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DEFINITION

The M&O Planned Job (Type 99) guide is designed for projects executed by M&O. The guide details
step by step instructions on how to track and process this type of Planned Job in the Work Order Tracking
application.

1. WORK IDENTIFICATION

REQUEST FOR WORK

Work is identifiable by a number of different parties. For example, Principals, Plant Managers or
Designees may be the first to identify a need at the school and submit a Request for Work form to
the CPM. The CPM consults with the Lead Craft involved to determine if the work will require a
Planned Job.

SERVICE CALL WORK ESTIMATED OVER 100 HOURS

One may originally identify work as a Service Call and, after investigation, be found to require more
than 100 hours of labor. If work has begun on the Service Call, labor is charged against it, the
Status is changed to Complete (COMP), and the Completed Service Call is referred to the CPM to
initiate a Planned Job. If no work has begun on the Service Call, the Status is changed to Cancelled
(CAN), with a note in the Memo field of the Status Change dialog box indicating the Service Call has
been changed to a Planned Job. The Service Call is then referred to the CPM to initiate the Planned
Job.

2. CONSULTATION WITH AREA MAINTENANCE PLANNER
The CPM or Designee performs this function.
Inform the Area Maintenance Planner that a Planned Job is being initiated and provide the scope of
work. Area Maintenance Planner will analyze the propose Planned Job and identify if a ‘lifecycle’
Work Order exist for the project. If a ‘lifecycle’ Work Order exists, the Area Maintenance Planner will
create a Parent Work Order and attach the ‘lifecycle’ Work Order as a Child. The Area Maintenance

Planner will then provide the CPM or Designee the Parent Work Order that will be used for planning.

If the Area Maintenance Planner discovers that the proposed Planned Job does not have an existing
‘lifecycle’ Work Order, the CPM or Designee will create a new Work Order.

3. LOGIN
The CPM or Designee 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.

L0/ [8 software

Maximo 7.6 MaxApp02

User Name:
[iennifer.leff ]

Password:

@ Copyright IBM Corp. 2007-2020. All rights reserved, See product license for details.
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START CENTER

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

‘Welcome, Leff, Jennifer on MaxApp02 Boleine (9 Hepoels ol SnOd Hew  TEM,

Favorite Applications #= % | cunctinBosm© @ Fer > () \

[—— [T O —
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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 o”xhauuunso-u»vru > @

0 To filter for specific records, speci

Labor
Work Order Trackmg- Subject ~ Messag|

Labor Reporting

View Requisition

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.

fcome, Leff, Jennifer on MaxApp02

' Recent Applications »

Start Center

X | BulletinBoard 7 Fiter - ()

fi

ej Administration » L
a ()  Anatytics » @ 7o fitter for specific records, speciy dat:
work Q2 Assets » Subject Message
@ Contracts »
{Labor R
| ﬁ Inventory » Thert
[ViewR 3§§ Planning »
Purcha ‘» Preventive Maintenance »
Reques rt] Purchasing »
g gf Self Service N
Work Orders Work Order Tracking
ReCeVimgs .
{ Labor Reporting
Preventive Maintenance \ Work Requests
Assels ‘ Service Request Review
Job Plans ! Labor Reporting - All Period
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WORK ORDER TRACKING HOME

You will then be taken to the Work Order Tracking home screen; in this screen, you may search for
any existing work orders through any of the displayed fields.

Work Order Tracking Bullelins: (0) Reporis Profle SinOut Hep  LER,
o _# waRBw §E&G
My Open Service Gall ~ | Find Work Order O v [SelectAction -
(v ]| -
(@), Advanced Search v Save Query ‘w || Bookmarks
Work Orders © “# Fiter > (), ¢ & LT 1- 20 0f314
Work Order GG Deseriplion Description Stetus Cost Cener M50 Arca Person Gro
37820217 BERTRAND EL can not access WFMM at site WAPPR 0001243301 AREA-NT T-PC
36765045 SCHOOL SVS-MB0 C3(CS o o Special Services Employes and fo Updale WAPPR 0001048301 AREA-C3 TPC
38282652 SCH SERV - M&0 C3 Mew rce Manager Mobile Device - Gerardo Hernandez WAPPR 0001048101 AREA-C3 T-PC
37951543 SCHOOL SERV-M&O PUS New Employes in @ Temporary assignment needs a WFM device assigned fo him APPR 0001048301 AREA-ST T-PC
T

Qv

| My Open Service Call ¥ Find Week Order

| gockmans

), Advanced Search v [ Save Query w

Work Orders 7 Fisee () & v 1. 2006314

A Work Order number will automatically populate along with the Reported Date and Status. Write
the work order number on your planned job package. The status will begin as Waiting on Approval
(WAPPR). Fields with an asterisk* must be populated before the record can be saved.

Ly Caps B 28w | Frnt en Qi O | e o SRCR I & T 1 BudB@ 5 e -
L == | R e e e e nam | noym | um | oremsen | emduses | smar e | wm
o ESRRF P » saram
R — . « i i 3 Emies Dem g0n 1 4300 =
- Ewa ey — ) e B |54 51 Pl =
- » . Saaaar e
L vam P e ven. S T

Populate the following fields:

General Work Order Information Scheduling Information  Responsibility
Work Description  Requestor Name  Target / Planning Start Category Code
Cost Center Requestor Title Target / Planning Finish Routing Code
Location Work Type Scheduled Const. Start
Job Type WO Priority Scheduled Const. Finish
Frogram Tracking Code Close Out Start

Close Out Finish

Field Breakdown

Work Description Type a brief description of the job in the Description field.
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Cost Center The Cost Center is a 10 digit value, used to determine what
Area/Organization budget is responsible for the service. For additional
information, please see Attachment A.

To determine what the cost center number is, click on the l%] icon to the
right of the Cost Center field.

=N vork-Order Jracking

_ @,
oad

Woork Order Plans WO Details Assignments Failure Reporting Related Records

My Open Service Call = | Find Work Order ) » |SelectAction

Class: |WORKORDEF
# Work Order. | 33286375 . =
+ Cost Center. | a —
# Location: ¥ | =]

A Select Value window appears, you may search for the Cost Center value by entering the school’s
org code and/or name in the Description field. Click enter when done.

F e O &4  Lamangd b Dgweiss © ®

Grgede  Confosier  Demorphion
1208 AN LSCRIGLT.SAAS Rl $  vawsed e
1262 RV Sec PRGs CRpeoyT e 2RC00E Comleser  Descrpuon i 1 Ly Ze
Fromom
12a3 SOUTIZIN0T  DNAG LRNG CTR-AREAS
1240 ose1124001 lmu-w.l ]

1284 SOUTI2ET  WOC TRG CTR-HDC-GR 4

1242 DEGIIZ4NIT  SPEC PO DROPOUT PREVENTION 355 5 GRAND AVE RL 1440 LS ANGELES, LA S8

1243 DI0I124307  DHAG LRMG CTR-AREAT TBO

Select the appropriate Cost Center by clicking on the Cost Center value.

Select Value

Frver > O 1-10f1 o4 Downoad . B
Los

BEE0 0001365001 FREMONT SH TETE & SAN PEDRO 5T ANGELES, 20003
CA

Once you click on the Cost Center value, the value will appear on your Cost Center field.
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RN
m Work Order Plans WO Details Assignments Failure Reporting Related Records

My Open Service Call v| Find Work Order Qw Select Action

Class: [\WORKORDEF

# Work Order: | 33286375 » (3
-¢ Cost Center. | I | @ [FREMONT SH
* Location: | 5.13475 % |FREMONT SH =

Location Path: [FREMONT SH

After selecting the appropriate Cost Center, the system should auto populate a location value in the
Location field. The value will have a prefix of “S-XXXXX” which represents the “supersite” level of
the Cost Center. If the location does not populate, there may be multiple supersite locations
assigned to the cost center. Please follow the instructions below to select the location. Contact the
Maximo team if the there are no locations available

New Location Hierarchy

Level 1: Supersite (S-XXXXX) — The “Supersite” represents the District property line the cost center
inhabits. District property lines are defined by the LA County Assessor’s office. The name of the
supersite is typically the same name as the dominant/largest school (cost center) within the property
line.

There are locations (cost centers) that share the same property line. As a result, the name of the
supersite containing all of the cost centers on the property line is the same.

Level 2: Building (B-XXXXX)
Level 3: Floor (F-XXXXX)
Level 4: Room (R-XXXXX)

*Note: There are no longer “Site” level locations in Maximo 7.6. The “Site” level equivalent is now
the called the “Supersite.” For additional information, please see Attachment A.

If you want to drill down further from the “supersite”, click on the lz] icon to the right of the
Location field and click Select Value from the list.
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Order Tracking

_WEe
]
m ‘Work Crder Plans | WO Details | Assignments | Failure Reporing | Relaled Records | Actuals |

Clags. [\WORKORDEF

My Open Service Gail ~ | Find ork Order Qv Selecd Ackion

* Work Order. | 35256375 . 7

* Cost Cenler | 0001855001 | %), [FREMONT SH

# Location I.»J v—‘
Location Path ||'_}Q Sehaet Valss
Anset '33 Open Drilidown 4 Priol
Job Type: |Ggl  Cuassincation -
ﬂ Aftributes )
CPM: | 5oas26 T con | fuel )
| 0 1o N
Saclion:
View Coniracts
GL Acemunt 'E' - 0
B - a
Requestor.

A Select Value window appears with a list of locations that are under the cost center you selected
earlier. Select the appropriate location by clicking on the location value (e.g. S-13475).

The “supersite” level location is listed on the top and subsequent building and room/floor locations
are listed below.

