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DEFINITION

The Bookmarking Guide is designed for anyone who wishes to bookmark records (e.g., work orders, item
numbers, requisitions, etc) in Maximo. Maximo provides a bookmarking feature that allows you to save a
record so that you can easily retrieve/access that record at a later time. The bookmarked records are
‘owned’ by the user and are unique for each application. If you log in under a different name, you will see a
different bookmarks list. The guide details step by step instructions on how to create a bookmark in the
Work Order Tracking application, however the practice can be performed in all Maximo applications. For
example, you can bookmark all Overhead work orders in the Work Order Tracking application, additionally,
you are also able to bookmark all of your Vendors in the Companies application.

LOGIN
The Service Call Requestor will perform 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:
[lennifer leff |

Password:

|................. |

& Copyright IEM Corp. 2007-2020. All rights reserved. See product license for details.

START CENTER

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

~Welcome, Leff, Jennifer on MaxApp02 =, Bulleins: {0) Reports  Profile

g Update Start Center|

i Favorite Applications # = % | | Buletin Boara : F Fiter > @ ; |
i1
Labor 9 To filter for specific records, specify data in the filter fields and then press the Enter key.

Work Order Tracking Subject Message Post Date Expiration Date Viewed

| N

There are currently no bulletin board messages to view.

Labor Reporting
Viewr Requisition
Purchase Requisitions
Request for Quotations

Purchase Orders



http://awms.lausd.net/maximo
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WORK ORDER TRACKING

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

. — Welcome, Leff, Jennifer on MaxApp02

 Favorite Applications %tﬂailmmm:vﬁurﬂ-
Labor a To fer for 3peific necoms. spocdy d
Wi Qadee Tracking — i i
Lakor Reperting _ —_—
WView Raquisdon

Purchase Requisibions

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.

My Recent Applications  »
Stan Center
IF.M_:E AdTiiatation .r:. Bulletin Board 7 Fiter - (1
s | _ N
Labor 1.@1‘ Anabylics , & 7o niter tor speanic records. speaty d:
Vork G -_g Assels " Subject Message
' ﬁ._. Contracts ,
Labor F
: a Inventory » The
View R QT Planning E
Purcha i" Preventive Maintenance
|Reques F|—J Purchasing ¥
Purcha Sell Semvice ¥
.R 1] Work Orders ] Work Order Tracking
' Labor Reporting
ije-uemm: Maintenance Nork Requests
|Assels Service Request Revew
| Job Plans Labor Reporming - All Period
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WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen.

| Work Order Tracking Bullefing: {0) Repors  Profile  Sign Out  Help
WMol oo v aRBAm (F ]
All Records [~ Find Work Order Qv  |select Action [+]
)
Q Advanced Search @ w Save Query v I Bookmarks
WorkOrders | P Fiter > @ ¢ 18 1. 200f 18151395 B
Wark Order CC Description Description Status Cost Center M&D Area
38194370 STEVENSON COL CAR PR remove gang related grafiti@retainer wall on Percy street COMP 0001838701 AREA-C2
37371940 SCH SERV - M&0 N2 Accident Investigation - H.G. INPRG 0001048801 AREA-N2
37210527 GERMAIN ACAD AA FETU - PHASE 1 -E-RATE PROJECT PHASE 1 ONLY INPLAN 0001411701 AREA-N1
37210541 VALERIO EL Accident Investigation: Valerio ES INPRG 0001738401 AREA-N2
37210551 STOMEHURSTELSPS  Accident igation: Stonehurst ES INFRG 0001694601 AREA-N2
37210565 NORTHRIDGE ACAD SH  Indoor air quality complaint: Northridge HS INPRG 0001851301 AREA-N1

There are two ways to add a record to your list of bookmarks
RESULT SET (LIST TAB)

One way to bookmark a record is in the result set (list tab). To bookmark a work order from the list, simply

click on the I%icon located in the last column of the work order you want to bookmark.

Bl Bueh o Sevod e IEM.

2 Rocorts =1 P o orne Ew  seactacn B! Yok de@dd 508 -
) dpcedewn v [ Swelony w | Bostmans
WokOwen TR 00 & @ 1o ad s o Dwnia =
sosomn  CCOecipton Dscagn Sma CoMCew  MEDAm  BeeGen  leiont Bxotes o B0y T Smomer -1

A & X ® 2y i
Bunm 50 . =F o CONP GBIl AREATE a4 ) eI ol s " N
VIS0 SCHSERV-MIOIR  Accdentmvesialon HG BRRG cmmaER1  AREMG OBKS ® narzIseAN o i "

After clicking on the '&‘ icon, a message will appear on the top toolbar.

I BMXAA4201E - Record has been bookmarked.

RECORD (SELECT ACTION)
The second way to bookmark a record is when you are on the record itself.

Click on the work order number of the record you wish to examine.

= | Work Order Tracking Bulctnz (0) Bepos Fofle SenOul  Hep

_ _ v RBw FEi
All Rgcoeds = | Find Wosk Order O » [semutacton - e m
) Advanced Search w [ Sove Query v || Boskmarka
Work Ovders  # Faer © () = & 1. 200718151385
Work Order  CC Descriplion Dsperiction Stabas Cogl Conter MED &g
4 =

—— s
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When you are in the work order you wish to bookmark, click on the Select Action dropdown and select
Add to Bookmarks.
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After clicking the Add to Bookmarks, a confirmation message will appear on the top toolbar.

I BMXAA4201E - Record has been bookmarked.

VIEW/DELETE BOOKMARKS

If you want to view and/or delete records from your bookmarks, in the List tab, click on the 0 Bookmarks
button.

| 'Work Order Tracking

All Records "~ | Find Work Order C) w  |selsct Action -

() Advanced Search v [ Save Query |Buokmm=_
Work Orders . Fiter * (), = & 1. 200f 16151385 G
Work Order  GC Description Descrigion

A My Bookmarks window will appear. The window will include the list of records you bookmarked. To go

to the record, click on the record number. To delete, click on the @icon.

My Bookmarks
| Work Orders . [ Fitter > i = T e 7 C4 Download : = |
Work Order  Description
38191370  remove gang related graffiti@retainer wall on Percy street @-
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The following system message will appear. If you intended to delete this entry from your list of bookmarked
work orders, select Yes.

System Message

@ BMEAA4202] - Are vou sure you want fo delete this bookmark?

Yes | | No |

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