CCSD Q Maximo Work Order CCSD s

CILARK COUNTY
SCHOOL DISTRICT

Application Training
MAINTENANCE TECHNICIAN

CLARK COUNTY
SCHOOL DISTRICT

WORK ORDER INSTRUCTIONS
ACTUALS, PREMIUM PAY, MATERIALS, FAILURE
REPORTING AND WORK ORDER COMPLETION

LOG ON TO MAXIMO WEBSITE. WITHIN THE FACILITIES SERVICES
DEPARTMENT MOST COMPUTERS WILL HAVE THE “WELCOME TO
MAXIMO” ICON ON THE DESKTOP.

CLICK ON MAXIMO ICON (ON DESKTOP)

MAXIMO LOG ON SCREEN WILL APPEAR

"Tm'”TT]”TI

TYPE YOUR USER NAME IN THE USER NAME BOX

User Name and Password must be typed in (LOWER CASE) Letters.

A
-

TYPE YOUR PASSWORD IN THE PASSWORD BOX:

> esm——— ],
— (signin )
>

CLICK ON SIGN IN TO ENTER THE PROGRAM

PASSWORD MUST BE 6 CHARACTERS OR MORE WITH NUMBERS,
LETTERS OR A COMBINATION OF BOTH.

IF YOU ARE LOGGING ON FOR THE 1ST TIME, REPEAT YOUR USER
NAME AS YOUR PASSWORD AND THEN CLICK THE SIGN ON ICON.
ONCE YOU ARE IN THE APPLICATION YOU WILL BE PROMPTED TO
CREATE YOUR OWN UNIQUE USER PASSWORD USING THE
CRITERIA GIVEN ABOVE.)

FROM THEN ON, YOU WILL USE YOUR UNIQUE PASSWORD.
NOTE: DO NOT HAVE WINDOWS SAVE THE PASSWORD.

COMMIT IT TO MEMORY OR LOG IT SOMEWHERE FOR REFERENCE.

& NEeW user ? register now

IFAT T ARYEY

If you try to log on 3 times with either the wrong
user name or password, you will be blocked from
the system and then you will need to call the help
desk at 387-0708 to get back into the program.
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D Bulletins (5 P GoTa  Wi=Reports= ¥ Start Carter

ﬁ Welcome, DICKERSON LISA

Admin Admin Meyy Template

Your personal homepage will open.

= | Workflow Inbox / Assignments (12)

Choose Work Order Tracking Quick Insert
fI'O m your favorite app li Cati ons Thiz portlet has not heen set up. To set up, select the edit icon « in
bv C||Ck|nq vour mouse on the the portet header. Result Set
word or icon for Work - This portlet e not been set up. To set up, select the edit icon « inthe portlet header.
Order Trackina, I
| =7 CAPS OKLY PLEASE THZOT 7:39 AM ‘ Result Set
N-EE This portiet hes not been set up. To set up, select the edit icon < inthe portlet header,

Favorite Applications F

) Create Service Reguest

Service Reguests

Wark Order Tracking

Type the WO number in the “Find” Box located to the left of the “Select Action” Box just under the blue Maximo Tool and
press the enter key. The WO you chose will appear on the screen.

1 Hullgtins: 1) FGolo  ISkeportz = M StErtCenter

| Work Order Tracking

—

[ v End: | | #h select Action vLid ] | L&Y | wddlon | Repos - [

; e ———
List Witk Order Plans Relsted Recards Actuals Safety Plan Log Failure Reparting

-a'l.dvanced =earch Save Guery «  Bookmarks

(Work Orders | ™ 000 0 0 00
Work Order Cescription Region Asset tatus =Scheduled Start Priority  Location
# # i
Tofind records, use the Filter fields above and then press Enter.

Faor more search options, use the Advanced Search button ahowe,
To entera new record, selectthe Insert icon in the toolbar.

!:l. Select Records
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the correct WO.