Select Valus
wrimer > Ol & 1. 20 of 543 &P o D4
Locaten Eescrgtion Tune Path
1
43475 FREMONT SH SUPERSITE FREMONT 5H :
SERVIGE YARD BUILDING  SERVICE YARD - FREMONT SH :
COMMUNITY SWIMMING POCL, CITY OF L A
(1 COMMUNITY SWIMMING POOL, CITY OF L A BUILDING oo o
E STUDENT UNICH BLDG BUILDING  STUDENT WNION BLDG : FREMONT SH -

After selecting the location value, the value will appear on your Work Order.

| Work Order Tracking

_ #@
@4

Work Owvder Flans WO Dedails Azsagnmenis Failure Reporting Ralated Reconds

My Open Sarvice Call = | Find Work Order O w  |selectaction

Class. WORKORDEF
* Work Ovder. 38286375 .

# Cosl Cender. po01885001 y |FREMONT SH

# Localion: & 41475
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Job Type Select Job Type 99 (Planned Job)

Job Type: | Q h &

Select Value

+ Filse > @ i 1-10f1 G# Download | =
dob Cal Code Description hocat
99 Planned Job_ PROJ
| caneel

Requestor Type the name of the Director, CPM or other Designee requesting the job.

Requestor Title Type the title of the Requestor in the Req. Title field.

Work Type Choose the Work Type that best describes the job. You may type your selection
directly into the field if you know the Work Type Codes.

* Work Type =

If you do not know the Work Type Codes, click on the field button = next to the
Work Type field and the selection window opens.

Select Value

whiter > @ ¢ i i 1-140f14 G4 Download @ =
Type Descripticn Organization
AD Administrative Work _ LAUSDORG
Al Alterations and Improvements LAUSDORG
CHa Corrective [ Roufine Waork LAUSDORG
DFR DEFERRED WORK LAUSDORG
DSGN Design Work LAUSDORG

Tracking Code Select the most appropriate tracking code in by clicking on the ' icon. If the
work order is an assist ticket, please select AT.

Tracking Code: || @ _

Select Value

Z Fer > O o W 1-2006125 G 4 Downioad | =

| AD Adrninstralion

| ar &umlﬂ_ﬂ_
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Category Code The Category Code designates the general craft or category of work to be done on
the job, such as plumbing or carpentry. You may type your selection directly into
the Category Code field if you know the Work Categories.

Responszibility

# Site Based (YiN)i |y

Potential Warranty? —

Category Code: @, -

If you do not know the Work Categories, click on the arrow
Category Code field to view the menu.

|-|
|

icon next to the

Select Value
} @ y -
F Filter o 1-10f1 & Download
Category Category Code

planned

BUNGCREW Bungalow Crew Planned Jobs

Cancel

Routing Code The Routing Codes are sub-menus of the Category Codes. After selecting the
Category Code, the system filters the selection of Routing Codes to show you only
those appropriate for the Category you have chosen.

Select Value
7 Fiter > Q SR 1-30f3 G4 Download @ =
Category Routing Code

BUNGALOW Bungalow Crew Planned Work (Use MO-BM-PL)
MO-BM-PL Bungalow Crew Planned Work

TEST_BUNG sdfasdfsda

| cancel |

You may type your selection directly into the Routing Code field if you know the
Routing Codes. If you do not know the Routing Codes, click on the spyglass =)

icon next to the Routing Code field. The Routing Code Lookup window opens.
Select the Routing Code that ends in —PL (Planned Work).

10



Start/Finish Dates Enter a rough estimate date (e.g. 7/1/13) or click on the calendar icon @
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to each field of when the phases of work are expected to begin / finish.

next

Start = | Finish
Target / Planning Start: E’% Target / Planning Finish: %
Scheduled Const. Start ) Scheduled Const. Finish: i)
Const. Actusl Start B Const. Actual Finish: B
Close Out Start: i3 Close Out Finish: g
Start Mo Earlier Than: % Finizh Mo Later Than: %
Fields Definition

Target / Planning Start

Target / Planning Finish

Start and end of Planning

Scheduled Const. Start

Scheduled Const. Finish

Scheduled start and end of construction

Const. Actual Start

Const. Actual Finish

Actual dates for the start and end of construction

Close Out Start

Close Out Finish

Start and end of close out

SCHEDULE
-+ - =+ =+ -+ : 3 W [s] o
B 5|2|8|2|5|5(5|5|8 |3
' (] 1 ) D ! . ) ) 0
START S|z|9|g|5|5|8|5|%|&
WAPPR
PRE-PLANNING | = = Q w I =] = [=] = L =
WELAN FINISH 1
Actuals for Planning and Closeout |
N R INPLAN START 1
will be determined based on the : |
i WREVIEW
work order status. The status will be PLANNING | : 3
associated to the starts and finishes REVIEW =]
of the different phases of a project. | -E
PFUND FINISH (=]
1
Following the chronoclogical arder, INTREADY START 1
any dates associated to any status INTSESSION :
greater than the current status FUNDING 1
R INTCOMP 1
would be interrupted as Forecasted |
dates. Any dates associatedtoa FUNDED FINISH |
; 5CH 1
status that is equal or less than the PRE-CONSTRUCTION |
current status would be interrupted WMATL 1
as actual dates. H
INPRG EUALT !
CONSTRUCTION 1
Example: 1
) FCOMP FINISH
If status = FUNDED, it would be 1
interrupted as the Planning start FComMP START :
and finish were actual dates and the WINSP 1
I I
Closeout dates were forecasted. CLOSEQUT I — : . |
REWORK :
COMP FINISH H
1
Actual ! Forecasted

11
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Sample screen shot of work order entry:

‘Work: O}der Tracking Bullefins: (0)

My Open Service Call = | Find Vork Order Qv [Selectaction FERB S o RAmw@BA: =
Work Ordor | Plans | W0 Dotais | assignments | Faiure Reporing | Relatod Racords | Actuals | Safety Plan | Log | Defionoies | Speciications | Servioe Adress | ap |
Ciass: [WORKORDEF Parent WO | » Atschments 7
* Work Order- 38286375 *| = *Work Type: [Ap Q Reported Date” (g/5/24 1:53 PM i)
 ost Center oo 1865001 |, [FREWONT SH *w0 Prorty.| Ja Respon 87 101524 153 P10 %
#Location: s 13475 3 [FREMONTSA =1 Senics Call? [ Status: [appR |
Locstion Path: [FREMONT SH P Group | status Date: [958 183 M|
Asset | » | & Protty ustiication: | =l Ageney: | @
Jab Type: [ag @, [Pranned Job j=8 Phone: [323.755 4141 Agency Dafe: | i)
CPM: 506526 [Dugnas Sanchez Manuel j=t Cateteria Phone: [323-565-1240 Agency ID: |
secton| Q| ‘Complex Name: [FREWONTSH | T
GLAccount | aQ Fund Seuree: [ Tracking Cace: | ar Q
Requestor | W50 rea: [AREAST |
Req Tite: | Local Dt [sBUTH |
Ghange Status on ChI VO'S? (7 Pianning Prionty:
15 Task? [ IFS dobo: [
Scheduling Information = | Responsibility
= (S = Site Based (YIN): 1l
Polentisl Wartanty?
Target / Planning Start | iy Target | Planning Fnish | w
Category Code: [BUNGCREW | (@)
Scheduled Const. Start Scheduled Const. Finish
‘ % l % Routing Code: [vo.8M.pL | (3, [Bungaon Grev Panned Viark &8
Const Actual Sart | ® Const Actual Fnish | B
Supv./ OT Contact:| » | 5
Close Out start | ® Clse Out Finsh | ® = > Fo o
StartNo Earier Than: | " Finish Ho Later Than | w
Person Grous: [BUNGALOW 3
-« Duraton | 200 Pegecessors Lead Graft gy 55 [Bureing Mover 5
Time Remaining | Include Tasks n Schedue? - Interuptie shif: | Y
Actity Type: | Q Work Group:| a Is Miestane?

Verify that all the information is complete. To save the record, click on the &l icon, located on the top
toolbar.

Work Order Tracking

m view Ovoer | Prans | woDstats | pssgemonts | FareRepoing | RestedRecowss | actis | SweyPian | Log | Detcend

Chass [ WORKORDEF Pareat WO | »
* Wéork Order. | 38236375 « | Replace hot & cod water ines in Main Bulding (2} * Wodk Type: | 4D a

Work Order Tracking

st l Work Onder l M,_ WO Detala 1 Assgnments 1 Rowtod Recsrds i Actan i ammr; Leg Llwtm‘; WW

Cuass WORKORDER Parent WO »

Werk Orger. | 32286375 * Reglace 1ot & co water Mes i Uan Buldng = * Work Type: CM QU

5. DEFINE SCOPE OF WORK AND ATTACH DOCUMENTS (OPTIONAL)

The CPM or Designee performs this function.

Scope of Work Click on the button to the right of the Description field@. A Long Description
window appears.

12
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BMXAANSL - Record has boen saved.

- find L1 v Sewctacten R e v E S Awd 1SS

Class WORKORDER Parent WO »
vers Order 38286375 * Replace 2ot & cold water ines n Man Buldeg (3 h * Work Type: CM 2

Type the Job Scope, complete with the Contact Person and other relevant information required for
planning. The Lead Labor Group Planner will write the Craft Summary when the job has been
approved for planning. Click OK on the bottom right of the screen to return to the Work Order.

