: Senior Technical Project Manager Local Dist| SOUTH
Enter Job Type: 01 (Repair of Buildings)
Class: WORKORDEF
- Select Value
Work Order: 28508878
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A Change Status window will appear. Click OK to execute the status change.
Change Status

Work Order:| 28508876 Toilet seat broken in boys restroom, first stall L}
Status:| WAPPR Waiting on Approval (WAPPR)
Mamo:
# New Status: Approved (APPR) [+]
*# Status Date: 7/10/18 5:12 PM i)

Print Work Order(s)? [

Change work crder status in back ground? [

Motification E-mail for Work Order Change Status:| danny lu@lausd net

Congratulations! You have just entered a job type and approved a service call work order.

IV: Exercise #3 — Run WO Details Report

Click on the Browser View: Work Order Details icon.
Bwod :

Specifications | Broy

iser View: Work Order Details i

Note: If pop-up blocker appears, click Always Allow Pop-ups for this site and try again.

Report will generate.

Page Il of 1 1@ @ % P _-é, PL@ E

) .--"E'“*'g%r Los Angeles Unifed Schoel District Existing Facilities
z’?ﬂ ";‘;g Maintenance & Operations
| - 2
ik 3 e
.éﬁ-f;'.ai%%

WORK ORDER DETAILS REPORT

W.0. # *J)B8508876* Toilet seat broken in boys restroom, first stall
28508876
Job #:

Work Order Details

Requestor Name: Danny Lu Requestor Title: Senior Reported Date: 7/10/18
Technical
Project
Manager

Respond By Date: 3/5/13 Status: APPR W.0. Priority: 3

Work Type: CM Parent W.0. #:

Agency ID: Agency Name: Agency Date:

12
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VII: Exercise #4 — Create/Save a Query

Click on the List tab = Advanced Search

| Find: (L) Select Action

Plans WO Details Assignments Related Recorg

CL Advanced Search ve Query  w H Bookmarks

In the More Search Fields window, click on the Revised button and select Restore Application Defaults.

From Ta

Scheduled Start

Scheduled Finish

Const. Actual Start

& & & &
& & & &

Congt. Actual Finigh

[ Find | [Restore Application Defaults] [Cancel

Fill in the following fields as listed below:
¢ Person Group: =N1-AA
e Status: I=COMP
* Service Call?: =Y

[More Search Fields| Gurrent Query:

WOMNUM: Failure Class » M&Q Area:
WO Description: Problem Code ‘:g Work Type:
Parent Wo: Originating Record ‘__5 Status:| I=COMP
Cost Center: ‘;5 Category Code ‘:L Status Date:
CC Description: Routing Code: ‘:g Agency:
Location: ”? Job Type ‘;L Agency 1D:
Location Description: Lead Craft ‘:L Priority-
Search Location Hierarchy: > PM » Planning Prigrity:
Asset: 2 Source ID; History?|N
Asset Description: Requestor: Is Task?| N
Person Group: =N1-A4 Service Contract » Service Call?| =Y

Click on the Find button when finish.

13




You will be taken to the List tab with the result.

Maximo 7.5 / Maximo 101 Training

List Wark Order Plans WO Details Assignments Related Records Actuals Safety Plan Log Deficiencies Specifications
Q Advanced Search @ w Save Query v i Bookmarks
WorkOrders | Priter > &, (& : 4  1-200f938 B
Work Order CC Description Description Status Cost Center M&O Ares
I=COMP @,
28268717 PANORAMA 5H drywall repair@1st floor INFRG 0001361001 AREA-N1
261576358 CANTARA EL install blinds @teachers lounge WIATL 0001276701 AREA-M1
Drywall ceiling has 2 holes that nesd
26205763 MORTHRIDGE ACAD S5H repair@hain building, 3rd floor hopper APPR 0001851301 AREA-M1
o
28457602 KENMEDY 5H SR fgﬁiﬁgﬂfﬂ'&"‘é’;gg;m& APPR 0001872501 AREA-NT
SARC - Replace 25 foot boards on
25457603 CHATSWORTH CHTR HS football Bleacher #2.Existing board APPR 00015358301 AREA-MA1
planks are either
Click Save Query button
| List l Work Order Pians VWO Details, Aszsignments Related Records Actuals Safety Plan Log Deficiencies Specifications
Q Advanced Search w E Save Query arks
Work Orders | 7 Fitter » (1 = R 1-200f 936 Gp
. Work Order .CC Drescription .Deurip_lion .m .Cosl Center .M&O Ares
|i=comp &
28268717 PANORAMA SH drywall repain@ist fioor INPRG 0001861004 AREA-N1
28157658 CANTARA EL install biinds @ieachers lounge WMATL 000127671 AREA-MN1
Enter Query Name and Description as: Open N1-AA Service Calls. Press OK button to save.
Save Current Query
# Query Name: Open N1-AA Service Calls # | Open N1-A4 Service Calls
Public? [ |
Defautt? [ |

