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WORK ORDER CREATION THROUGH QUICK
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= QuickReporting

A GoTo  LiReporis=  ® StartCenter— & Profle

V‘ Find:| ‘ﬂ ‘SE‘EdAC{iUH "‘ !IJ E] dla H:[ | eridlou ‘I’ | Reports E L;l
Ligt Guick Reparting I
‘ ‘J Work Type l:|: Status
MAXIND Location ‘d Supervisor I:If Class
CesDSite# | | | cew [ | Site
Asset ? ‘g ;Qmp| ter |d Lead l:lf Parent W0 l:lf
Region I:I» generated W/o # FSRR I:I’ GL Account l:l:
Facility Type I:I’ (NO ACtion Req ) FSR l:l: Attachments ¥
School Schedule I:I’
Priority I:I‘
Reported By  HLOCKERSCH | #
Reported Date a‘\-
D R T R enad0e © Bounload | |
Task Summary Estimates Duration Measurement Point Measurement Value Measuremert Date Safus
Mo rovws o display
| Mew Row
m Materials Toaks Fallure Reporting
B R R * Download | |+
Task Labor Name Approved? Start Dete Start Time End Time Reqular Hours Rate
Na rows to display
\ Se\emLabur} | Select Planned Labur) | New Row |

4) In the description
box, type the descrip-
tion of the work to be
done. Begin with CALL
OUT (if applicable) and
then add department,
i.e. zone, plumbing,
etc. Then add summary
and details in long
description as needed.

5) Type the Maximo
location number or use
the Detail Menu and
Look Up Value to select
the 4 digit Maximo
Location code number.
*See Pages 5-7 for
Instructions on how to
select Maximo
Location Codes.**

6) Enter Work Type
(EM, CM)

7) Enter Priority (1, 2,
3,0r4)

8) Enter Supervisor
Instructions Pages 8-9

9) Click the Save
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7 QuickReporting
b

This screen will generate a
Quick Work Order that
enables you to report your
labor and other information
on work performed ina 1
step process.

The WO # generated can
be accessed

anytime through WO
Tracking to add additional
information such as
materials, if needed.

An example of a new Work
Order created from a
QUICK REPORT

is shown below.

PGoTo  lfenots= # StatCentr— APiofle ¥ SonOut 7 Hep

v Fint B sseein Iyl )
e
Lgt | Ouick Reporting
S —
Work Order * [£1528 (LT- PROBLEM SECLRING ADMN Do) Status | WPRG
MAXIMD Lobatin 1010 [ OULDER CITY H & Chss WORKORDER
CCSDSite s |19 \‘1101 FIFTH STREET, BOLLDER CITY 83005 ‘4 Site | MANT
Asset | |f‘ TO- ‘J Parent o Df
Rgion [ | R (FARE |/ L Account SIOO04T
FyTpe |5 |/ BR [CO8CHLLNG |/ Machments
Sthool Schgdula =
a1 D+ 7
Reported By  MLDICKERSON A
Reporteddate 2UMPIZMM &
Task  ummary Esfimated Duration Measuremert Poirt Measuremert Yalue Measuremert Date Haluz
N raws o display.
| lew Row
Lahor | Meferigls  Todls  Fallee Reporling
T R  Downad ||
Task Labor Name Approved? Sfatt Date Htart Time End Time Redular Hours Rate

o awe o display.

( ée\edLaborJ ( éeledblannedLabor) { lew Ro )
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ENTERING ACTUALS ON A QUICK REPORT

Lst | Ouick Reporting 1 On the same page you
WorkOrder® 5158 | CALLOUT-FROBLEMSECLRING ADIN DOCY WokTpe [/ Satus J;:t g:?ated in Quick
MAXMOLocaion 10 |/ BOULDERCTVHS E supenvisor | Class WORKCRDER port.
COSDSes [ | VIO FTHSTREET B0LADRROTY fas | vew | Site
Go down to Labor Row,
e | # | L ) raatio [__|# lower right hand corner
Region » FSRR t GL Account / of page
Fatility Type : FSR ; Atachments
Sehool Sehedul .
R 10) Click on NEW
Priarity » ROW
Reparted By MLOGKERSON /
Reported Date a
[ oditeodh Db e e0-0u09 CDwnlag |
Task  Summary Esfimated Durstion Measuremert Poirt Measuremert Value Measurement Date Satus
Mo rws 1o display.
| HewRow |
Lahir Materials Tools Fallre Reparfing
LIRS BRI [ Downlozd |
Task Labor Wame Approved? Start Date Start Time: End Time Regular Hours Rate
s 10 display. —
( Se\edLabor} | Sellect Planned Lahomewﬂuw ) >4— 10
== )
11) Typein Labor # Labor | Materisls  Services  Tools
12) Using calendars fill | Eiter o dh b 1Aty
in start date and end Tagk Labor e Anproved?  Start Dete. St Tine B
date. S . E 0 o @[]
. P Labor
13) Type start/finish -
time. (This procedure Tk || 11. < Lﬂ|<| |’> | E
is only followed when 12.
reporting regular W a
hours.) Choose the
) ottt Start D4 End D