Liat Werk Order Mana WO Detals Assgneenty ieatos Recerss Act.an Sataty Pes (v Faiso Reporieg Speutcacny

Long Description

replace hot and cold water lines in the main building

DB |IBI USRI ScEEIE===EF-0-A-R-0B Y
Font * | Size xe-small ~ | Format None —
Remove and replace hot and cold water lines in Main Buiding. Contact person for this project is Phillis VWheatley, Complax Project Manager

Please see detail scope below:
GA - Turn off water supply

AA - Remove wall

GA - Remove and replace hot and cold water lines

AA - Patch Wall
CA - Paint Wall |
) (o)
Attach Documents, Photos, Drawings (Optional)
You may attach documents to your work order by clicking on the Attachment @ icon.
W= wern Order Traing
o o S o P2 - L S -AEZ SV ABwWO0D LA - i

|
[ - 1. | [P S [ — ey S— e S— g ey g vy — —— g ———— }
|

; p— - . ....-

After clicking on the = icon, you have an option to View Attachments, Add New Attachments or
Add from Library. To add a new file, hover your mouse over the Add New Attachment value and
select Add New File.

Specifications H Service Address L Map |

Attachments a
@ View Attachments

e 0 )
Lj Add New File V Add New Attachments »
‘3 Add New Web Page [54J Add from Library

Status: WAPPR

A Create a File Attachment window will appear. Follow the on screen instructions to attach a
document.

13
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Create a File Attachment

Only files with the following formats can be enabled for printing: .pdf, s, csv, td, doc, gif, jpg, .ppt
Clear the check box beside the Print attached document with report if prinfable type option (Advanced
Opfion) if the file being attached is not in one of these formats

# Select a Folder: | Attachments -

. Choose Files | Mo file chosen
Specify a file

Hame the document:

Advanced Options =

Copy document to the default location set by your administrator (recommended)? |l

Add document to the document library for others to use? ]

Print attached d t with report if printable type? [

6. PRE-PLAN TASKS/LABOR

The CPM or Designee performs this function.

Click on the Plans tab.

4 = | WorkOrder Tracking
|Ll“_.lD1)m5rm-ueL'.aI' Fined Work Ordar O seeciacion *
TS wokoner [ Pans _mﬂu Fadure Regarsng | Related F
S-If'lztmltll

Work OUder (33386375 o [recimcn hed and eold wales B i he s buiding B "
Proj Casl Desc

Pre-Plan Tasks

Make sure that the category, route code, and person group are populated. The creation of the task will
copy the contents of the work order. If the fields are empty, it will copy the empty values to the task.

On the Plans tab, click on the New Row button under the Tasks for Work Order XXXX section.

W T s Cear Tncurg e e e o w (M
L Y i r B N - 4 d=54a & .
L e e e e e e e
[ S = =
ey e [ B = e Lo
[E— -
= [ —— i i
—) -

The system automatically generates a Task ID for each task in increments of ten. Using your

best judgment on what craft will be utilize on the project. Use the following naming convention:
PP—- XX (XX = Craft Code).

For example, PP- AA for Carpentry.
Enter the total number of hours estimated for the task in the Duration field.

14
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Click on the New Row button to repeat steps for the next task. Click on the icon to save when
finish.

Sample screen shot:

Tasks for Work Order 38286375 - |> Filter * : : ﬁ : 1-20f2
Task # Mat Cat Craft Summary Section Job Type Est Dur
[ 10 PP-AA = L] 60:00
20 PP-AA =t 99 2:00

Pre-Plan Labor

If the job type is not 99 when the planning is created, the labor records will not be burdened. The
charges to the 10 will be burden. The plan amount will be short.

Each Task Line created above shall have a corresponding Labor line entry. Click on the New Row
button under the Labor tab.

Task ID: Enter the Task you are estimating the labor for (e.g. Task ID 10).
Craft Code: Enter the two-letter craft code of the craft that will be performing the task

Quantity: The system defaults the value to 1, but it can be changed to any number of employees
you estimate will be needed on the task.

Labor Cat: The system defaults LR (Labor Regular), but can be changed to LO (Labor Overtime) if
applicable.

Hours: Hours for each employee working on the task. The system automatically populates the
hours based on the corresponding Task (duration field).

15
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Labor Maberials SaTviDes Touols

Labor | [ Filter 1-10f1
Task Coaf] Crafl Descriphion Labor Cabegery
= 3 180 A b3 Carpenter LR (=}
Task 1| & Cowwr [ 3
Crew Work Group # Hours 30 O

4

=
Crew Type » * Quaniiy 2
Craft g -] Budened Rate 1577
Labor Category: | g

Click on the New Row button to repeat steps for the next task.

Sample screen shot:

[ Labor l Materials Services Tools
Labor : [ Fiter > 1 4@ R )
Task Craft Craft Description Labor Category Quantity Hours Rate
3 G, AA » Carpenter LR Q 2 30:00 7577

}EI
Click on the ““®jcon to save when finish.

T:N\Woﬂ( Order Tracking

|

) [«
My Open Service Call *  Find Work Order Q - Select Action e a
Work Order Plans WO Details Assignments Failure Reporiing Related Records Acluals Safety PI
# Work Order. | 35286715 # |Replace hot & cald water lines in Main Building = Parent WO: &
Proj Cost Desc i Status: [ wapPPR

7. PRINT/SUBMIT WORK ORDER DETAILS REPORT FOR PLANNING APPROVAL

The CPM or Designee performs this function.

On the work order, click on the Select Action dropdown '™ icon and select Run Reports.

16
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My Cpan Savvice Cal = | Pinel Wark Orewr

T o s
m ok G | s l "9 Outem | seapw .
- - ew W4y
o Ve Guer et w Puopacs hot & G0 wites by reciiuvent SLia »ed
oot Comt Cane Pargr Wort Onpw Oyiies =
Conats
Chdim of Werk Qe 629198 b Foe T
e b N LA
R et -

Task® Mw Cat Car

Mooz e ap Wy

T80 1oty P Cvvee

WA M e vwes
“rx . Sanchatuie T INDG0 Lugerts
e T w LEr L)
| Tam §& 3 =
» \ M »
’ * »
-l L
Cown ok Semee »
Cwn Trze »
o »
Lobe Coigmy L0 . N e

A Reports window will appear. Click on the next arrow = until you find the Work Order Details
Report. Click on Work Order Details.

Reparts

@ seiect a repon from e it or cick Create Regartto créate an ad hoc regort

On Demand Reports Scheduing Status

ReportstoRun | “FFaer * (L 4 B ﬁa.wnof:3¢-=

Descrigton

Project_Cost_Estimate
Stock_Material_Requistion

Work Order Detals

‘Work Order Detais - Pasameterized

Work Order Hisrarchy

A Request Page will appear. Click on the Submit button.

17
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Request Page

Help Text

Parameters

Schedule

@ Immediate
© Atthis Time

(O Recurring

Email

To:
Subject:

Comments:

File Type:

@® POF
O xs

Report Delivery Format

(® Email with a file attachment

(O Email with a file URL

A new BIRT Report Viewe_r window will appear. Review the report for accuracy and print the report

by clicking on the printer f_u icon. The report will be exported into a PDF file where you can begin
the print.

reye [0 i mEem

Lav Anpeion L s bl Dowver

(==
Lot
Vatarvmoare
.
yweroas

WORK ORDER DETAILS REPORT
wWo. = "MTNa ACuss 1o Food Services and Special Services Employes
36765045 and 10 Updats Driver's Licensa and Insursnce
b

Lo i Dataite

0001049201 SCHOOL SVS-MA0 CH(CS
o 0 Dol Tas

[astess PE0 5 RO BT, 109 SRR -
e ) Compien | free rrume
e boree ereen

Gre Cose (335 T

[Camatere #home

Locstune Path

| 2RO

Submit the report to the AFSD or designee for review and approval.
8. AFSD/MANAGER TO REVIEW PLAN JOB AND APPROVE FOR PLANNING

The AFSD or Manager performs this function.

Review the Work Order Details report, if approved, proceed to the next step, otherwise re-route the
report back to the CPM/Requestor to rework/clarify scope.

9. VERIFY TARGET DATES, CHANGE THE STATUS TO WAITING ON PLANNING (WPLAN) AND
PLACE THE JOB ON THE PLANNING LIST

The AFSD or Manager performs this function.

18
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Verify Start/Finish dates in the Scheduling Information section of the work order.

Scheduling Information

Start

Finish

Target / Planning Start:| 10/5M7 12:00 AM

Scheduled Const. S‘tar‘t:| 1157 12:00 AM

Target/ Planning Finish:|11/4/117 12:00 AM

Scheduled Const. Fini>t3|'|:|12|'!'xf1?r 12:00 AM

Const. Actual Start: Const. Actual Finish:

Close Out Start| 12/6117 12:00 AM

Close Out Finish:| 121217 12:00 AM

gaaaa8
gEa&a8

Start Mo Earlier Than: Finizh Mo Later Than:

Change the status to Waiting on Planning (WPLAN)

¥
Click on the Change Status " icon in the top toolbar.

My Open Service Ca"v:. Find Work Order

Qv

QX | o order | puans | wo Detaits Faiure Reporting | Related Records | Actuals | SafetyPlan | Log | Deficiend
Class \WORKORDEF Parent WO »
* Viork Order | 33257540 « |Replace hot & cold water lines in Main Bulding (i} * Work Type: | cm @

A Change Status window will appear. Select Waiting on Planning (WPLAN) from the New Status
dropdown menu and click on the OK button.

Change Status

Work Ceder | 3A28TEED Feplace hol & cold waler ines in Main Buidng

Staks: | WAPPR Vipiling = appeval
® Mew Stahus: | Waling on Planning (WPLAN) -_
Siatus Dake: | B4 801 AM 1)
Reaxan —
Rsleraace WOR =]
(T

Prinil ¢ Ernad Work Crsier Fapesl whan changs itslus in backgeound saiscsed? [
&ummmnmvmmg-m‘?' ]

Hciricabon E.mad for Work Order Change Stahus: lennferieTlausd net

o) 4

Place the Job on the Planning List

To place the job on the planning list, insert a planning priority number in the Planning Priority field.

