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LABOR REPORTING APPLICATION

LAUSD AWMS
Labor Reporting Application Guide

The primary purpose of the Labor Reporting Application Guide is to inform the AWMS user to what is recognized as good practice.
Good practice does not mean that the knowledge described should always be applied uniformly on all projects.

Labor Reporting Application introduced

The Labor Reporting Application is one of several ways in the Maximo system to report the total number of hours of
productive and/or non-productive work by an employee. This application should be used by those who are not required to
schedule out their work in Maximo but are required to report their time on a daily basis.

Assumptions

This guide assumes that the employee already possesses the work order number that he/she will be transacting against.

GETTTING STARTED

Login to AWMS using your User Name and Password*.

Facilities Information System

LAUSD Assets and Work Management

Welcome to PRODUCTION

Powered by Maximo &
MRO Software ™

To request a user name and password, go to http://mo.laschools.org/fis/existing-facilities/m-and-o/fis-awm. Under the heading FIS-AWM Application, click on the A., icon.
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1.In the Start Center, click on the Work Order module and select Labor Reporting from the drop-down menu
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Labor Reporting

2.Enter your Employee Number in the Labor/Craft field and click on Find.

Current Guery: |

i
Ui

Search ] .

| [Select Action

Labor Reporting
I Find

LaboriCraft: 124356 | ]

workwe: [ |

Return Laborers who have at least one transaction that matches the following criteria:

Approved (ymyz [ |

From Teo
Transaction Date | | & | | =
|  Find || Clear |
Save Current Query
Save Query As: I:l Available to Others? [ |
Guery Description: | | My Default? [ |
| save |

Current Guery: |

3.The main screen of the Labor Reporting tab will show you all labor transactions you have created in Maximo.
Labor Reporting

» | |@  [Setect Action ¥ & 4 b =
. Search . Labor Reporting
‘ Labor/Craft: * [123456 | |Doe, dobn |E ‘
Daily Time
=1 | »Fitter [1] Displaying0-00f0 |[|
bt Sapmen

Ma daily time found.

()
@

Start Date

| MewRow |
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4. Reqular Time Reporting

Click on New Row and enter the following transaction information.
e Work Order

Start Date

Start Time

Finish Time

Miles (if applicable)

Lead (if applicable)

Short Diff (if applicable)

Tool (if applicable)

Memo (if applicable)

(7] Labor Reporting

Current Query: |Quick Key Search | | |ﬂ |Select Action bt & | 4 =
Search ' Labor Reporting
Labor/Craft: * [123455 | [poe, donn | El
Daily Time
||:'_§||3.-'-: | bFilter [/ Displaying1-10f1 |[ | (7]

Comman

{ ) Mame HotEs
1350222 onp2rea | 2617 PARKSHUERTA REVIEW PLANS ANS SPEC FORTOPO  ||10/8m9 - . W W
= DNO1 2763 i il = [&:30 [foon ) =
Work Order:  [1350222 WoTaski:: | | Parentwo: | |
Start Date: ~ |10/5/09 = Start Time: T.00 AM Finish Date: 104508 = Finish Time:  |3:30 PM
Hours: ' [8:30 Rate: ' (3577 OT Hours: ' OT Scale: * [1 5000
Mies: [ | Leat: [ | shortpifi: | | B Toor: | @
Line Cost:  [728.05 Approved? Type: =l outside? [ |
Location:  [2617 | [PARKSHUERTA PRIMARY CENTER |E Org Code: |2617
Equipment: | | @ | |E Job No.: " |DNOM27E3
po: | ] poLine: | | GLDebitAccount: | |0 GLCredit Aceount: | |
Entered By: ~ |TRAIND4 Enter Date: * [10/3/09 2.03 PM = Craft: Recorded As
; Received:
Memao: | | Bl Revision? celve
| NewRow | | Done || Delete |

Note: Maximo automatically reserves 11:30am-12:00pm as lunch. When the record is saved, the total hours are reduced
by 30 minutes if the start and finish times consume the lunch hour.