tab or enter key and

the program will calcu- ks || st | BT |
late the hours based Regular Hows *| 070 N\ /ﬁ'e(:ost o
on the start and finish re’ | 13.

time you input. Save

Outside Labor Premium Pay

the record once you

have confirmed all in- Outside? || Premium Pay Code I:I ¢ GL Debit Account
formation is correct. Vendor I:I s Premium Pay Hours l:l GL Credit Account
N teri Contract l:l 7 Premium Pay Rate l:l Lacation

or entering - )

OVERTIME/PREMIUM Revision D Premium Rate Type I:I ’ Asset
hours. See Detailed O ustfcation || b
Instructions on Page 4 Recorded as Received
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ENTERING OVERTIME HOURS TO A QUICK REPORT

Lahor | Meterdls © Tools  Failre Reporting

R Dt et

Dunload |

Task Lebor Neme Aoprover? - et Dete etline  EnTine  Feolr Hows el
. ] v [ [ o] |
Labor
Task l:lr Lﬂ|10l+| ‘f ‘ |J Anppeelt [
Details
Craﬂ*D # Start Date+d End Date I:Iné Ty|)e+r
sillee Satlme | BdTime | TinerSis ||
Regqular Hours ' Line Cost
we' |
Outside Labor Premium Pay Charge Information
Outside? [ 14. Premium Pay Co GL Debit Account 3310000841 |
Vendor D” PremiumPyuw GL Credit Account I:|/
Contract Dr‘ 16 Premium Pay Rate Location (100 !
Revision l:l Premium Rate Type L, Asset I:If
0T mmﬁ% Hemo | |
15.

Recorded as Received l:l

| SelectLabor | | Select Plamned Labor | | llew Row |

TRIP CHARGES
(OPTIONAL - IF APPLICABLE)

Labar } Mterisls  Services

Taols

U Fiter:dh S 4404

Tagk Lahar Natne Approved?  Hart Dete SatTime  EndTime  Regularb
b ¢ TR TRIP CHARGE El 42607 E 100
b ¢ SERTED TRUMLLOMCHAEL P, El 42507 E: om
b 4 SORTED TRUMLLOMCHAEL P, El 47 E: [REL VART 1m

e me e meouReE E sy @ [ [ ]

Labior
1. —> L TRPCHARGE IE
Detiils 3
Start Dafe” <126007 D/Emlnate* :Ind Type*
Start Time End Time * :I Timer Status
Regular Il-lou Line Cost 3100
4. R’ @8 |

(itside Labor

Premium Pay

Charge Informatia
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Follow initial instructions on
entering time on Quick
Reporting, previous page.

Once you click on new row:

Go to Premium pay, lower
middle column.

14) Enter Premium pay
code, use magnifying glass,
if you need to look up codes.

15) Enter OT justification,
(skip to bottom) look up
codes if necessary

16) Enter Premium Pay
Hours. Go back up to
premium pay hours.
Example: (2.5, 1.0, etc.)

Save Record using disk on
Maximo tool bar menu.
See Page 2 for SAVE Icon
location.

NOTE: Repeat process

TO ENTER A TRIP CHARGE

Select a new row (refer to
page 10, direction #3)

1) Once your new labor
window opens, enter the
word ‘TRIP” in the Labor
Box.

2) Input truck # used for the
trip

3) Fill in Start Date, use
calendar, if needed.

4) Fill in Regular Hours with
a 1. If multiple trucks re-
sponded a new row will be
needed for each trip charge.
(Save the record, using the
save icon on the tool bar.
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ENTERING MATERIALS TO A QUICK REPORT
(OPTIONAL - IF APPLICABLE)

Click in the Materials Tab, next to the labor tab in the lower portion of the screen
1) Click on New Row to open a new row for entry.