Example of WO Screen, at this point double check your WO # and the description to make sure you are putting your time on

|| Work Order Tracking

@ Bulletins: (13

™ GoTo I =Reports # Start Certer & Profile ¥ Sign Cut

| ~|  Find: | |#h [Select Action v @ @ @ @ w1952 ley | wekiiow %" | Repors . [5)
List Work Order ] Plans Relsted Records Actuals Safety Plan Log Failure Reporting
WORK TYPE* * - Attachments &
Caused by Vandalism? [ | Requester / Location GL ~ Status
MAXIMO LOCATION* P [ROBERTS AGGE ES IE CCSD CostCenter | |4 Status Date | S/14/07 2:21 Pi
CCSD Site # [227 CHARTER Gtk HENDERSON 89074 | wes | ] Inherit Status Changes? []
Asset I:l # | | = Failure Class I:l r Is Task? []
Region + Problem Code I:I +
Facility Type #
Zone I:l
School Schedule *
Parent W |:| "
JobpPlan | |~ AssetUp? [ PRIORITY" * 4
PM |:| F Warranties Exist? [ ] Priority Justification |
safetyPlan | |~

= PP P e T ]

= -F" #3010

-.}.-' HlEtE: (1] WRenons= M St

SAMNT\Apps\Documentation\17

Y| Find: B Select Action Vi@ A 2@ @G | worton ' | Repons '
List Work Order Plans Related Recnrdﬂuals T'etlﬁ.f Plan ' Log ' Failure Reporting
Using your mouse, —
place the cursor over
the Actuals tab and 'KITCHEN" THE DRAM PIPE LNDER THE Shi I8! WORK TYPE! * |CM #
click in order to A - R i
begin the process of Caused by Vandalism? [ | Requester /Location GL | 3130000234 |
putting in your MAXIMO LOCATION® |3140 4 |ROBERTS AGGE ES E CCSD Cost Center ;
labor for this WO. ;
CCsDSites (023 27 CHARTER O HENDERSON 83074 WBS Inherit 3
Asset ’ E Failure Class ’
Region |sE Problem Code ¢
e—
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Under the Labor Tab at the lower right hand corner of the screen, you will find a “New Row” button. Click on this button to

open a blank Actuals Log to be filled in with your information.

a

|| Work Order Tracking

" Bulletins: (1) P GoTo

It =Reports # Start Center X Profile ¥ Sign Out ? Help

e —

Ohutside Labor

| v| Find:| ||ﬂ[ |Selen:1ActiDn v| &g =2 @ |a o H:i oo [PNgilow " | Reports @ i
Lizt Wark Order Plans Related Records Actuals Safety Plan Lo Failure Reporting \
N
Work Order |327/41 "WITCHEMN" THE DRAIM PIPE URDER: THE SIMH IS Site  |MAIMT Status | &PPR
Parentwo | |~
| ~Filter > iy ¢ 5 1 % % | ®0-.0o0f0% I Download | 0 | o
| Fitter > iy : 21 | F & | «0-00f0% [ Download |
Seduence Taszk Summary Estimated Duration \ Status
Mo rowes to display... N
| Hew Row :I
| Lakar ’ Materials Services Tools
| Filter - # ¢ 21 0k & | +0-.0of0# \E}_Download 172 =
Task Lakoar Mame Approved? Start Date Start Time Erd Time Feqular Hours Rate
Mo rows to display...
| Select Labor | | Select Planned Labor | (.Hew Row !2
Example of Actuals Log screen that appears in order to input Labor
Lakor tdaterials Services Tools
i - Filter > dy ¢ 21 P F & | e d-10f1* o Download | P !
Task Lakor Mame Approved?  Start Date Start Time End Time Regular Hours Rate
# > |= I BMTIT & | | | | [ 000 I |
Labor
Task l:l # Lahor”eI:| ¥ | |.J Approved? [ |
Details
Truck Zfor Trip Charge l:l Start Date © il End Date * l:l il Type © #