Planning Priority: 10
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—

"Work Order Tracking

"

ONS

My Open Service Cal » | Find Work Ordes 0w Seectacen - o a
m} Work Order l Pans | WO Cotads | Aswg Faium Repeciog | Related A Actusts | Safety P | Log | Deficiens|
Class. '\WORKORDEF Parent WO »
* Woek Order. 352572840 « | Replace hot & coid watet Sees in Man Buicing 1 * Work Type. cu A

Route/Inform the Lead Craft about the Planned Job and the need for planning.
10. LEAD LABOR GROUP REFINE JOB PLAN AND CHANGE STATUS TO IN PLANNING (INPLAN)
The Lead Craft Planner or Designee performs this function.

On the work order, click on the Plans tab.

= r = -
W o P nd
My Open Servese Call = | Fusd Wi Duier EL" Sglget Arkian - ﬂ ﬂ
m wc.u&.u'r'u-_m Fabois Roapaiting | Flelated Feconds | Adusls | Salely Plan | Log | Defss
Eervaca Asdigii dag
Work Doder ‘3387840 Replace Bl & 2ok m e bhes o M Biding 7 Pamenl W0 | Secton
Fref Cosl Desc 1 Slatus: [Ea Juib Tipet

You will notice that there is already Planned Tasks/Labor on the work order. These are Pre-Planned
estimates from the CPM/Requestor. Refine the values to the details of the scope.

Tasks for Work Order 14183036 © > Fiter > @ i o1-3013 4 Downloag : =
Sequence * Task#* Mat Cat Craft Summary Section Job Type EstDur Status
3 &l oy
» 10 .24 = 1am ™ 000 waPRR v @
3 g )
b 20 PP-GA (=8 1431 £ 24000 WAPPR S AU
= e
b | 30| PP. CA = 431 £ 20:00 | waPPR S it
New Row
b Download © =
Task  cran Craft Description Labor Category Quantty Hours Rate Line Cost
[ 0@ A ES Carpenter LR @ 2 20:00 55.85 341160
13 20/ Oy |oA » Plumber LR @ 2 240:00. 8490 31,452.00 @
[ P @ ca » Painter [} [e% 1 40:00 5457 218280 {f}

T

For example, change the task name from “PP- AA” to “AA- Remove 5x7 wall to expose hot and
cold water lines” and refine the duration estimates.

Tmsien St Wk S nmiman P # ot

propm— TR ey Sarry Sems  dskDew .
k Ul B L e T i - L]
F Ei Li Camein we rmparsber el ros oot bm 3 - - s
b 3 i P el ) i " wm
¥ at [T —— 3 Wl - e
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New Task

To create additional tasks, click on the New Row button. The system automatically generates a Task
ID for each task in increments of ten. In the task description field, type in the two-letter Craft Code,
dash, and a brief Task Description.

For example, “GA- Remove and replace hot and cold water lines.”

Enter the total number of hours estimated for the task in the Duration field.
Note: The duration is the length of time the employee(s) in this craft would occupy on a schedule.

Click on the New Row button to repeat steps for the next task. Click on the icon to save when
finish.

Central Shops as support (if applicable)

If the Planned Job requires support from Central Shops, the Lead Craft will insert a separate task
record and additionally fill in the appropriate Category and Routing Code for that task (Central
Shops tasks only).

For example:

Description: CS- HW Fabricate cap for water line.
Category Code: WELDER

v 50 CS- H Fabricate cap for water fne. & 143 % 800 | WaPPR 2 i
5 = 5 - - Attachments |
#Tesk S0 % CS-HW Fabricate cap for waterne = Sequence siaus WAPPR  Seotont 431 a 2
* Location: 513475 % |FREMONT SH (=3 * Estimated Duration:  8:00 Time Remaining: Accepts Charges?[/
Asset » & * Cost Center: 0001885001 (), RefWO: 14183041 O AobType-iEE] L Account: Q
Schedued Start ) Target Start: [711/12 1200 Al - Actual Start Category Code: |WELDER
Seheduied Finish i:c) Target Finish: 811113 1200 Al o) Actual Fiish Route Code: |CS-HVI-PL
Inspector: » 6} Observation:
Measurement Point » Inherit Status Changes? [
New Row

Each Task Line created above shall have a corresponding Labor line entry. Refine the existing labor
lines that were created by the CPM/Requestor. To create a new Plan Labor, click on the New Row

button under the Labor tab.
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usterws | gorvces | Tocm
Labor B raer a-9010
T gna L — Lboar Cameaery gy

Task ID: Enter the Task you are estimating the labor for (e.g. Task ID 10).
Craft Code: Enter the two-letter craft code of the craft that will be performing the task

Quantity: The system defaults the value to 1, but it can be changed to any number of employees
you estimate will be needed on the task.

Labor Cat: The system defaults LR (Labor Regular), but can be changed to LO (Labor Overtime) if
applicable.

Hours: Hours for each employee working on the task. The system automatically populates the
hours based on the corresponding Task (duration field).

Lo K slenan Services Tool
Labor | Feer 1-10i1
Test  Craf Cruf Desorptas ks Categery
- 10 00 Ak b Carpenter L&
Tl 1 _ o m:_
il AA B | Carpanter * Crpmey 2
Labor Category. LA 4 Buroened Haze 5868

Click on the New Row button to repeat steps for the next task.

When you are done refining and adding additional tasks and labor, change the status to In Planning
(INPLAN).

Change the status to In Planning (INPLAN)

‘-‘J
Click on the Change Status ®* icon in the top toolbar.

: L o = B~
My Open Service Call »  Find Work Order Lw Select Action - Q a
m | Werk Order Pans WO Detads Assgnments Fallure Reporting Related Recoeds Actudis Safety Plan Log Defcenc
Class | WORKORDEF Farent WO »
Work Order 33257540 Regiace hot & coid water knes in Aain Buiding i Work Type. 'CM

A Change Status window will appear. Select In Planning (INPLAN) from the New Status
dropdown menu and click on the OK button.
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Change Status
Work Ouder 38287840 Replace hot & cold waler ines in Main Buiding i
Status  WAPPR Wating on appeoval
» New Status: in Planning (INPLAN) - -
Statss Date 9624 801AM 62
Reason =

Reference WO

Me=*c

Print ¢ Emai Woek Coder Report whan change stalus in background selecied?
Change work coder status in back ground?

Notiication E.mad for Werk Order Change Status: lennder leTQlausd net

11. LEAD LABOR GROUP DETERMINE IF SUB LABOR GROUP WILL BE NEEDED
The Lead Labor Group/Planner or Designee performs these functions.

Based on scope, determine if sub labor group is needed to assist in planning. If yes, route the job
package to the pertinent sub labor groups.

Each sub labor group to create additional tasks and planned labor (if necessary) in sequential order.
See instruction on page 17 and 18 on how to plan task and labor.

As each of the sub labor group tasks are complete. The individual sub labor groups will need to
change the individual task statuses from Waiting on Approval (WAPPR) to Waiting on Review
(WREVIEW).

il
Click on the Change Status ™* icon against the individual task line.

b Downbad © =

Sumirary Section Job Tvpe Es!Dur Status
AA- Remove Sx7 wall to expose hot and cold water lines. = 143 =] B0:00 NPLAN ‘f“_d ‘:‘
GA- Remove and replace hot and cold water nes. = 1431 o9 240:00 INPLAN f“_; a:‘
Ak Patch wal 1 1431 % 4000 PLAN T it

L o
CA- Paint wall fo match existing color = 1431 29 200 MPLAN .’U‘“ ,:‘
CS- HW Fabricate cap for water ine 5] 1431 % 00 | MELAN % 0
EA - Test interior slectrical outists el 143 99 200 | WAPPR f;.g

A Change Status window will appear. Select Waiting on Review (WREVIEW) from the New Status
dropdown menu and click on the OK button.

Chaseee Stabes

Veiek Qe | HZETB0 Fepace hol b ookl wates ines 0 W Bustng 7y
Status: |VIAPPR Veabng on appreval
® Niew SI0% | Waiting on Review [WREVIEW] '_
Stahus Dale |[FB2AB01AN iy
Reason -
Retzrence WS
Mame

Print of Erai 'Work Order Rapoit when change status i backpround ssiected?
Chasgs work oeser ikalel i Back gioend?

Modificabion E-mail for Wark Drder Change Status: |fennferlefiausd ned

m-
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Repeat status change steps for all sub labor group task lines.

12. CREATE MATERIAL ESTIMATES
Material estimates consist of Planned Contract, Planned Material, and Mileage.

To create Material estimates, click on the Materials tab.

Labor Materials _ols

Materials |> Filter 0-0cof0

Task Mat Cat Ling Type Craft It

Click on the New Row button to create a new Material estimate line.

B 80

Enter the following

Task ID Enter the Task ID number that corresponds to the first Task for your Craft. This
enables a Materials Report to be run by Craft on the reference Work Order.

Material Cat Click on the spyglass % icon to the right of the Material Category field for
options. Type in MA for Materials or go to the spyglass and choose Select Value
for other options. If an A or B Letter is being used for material purchasing, select
the CO (Contract) option. If Mileage is being charged to a Task, select the Ml
(Mileage) option. There is also an OT (Other) option, which is unburdened.

Description Enter the two-letter Craft Code, and a brief Description of the Material item.
For example, EA-Electrical Materials or EA- Mileage.

Quantity The system automatically provides “1”, but you can change to quantify estimate.