Lot Weterigls Ty Services  Todls

CRiterofh T w000 Downlogd
OrErOO Cantty J"\ Bin

Notows o disply.. \
| Select Materials) | =elect Reserved Items) | Select Asaet Spare Paﬂsq:- Hlew R@.rgu

p

Task ten Destriion Transaction Type

2) In Line Type, use the drop down menu to choose Material

3) In the Short Description box, type part # (if applicable) and the name of part. If you need to
add further information, open the long description box and add info, then click okay to close the
box.

4) Fill in the Quantity box

5) Fill in the Unit Cost and then tab or hit the enter key and the program will automatically calcu-
late a total for the part. Review your entry to make sure it is correct.

Lahar Materials Seryices Tools

PooFiltersdhi sl 4% #1100l

Task ftem Deacription Tranzaction Type Saoreroam Cuartity
|2 4 HRS2LIGHT BALLAST IE I53LE 5 100
Details
Task |:|1 Lot ’
2. .ﬂﬂﬁwc o 3 Expiration Date

kem | |/ <JHRS2LIGHTBALLAST = Lot Type
Storeroom :I:‘ Condition Code

4. Rate Percentage | 100

-

AL

Condition Enabled? ||

e

Stock Category |:| #

Credit Card Used? [ | \ 5. Entered By *

Credit Card Humber |:| Actual Date * [
Line Cost
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After all entries have been made and you have double checked each part of the entry for

accuracy:

6) Save the record clicking on the Save Icon on the Maximo Toolbar

7) To complete your Quick Reporting WO, you need to change the status. If you are done with the
work for this particular WO, Choose “Complete” from the drop down menu that appears when you
click on the Change Status Icon on the tool bar. If you are going to continue working on this par-

[ v| Find: (#h | Select Action v | &l | <@ ExN | orktion Y| Repors (5]
List Ouick Reporting ] 6 c adi N v
/

Work Order [RUTS ON GRASS FIELD NEEDFILLNG N | ] 7 WorkType é

MAXIMO Location # |GARRETT ELTON MS 8 (. supervisor ’

CCSD Site 1200 AVE G BOULDER CITY 89005 | crew | s

Asset 4 |COPIER, OFFICE MACHINE REPAIR IE lead | |7

Region $ FSRR 4

Facility Type s FSR [GOSCHLLING | /
School Schedule l:l #

Priogity |_3| 2
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1) Click on the Gray arrow next to Maximo Location Box
2) Choose Select Value from Side Menu

HOW TO SELECT A MAXIMO LOCATION CODE
(General Navigation Information)

v | Find: |

(#h | Select Action

v A @la @8l

| wiorktlow Y

| Feport]

Lizt Quick Reporting ]

MAXIMO Location
CCSD Site #
Asset

Region

Facility Type
School Schedule
Priority

Reported By
Reported Date

Work Order * |52110

szt
—0
[ ]
[ 1]
[ ]

F.
L
#

H

#

[ ]+

|E

IE!

|
T

|

|

IE!

\MLDICKERSON

2127107 1:25 M

| &

Work Type
supervisor
Crew

Lead

FSRR

FSR

M

"

LI

Cild-r

T

e mnoeoo

| V' Find: Boseeiiin v &g d 14 9 {:ﬂ ) |Wnrkflnw‘r | Repnns@ Q

Lt | Ouick Reparting

Work Onder " 51929
MAXINIO Loction 1 Seket Ve
00D Site b Qe Didown
lose # GaToLoceing
s
Region
¥y
Faclity Type 7
Sthool Schedule )

Priority ]

’

ReputedBy MOCETSON

Reparted Date | 2127007 1256 P

(=5

E
E

E

Work Type
Supervisor
Crew
Lead
FSR

FSR

Status [NFRG

Chiss AWORKORDER
Site  MART
Parent WO )
6L Account ¢

Atachments §
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3) Type several letters of the school name in the description filter box and hit enter