Click on Done and save [Ewhen finish. Click on New Row and repeat steps for the next day, if necessary.
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5. Overtime Reporting

Click on New Row and enter the following transaction information.
e Work Order

Start Date

Start Time

Finish Time

Remove auto-populated hours in the Hours field

OT Hours

Miles (if applicable)

Lead (if applicable)

Short Diff (if applicable)

Tool (if applicable)

Memo (if applicable)

Labor Reporting

Current Query: |Quick Key Search v | | |dh  [Select Action v| & a4 =
Search Labor Reporting
Labor/Craft: * [123456 | [Doe, dobn |E
Daily Time
(]| »Fitter [']| Displaying1-20f2 [[| (z)
r Jok Mo. '::EZ'::;'F' Wiork Qrcer Description Start Date Hours
PARKSHUERTA |REWIEW PLANS ANS SPEC FOR TOPO : :
b 1350222 DMO127E3  |2617 Ao iy 104803 &n0 000
1350222 2617 PARKSHUERTA |REVIEW PLANS ANS SPEC FOR TOPO  |[10/8/09 - I W N
i LU 27E PRIMARY SURVEY = [ ] a3 5 =
Work Order:  [1350222 woTaskm: [ |G Parentwo: | |
Start Date: ' |10/209 = Start Time:  |3:350 PW Finish Date: |10/G05 = Finish Time:  |5:30 P
Hours: ' Rate: ' [85.77 OT Hours: OT Scale: * [1 5000
Miles: Lead: | |E ShortDiff: | | Tool: | |E
Line Cost: ~ (25731 Approved? Type: * [WORK & Outside? [
Location:  [2617 | |PARKSHUERTA PRIMARY CENTER | El Org Code:  [2617
Equipment: | | = | | El Job Ho.: * [DNOT2763
Entered By:  |TRAIND4 Enter Date: ~ |10/5/03 2. 26 PM & Craft: Recorded As
. Received:
Memo: | |E| Revision? EEtE
| MewRow | | Daone || Delete |

Click on Done and save [Elwhen finish. Click on New Row and repeat steps for the next day, if necessary.
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6. Reversing Transactions

Click on New Row and enter the following transaction information.
e Work Order

Start Date

Reverse (-) Hours on Hours/OT Hours field

Reverse Miles (if applicable)

Memo for reversing

Revision box (Y)

1£] Labor Reporting

Current Query: |Quick Key Search v | | |8 |select Action v B &£ @ 4 b =
“Search Labor Reporting
Labor/Craft: * [123456 | [ooe, dohn |
Draily Time
()1 | »Fier []| Displaying1-30of3 |[| (7)
::, T I:':I:I'rlm?n Order Description Start Date oLrs Miles
Drclet ) Matme e ¥ e
PARKSHUERTA |REVIEW PLANS ANS SPEC FOR TOPO , _
» 1330222 DNO12763  |2617 gt e 1043109 800 00
PARKSHUERTA |REVIEW PLANS ANS SPEC FOR TOPO _ _
by 1330222 DNO12763 (2617 At i 1043009 00 200
1350222 2617 PARKSHUERTA |REVIEW PLANS ANS SPEC FOR TOPO  ||10/5109 - .
¥ DI 2163 PRIMARY SURVEY = 200 l:l &l &l &l

Work Order:  [1350222 woTaskm: | & Parentwo: [ |

Start Date: | StartTime: | | Finishbate: | | & FinishTime: | |

Hours: ' Rate: OT Hours: ' OT Scale: '

Miles: | | Leai: | |B Shortpiff: | |Gl Toor: [ |
Line Cost: Approved? Type: : al Outside? [ |

Location:  [2617 | [PARKSHUERTA PRIMARY CENTER iE] Org Code:
Equipment: | | | | E| Job o
po: [ A PoLine: |  |E GLDebitAccount: | | GLCredit Account: | |