Craft Enter the Labor Group’s two-letter Craft Code in the Craft Code field and tab to
the next field.

Order Unit Enter EA for each.

Avg Cost Enter the Total Estimated Cost of Materials for the corresponding Task Line.
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Click on New Row to add additional planned Material cost. When complete, Click on the }T icon to
save.

13. LEAD PLANNER CHANGE STATUS OF WORK ORDER TO WAITING ON REVIEW (WREVIEW).
PRINT PLANNER DATA ENTRY AND ROUTE PLANNED JOB TO CPM/REQUESTOR

The Lead Planner or Designee performs these functions.

Change work order status to Waiting on Review (WREVIEW)

W Ll &
My Open Service Call »  Find Work Order - Select Acton - e u
m | Work Order Flans WO Detals Falwse Reporing Related Records Actuais Safety Plan Log Defienc|
Class \WORKORDESF Parent WO »
Woek Order 38257540 Replace hot & cold water lines in Main Builkding Work Type. [C A

A Change Status window will appear. Select Waiting on Review (WREVIEW) from the New Status
dropdown menu and click on the OK button.
Charge Status

Work Order | 38287840

Replace hot & cold wader lines in Main Building

Stanss |WAPPR “Veaitng cn aggeoval
& N S1alus \Waiting on Review (WREVIEW) = _
Sustes Date VS E01 AM i3]
Reason -
Reefarence WoE =
Miemmo

Prink o Emai Work Oeder Report when change status in background saleched? [
Change work ceder SEalus in Back ground?

Higtificalion E-mad for Work Crder Change Stalus AN leMZiausd nel

- —

Print Planner Data Entry Report

To print the Planner Data Entry report, on the work order, click on the Select Action dropdown '~
icon and select Run Reports.
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Work Onln Tracking
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A Reports window will appear. Search, “Planner” in the bar beneath Description and click on the
Planner_Data_Entry report.

Reports and Schedules

Reports | Schedules

ZFiter > Q & F i 1 of 4 G4 Download @ =

Description

 Planner_Data_Entry _

[ Create Report | | Cancel |

A Request Page will appear. Click on the Submit button.

Request Page
Parameters -
Print modified (02 Change Worksheet) (Y or Nj A
Schedule =
® Immediate
O atihis Time i)
O Recuning &
Email a
Schedule format options (=]
Submit
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A new BIRT Report Viewer window will appear. Review the Planner Data Entry report. To print,
click on the _‘ﬁJ icon. The report will be exported into a PDF file where you can begin the print.

Page |1 az vea @ 3

@l'l Anpeles Unffled Schowl Dirrice
Planner Data Entry WO# 38292438
Parent WO#

hoal uested Frne Reported - oo
FREMONT 55 Fequested 0 p Jur ) |6/ Rcomunt oo ey
Loc/ Anset Widg Ins 10 Lead Craft [Status Scheduled Dotes
S13475 s WAL Stan Finih

Location Description: FREMONT SH

Woark Requested - Descrigfion:
Repiaoe hot and cold walter lines o Hain Budding.
Remmave and replace hat and coid waler kives o Maen Buldng. Dombt seron fof thas praject Phiks Whestiey, Comphen Progeat Hanmger.

Flespe sot detwls poope balos;
G4, - Torm off mater supply

A2 « Remove wa

G4 « Ramave and replace hot and cold water hres

s - Patch Wl

CA - Paink Vinl

Flanned or Written By Ciate Planned Agperaved Dy Dade

S pe rrissr s Sagnature [ate Apprawed By (thers Datn

Buyer Line
Cost Center WS [ Program G Area Twnd
PLANNER USE ONLY - Estimated Labor |

Lii Lasbief Cralt g Rate O Rate Risp Hrs OT His Lo E:

O = | | 757 o] a0 0.0 331
| Estimated Matarial |
ILA !:E Cralt Habesal Civbrasct Daher Pl 1

HOLRS: A0 CONTRACT: F05.44
[ §72.56

Submit the report to the CPM or Designee for review and approval.
14. CPM REVIEWS PLANNER DATA ENTRY, PRINT PROJECT COST ESTIMATE REPORT, SUBMIT
REPORT TO REQUESTOR FOR FUNDING AND ENTER IN MAXIMO
The CPM or Designee performs these functions.
Review the Planner Data Entry. If approve, print the Project Cost Estimate report and submit to
requestor for funding line. If you do not approve of the estimate, return Planner Data Entry form

back to lead craft for adjustments.

In the Plans tab of the Work Order, you may enter additional information to be populated on the
Project Cost Estimate report in the Proj Cost Desc. field.
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A = | WorkOrder Tracking

|select Action

Q~

oL | work Order | Prans _. Assignments | Failure Reporting ‘I Relal

Work Order: | 38292433 C‘

Proj Cost Desc: Complete replacement of the hot and cold water lines in Main buikding: estimate inciud L:_

My Open Service Call ¥ | Find Work Order

#* Replace hot & cold water ines in Main Buiding

Project Cost Estimate Report

To print the Project Cost Estimate report, on the work order, click on the Select Action dropdown

E‘ icon and select Run Reports.
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In the Reports window, click on the Project Cost Estimate report.

Reports and Schedules

Reports Schedules |

Priter > Qg G
Description
==

M&O Project Planning Date Problems
Project Units Request to Plan (RTP)

Project_Cost_Estimate

Project Cost Estimate - No Parameters Version

1-40f4 CGh Download : =

<
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In the Request Page, type in the Requestors Name, Title, and Phone and the Submit button when

finish.
Request Page
Parameters =
Print Modified (v or N}
Jennifer Laff
Requeston Hame
Adimin Anakysl
Reguesion Tille
213p-241-3751
Reguesior Phone
Requasion Fax
Schedule =
® pymesals
A4 this Time ﬁ.}
-~ Retuming =
Email
Schedule format options a

The Project Cost Estimate report will appear.

29



Maximo 7.6 / M&O Planned Job (Type 99) Guide

|

Sy, LosAngeles Unified School District Existing %5
Facilities £
Mainterance ™)

;"‘;".‘t
-

&
Opeérations
Project Cost Estimate W.0.# 38292438
School Name: FREMONT SH Complex Name: FREMONT
Cost Center: 0001665001
Requester Name: Jennifer Leff Tithe: Admin Analyst
Date of Request:  9/3/24 Date of Estimate: 5/3/24 Phone:  [213)-241-3751 FAX:

Description of Work
Description of the Work (includes items to be provided by school, cost saving alternatives, and impact on school operations):
niill.

Original Cost:
Additional Funds Needed:
Total Cost: $471.12

- Estimate indudes lsability, workman's compensation and motor wehicle insurance.

- All labor is fully warrantied

- Material is factory warrantied

- Final cost may increase due to unforeseen conditions or changes in the scope of work.

- Project will not be scheduled until an estimate form is signed by the site administrator

- all changes to the project which affect the cost will be reviewed on a separate form by the site adminstrator, The site administrator's
approval must be obtained prior to the start of work.

- Estimate includes fringe benefits for employees performing the work. All project costs will be charged to the funding line(s) provided by the

site administraton
- Costs, including fringe benefits, may appear several months after project has been completed. This is due ta the accounting system
currently in place.
School Designated Funding Source
Cost Center or WBS [(SAP Project) and Program (reqd)
Ly CErrrrrrire i) il
10 digits 10 ar 14 digits Last & digits af
Functional Area
Preparer Signature Date Requester Signature Date

Estimate valid for 30 days from date of preparer’s signature.

S 7, 2024, P49 AM Rapor: Filename: Profecs_Cost_Ecnmease. rpodasign

Print and submit the Project Cost Estimate report to the requestor for funding information.

After receiving a signed Project Cost Estimate report with funding information. Insert the funding
information into the work order.

Go to the WO Details tab of the work order.

My Open Service Call v | Find Work Order Ol w  Select Action
Work Order | _prans ’W_ Fr—
Work Order: {r5§2-§27§§— * Replace hot & cold water ines in Main Suiding [f,

Click on the New Row button on the bottom right of the page.

Frpmc o =
Sarrpaa B B ot Pt wgene 1
B rae (e -
[T Saiies Bemien [ =
[T
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Under the Fund Line field, type in the word BUYER, you may also use the magnifying glass &‘
icon to select the word BUYER from the value list.

Fund Line

BUYER ", 4m—

Under the Buyer Line field, click on the magnifying glass [% to select the appropriate funding line
provided.

Buyer Line

& _
-

A Select Value window will appear. Based on the funding line provided, you will either enter a Cost
Center and Program combination or a WBS and Program combination. Click on CC for Cost
Center or WBS to start.

Select Value

Organization; |LAUSDORG (03 Site: |LAUSD )

0 Build your GL Account by selecting values for each component from the table below. Click OK to refurn the GL Account

GL Account: 22222222 : 2222222222722922272227227 - 22222 - 2222222222 - Segment: | ACCT TYPE =

7 Fiter > O o 1-40f4 4 Download : &=
GL Component Value » Description
- <— ot b
GL GL Account (Store Rooms)
10 Internal Order (Job Cost)

wBS _ WBS (Projects)

Clear | | OK | | Cancel |

After you select CC or WBS, a value list will appear. Search/Select the appropriate CC/WBS value.
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Select Value
Organization: |LAUSDORG | (O Site: [LAUSD a

e Build your GL Account by selecting values for each component from the fable below. Click OK to return the GL Account.
GL Account CC - 2277227777222772722272277 -27297-2779999772 - Gagment |ACCT VALUE =]

= Finer > @ & 1- 10 of 384527 =P C# Download | =
GL Component Value « Description

000006000000 LABOR - VANDALISM - REGULAR SCHOOLS
000008000001 LABOR-WINDOWAWWALL WASHING-REGULAR SCHOOL
000008000002 REPAIR OF BLDG

000008000003 REPAIR OF BLDG.

000005000004 REPAIRS OF BLDG

000006000005 RESTROOM REPAIRS

000008000006 REPAIR OF OPERATIONAL EQUIPT.

000006000007 PEST MANAGEMENT SALARY - CAFE

0000108001 -

0001000059 SFSP Central High UAIl (Cafe) - 1512

| Clear | ‘ OK ‘ | Cancel

You may search by typing in the value in the search field and hit enter. To select the value, click on
the value itself.