Start Time | | EndTime* | |
Regular Hours ©
Rate | |

Premium Pay

Line Cost

Timerstatus | |

Charge Information

Outside ?
Vendor
Contract

Revision

Premium Pay Code
Premium Pay Hours
Premium Pay Rate
Premium Rate Type
OT Justification

Recorded as Received | |

GL Credit Account

9150000254
140

Memo | |

GL Debit Account

Location

Asset

B oO% O N

|_Select Labor | | Select Planned Labor | | Hew Row |
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ENTERING LABOR (ACTUAL TIME WORKED)
Fill in the “Labor” box with the correct Labor Code for the worker that did the work.

Fill in the “Craft” box with the correct craft code, if it does not automatically populate once your labor code is entered.

Fill in the “Start Date” box with the correct date or choose from the calendar by clicking on the gray calendar button to the right of the
box. From the calendar, select the correct date and enter.

Fill in the “End Date” using the same instructions as the “Start Date”.
NOTE: Start Date and End Date will always be the same, and must be entered or selected for calendar.

Fill in “Start Time” box. Example 11:00 am or 2:15 pm. The program will automatically default to AM if you are making an AM entry. If
you are entering a PM time, you will need to designate PM. If you are accustomed to and like to use military time, the computer will
automatically fill in the PM based on a military entry. Example: 13:00 will automatically change to 1:.00 PM when you tab or enter after
your entry. Actual time worked on the job. DO NOT COUNT TRAVEL TIME OR LUNCH OR BREAKS.

Example: Arrived @ 8:30am, finished the job at 1:30pm. Sometime during the job took 15 minute break and a 30 minute lunch. Actual
time should reflect only actual time worked. Start time 8:30am, End time 12:45pm. Total 4:15 hours actual time for this WO.

Fill in the “End Time” box using the same directions as used for the “Start Time” above. Tab or Enter to see hours.

Your regular hours will automatically calculate based on your other entries.

Labor Waterialz Services Toolz

i oFilter: b 0 k¥ | #1-10f1% cDownload !
Tazk Lakaor Mlatmne Approved?  Start Date Start Time Erdl Time Recular Hours Rate
[ |4 3 4527 ; [POWWELL RICHARD | E SHENT @ [gooam | [tooPm | | 400 2350
\ Labor

Task | |+ Labo" 314827 b [PONELL RICHARD | & Approved?
\ Details /

Truck #for Trip Charge I:I N e OM1EO7 | End Date ‘ﬂ BT Type © P

(1

crany . Start Time€ 5,00 AN | End Time ‘<R > TimerStatus | |
CONFIRM THIS / Regular Hours * Line Cost NOTE: COMPUTER WILL AUTOMATICALLY
FIELD IS FILLED Rate *| 2353 CALCULATE AND FILL THIS FIELD IF
Jutside Labor Premium Pay K ENTRY WAS %QE&%?&%E[%ILY'
Outside? [ | Premium Pay Code |:| » GL Debit Account  |9310000351 P
Vendor l:l ” Premium Pay Hours |:| GL Credit Account l:l #
Contract l:l ~ Premium Pay Rate I:l Location ~
Revision I:I Premium Rate Type I:I # Asset l:l ~
OT Justification I:I - Memo |

Recorded as Received | |

Select Labor | Select Planned Lakor | Hew Row

S\MNT\Apps\Documentation\17 5 Revised 01/26/09




Example of correctly filled in Actual Row. If you put all information in correctly, the regular hours box should reflect the
number of hours worked and there will be a calculated amount in the “Line Cost”. (Rate should now reflect your correct
hourly rate of pay.)