Entered By: ' Enter Date: = Craft: RecordedAs | |

Memo: |Incorrect Jjob number | El Revision? Bccavet:

| NewRow | | Done || Delate |

Click on Done and save Elwhen finish. Click on New Row and repeat steps for the next day, if necessary.
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7. Reports

Weekly Time Card Report

Click on Go to and click on Reports

Labor Reporting

Site: B # Start Center GoJo | ®signout | * Help

Current Query: |Quick Key Search v | | |84 [Select Action v g | a b
Search Labor Reporting
Labor/Craft: * (123456 | [poe, dohn | & ‘
Daily Time
[ I[=] | »Fiter (1] Displaying1-30f3 [0 (@)
1350222 2617 A [REVIEW PLANS ANS SPEC FORTOPO  [10/5103 1
» DNO12763 P e 5 00 (| SR
PARKSHUERTA | REVIEW PLANS ANS SPEC FOR TOPO ] .
» 1380222 DND127E3  |2817 RMeRY iy 107509 w00 200 |‘
PARKSHUERTA | REVIEW PLANS ANS SPEC FOR TOPO -
b 1380222 DND1ZPES  |2817 it i 107509 o .00 |‘
New Row | ‘

Start Centgr

Reports

Equiprment >
Inventory >
Plans >
Phils >
FPurchasing >
Resources >
Work Orders >
Projects Module >

A Business Analysis and Reporting Window will appear, click on Time Card Report.

ACTUATE )

Thursday October 8, 2009

Status

Run Reports

Versi Date
CATS Rejections Wersion 1 1211112008 & 34 PM
Daily_Assignment Report Warsion 1 FH2SE007 4T AM
Daily_Labor_Summary Wersion 1 TAR5M2007 B:4T AM
hanthly Labor Surmmary Wersion 1 TA2502007 B:4T AM

Owertirme Reguest Wersion 2 FARER007 84T AM
Time Card Feport Wearsion 1 FH252007 846 AM

Enter the Start Date of the week you wish to print, your Employee Number and click on Submit.

Reporting
Force Account Time Card Request Page See revisions below
| Querny: | Enter a Start Date in MM/DDYYYY
1082009
& Current Record Format {e.g. 03/01/2004) |
Enter a Labor Code {Optional) |123455
Selected R o
electe ecor Enter a Labor Group {(Optional)
Gy et HRsmis Select Date Mode
Wileekly
m (| To Email Report, Click Here
Select From Predefined MAXIMO Email Addresses: Manually add an Email Address:
= [ | | Add
Enter Comments to be Included in the Email:
: @ Right Now Date (MWM/DDYYYY) Time (HH:MM AM or PM)}
Current report < At This Time At 500 PR
Ti is: - : =
server time is: 2:49:57 PM 3 Recurring | Every Day ~| At (500 PM |
|  Submit |




Rev. 10/8/2009

LABOR REPORTING APPLICATION

A

Click on the printer icon = {0 print the report.

Page: |1 of1 1K1 4 b b

[100% ~| a4

ed School District
Weekly Time Report

Parameters Entered
Labor Code: 123456

Los Angeles Un
Force Account -

Labor Group

Mot Supplied

Date(s): 10:4/2002 - 10102009
[ Employee No.: 123456 Name: Doe, John
Start Date: 10/3/2009 Status: Class: Section Code: 1429
Tool: Lead: Short Diff:
Reg oT Reb.
Job No. Site Name Work Order Hrs Hrs Mil. Rewv.
DMNOM2763 [ PARKS/MHUERTA PC 1350222 5.00 0.00 [u]) &
PARKS/MHUERTA PC 1350222 0.00 2.00 o ]
PARKS/MHUERTA PC 1350222 -8.00 0.00 [m] ¥
[ GP Total: 0.00 | 200 0
[ Total: [0o0 [ 2oo [ 0 |
[ Totals: [ 000 [ 200 [ O |

| certify that information appearing on this report is a true record of services performed or absences from
productive labor and the number of miles indicated for the reimbursement is valid for the date of this report

Employee or Authorized Signature Date Signed by Employee

Approved By Approved Date

Submit the Weekly Time Report to supervisor for signatory approval.

