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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.

Tivoli.

Maximo 7.6 MaxApp02

User Name:
|jennifer. leff |

Password:

& Copyright IBM Corp. 2007-2020. All rights reserved. See product licensa for details.

START CENTER

When you first login, you will be taken to the Maximo Start Center.
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Under the Favorite Applications section, click on the Work Order Tracking application.

[ Welcorﬁe, Leff; Jennifer on MaxApp02

’ Favorite Applications 2= X ‘ \ Bulletin Board = 7 Filter
|Labor 0 To filter for specific record:
|Work Order Tracking - Subject !
|Labor Reporting ‘

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

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

Start Center
Favor % Acministration o X BulletinBoard . Fiter - a:
Labor nll{ Analytics » o To filter for specific records, specify dat
work G S5l Assets » Subject Message
@ Contracts ’
Labor R
Inventory » Ther
View R} :ﬁ Planning »
Purcha l» Preventive Maintenance »
Reques @ Purchasing »
{2’ Self Service »

Purcha °9
' ﬂ Work Orders Work Order Tracking
Receivi
Labor Reporting

Preventive Maintenance

Work Requests
\Assets Service Request Review
Job Plans Labor Reporting - All Period

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.

+ " 'Work Order Tracking

|

Query

| 2533664 O, < — = g g &
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The work order record should appear.

| Work Order Tracking Bullefins: (0) Reports  Profile  Sign Out

DEL D %o B M
-
\Work Order " Plans || WO Details || Assignments || Failure Reporting || Related Records || Actuzls || Safety Plan || Log || Deficiencies || Spe

Class: |\WoRKORDEF Parent WO: oS

Query T| Find Work Crder Q - |SelacIAt.tion

Work Order: (25335642 [BACKFLOW DEVICE ANNUAL TEST - MSP, OPP MTRS CC (5] WorkType: [P | @
Cost Center: (0001740401 | @), [SANTANA ARTS ACADEMY WO Priority: [ 3] o
Location: (226545 % [* CARLOS SANTANA ARTS ACADEMY (FMR: VALLEY RE/| [=] Senvice Call? ]
Location Path: (12 CARLOS SANTANA ARTS ACADEMY (FMR: VALLEY REG. ES #12), GROUNDS CPMGroup: [ |
Asset: (35134 i 3 [BACKFLOW PREVENTION MSP, SANTANAES OPPMTR f {5} Priority Jusfification: [ 145

Job Type: [p5 @, [Inspection & Testing = Phone: [31g g20-4060 |
CPM: |536?59 |51ewar|, George Thomas L:J' Cafeteria Phone: W
Section: [1303 @, [M&o Central Shops Complex Name: [luonROE |

GL Account: |CC:DDI]1 740401-11731 Q Fund Source: ’W

CHANGE STATUS

 Fl
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.

3 Change Status
\Work Order: | 380335838 |BACKFLOW PREVENTION, SN # 333422 AT FENCE CENT (5]
Statug: |WSCH |Waiting to be scheduled

# New Status: |Canceled (GAN)

- {—
Status Date: | 7/29/25 §:24 AM i)

# Reason: |Creahed in Error q_
Reference WO Q

% Memo-  Test reporis have nof been received

Print or Email Work Order Report when change status in background selected? |—

Change work order status in back ground? |—

Nofification E-mail for Work Order Change Status: |¢-sanluis@lausd et




Maximo 7.6 / Backflow Device Annual Test PM Adjustment Guide

This system message will appear if the selected record is ineligible for alteration.

System Message

BEMXAA4042E - The status cannot be changed for the selected
records.

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.

System Message

record while you are canceling the PM work order?

(o | <

@ BMXAAB233I - Do you want to reinstate the preventive maintenance

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.

S - I S
e, Leff, Jennifer on MaxApp05
Favorite Applications @ = X | BulletinBoard ¥ Fiter > O}
Labor 0 To filter for specific records, specify d

Work Order Tracking Subject _Message

Labor Reporting

View Requisibon
Purchase Requisitions
Request for Quotations
Purchase Orders

Receiving

Preventive Maintenance _

PREVENTIVE MAINTENANCE HOME

You will then be taken to the Preventive Maintenance home screen.
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Bullefins: (0) Reporis Profile  Sign Out  Help

= £ I Qv| [somtncion PR
(@), Advanced Search v Save Query ‘v || Bookmarks

| PMs | R > Q8 i 0-00f0
PM Descripticn Asset Asset Description Cost Center CC Mame
[ » |

To find records, use the filter fields and then press Enter. For more search oplions, use t

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.