J Lakiar ] faterials Services Tools
i ~Fiter > @iy : 3§ % ¥ | +1-10f1% [ Download | 0
Task Labor Marme Approvedy?  Start Date Start Time End Time Eeqular Hours Rate
[ | £ |314627 | # PCIAELL RICHARD = &M 407 ] |sooam | [ooPm | | 400 359 @
Labor
Task | |+ Labor * [314527 A [POWELL RICHARD | = Approved?
Details
Truck Zfor Trip Charge I:I Start Date ~ |51 4007 il Endl Date *__LSilai el Type © P
Craft © _1 4 o Start Time gt End Ti TITET Statlls
* ; OTE: COMPUTER WILL AUT bIVIPZI ICN’.'LY
Regular Hours Line Cost
Rate ALCULATE AND FILL THIS FIELD IF
€ ENTRY WAS MADE CORRECTLY.
Onutside Labor Premium Pay Charge Information
Outside? [ ] Premium Pay Code I:I ’ GL Debit Account  |3150000234 | »
Vendor |:| ' Premium Pay Hours :l GL Credit Account l:l #
Contract I:I M Premium Pay Rate I:I Location [3140 F
Revision | | PremiumRate Type | |+ Asset | |~
OT Justification :l -~ Memo | |

Recorded asReceived | |

|_Select Labor | | Select Planned Labor | | Hew Row |

H Work Order Tracking J— PGoTo  WRepots= # StariCenfer— 2 Profle ¥ SgnOut 7 Hel

Be sure to click on the save
icon on the Maximo Toolbar to -
save the entry you just made. | v/ Fin: ekt et ﬂ@] 219 @ [5H1a | oo Y | Reors 7 5

List Wark Oreler Flanz Related Recards Actuals Safety Plan Lag Failure Reparting

If you are entering

Actuals for more than one Workrder 71| ['TCHEN" THECRANPRE NDER TSR - Ste. JIENT ol
worker, repeat all the steps on Barent WO D;
pages 3-6 for each.

_ | Fter dd 0t 0.0d0 * Download
IMPORTANT: If you put time Cofiter 0 b v w0-0at0 ! Download
on a WO, bUt still need to Senuence Task SUmmary Estimated Duration Status
return to finish, change the N0 1ows 0 sy,
WO to “IN PROGRESS” once lon o
| Hew Row

you enter your actuals the first
time. That will advise others Liby | Meferdls  Servies  Tools
who view the WO that it is “In

CRter f 0t ettt * Duwnload
Lazk Labr hlzmes Dpwppneed Ciart Date Ctart Time  Encl Time Beeyilay Hoyrs  Bats
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ENTERING A TRIP CHARGE
In order to put in a TRIP CHARGE, you will need to be on the “Labor” tab and select the “New Row” button to open another blank labor
row.
Fill in the “Labor” box with the word “TRIP” and enter key.
Fill in the “Truck # for Trip Charge” box with truck used for this WO.

Fill in the “Start Date” box and the “End Date” box with correct date, (should match the date of the other labor entered). Pick from
calendar for more accuracy.

Fill in the “Regular Hours” box with a “1” and then hit the tab key or select the enter key.
This should produce a line cost of $35.00 for this entry.
NOTE: IF MULTIPLE VEHICLES RESPONDED, THERE SHOULD BE ONE TRIP CHARGE PER TRUCK. THERE WILL NEED TO BE A NEW

ROW FOR EACH VEHICLE, BECAUSE THERE IS ONLY ROOM FOR ONE TRUCK # IN THE FIELD. TWO TRUCKS WOULD REQUIRE TWO
LABOR ROWS TO RECORD THE TRIP CHARGES.

E Lakor 7) Materials SErYICes Toals

CFilter 0 v wq-2ef2e Download |
Tazk Labor Mame Approved?  Start Date otart Time  End Time  Reogular Hours  Rate
} F 34627 : POWELL RICHARD = S a7 i S002W  1:00PM 400 2359 fﬂ'
e e 4 [TRRCHeRGE IE O gienr @ | || e kw0

Labor

Task | |/ Labo(*[TRF TRIP CHARGE IE Approved?
Details /

End Dage ' |B1GMT Type " WORK .