Monthly Labor Summary Report

Click on Go to and click on Reports

Site: Ll

# Start Center GoTo | #SignOut | * Help

Current Query: |Quick Key Search v | | |84 [select action v € a4 p =
Search Labor Reporting
Labor/Craft: * (123456 ]

[Doe, onn | & ‘

Daily Time

(1] Displaying1-3ef3 [0

1350222 A REVIEW PLAHS AHS SPEC FORTOPO | [10/5109
DHC1 215, PRIMARY SURVEY =] 500
PARKSMHUERTA |REVIEW PLANS ANS SPEC FOR TOPO
b |1350222 DMD12763 (2617 CRIMARY SURVEY 10/809 000
PARKSMUERTA |REVIEW PLANS ANS SPEC FOR TOPO
b |1350222 DMD12763 (2617 PRMARY SLRVEY 107809 200

Stant Center

Reports

Equipment ) »
Inventaory 3
Flans >
Phis 3
Purchasing >
Hesources >
Wark Orders >
Projects Module s
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A Business Analysis and Reporting Window will appear, click on Monthly Labor Summary.

p—

@ \Business Analysis and Reporting e
. ACTUATE &

Thursday October 8, 2009

Status

Run Reports

Version Date
CATS Rejections Wersion 1 12/11/2006 634 PM
Daily_Assignment Report wersion 1 TI25R2007 4T AN
Daily_Labor_Surmrmary Wersion 1 FARER007 84T AM
Monthby Labor Surmmary - Warsion 1 FH2SE007 4T AM
Owertime Reauest Wersion 2 TA502007 B:4T AM
Tine Card Report Wersion 1 TA2502007 B:46 AM

Enter a date for the month you wish to run, your Employee Number and click Submit.

iMonthly Labor Summary Request Page

Enter any day in the desired month in [1osmsz009
MM/DDYYYY Format {e.g. 01/05/2007) |

Enter a Labor Code

= Current Record

123456
Selected Record

Enter a Labor Group
< All Records

Enter a Section

Show mileage, short diff, lead, tool?

Yas [

Summarize Results by Labor Group? (Mote: only available Yeg W
if a section code is entered): =

|l To Email Report, Click Here
Select From Predefined MAXIMO Email Addresses: Manually add an Email Address:
=l [ | | Add

Enter Comments to be Included in the Email:

@ Right Now Date (MM/DD Time (HH:MM A or PM)
Current report ¢ At This Time At IE'DEI Pra
server time is: 2:57:55 PM i

3 Recurring ! Every Day v| At |E.DEI =1 |

Click on the printer icon = {0 print the report.

Pay Period: 10/01/2009 - 10/31/2009

WIS 8,
> S0,

~ Labor Code: 123456
%
A Monthly Labor Summary Labor Group: Al
’:‘5 Section: All
o enue” Total
7
Thu, | Fri, | Sat, |Sun, [Mon,|Tue, Wed, | Thu, | Fri, | Sat, | Sun, [Mon,| Tue, Wed., | Thu, | Fri, | Sat, |Sun, |Mon, | Tue, Wed, | Thu, | Fri, | Sat, |Sun, Mon, | Tue, Wed, | Thu, | Fri, | Sat, | Total |Total I.:,I-IIIS
Qct | Oct | Oct [ Oct | Oct | Oct | Oct | Oct [ Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Oct | Ot | Oct | Oct | Oct ey

Emp. | 5 Reg | OT
P- | o1 |02 |03 |03 |05 fe6 | o7 |08 |09 10|11 12|13 [1a |15 |16 |47 18 |19 (20|20 |22 |23 23|25 |26 |27 28|29 |30 |3 | (ed|

Doe, John 123456 '

Re?ular+ OT Howrs 2 0 | 2 | 2
Mileage 0

Short Differential
Lead Status

[Tool Allowance