‘1‘ Select Value
Organization: 'LAUSDORG | R site: [LAUSD | ¢ A
| |@ Buid your GL Account by selecting vaiues for each component from the table below. Click OK to return the GL Account
“ GL Account: CC © 2222222222222222222222222 -22272.2227297222-  segment |ACCT VALUE =
L oEre > QR G 1- 1001736 B o4 Download © =
I GL Component Vaiue + Description
| fremont
< | 0001068001 Facilities F - Fremont Annex (INACTIVE) - 0630
= | 0001167901 Fremont HS Health Cénic - 1679
.i 0001352001 Fremont CoS -
I‘ 0001865001 _ Fremont SH - 8650
! 0001865002 Fremont Math/Sci Mag - 8651
0001865003 New Fremont High School(INACTIVE) - 8655
0001865009 Fremont Enrichment Academy (INACTIVE) - 8860
0001865017 9th Grade Center - Fremont - 7660
0001399526 Fremont CAS/AEWC - 9494
0001915401 Fremont-Washington CAS - 9154

Cees | Coc |

Type in the program in the search field and hit enter. To select the value, click on the value itself.
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Select Value
——— —_—_———
Organization: |LAUSDORG () Site: |LAUSD Q

0 Build your GL Account by selecting values for each component from the table below. Click OK to return the GL Account.
GL Account: CC : 0001885001 - 22222 - 2222227272 - Segment: PROGRAM i~

7 Fiter > Q @ $: @ 21- 0111 P G4 Download © =
GL Component Value ~ Description
o —

10049 Safety & Technology

10050 Exterior Paint

10051 Interior Paint

10052 Wall Systems

10053 Floor Coverings

10054 Lockers

10055 Locks

10056 Lunch Sheiters

10057 Plumbing

After selecting both the CC/WBS and the Program, click on the OK button.

Select Value
— =
Organization; |LAUSDORG | () Site: |LAUSD Q

0 Build your GL Account by selecting values for each component from the table below. Click OK to return the GL Account
GLAccount CC : 0001865001 - 10048 - 2222222222 - gment COSTELEMENT

ZFiter > QG % @21-300040 4 Download @ =
GL Component Value « Description

470090 Other Food Service Supplies (4790)

520002 Travel/Conference Attendance (5202)

530001 Dues and Membership (5301)

540050 Other Insurance (5450)

550005 Rubbish Disposal (5505)

550007 Laundry Service (5507)

560001 Rental Of Facilities (5601)

560002 _ Maintenance Of Facilities (6602)

560006 Maintenance Of Equipment (5606)

560011 Rental Of Equipment (5604)

=

The funding line will appear on the Buyer Line field.
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Buyer Line

CC:0001865001-17398 Q_

|,§||
Click on the ““M jcon to save when finish.

Verify the construction and close out Start/Finish dates in the Scheduling Information section of the
work order. The Duration should automatically populate.

Start = Finish =

Target / Planning Finish; 10V924 302 PM «
Scheduled Const. Finish: | 11/8/24 3:02 PM ‘

Const Actual Finish:

Target/ Planning Start: | 9/10/24 3:02 PM
Scheduled Const Start: 9/10/24 3:02 PM
Const Actual Start:

Close Oul Stam. | /1424 3-02 PM Cloge Out Finish. | 12/13/24 3:02 PM

Starl No Earlier Than: EE‘) Finish Mo Later Than:
# Duration: 2-00 Predecessors: ¥
Time Remaining: Include Tasks in Schedule? =
Activity Type: '_-\h Work Group: '4‘_

15. CHANGE STATUS OF WORK ORDER TO READY FOR REVIEW (REVIEW) AND SUBMIT
PLANNED JOB TO AFSD

Change the status of the work to Ready for Review (REVIEW) and proceed to the next step.

Change work order status to Ready for Review (REVIEW)

‘-‘-i
Click on the Change Status ®* icon in the top toolbar.

_HE &

My Open Sedvics Call = | Find Work Order

| Wk Orger | Flans | WO Delais | Assignments | Fashee Reporting | Related Records | Aciuaby | Sadety Plan | Log | Desiciend
Class: woRKORDER Parenl WO | %
# Work Ordes. | 33035375 # |Faplace hol and cokl waler ines in the main buiding s * Work Type: | T

A Change Status window will appear. Select Ready for Review (REVIEW) from the New Status
dropdown menu and click on the OK button.
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Work Order: |3E286375 Reglace ot & coid water Ines i Uan Buldng

Sutus WREVEW Watng on Revew (WREVEW)

® New Status: Rieady for Revi ™
# Sustus Disier 9/5/24 3:11 PM k5]
Uemy.
Print Work Orden(s)?
Change work order 520803 N back ground?

Metification E-mail for Work Order Change Status: | jennifer leff@tausd.net

= —

Route job package to AFSD for review.

16. AFSD REVIEW THE PLANNED JOB, CHANGE STATUS OF WORK ORDER TO PENDING
FUNDING (PFUND) AND RETURN JOB PACKAGE TO CLERICAL
The AFSD or Designee performs these functions.

Review the Planned Job package. If approve, change the status of the work to Pending Funding
(PFUNDED) and proceed to the next step. If not, return the Planned Job Package back to the CPM
for adjustments.

Change work order status to Pending Funded (PFUND)

‘-‘J
Click on the Change Status * icon in the top toolbar.

E o e
L!] @ .6{ “9 -
My Open Service Call ¥ Find Work Order ) v SelectAction - Q ﬂ
Work Order | Plans | WO Defals | Assignments | Failure Reporting | Relaled Records | Actuals | SafetyPlan | Log | Deficiencd
Class: | WORKORDEF Parent WO: || »
* Work Order. | 33285375 » |replace hot and cold water ines in the main building 5 * Work Type: (cpm
cM

A Change Status window will appear. Select Pending Funding (PFUND) from the New Status
dropdown menu and click on the OK button.

Change Status

‘Work Order: | 38286375

Status. | WREVEW

Replace hot & cold water ines in Main Buiiding

Viaing on Review (WREVIEW)

* New Status. Pending Fundin ™
# Status Dater 9/0/24 3111 PM m
Uemo
Print Wiark Order(s)? [
Change work order states in back ground?

Motification E-mai for Werk Order Change Status: jennifer leff@tausd. net

(o)

Submit Job Package to Clerical to generate Internal Order.
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17. CHANGE STATUS TO READY TO INTERFACE (INTREADY) TO GENERATE INTERNAL ORDER

Clerical Department will perform this action

Change work order status to Ready to Interface (INTREADY)

e
Click on the Change Status "* icon in the top toolbar.

— ork Order g - Bulke atile
[ E . .
— & & ’%’? S
My Open Service Call * | Find York Order - Select Action - @ ﬂ
m | Work Order Plans ‘WO Details Assignments Failure Reporting Relaled Records Actuals Safety Plan Log Deficienc
Class: \WORKORDEE Parent WO: || S
* Work Order: | 33235375 = |replace hot and cold water ines in the main building 51 * Work Type: |cpg =

A Change Status window will appear. Select Ready to Interface (INTREADY) from the New
Status dropdown menu and click on the OK button.

Change Status
Work Order: | 3B286375 Replace hot & cold water ines in Main Building
Saatus: |PFUND Pending Funding (PFUND)

* New Status: Rpady to inberf ~
.
* Status Date: 9/0/24 3:11 PM by
Wemg
Print Work Order(s)?
Change work order states in back ground?

MNatification E-mail for Work Order Change Status: | jennifer leff@lausd. net

(o)

INTERFACE SCHEDULE AND STATUSES

Maximo will interface the Planned Job information into SAP Hourly to generate an Internal Order
(10). See below for the Interface status definitions and actions.

Ready to Interface (INTREADY) — This status marks the WO to interface to SAP. If your WO is in
this status, you can still change the status back to PFUND if you need to make changes to the WO.

Interface in Session (INTSESSION) — The WO is change to the INTSESSION status when it is in
the process of interfacing with SAP. When the WO is in the INTSESSION status, you cannot make
any changes to the WO.

Error In Interface (INTREJECT) — The WO completed its interface but was rejected due to any of
the following reasons: Invalid Cost Center, Invalid WBS, Invalid Program, etc...If your WO rejected
during the interface, the reason will be displayed on the Work Order tab.
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W2 eP ¥
¥ %

m | Work Orger Pans WO Detais Asmgraments Falwe Reportng Relned Reconm Alhuaal Safety Flan

Al Records *  Find Work Orger 4 v Select Action

Intedface Remarks. [BMX2Z9000E.  Responsibie cost cerser 901 & nol vand curmently in CO ares 1000

FUNDED — The WO completed its interface and an Internal Order number was created successfully.
The CPM and Clerical staff who changed the status of the WO to Ready to Interface (INTREADY)
will receive an email should the interface Rejects or was Successful. If the Internal Order (10)
number was created successfully, the IO number will appear on the email.
Clerical to submit job package back to CPM/Designee when job is funded.