. —
— EICLUTES NOTE: COMPUTER Witk
g 3500

Craft * | TRIP / Start Time
Regular Hours { Line Cost >\ AUTOMATICALLY CALCULATE
- AND FILL THIS FIELD IF ENTRY

Rate * 35,00 WAS MADE CORRECTLY.

(htside Labor Premium Pay Charge Information

Truek #for Trip Char 223 ’ Start Dé
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ENTERING OVERTIME LABOR
Go to the “Labor” Tab and click on “New Row” in the lower right hand corner of the screen.

Fill in the “Labor” field and then tab or enter, application will populate other boxes with the necessary labor information.
***(Confirm “Craft” field, computer will normally auto fill this field. If it does not, you will need to put in your correct craft code.)
Choose a “Start Date” from the calendar or type the correct date.

Choose an “End Date” from the calendar or type in the correct date. (Start and end date are always the same.)

Below the Premium Pay column at the middle of the page near the bottom, fill in the “Premium Pay Code” Field. If unsure of code, choose by clicking
on the magnifying glass to the right of the field and pick from the drop down menu.

Go down to the very last field under Premium Pay and fill in “OT Justification” field. If unsure of code, choose justification by clicking on the
magnifying glass to the right of the field.

Go back up to the “Premium Pay Hours” field and enter the number of hours worked. If you need to use half and quarter hour increments, the follow-
ing are examples: .25 for 15 minutes, .5 for 30 minutes, .75 for 45 minutes. Confirm that the program populated the “Line Cost” field before saving
the entry.

Save Entry by clicking on the Save Icon on the Maximo Toolbar.

Lakor Materials Services Toolz
< - - —
o Filter - gy : 20 % ¥ i = 1-1af1 e © Download ¢ ¢ §

Task Labor Natne Approvedy  Start Date Start Titme Ened Titre Eecular Hours Bate
| |4 314627 A POWELL RICHARD |El BAGD7 & | | | || oo PELEI 1|
- Labor
Task | |/ LaboC (314827 D) [POWELL RICHARD & Approved?

D
Truck Zfor Trip Charge — Start Date d? Type * #
s Craft " Start Time - Timer Status I:l
. ” B “ Confirm there is a line cost after your entry
Confirm Rate * is complete, before your save
Otside Labor Premium Pay Charge Information
Outside? [ ] Must be entered in yﬂlle Q GL Debit Account #
Vendor I:l ‘| proper order : emium Pay Hours < GL Credit Account l:l -
Contract I:l A1, Pay Code Premium Pay Rate Location 7

Revision | | 2. OT Justification jum Rate Type [MULTIPLER | Asset | |~
3. Pay Hours W2 ; Memo | | v

Recorded as Received | |

| Select Labor | | Select Planned Labor |
8 Revised 01/26/09 ~~——"

SAMNT\Apps\Documentation\17



ENTERING MATERIALS
To enter Materials, select the Materials Tab (next to the Labor Tab) and select the new row button in the lower right hand corner of the
screen.
You will get a new Materials screen that appears to enter your material information.

E Lakaor 2 Materials Services Tools

| oFilter - #% 0 S 0 & ¥ | «0-Dof0% /Lownload |
Task tem Cescription Transaction Type Storeroom Guantity Bin_

Mo rowes to display..

| Select Materialz | | Select Reserved tems | | Select Asset Spare Parts |

Fill in “Line Type” by using drop down menu (blue arrow a the right of the box) and select “ Material”.

Fill in “Description” box with description of part used. Refer to the “Entering Materials in Maximo Quick Steps” form for procedures
for the different types of entries, i.e. Credit Card, Shop Stock, and Purchase Requisitions.

If you have extra information that is important, you can enter it into the long description box to the right of the “Description” Box.

Fill in “Quantity” - Numeric only.......... 1. 3. 10. or fractions ofawholesuchas 5 .25 .75

Fill in “Unit Cost”. Total cost per unit or if you know the per foot price, etc, you can just put the exact amount used. Press enter key.