Congratulations! You have just created and saved a query.

14



VIII. Exercise #5 — Report Time in Labor Reporting

In the Labor Reporting application, click on the New Row button.

Click on Go To = Work Orders = Labor Reporting

Wi
IT Infrastructure b
Integration 3
@ Inventory ¥
Lead CTBﬂ-'- EE; Pianning ¥
"\P Preventive Maintenance p
| Purchasing b %
BA ﬂ:[*:_"l‘ Release 3
B4 E‘;:] Securily 3
gf Self Service
BA 5y Service Desk
:ﬁ Service Level
B4 @ Sysiem Configurafion
E Task Manageme:
e Work Orders
BA 42518 T-4T AM

& |

Senv?

Y &
i 301
[+ 3 03
I 3 M
= Iim

Labor Repoifing

Maximo 7.5 / Maximo 101 Training

=l =i 4 B o OB G iE[E
i for your Person Group || setect Action -Bea e BRiBBE
@), Advenced Search v ] Save Query ‘v
Transactions 7 Fiter * () @ 1-10.0f 2885 B £4 Download : =
] Labor Labor name + Workorder GG Name: WO Description Status  PersonGrp  Approved? Rev? StoriDate . Start Time = ReoHows  OTHours Miles Tool
e = ® ‘ |
'j [ 4f 703044 Herwen, John Ethan 27353515 FAC MAINT & OPER-CENTRAL OFF 1T/ ANALYSIS UNIT - ADMIN SUPPORT INPRG | T-PC O [ scons | smAM | (D) 800 0.00 @
1 p i 7ssz  Petersen, Rihard D 27359519 FACMAINT & OPER.-CENTRAL OFF 1T FANALYSIS UNIT - ADMIN SUPPORT INPRG TP o o seun: ToAaM @ 00 000 @
a3 Drinking Water Quality Program - =
1 b % 78328  Peterson, Richard D. 25802503 FAGMAINT & OPER-CENTRAL OFF L o INPRG  T-PC o O s B rooem @ 200 000 @
3 ).‘;11 708044 Henweg, John Ethan 27359518 FAC MAINT & OPER-CENTRAL OFF IT F ANALYSIS UNIT - ADMIN SUPFORT INPRG  T-PC 5] O sosns [ cooam (D &00 000 3“
[ b % 78308 Poterson Richard D. 27356515 FAGMAINT & OPER-CENTRAL OFF 1T £ ANALYSIS UNIT - ADMIN SUPPORT INPRG  T-PC o O spans ) oA @ 500 000 @
5 5 Drinking Water Quality Program - E
7 B 4§ 7828 Peterson, Richard D 25802503 FAGMAINT & OPER-GENTRAL OFF e o INPRG  T-PC o O smans oeM (@ 200 000 @
I1 b % 709042 Herweg, Jonn Ethan 27356519 FACMAINT & OPER CENTRAL OFF IT £ ANALYSIS UNIT - ADMIN SUPPORT INPRG  TPC o O s2sne [ emam @ 00 000 @
[ b % 78395 Peterson Richard D. 27356515 FAGMAINT & OPER.CENTRAL OFF IT £ ANALYSIS UNIT - ADMIN SUPPORT INPRG  T-PC o O sesns [ oo @ 500 0.00 &
5 Drinking Water Quality Program - -
[0 b % 78320  Peterson Richara D. 25802503 FAC MAINT & OPER-CENTRAL OFF bt Lok ma Mool INPRG  T-PC o O e=sns [ woem @ 200 000 @
[ B G 703044  Herwog, John Ethan 27356519 FAGMAINT & OPER GENTRAL OFF 1T FANALYSIS UNIT - ADMIN SUPPORT INPRG TP o o sems s0AM (@ &:00 000 @

Complete the following fields as listed below:
Work Order: Enter the work order number you created.
Labor: Your employee number
Start Date: 7/11/18

Start Time: 7:00 AM

Regular Hours: 4
Miles: 10
Memo: Roundtrip from home to Fremont SH.