18. CPM ROUTES JOB PACKAGE TO THE LEAD CRAFT

19. LEAD CRAFT DISTRIBUTES THE SUB LABOR GROUP PACKAGES (IF APPLICABLE)

20. THE SCHEDULED START/FINISH DATES WILL BE DETERMINED IN THE AREA BOOK
MEETING

21. LEAD CRAFT CHANGE THE STATUS TO WORK ORDER SCHEDULED (SCH) AND INSERT
BOTH SCHEDULED START/FINISH DATES

The Lead Planner or Designee performs these functions.

Insert the Scheduled Const. Start/Finish date to the work order.

Stheduling infeamation —
Start = Finash L
Targed | Planning S8 | 47774 172.45 P i Taigsl | Plasning Finsh: | 4o0my 730 Py FE'\J

Schaduled Conl St | 429,24 600 &M Schidubsd Conal Finsh: |e2q24 230 PM «

Consl Actual St | 33024 5-00 AM ) Const Actual Finih: | soamd 17 44 BM i)
-} i3]
Close Ol Start | 5r39/24 6:00 AM EE. Close Oul Finish: 7224 2 30 PM %
Starl Ho Earfer Thane | 472624 6:00 2M E‘:‘L Finish Ho Lafer Than: g2y /24 230 PM 3.'!)
& Duration 200 Predecessory W
Time Remaining Inciude Tasks in Schedule?
Achaty Type i) VWork Growp |
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Change work order status to Scheduled (SCH)

il
Click on the Change Status %" icon in the top toolbar.

_ Wl &
Q4

m] v Order | Plaee | WOOwatn | Awgemects | fadweRepodieg | RelsedRecoos | Acusin | Seletyfan | Leg | Detomn

My Cpen Seevice Cail = Fine Wark Order Q- Select Acken

RISy OO P W0 § X
* Work Qecer 1332836375 o 16piace RO ANT Lol Wty ket @ e i bukdng i » Work Tyoe Ap a

A Change Status window will appear. Select Scheduled (SCH) from the New Status dropdown
menu and click on the OK button.

Change Status
VWork Order | 36765045 ‘Access 1o Food Services and Special Services Employee an [
Statys WAPPR Waitng on approval
 New Status: | Scheduled (SCH) -
Status Date: #1024 10:42 AM B
Reason -
Reference WO2 RS
Memo:

Print o Emaid Work Order Report when change status in background selected?
Change work order status in back ground? |

Motification E-mai for Work Oraer Change Status: |jennifeclefi@isusd net

@r_

22. WORK COMMENCES, FIRST CRAFT CHANGE STATUS OF THE WORK ORDER TO IN
PROGRESS (INPRG)

The First Craft on the Job performs this function.

Change work order status to In Progress (INPRG)

¥
Click on the Change Status " icon in the top toolbar.
‘A = 'WorkOrder Tracking

== o —
- BRON ISR 2
My Open Service Calbl »  Find Work Order ) »  Selectacbon - Q ﬂ
m ] Work Order l Pans | WO Detais . Fallwe Reporing | Relaled Receds | Actuals | Safety Plan | Log | Deficiend]
Class. [WORKORDEF ParalWo:) »
* Work Orcer. 33283375 » replace Rot and coid water Ines in the main buliing m * Work Type' 'Ap A

A Change Status window will appear. Select In Progress (INPRG) from the New Status dropdown
menu and click on the OK button.
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Change Status
Work Order 36765045 [Access 1o Food Services and Special Services Empioyee an [
Statys | WAPPR Waiting on appeoval
« New Status: | In progress - =
Status Date: | 9/10124 10:42 AM ®
Reason: —
Reference WO#: R
Memo.

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

Change work order sistus in back ground? |

Notificasion E-mail for Work Order Change Status: | lennifer iel@lausd net

\ox\h

23. INCREASE / DECREASE PLAN AMOUNT (02 CHANGE)

First select the Plans tab and look under the Tasks for Work Order subtab.

)
My Open Service Call = | Find Werk Order 4 = Selectiction - Q ﬂ
D o [ -m rr——
Servce Aoaress | Map
\Work Cvder | 35755045 ® |Access 1o Food Services and Special Sendces Employee an [ Faenl WO
Paej Cast Dese 1 Stats
Children of Work Oraer 36766045 [ Finer 0-0al@
i) Cmasnstien hsaton Resaton [esrpton
ruummmum_ 0-0sf0
Iaaks MatCat Craft Summary Semen
abor | Malenss | Seniees | Teol
Labor [ Fimer B-0ol8
Twk  Cof Crat Descripon Lt Category

Add an additional task following the naming convention of “O2 CHANGE — XXXXXXX". Replace the
xxxxx with what the change is (e.g. INCREASE LABOR / MATERIALS, DECREASE LABOR...)
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Tasks for Work Ovder J6T65046 [ Fiber * f-toli
Tagk® gt Cat Cerfl Sueeemary Section  Job Type EstDur St
> 20| | ©OF CHANGE » IRCREASE LABOR 1393 200 |wal
S 20 # 02 CHAMGE - INCREASE LABOR i i Cant Camtar: [ o 4 " 8 Stalus: (wapPR L Ascouk
# Loeabon g q3313 5 (MBODAREACI ) *Essmated Cursbon 200 RE{WO (33205535 W * Seckon
Asset » ol Category Code: |y [, Foute Code: a5 2 Job Type: [
Inspecion b3 Mheasurement Dabe: % Obserqabon:
ipsmrement Pont W Measurarani Vi Inberit Siatus Changes? [
Lakar s Toon
Labor = [ Fier T 1-3073
Task ol Crat Deserigtien Lo Camagery Cpty Hours  Rale
b 0, P e Piant Manager | LR (=% 1 200 5454
L PLMY » Plat Manages | LR & i 1 5454
'] (=} B LR 3 1 200 (L)
Tarsk: a Cow [ Productive Rale 154 Burdened Ly
e Werk Giowg: » # Hourk ) Man Progustivs Rate: | 00 Prod Lil
. < * Quankity - Indirect Rale 00
Cenft | py gy 3% Pt Manager {7} Burdened Rate: [ 5454
Labor Calegory: || p a
| Select Crew Type Sele

To decrease the plan amount, remove or reduce the hours or materials that were originally planned.

Print the revised Planner Data Entry and Project Cost Estimate. For the Planner Data Entry, go to Select
Action, then Run Reports.

Qv  Sewctacton

T Change suis

My Open Service Cat » | Find Werk Crder

7@ workorder | Pans | WO Detads |

Work Order (35765045

Assgen

« Access 1o Food Services an SecleciDovalect SLAs

Prej Gost Dese Change Week Order Options
Create
vew

Chidren of Work Order 36765045 b Fater
oM

Create Job Plan bom Werk Plas
Lomtae Remove Work Plan d

Sedect Safely Hazardsy

Tasks for Work Order 36765045 D Fiter

Task® MatCal Catt
v 20
* Task 20 02CHANGE . INCREASE LAB

* Locabion |s.13913

Asset »
Inspecior »
Measurement Point »

"TJ:-:- Materialy | Servioes | Toon
Labor b Fier + 4 1
Tesk  Cot
» L LMt

Enter “planner” into the Description search bar and click either Create Report or the parameter itself.

sl

»

Enter Meter Readngs

Repont

e Dowrtme History

Assign to New Parent

RescheduierUnassign Assigrensnts

Select Owmer

Takn Oweershep
Copy Doclinks o Week order
Aftachment Library ¥ ciders
Duphcate Work Order

Add to Bookmarks

Enter Inspecton Reswity
Fun Reporty

Cognos Anawyics

Appty the Gynamic cakulaton
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Reports and Schedules

Reports Schedules

 Fiter > Q | & o d-1ofd G4 Download @ =

Descriplion
planner

Planner_Data_Entry -
Create Repori ﬁl

In the Request page, enter, “Y”, indicating that yes, you would like the Print modified (02 Change
Worksheet), then click Submit.

Request Page

Parameters
Print modified (02 Change Worksheef) ( or N N _

Schedule =

® | mmediate

) At this Time i)

"~ Recurring @,

Email a

Schedule format options a
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| Los Angeles Uniffed School District

Modified Planner Data Entry WO# 36765045
Parent WO#
School Name Req Phone Reported Wear (*) |G/L Account Cost Center (loc)
SCHOOL 5V5-M&0 C3(CS  [Dwyna 5131723 25 0001049301
Loc/ Assct [Bidg Ins 1D Lead Craft [Status [Scheduled Dates
S=13913 MAX WAPPR Start Finish

Location Descriplion: M & O AREA C3

Work Requested - Description:

Access to Food Services and Special Services Emplovee and to Update Driver's License and Insurance. Sherri Miller EN 671066 Principal Clerk
for Special Sennices and Food Services requeres actess to both Cost Centers/Locabons does nok have access to Dnver License and Insurance

IInanmation Screen.
Planned or Written By Date Planned Approved By Date
| Supervisor's Signature Date Approved By Others Date
Buyer Line |
Cost Center WES. 10 Program Functional Area Fund |
PLANNER USE ONLY - Estimated Labor |
n__Labor Craft Reg Rate  OF Rate __ Reg Hrs OT Hrs __LaborE
Estimated Material jﬂi
|Ln 1;; Craft Material Contract Other ileage mprest|
HOURS: 0.00( CONTRACT:| Indirect Labor Charge: $0.00
LABOR: MILEAGE: Non-Prod Labor Charge: £0.00
MATERIALS: TMPREST:| Indirect Material Charge:| $0.00
OTHER: SUB TOTAL: 50.00 (***) TOTAL: $0.00

% Fiscal Year when W.0. was changed to FUNDED or later stacus, else if not yet funded, current fiscal year. Pos-funded W.0. statuses assumed to
nclude FUNDED, INPRG, FOOMP, COMP, WINSE PCOMP, REWORK, SCH, or CLOSE

2k Totsl = Sub Totsl = Indirect Labor (Rag and OT) = NonProductive Labor (Reg and OT) = Indirect Maters

Su 10 2024, 11:14.4M Buport Filwmawa: Plawar_Deca_Enry

When acquiring your Project Cost Estimate Report, go to Select Action, then Run Reports.