Maximo will calculate partial usage of a whole quantity.
(Example: 5 GAL. WHITE SEMI GLOSS PAINT in description, .5 in quantity, $60.00 in unit cost will calculate material price @ $30.00.)
Refer to Sample Packet for “Materials Entry” (see trainers) for correct way to enter shop stock, CC purchases and PO purchases.

Labot aterialz Services Tools

| cFifter > g : Sk kL #1101  Download |
Tazk ttem Description Tranzaction Type Storeroom Quanitty Bin_
[ & | | # INEW DRAIN KIT WTH GASKETS |E y [ ] | 1o | y 0}
Details
— il Y
Line P «— - Dgscrigtion ngn Expiration Date I:I
o CHEW DRAIN KIT WITH GASKETS 6@ if needed. LotType | |+
—— e
Storeroom I:I # ondition Code I:I #
Site Rate Percentage
Quantity — Condition Enabled? [ |
Unit Cost ‘. — Stock Category I:I +
Credit Card Used? [ | Entered By *

NOTE: COMPUTER WILL
AUTOMATICALLY CALCULATE
AND FILL THIS FIELD IF ENTRY
WAS MADE CORRECTLY.

Credit Card Humber Actual Date * |Bﬂ TIOT 955 om | L
Line Cost

Bin
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Be sure to click on the save icon on the Maximo Toolbar to save the entry you just made.

||:|| Work Urder Tracking N LTINS 171 ~E00 W =HEOrTS ™ SIE LERlEr &-HraTig T
=]
| v| Find:| |[ﬁ |Se|e|3t Action v| o a2 e o {:,I [ 2% | viaretion ‘T' | Reparts
- S
List Wiark Crder Flanz Relsted Records Actuals Safety Plan Log Failure Regporting
Work Order |32741 |"KITCHEN" THE DRAIM PIPE UMDER THE SIRk, IEI = Site  |[MAINT Status  |APPE
Parent WO #
nildren of Work Orders2791 *  ~ - © Download =
T L L S Eiitar sﬁ|“| + “;‘ VR i o T IF- nﬁmgﬁ-;-

FAILURE CODES

NOTE: Not all crafts utilize “Failure Reporting” feature on Maximo.
The “Asset” number will determine the “Failure Class” which will prompt the “Failure Code” choices for that particular as-
set. There must be an asset number if “Failure Reporting” is required.

To report failure codes click on the “Failure Reporting” tab to record the failure, cause and remedy codes.

|| Work Order Tracking @ Buletins(ty A GoTo WRepots= W StartCenter & Profle ¥ Sign Out

| Find: #h  |Select Sction Vg 213 9 G ] wetw Y | s ] 5
List Work Order Flans Relsted Records Lrtugls Safety Plan Lag ( Failure Reparting )
V

Work Order [52737 g‘N)TEESTHERE oo AN ESoET NYRIBER WORK TYPE * |RM p Attachments &
: “FAILURE CLASS” WHICH WILL GENERATE ; ; APPR
Caused by Vandalism? | | VOUR CHOICES FOR “FAILURE REPORTING RE(uester /Location GL 9310000851 | » Status
MAXIMO LOCATION* {1003 A RASIC HE | CCSD Cost Center J Status Date | 317107 G:41 AM
CCSD Site £ 0451 o [4D0PALO YERDE DR HENDERSON 83015 WBS Inherit Status Changes? [ |

Ass@_[1000BOST | D HVACPUMP & Failure Clade_HVACRUMP | D Is Task? []
Region [F £ Problem Code #
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Click on “Select Failure Code” at the lower right corner of your screen to open first selection window.