~| Find: | | d#h  [select Action | ioricsion
List Guick Reporting
Work Order * ,
R [ Download |
MAXIMO Location §
Type Sitenumber
CCSD Site & I I
Asset OPERATING
Region | | E-REION ECION OPERATING
- 3005 BARTLETT SELM& ES OPERATING 0904
Facility Type I:l F
B005 SAFETY & EMNVIROMMENTAL SERYICES OPERATING 0575
School Schedule | | J 1025 DEL SOL HS EMP OPERATING 0577
Priority | | 4 1030 FOOTHILL HS OPERATING 0572
1035 GREEM vaLLEY HS OPERATING 0945
Reported By |MLDICKERSON 1008 TR OPERATING 0951
Reported Date i SE-MS SOUTHEAST MIDDLE SCHOOLS OPERATING
SE-ADMIN SOUTHEAST ADMIN FACILITES OPERATING
CFilter s @ = i + % *0 .00+ 2005 BRCVMM MAHL ON MS OPERATING 0934
Task P— Estimated Duration 4005 COVYAN BEHAYIORS| PROGRAM OPERATING 0440 —
3015 BEATTY JOHN R ES OPERATING 0480
3020 BEMMETT WL LLAM & ES OPERATING 0300
3035 CLUNMINGHAM CYNTHIA ES OPERATING 0580
m Materisls Tools Failure Reporting 3040 DOOLEY JOHN ES OPERATING 0323
3045 FREMCH DORIS ES OPERATING 0228
SR @e Ol 8¢ €0 00w 2030 GREENSPUN BARBMLRA & HAMK MS OPERATING 0937
Task Lebor Hame ooz | 2035 MAMMION JACK & TERRY WS OPERATING 0401 Red
——5 SERROVERL!  on4g MILLER BOB MS OPERATING 0253
|_Cancel J ==t

4) When list of choices appear, choose the location number next to chosen school
description. The Select Value box window will disappear and the Quick Reporting box
will automatically populate all chosen site information. (See next page for example

of populated screen.)

v| Find: | | #h  [Select Action
List Ouick Reporting ]
Work Order * 51530 | | Status ||
Filter - : 3 L c1-2of2 ¢  Download |
MAXIMO Location | | # | < Eiter - #h e o ALne Class
Location Description Type Sitenumber
CCSD Site # ||si|v ” ” Site
B 4 2050 SILVESTRI CHARLES MS OPERATING 0536 Parentwo ||
Region | |/ 4 Pl SILYERADO HS CPERATNG 0340 6L Account ||
Facility Type l:l # ’ Attachments
School Schedule I:l; |_Cancel |
Priority l:l -
Reported By |MLDICKERSON ¥
Reported Date  |2/27/07 1:03 Ph i
- Filter > @ 0 -0 | ¢ ¢ | *0D-00f0 %
Task SUMIMENyY Estimated Duration Measurement Poirnt Measurement alue Measurement Date
o rows to display..
Lakoar st erizls Tools Failure Reporting
~Filter > @y : 21 1 # & | *0-00f0%
Tazk Lakot Matne Approved? Start Date Start Time End Time: Redgular Hours
Lo rowes o display..
|_Select Labor | | Select Pl
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Example of Populated Screen

V| Find:

h  seect Acton

V‘&J u:i L.Zl\&l ~|,?|'{:£|\ |W0rkf|0wT |Repons@ @

List Quick Reporting

Work Order * ‘51 330 ‘ ‘

MAXMOLocation DE] |/ |SLVESTRICHARLESHS

CCSDSte# 058 | 1DSSSLVERADORANCHELYDLVEMIZ |

Asset ‘ ‘ / ‘

Region ¢

Facility Type ¢

Sehool Schedule D ¢
Priority l:l ¢

ol

Reported By  MLOICKERSON

Reported Date 22747 1L03RM &

Paf
GL
Attacl
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HOW TO SELECT A MAXIMO SUPERVISOR CODE

1) Click on the Gray arrow next to Supervisor Box
2) Choose Select Value from Side Menu

e

~ | Fin: | | #h  [Sstect Action ~| {& F @ | <@ o |42 | workflow Y | Repor

Li=t Cuick Reporting I

Work Order * |52110
MAXIMO Location | |~

= workType | |
&

|

| Supervisor l:@
cesosiex [ | | crew [ ]

|

Asset [ |~ = Lead [ |~
Region || e s P
Facility Type [ |+ e R
School Schedule l:l;
Priority l:l,

Reported By |MLDICKERSON P
Reported Date | 2/27/07 1:26 PM | e
- XTTR i N = H e s H . e
[ v| Finag:| [#h [Setect Action v il A 2la » Il | workiow " | Repons [£) [3)
List Quick Reporting ]

Work Order * | | E Work Type
MAXIMO Location I:l # | | E| Supervisor
|
|

ccsbsites | | | Crew
Asset I:l A IE Lead
Region I:l # FSRR
Facility Type I:l ” FSR
School Schedule I:I #
Priority I:I &
Reported By |MLDICKERSON F

Reported Date  [202707 1:24 P i

3) Type several letters of the Supervisor name in the Select Value Name filter box and hit enter.