15
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Sample screenshot

—
[] 7 i 763916  Lu,Danny 28508376 FREMONT SH e AR APPR | T-FC & 0O e | R 700AM | (O 400

“# Work Order: 28505876 ¥» | Toilet seat broken in boys restroom, first stall = Payroll Settion: 0640 Ref wo:| 28508576 WO Status:| APPR

* Labor: 753015 % [Lu, Danny Approved? Graft |00 Class Gode:| 1202

Miles| 10 Memcip, from home to Fremont SH.

# Start Date: 71118 6] # Regular Hours: 41

Start Tme:| 70020 | (@ 40T Hours:  0:00 Tool

End Time:/11:00aM | (@ Type:|WORK Lead:
End Date:| 711118 Revision? [ Shortdiff: @
Lunch Bresk (min}| Premium Rate Type:| HOURLY Premium Pay Rate: 169.08

When finish, click on floppy disk icon to save.
Congratulations! You have just created a labor transaction.
VIII. Exercise #6 — Run Weekly Time Card Report

Click on the Select Action drop down and select Run Reports.

| Al far your Person Group ||| Select Action =
(U 2 % 5 =
Sl ficns.: % Eiler 2 C‘L _@ @!ﬂ Enter By Work Order
I 1 1 1 i !L'?",\ Enter By Labor
| Labor Labor name = —
‘E Enter By Ticket
‘T_,;Jl Enter By Confract®/endar
O b Jﬁ 752029 Peterson, Richard D] Approve Labor T &
o ) | Create Invoics
O b 5 78392 Peterson, Richard D T&
]| CATS Rejections
(] B 'ﬁ:ﬂ TOe044 Herweg, John Ethan| Reverse Lshor | T &
O b =8 783329 Peterson, Richard D)) Run Reports T &
—r B b ] Toom Metmrnnn Diabesd O CDEFDS F:EpDI'ﬁ L3

Click on Time Card Report (second page)
Reports

@ Select a report from the fist, or click Create Report to create an ad hoo report.

| On Demand Reporis | Scheduling Status

Reports to Run 7 Fiter > O @ ¥ @13-1aot14 g Download = |

| Description

|Time Card Report

Cregte Reporl  (Cancel

16
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In the Request Page, enter the following:

e Enter Date Mode: W

¢ Enter labor code: Type in your employee number

e Date range start: 7/11/18

Sample screenshot

Request Page

Help Text =
Parameters =

# Enter Date Mode (W ="Weekly, D = Daily): W
v

Select from list of active employees, or enter labor code{s):| 783515

Select person group({s):

# Date range start (MM-DO-YYY™). Use for selected day or for cument week only.: 7/11/18

Dates range end (MM-DD-YYYY). Use only if prinfing multiple weeks.: I'_c'»'ﬂ

Output format (pdf is default, or leave blank for web browser view): pdf

Click on the Submit button when done.

The Weekly Time Report will generate

i %% Los Angeles Unified School District Existing Facilities
'ﬁ% Maintenance & Operations
o £
. Weekly Time Report

Labor/Person Group: T-PC

Unapproved Labor Transactions

Labor Code: 783818 Mame: Lu, Danny Datefs): 7/E2018-7/14/2018
Start Date Work Order Site Name W.0. Description Reg Hrs OT Hrs Reb. Mil. Rew.
FLRTE: 28508876 FREMONT 5H TOILET SEAT BROKEN IN BOYS D4:00 04:00 fooo @

RESTROOM. FIRST STALL

Congratulations! You have just generated a Weekly Time Report.

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@Iausd.net / 213-241-1127 or Rick Peterson
(richard.peterson@lausd.net / 213-241-6274).
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