|| Work Order Tracking @ Bulletins: (13 » GoTo I =Reports # Start Center & Profile
| hd | Finu: | | i |SE|ECt Action b | Ii‘g = @ |l a o | {;& [ v | niarcfiow T | Reports @
List ‘Wiork Order Flans Related Records Actuals Safety Plan Liog [ Failure Reporting ]
Work Order |52737 |TEST | E| Site  |[MAINT Status | APPR
Failure Class |HVACPUMP | 2 [cooF | = Remarks | | =

RemarkDate | |t
| -~ Fitter > @ty : 21 ! % & | «0-00f0%

Type Failure Cocle Deszcription

Mo rows to display... L ————

> < Select Failure Codes E 1

A window will open with “Failure Code Problem” choices. Click on the underlined choice from the list and click on select
button (Lower Right) for next selection box to open.

[ Download | 0 o

|| Work Order Tracking (D Bulletins: {13 P GoTo Iu=Feports # Start Center 2 Profile ¥ Sign Out 7 Help
| b | Find: | |ﬁ |SE|ECt Action b | liqg d ._\z | d L@ | {:5 | i | uarkflow T | Reports E
List Work Order Plans Relsted Records Actualz Safety Plan Log I Failure Reporting ]

Work Order 52737 B Select Failure Codes

B
i ,rmerm S e -GefE e L Download |0 =

| e Tt — A‘(LFE Description 7
Failure Class  |[HWVACPUMP ,-< EAKAGE — !

|[LE&KAGE
MOISY PROBLEM OIS
| o Eilter Vb ST yosTaRT PROBLEM LMIT MOT RURMING */Bewnload | | T
Tvpe fl woprEsSR PROBLEM MO PRESSURE

MO POVVER PR.OBLERM MG PORYER,

EYAPCOOL PROBLEM EVAPORATIVE COOLER / ¥ Select Failure Codes J
< | Select j ., Select and Return j |_Close j
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“Failure Code Cause” Window will open. Click on underlined choice in first column and click on Select button for next
screen to appear

Work Order Tracking W Bulletins: 1) P-GoTo It =Reports " Stadt-Center 2-Profile * Sign Ot
| ~| Find: | |#h  [select action v i @@ G (£ 00 | workdow " | Reports &
Lizt Wiark Order Flanz Relsted Records Actuals Safety Plan Log [ Failure Reporting ]

Work Order  [22737

TEST
B Select Failure Codes

Site

Failure Class |HvACPUMP ¥

A/ciﬁiéf?’éﬁ e S I N ot

£ Bownlsad | o {7

Failure Code Type Description
S ( WORN PAR > cAUSE] [WORN PART | Bl
e Fs CALISE MISALIGHED PART - /Download | - |

M LY CALUSE MO FLOWY
SARDAL S CALISE BLOCKAGE

Select and Return J | Close J]

. Select Failure Codes|

“Failure Code Remedy” Window will open. Click on underlined choice in first column and click on Select button.

|| Work Order Tracking

(8 Bulletirs= (1) A GoTo  W=Reportz = # Start Certer 2 Profile ¥ SignOut 7 Help

| Vl Find:| ||ih |Select.~'l'u:1ic:n Vl |i*;l & .j_ | d g H::; [ o0 | uarkflom T | Reports E
List Winrk Orcer Plans Related Records Actualz Safety Plan Log [ Failure Reporting ]

Work Order |52737 TEST Site

Failure Class |HYACPUWP | 2 Aﬂwﬁf d ki 120029 =

L Download &+ ©
Failure Code Type Dezcription

([ REPLACE REMEDY \REPLACE PART |
| . Filter > % ¢ o ¢

g ; i K o
' : REMEDY TURNED G, Cobownlead | Y i L
Type A

- : Select Failure Codes
Select and Return | | Close | \aSecCalaeCodes )

B Select Failure Codes
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Window will close and your choices will appear. See example screen below.

|| Work Order Tracking D Bulletins: (13 ™ GoTo I =Reports # Start Center 2 Profis * Sign Out