‘A = | WorkOrder Tracking

My Open Service Cak = | Find Werk Order Ol w  Selectacton

‘..‘; Change Staus

Apply SLAs
ok Order | Prans l WO Detals | Assigen
—inbiehd | : Vew SLAs

Work Order. 35765045 » /Access 10 Food Servicas an SelectDeselect SLAS -
Proj Cost Desc Change Work Osder OpSons

Create .
View »
Children of Work Order 36765045 [ Fater

Create Job Plan from Work Pln

e Lz Remaove Work Plan
Sedect Safely Hazards
Ramove Safety Plan
Apply Route
Tasks for Work Order 35765045 | Fier Emer Moler Readngs

Tasks MatCat Ceatt Raport Downsime

™ p——— M D History
7 20 | Manage Dowrdme Hislory

— - Assign to New Parent
* Task 2 # 02 CHANGE - INCREASE LAB

e

MoverSwapModfy
* Locabion: 5 43913 » M&OAREACI Eda Histery Work Ofder -

Aseet » Raschedule/Unassign Assigrements
Measurement Point »

Select Owner

g

Take Ownership

Copy Doclinks 1o Woek order

Altachment Librasy ¥ cidecs »
Duplcate Work Order
| Labor | Matenais  Servces  Toos Add o Bookmarks

Emet Inspacton Ressits

Run Reports
Cognos Anadylcs

Labor [ Finer * 9 130
Tosk  Ceaf

b aQ P » Apply the Gynam calculaton

= 4 e - ey T o
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Enter “cost estimate” into the Description search bar and click either Create Report or the parameter
itself.

Reports and Schedules

Reporis ; Schedules

\VFillet-*Q:.é‘ 1-10f1 4 Download : = |

p—— |

‘ Project Cost Estimate - No Parameters Version

Se—

Click Submit on the Request Page. This will open the Modified Project Cost Estimate Form.
Hand write in the Original Cost and the Additional Funds Needed.

page [1 | w1 weem [ 4 3 =
Lot Angeles Unified School District Existing oo
Facilinies 4
Maintenance? lMi‘O\
Operations

Modified Project Cost Estimate W.0.# 36765045

School Name: SCHOOL SVS-MA0 C3(C5 omg

Cost Center: 0001043301

Requester Name: Tithe:

Date of Request:  5/31/23 Date of Estimate: /1024 Phone:

Description of Work
ption of the Work (includes items to be provided by school, cost saving alternatives, and

rull

Or
Addmonal Funds # d:
Total Cost:

- Estimate includes labiity, workman's Compensabion and mator velidle nsunade.

- All labor s fully warranted

- Materal s factory warrantied

- Final cost may increase due to unforeseen condtions or changes in the scope of work.

- Project will not be scheduled until an estimate form i signed by the site admiristrator

- All changes to the project which affect the cost will be reviewed on a separate form by the site administrator. The site admunestrator's
approval must be obtained pnor to the start of work.

- Estimate includes fringe benefits for empioyess performing the work, All project costs wil De charged to the funding lne(s) prowided by the
jsite pdminstrator,

- Costs, including fringe benefits, may appear several months after project has been completed. This 15 due to the accounting system
currently n place.

Scheol Designated Funding Source
Cost Center or WES (SAP Project) and  Program (reqd)
0001042303 J L ] L J
10 Sgita 10 or 14 Gigita Last S digite of
Functisnal Sren
Preparer Signature Date Requester Signature Date

Estimate valid for 30 days from date of preparer’s signature.

10 2004 )15 AN Repor: Floae Propect_Cocr_Ecowe rpvdeign

Get approvals and submit to clerical for the changes to be interfaced
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24, WORK COMPLETE, LEAD LABOR GROUP INSERT ACTUAL FINISH DATE ON WORK ORDER
AND CHANGE WORK ORDER STATUS TO FIELD COMPLETE (FCOMP)

The Lead Labor Group performs these functions.

Insert the Cost. Actual Finish date to the work order.

|
Start L Finish L]
Target / Planning Start: |4/15/24 7-:00 AM % Target / Planning Finish: |5/31/24 7:30 AM %
Scheduled Const Start: |gr324 6:00 AM % Scheduled Const. Finish: | grog/24 2:30 PM %
Const. Actual Start: |gr324 6:00 AM % Const. Actual Finish: | §/28/24 2:30 PM _
Close Out Start: % Close Out Finish: %
Start No Earlier Than: % Finish No Later Than %
# Duration: 200 Predecessors: »
Time Remaining: Include Tasks in Schedule? 7
Activity Type: \:‘Q Work Group: q

Change work order status to Field Complete (FCOMP)

i
Click on the Change Status " icon in the top toolbar.

W e v
oQd

m Work Order Plans WO Details Assignments Failure Reporting Related Records Actuals Safety Plan Log Deficiencies

All Records ~ | Find Work Order @, v | Selectaction

Class: \WORKORDEF Parent WO »
Work Order. |37558903 » | R&R Roof Blowoff @Football field Visitor Restrooms = * Work Type: |cpm Q
¢ CostCenter. 0001576801 (), |MONROE SH # WO Priority 1Q

A Change Status window will appear. Select Field Complete (FCOMP) from the New Status
dropdown menu and click on the OK button.

Change Ststus
VWork Orcer | 37558003 RSA Roct Blowo# @F oot ad akd Vistor Restooms 71
stws WPLAN Véating on Planeing WPLAN)

 New Status Field Complete (FCOMP) _
m
55

Status Date 91024 11:39 AM
Reason T o o d

Reference WO 2
Memo
Print or Emai Woek Order Report when change status i background sefecied?
Change work order status in back ground? |

Notiicason E-mai for Work Order Change Status: fennferiefZlausd net

25. SUB LABOR GROUP(S) RETURNS THE COMPLETED JOB PACKAGES TO THE LEAD LABOR
GROUP. LEAD LABOR GROUP PROCESS ALL PAPERWORK AND CHANGE WORK ORDER
STATUS TO WAITING ON INSPECTION (WINSP) AND RETURN PACKAGE TO CPM
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The Lead Labor Group performs these functions.

Review completed job packages, process all paperwork (purchase orders, invoices, etc...).

Change work order status to Waiting for Inspection (WINSP)

‘-‘-i
Click on the Change Status ®* icon in the top toolbar.

A = WorkOrder Tracking —

AR Recoeds

> Find Work Order ) » [Seectaction

Cass WORKORDEF

Pans WO Detads Assgnments Fahge Reporng Retated Records Atuys Safety Fian Log Defoences

Farent WO

Work Order 37553000 « RSR Roof Biowrof @Fostbat feid Visitor Restrooss * Work Trpe: | cm

» Con Corter. (0001876301 (3, |MONROE 54 * WO Pricety

A Change Status window will appear. Select Waiting for Inspection (WINSP) from the New
Status dropdown menu and click on the OK button.

Change Satus

Werk Orger | 37558503

Siadyy |WFLAN

RER Foof Blowofl GF oolb-al Sebd Wisdos Rk poms

Waling on Flanning (WPLAN|

® Mo Slatud
Siatus Date: | WINDE THAZAM
Paancn

Vraiee o FRapeBen AYINED)|

&

<

Redarencs Wi

Mams

Print or Emadl Work Quder Rapsr when changs wlaivs in background pelsched’?
Changs work arder wirhes in back growna?

HodScaton E-mad for Work Orger Change Slatus; feradterlefiTlausd ned

o —

Route completed job packages to the CPM.

26. CPM VERIFIES THE JOB IS COMPLETE AND CHANGE THE WORK ORDER STATUS TO
COMPLETE (COMP)

The CPM or Designee performs these functions.

Verify job is complete.

Change work order status to Complete (COMP)

‘-‘d
Click on the Change Status ®* icon in the top toolbar.
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o Or&_if:lr_agt@r_lg

_WE LD |

All Records "~ | Find Work Oroer O w | Seect action e
\Work Order | Plans | WO Details | Assignments | FailureReportng | Related Records | Actuals | SaletyPlan | Log | Deficiencies
Class [WORKORDEF Parent WO W
Waork Order. | 37555805 & R&R Roof Blowofl @Football fiekd Visitor Restrooms. = = Work Type: -’}
* Cost Center: 0001876501 (7 [MONROE SH = WO Priority 18

A Change Status window will appear. Select Complete (COMP) from the New Status dropdown
menu and click on the OK button.

Change Status
Work Orger | 37558903 RER Roof Blowaoll @F ool feid Visaor Restrooms.
Status | WPLAN Wasting on Planeing (WPLAN)

oo S G ==
M

Status Date | V1024 1142 AM
Reason
Refeceece WOR
Mems
Print or Emad Work Order Report when change states n Dackground selected”
Change woek order status in Back ground?

Notécabion E-mad doe Work Order Change Statys  ennferlefilauss net

Route Job Package to Clerical Department for filing. The file retention for a Planned Job should be 5
years. If the Planned Job is for a construction project, the file retention should be 10 years.

Maximo will verify that there are no pending transactions. If there are none, the system will move the
work order status to CLOSE. If any open transactions exist, the system will change the status to
COMPRJCT. The error message will identify the open transaction/s. When the transaction/s are
closed, the system will move work order to the CLOSE status

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