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DEFINITION 

 
The Backflow Device Annual Test PM Adjustment Guide provides step-by-step instructions on how to 
cancel a Backflow Device Annual Test Preventive Maintenance (PM) Work Order if Test Reports have not 
been received from the County, City, or Water Purveyor. The guide also provides guidance on how to 
generate a PM work order if the work order does not exist and the test report is on hand. 

 
1. HOW TO CANCEL A BACKFLOW DEVICE ANNUAL TEST PM WORK ORDER 

 
If a Backflow Device Annual Test PM Work Order has been generated but you have not received the 
Test Report from the County, City or Water Purveyor, you may cancel the work order by performing the 
following: 

LOGIN 
 

The requestor performs this function. 
 

To login to Maximo 7.6, please go to http://awms.lausd.net/maximo. 

Enter your Single sign-on username and password and click on the Sign In button. 

 
 

START CENTER 
 

When you first login, you will be taken to the Maximo Start Center. 
 

 
 

 

http://awms.lausd.net/maximo
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Under the Favorite Applications section, click on the Work Order Tracking application. 
 

 
 
If the application is not saved in your Favorite Applications, you can access the application by clicking 

on the hamburger menu, , selecting Work Orders, then selecting  
Work Order Tracking 
 

 
 
 
WORK ORDER TRACKING HOME AND SEARCH FOR PM WORK ORDERS 
 
You will then be taken to the Work Order Tracking home screen. To search for PM work orders, enter 

the number in the middle box or search, using the  icon. After finding or typing the number, click 
the Enter key. 
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The work order record should appear.  
 

 
 
CHANGE STATUS 

Click on the change status  icon and select Canceled (CAN) as the New Status. Select Created 
in Error as the Reason. In the memo field, enter “Test reports have not been received.” Click the 
OK button when done. 
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This system message will appear if the selected record is ineligible for alteration.  
 

 

If the work order status is alterable, the System Message window below will appear. The message 
will state, “Do you want reinstate the preventive maintenance record while you are canceling the PM 
work order? Click on the No button. 

 

Congratulations, you have just successfully canceled a PM Work Order. 

 
2. MANUALLY GENERATE A BACKFLOW DEVICE ANNUAL TEST PM WORK ORDER 

 
If you have received a Backflow Device Test Report but the PM Work Order has not been generated, you 
may manually generate the work order by performing the following: 

Under the Favorite Applications section, click on the Preventive Maintenance application.  

 
 

 
PREVENTIVE MAINTENANCE HOME 

 
You will then be taken to the Preventive Maintenance home screen. 
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SEARCH FOR PM RECORD 

Enter the PM record by entering “backflow” in the description field and the cost center of the location 

in the cost center field and hit enter. 

 

 
 
When you have identified the appropriate PM record, click on the PM number to go to the 
record. 
 

 
 
You will be taken to the PM record. 
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GENERATE WORK ORDER 

Click on the Select Action dropdown list and select Generate Work Orders. 

 

A Generate Work Orders window will appear. Uncheck the “Use Frequency Criteria?” checkbox and 
click on the OK button. 
 

 
 
A System Message window will appear with the new work order number. Click on the OK button. 
Write the work order number down. 
 

 

ADJUST NEXT WORK ORDER GENERATION DATE 
 

You will be taken back to the PM record. Click on the Frequency tab to adjust the next due date. 
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In the Frequency tab, enter the appropriate next work order generation date in the Extended Date 
field. For example, if you manually generated a Backflow PM for 10/3/23, the next work order 
generation date is 10/3/24. Always enter the start of the month. Check the Adjust Next Due Date 
checkbox and save the record.  

 
 

UPDATE WORK ORDER TARGET START DATE 
 

Go to the work order record in Work Order Tracking. 
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The Target / Planning Start date will default to the date you generated the work order. 
 

 

Delete the Target / Planning Finish Date and change the Target / Planning Start date to the 1st of 
the month for when the PM is due. For example, if the PM is due to complete at the end of September 
2024, change the Target / Planning Start to 9/1/24. 

 

Save the record when done. 
 

Congratulations, you have just successfully generated a new PM Work Order. 
 
 
 
 
 

Should you have any questions on the guide, please contact the Maximo Team at 
MaximoTeam@laschools.net. 
 

mailto:MaximoTeam@laschools.net