[ ~| Fina: | |#h  [select action ~| il = [ @ ¢ [ ey | wokfow " | Repons - [Tl [E]
List Wiork Order Plans Relsted Records Actuals SafeNeilae Liog [ Failure Reporting ]
Work Order [TEST |= site Status
Failure Class |HWACPUMP | A COOF | = Remarks | | E|
Remark Date I:I i
| Filter - @ 20 0 ¢ 1 4.3 af3 e ¢ Download | . |

Type Failure Code Description

PROBLEM HOISY [rcisy |2 (']
CALSE VWORK PAR WWORN PART Bl i
REMEDY REPLACE REPLACE PART E] ﬁ

| =elect Failure Codes }

If you responded on a W/O and determined upon arrival that the work was already done and the WO is a duplicate. In order
to complete, you must remove the “Asset” number and “Failure Class” on the main W/O page in order to complete without
having to do “Failure Reporting”. Place curser in “Asset” field and highlight contents and hit delete key. Repeat in the
“Failure Class” field. Make sure you put a notation in the short description field: See below

|| Work Order Tracking (@ Bulleting=(17— P GoTo  =Reports= ® StariCenter— A Profle ¥ SignQut 7 Help

| v Find: #h  (select Action viE o 21@ I8 e | wede Y | Reens ) 3

List Work Order Flanz Related Records Actualz safety Plan Log Failure Reporting

Work Order [52737 WORKTYPE' *[fM |/ Attachments &
Caused by Vandalism? [ ] Requester /Location GL 3310000831 | » Status | AFFR

Jt Status Date | 9A7/07 &4 AM

Inherit Status Changes?

MAXIMO LOCATION® 1005 |4 BASICHS |E CCSD Cost Center
400 PALO VERDE DR HENDERSON 33015 |

O

A Is Task?

‘ | g dilure Class
\ Problem Code |NOISY F \

i

Facility Type ¢

= 1
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STATUS CHANGES

Once you have completed all the entries outlined in this training. The status will need to be changed if the work order is
ready to be completed.

When determining which status you want, consider the following:

If you have completed the WO and nothing further needs to be added, change the status to ‘COMPLETE".

If your supervisor is going to need to craft it and send to another craft for some reason, change to ‘IN PROGRESS'.

If you are going to put more time against the WO (maybe a week long job) change the status to ‘IN PROGRESS’ after you
have put your first day’s actuals on it. NOTE: If you are waiting on materials or have other status info, please put notes in
the long description to be viewed by others, such as dispatch, FSR’s, etc.

If you have a need to create a follow up to a different craft, please see trainers for “How to Create A Follow-Up WO”.
When in doubt on a status, check with dispatch or trainers for assistance.

Click on the “ Status Change” icon on the Maximo Tool Bar.
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Region 'SE— ? Problem Code 7
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When “Change Status” window opens, click on the blue arrow next to the “New Status” box and a drop down window will
appear. Select your status choice and then choose “OK” button at the bottom of the “Status Change” window.
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This training explains the basic procedure for a shop technician to complete his part of a WO. If there are still questions, contact the
Help Desk at 387-0708 or make contact with the Work Management Trainers or dispatch.

Be sure to properly log your Materials, refer to the training documentation for entering materials, if further information is necessary.
See trainers for other documents to cover these topics.

xoxk MPORTANT 4P| EASE NOTE*#eiee

Again, all employees should change the status of the WO to “In Progress” once any time has been added to the WO. This
will enable everyone else, including maintenance dispatch to see if someone has already responded when they get inquiry
phone calls.

SHOP TECHNICIANS SHOULD ADD NOTATIONS TO THE LONG DESCRIPTION AS NEEDED.
EXAMPLES OF SUCH ARE: NO TRIP CHARGE, NO MATERIALS NEEDED (NMU), PARTIALLY REPAIRED ON 8/7/07-WAITING ON PART
TO COMPLETE. THESE NOTATIONS WILL ASSIST OTHERS SUCH AS DISPATCH, COORDINATORS, PRICING CLERKS WHEN THEY
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