List Chuick Reporting I_
- 3
Work Order ™ |52110 B
MAXIMO Location |: < FEilter > @ ¢ = | # /1-20 of 1655 I ,Download | o |
Person Tithe Drepartimert Person's Location Person's Site Croanization
CCSD Site =
— D I I | | I
Asset FJGONZALEZ HK GLAZIER GLZ MAINT CCSDFAC
Region CCGRANA GRANE CHRISTIE SKILLED TRADES ASST.FER rAIMT CCSDEAC
Facility Type |: SCGEREATHOUSE GREATHOUSE STEPHEM PLUMBER LOME MALIMT CCEDFAC
i WDSRIFFITH GRIFFITH WWILLLAMW FIRE EQUIPMERT TECH FER PALINT CCEDFAC
School Schedule RAGROTH GROTH RICHARD CHILLER TECH 1 HYAC rAIMT CCSDEAC
Priority l:l £ PGUASTC GUASTO PETER SKILLED TRADES ASST. ZOME rAIMT CCSDEAC
DREUERIMN ZUERIMN DANVID CARPEMTER ZOME PALIMT CCSDFAC
Reported By |MLDICKERSC  aprpip HADFIELD JOHNIY GLATER GLZ MAINT CCSDFAC
Reported Date | 2027/07 1:26| CHAMER HAMER CLARK BLDG ERG FORE ENG rAIMT CCSDEAC
TOOLLIMES Tim Collinz DEYELOP PAAINT CCEDFAC
.~ Filter * @ ¢ =1 @ | LKABBOTT ABBOTT LY kAN SKILLED TRADES ASST FER AT CCSDEAC
Task JE— LEABBOTT ABBOTT LAREN BUILDING ENGINEER ~ ENG MAINT CCSDFAC
DAABEL T ABELT DARRNYL SKILLED TRADES ASST. ASP MALIMT CCEDFAC
BLACKERMAR — ACHKERMARM BAREY PLUMBER PLM PALINT CCEDFAC
RLADAKS ADAMS MYLE IMDUSTRIAL ARTS TECH IAR rAIMT CCSDEAC
o Waterials T HEADER ADER HOWYARD MAIMTENARCE LEADER ELE rAIMT CCSDEAC
KGADRIAMSER  ADRIAMSER Kk SHKILLED TRADES ASST.FABR PALIMT CCSDFAC
TR ER e JMAGEE AGEE JAMES DUFL EQUIP TECH OMR MAAINT CCSDFAC
Task Labar FGALCARAT ALCARMLT FELIPE ELECTRICIAMN ELE rAIMT CCSDEAC
— PDALLER ALLEN PALUL ROOFER ROF PAAINT CCEDFAC
|_Cancel ]
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4) When list of choices appear, click on the correct underlined Supervisor User Name below
the Person column.

Priority |:| ¢

P—— |

Ligt Quick Reporting - ||
Work Order * 52110 :
Riterc @b Db b ot " Download ]
MAYIMO Loction fite - b . , , 4 i
Person Mame_ Tl Departmert  Person's Location Person's Ste  Ordanization —
CCSD Site 2 ) T_
Asset JVIVAS SUPV, FABRICATION FAB MAINT CCSDFAC |
Region ||
Fa[:i"ty’T_‘,‘]]B | Cance|.
Sthool Sehedule

The Select Value box window will disappear and the Quick Reporting box will automatically

populate the Supervisor Box. (See below.)

i

Priority

Reported By

..l
i

ra =
=
=1
= || =
~ |
AR
o
=

Reported Date

List Quick Reporting ]
Work Order | |E
MAXIMO Location | | # | | &
ccsbsites | | | |
Asset |:| 7 | IE
Region I:I F
Facility Type I:I #
School Schedule I:I #

Waork Type
Supervisor
Crew

Lead

FSRR

FSR

L I

Sl AS

"

Ik
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