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Agenda 

 

I.  (7:30-7:45am) – Introductions / Roll call  

II. (7:45-8:00am) – Facilities Website Resources  

• FTS Helpdesk (http://vjer.lausd.net)  

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

III. (8:00-8:15am) – Basic Maximo Navigation, Modules, Applications, Favorites Applications List 

IV. (8:15-9:00am) – How to create a Service Call (Hands on exercise)  

• Work Request Application 

• Work Order Tracking Application 

V. (9:00-9:30am) – Work Order Tracking Overview  

• Types of Work Orders (Service Calls, Planned Jobs, PM, Overhead, Standing) 

• Work Order Fields 

• Run Reports 

VI. (9:30-9:45am) – Break 

VII. (9:45-10:15am) – How to create a Query and Bookmark a work order(s) (Hands on exercise)  

VIII. (10:15-10:45am) – How to Report Time and run associated Reports (Hands on exercise)  

IX. (10:45-11:15am) – Work Force Manager Preview  

X.  (11:15-11:30am) – Open Forum (Questions and Answers) 
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II. Facilities Website Resources 

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

 

1.  Remote Access Assistance 

Click on “Facilities Remote Help Desk” 

 

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

 

Internet Explorer: Click on “Run” button 

 

Google Chrome: Click on the “Facilities_Helpdesk” 

 
 

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

 

2. Subscribe/Unsubscribe to Maximo email distribution list 

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

 

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

 

3. Create a Facilities Technology Services (FTS) Service Ticket (TRACKIT) 

Click on the Track-It! Banner on the top right corner of the page.  

 

You will be taken to the bmcsoftware page.  Here you can view and add a new work order.  
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Facilities Services Division Website (http://www.laschools.org) 

 
 

Maintenance & Operations Page  

 

Click on the Facilities Branches header and select Maintenance & Operations 
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III. 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 

 

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.  
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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.  

 
 

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

applications to your list.  
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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. 

  
 

Click on the New Work Order icon.  

 
 

Complete the fields as listed below. 

• Cost Center: 0001865001  

• Location: B-17155  

• Requestor Name: Your First and Last Name 

• Requestor Title: Your Title 

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

• Category: PLUMBING 

• Routing Code: MO-GA-16  

• Agency: Leave Blank 

• Agency ID: Leave Blank 

• WO Priority: 3 

• Tracking Code: SR 

• Asset: Leave Blank  

• Additional Comments: Leave Blank 

• Potential Warranty Checkbox: Leave Blank  
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Sample Screenshot 

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

 
 

 
 

Enter Job Type: 01 (Repair of Buildings) 

 
 

Change Status of Work Order to APPR (Approve) 
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A Change Status window will appear.  Click OK to execute the status change. 

 
 

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.  

 
 

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

 

Report will generate.  
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VII: Exercise #4 – Create/Save a Query 

 

Click on the List tab � Advanced Search  

 
 

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

 
 

Fill in the following fields as listed below: 

• Person Group: =N1-AA 

• Status: !=COMP 

• Service Call?: =Y  

 
 

Click on the Find button when finish.  
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You will be taken to the List tab with the result. 

 
 

Click Save Query button  

 
 

Enter Query Name and Description as: Open N1-AA Service Calls.  Press OK button to save.  

 
 

Congratulations! You have just created and saved a query.  
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VIII.  Exercise #5 – Report Time in Labor Reporting  

 

Click on Go To � Work Orders � Labor Reporting 

 
 

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

 
 

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.  
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Sample screenshot 

 
 

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.  

 
 

Click on Time Card Report (second page) 
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In the Request Page, enter the following: 

• Enter Date Mode: W 

• Enter labor code: Type in your employee number 

• Date range start: 7/11/18 

 

Sample screenshot 

 
 

Click on the Submit button when done.  

 

The Weekly Time Report will generate 

 
 

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