A = Preventive Maintenance
very | FinaPm Qv  Selctacton ~ @ a3
€) 2oancesSeaxch v [ Smecuey v || Boskmans
e Ve 2 & @ 1- 2004284 B
="} Resrotan &zl Asset Descrpnon Cont Conter

wackfiovl »

B { EXTERIOREUCUD 5T ENTRANCE.ELA

rerr SackrLow DeVCE ANGALTEST, 514 53599054 ' EXTEROREUCLOST 20841 O B N o0 RUCLID ST ENTRONOR .N'..._._
s sttt et o e s bt e T BACKFLOW PREVENTION, BURKE CON REAR PARKSNG LOT DRAM SEPERTR 0001861201
) BACKFLOW DEVICE ANNUAL TEST - SINMONDS MSP, SN 00487 916 BACKPLOW PREVENTION 1SP ON SIMMONOS METER PROTECTION 0001672601
a2 L L B N CHE S BACKFLOW PREVENTION, CLEVELAND SH DESCRIPTION NEEDED 0001853001

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

Preventive Maintenance

Query ~| FinaPm @, v SelectAction MW E ¢ @
@) Advanced Search v  [5] Save Query w || Bookmarks

o v QG R 1 naes D

em Description asset
‘ |backfiow | »
T BACKFLOW DEVICE ANNUAL TEST - SN # 5559985-6 3" EXTERIOR-EUCLID ST o
ENTRANCE-ELA SCI CTR
‘Im BACKFLOW DEVICE ANNUAL TEST - BURKE CON REAR PARKG LOT DRAIN SEPTR, SN 310
1769048
1749 BACKFLOW DEVICE ANNUAL TEST - SIMMONDS MSP. SN 08457 53161
sss BACKFLOW DEVICE ANNUAL TEST - CLEVELAND SH MAKE UP REFRGN N SIDE CAFE SN ¢3,00
‘ 600742
1973 BACKFLOW DEVICE ANNUAL TEST - BALBOA MAG IRRIG AG AREA, SN 11364 53192

You will be taken to the PM record.
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| Preventive Maintenance

Bullefins: (0) Reporis Profile  Sign Out

[~] Find P Ol » |Select Action FlEME @it B
PM " Frequency || Seasonal Dates || Job Plan Sequence || PM Hierarchy " Forecast || Work Orders || Forecast Cost |
PM: 11745 | BACKFLOW DEVICE ANNUAL TEST - BURKE CON REAR 5] Altachments [z
Master PM:| » | L.-_J' Status: [AcTIVE

GENERATE WORK ORDER

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

éﬁ | Preventive Maintenance

Query ~~ | Find PM C) »  selectAction
L4

-.g Change Status
I PM | Frequency | SeasonalDates | Job Pl

View Sequence

Generate Work Orders
PM: [11748 BACKFLOW DEVICE ANNUAL TJ e ;

Set PM Counter
Master PH. | » [

Set Reading At Last WO

Generate Farecast

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

Generate Waork Orders

# Generate WOs Due Today Plus This Number of Days: o

Use Freauency Crtera? —_

Flun Weork Order Generalion in the Background? ||

Motification E-mail for Work Order Ganaration:

o

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

System Message

| BMXAA3IZ08I - PM 11748 created work order 38285924,

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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iﬂ = | Preventive Maintenance Btetny
P O BRI L
mm_mum_mmw;m‘mm‘smm
1"748 BACKFLOW CEVICE ANNUAL TEST - BURKE CONREAR | L U”WWO"W!S‘MDMHOC%‘:MNMNGDM’

Generate Work Order Based on Meter Readings (Do Not Estimate)? I

Status [ACTIVE
Generate Work Order When Meter Frequency is Reached? =

[ Yomc Ba'set; Frequency ] Meter Based Frequency

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.

Bulletins: (0) Reports  Profile

&4 = | Preventive Maintenance

Query [=| Fird PM O, v  |SelectAction = % &5 3 < A |
| 2] Frequency Seasonal Dates | Job Plan Sequence | PM Hierarchy Forecast | Work Orders | Forecast Cost |

Use Last Work Order's Start Dale 1o Calculate Next Due Date? >

PM: (11748 BACKFLOW DEVICE ANNUAL TEST - BURKE CON REAR | 71
Status: | ACTIVE Generale Work Ordes Based on Meler Readings (Do Mot Estimale)? O

Generabe Work Order When Meler Frequency is Reached? |—

Time Based Frequency Meler Based Frequency |

# Frequency: 1 Targel Start Time:
# Frequency Units: YEARS Q
Alert Lead (Days): 0

Esbmated Naxt Due Date: W i1

e
Adjust Next Due Date? 7 _

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.

Scheduling Information =

Start = Finish =

Targel / Planning Start | g524 42:07 PM _ Target | Planning Finish: |a,5:24 2-07 PM _

Scheduled Const. Start

Scheduled Const. Finish: #
rg& chedu onst. Finis m
Const. Aclual Start m Consi Actual Finish: %
Close Qut Start I‘?(‘} Close Out Finish: r!s]g
Start No Eadier Than |'_!6 Finish Ne Later Than: |?(_:_|)
# Duration 200 Predacassors: | [
Time Remaining: Include Tasks in Schedule? ¥
Activity Type G Work Group:

Delete the Target / Planning Finish Date and change the Target / Planning Start date to the 15t 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.

Seheduling Information

Start - Finigh

Target / Planning Start: |g/1/24 12:00 AM _xrgm / Planning Finish:

Scheduled Const. Start: Scheduled Consi. Finish:

Consl. Actual Start Const. Actual Finish:

Close Out Start: Close Out Finish:

Start No Earlier Than:

. JC- Jc Jc

Finish No Later Than:

&5@&&'
o
]

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@Iaschools.net.
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