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LAUSD AWMS Maintenance and Operations
02 Change Instructions

1. Change Identified

The need for a 02 Change requests may be identified by a number of different parties. For example, the
Crafts may encounter unforeseen conditions at the job site which may change the material and/or labor
cost requiring additional funds to complete the project. The Area Facilities Services Director, Complex
Project Manager or Principle Clerk may be the first to identify an overcharge on a job when reviewing IFS
or cost reports that will require additional funds to close out the job ticket.

2. Approval to Initiate a 02 Change

Approval must be obtained from the Area Facilities Services Director or Designee prior to initiating a 02
Change in AWMS. Supporting documents/justification is required when requesting additional funds.
Approval may be received verbally and/or in a written notice.

3. Retrieve Work Order number and add the 02 Change justification to the IFS
Work Requested field in the WO Details Tab

The CPM or Designee performs this function.
Retrieve the Work Order number and proceed to update the IFS Work Requested field in AWMS.

Log On Log on to AWMS. Type in your user name and password. Click on Sign In or hit
Enter on your keyboard.

Facilities Information System

L AU SD Assets and Work Management

Welcome to PRODUCTION

Powered by Maximo ®
MRO Software ™

M change sward
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Start Center

AWMS opens to the Start Center.

3/26/09

Place the cursor over the Work Orders Module

and a dropdown menu appears. Choose \Work Order Tracking.

Start Center

o-

| Equipment

WiDrk OrderTrackmg

Quick Reporting
R i

Work Requests
Assignment Manager
Backirac
[ "

Find Screen

Work Order Tracking

The Work Order Tracking application opens to a FIND screen.
1. Enter the Parent Work Order number in the “Quick Key Search”

field and click on the Binoculars ###icon or hit Enter on your
keyboard.

OR

Enter the Parent Work Order number in the Work Order field, and
click on Find at the bottom of the Find screen window, or hit Enter
on your keyboard.

# Start Center = = GoJo | % SignOut |

site: (VI &

CurgantOuery: |4l Work Orders (v | i [Select Action v] o
Search I\ otk Ordler Plans WD Details Assignments Actuals Safety Plan Failure Reporing Aftached Documents Primavera
K Find Bookmarks Rezults
Work Order: | Job Ho.: l:l
Location: | FspPoj: [
| BN | nosws [ ]
Labor Group: Status: l:l ]
Category Code: l:l Section: l:l ] Status Date: I:I =
Work Order Type: I:l @&l Routing Code: l:l Requestor: l:l School Hame: l:l
Tracking Code: I:l Y] Craft: I:l ] Req. Title: l:l Resp. Area: :l ]
Work Order Priority: I:l @&l Failure Class: I:l @&l Loe/Eq Priority: l:l Org Code: I:I
Planning Priority: l:l Problem Code: I:l =] Supervisor: I:l C Hame: ’—‘
Calculated Priority: | | em: [ BoardMem.Dist: | |
Agency: l:l @&l Agency ID: I:l Job Plan: I:l History? -
Paremtwo: | | Origi woe: [ warranty: [ ] Is Task?
IFS Cause: l:l IFS Category: l:l Fund Type: l:l Iz Trouble Call:
BuyerLine: | | sellerLine: | | program: [ | Service Contract:
From To From To
Reported Date: | | = | ‘ = Respond By: | | = | | =
Target Start: | | ] | ‘ ] Target Completion: | | = | | =
Seheduled Start: | Il |E  scheduled Completion: | & | |=
Actual Start: | | = | ‘ = Actual Completion: | | = | | =
Search Location Hierarchy: I:l
( Fna  |) clear
SNS———



AWMS — Work Order Working Group 3/26/09

When the work order appears, click on the WO Details tab.
|| Work Order Tracking

Current Query: |GQuick Key Search v

Work Order ]

site: [EVETNNNN &'+ Start

- - ] |Se|ect Action v|

B a2 & = &% T B

Azsignments Actusls Safety Plan Failure Reporting Attached Documents DE& Info

[

Search

Work Order: * (4028823

* [Pal PROJECTICN SCREENS USING KEYSTONE BRACKETS IN ROCMS 38 El Parentwo: | | JobNo:  [MO02550
Location:  [18740 | [TWoUTHREE UMIT RELOCATABLE B wo priority: * G wesproji: [ |
Equpment: | | R e T —

Insert the 02 Change justifications at the end of the original IFS Work Requested description. For
example, “...02 Change for 10 additional labor hours and mileage for carpentry work.”

|| Work Order Tracking

Current Query: |Quick Key Search % | | |ﬁ |Se|ect Action w | (B3| & | 4 = N |
Search Wiork Order Plans [ WO Details ] Aszignments Actuals Safety Plan Failure Reporting Attached Documerts DEA Info
Work Order: * 4028823 | [Pal PROJECTION SCREENS USING KEYSTOME BRACKETS IN RO 39 &l Parentwo: | | Job Moz [IMD0ZES0
Location:  [15740 | @ [TwoITHREE UNIT RELOCATABLE |E  wo Priority: * Status: * [FCOMP
Org Code:  [2375 | [HuGHES EL FailureClass: | | StatusDater * (21009 500 AM
CPM: |JOE HERRERA JR CPM Phone: |323-569-3123 Problem Code: | | Work Type: *
Requestor: [BETHFLLLER School Phone:  [323-560-4422 Tracking Code: Originating Wo:
Req. Title:  [PRINCIPAL Resp Area: |AREA-G Lead Craft:
Lifecycle Data
Orig Plan Yr: ining Life: EstCostSqFt: | |  TotalEstCost: Fr

Current Plan ¥r: l:l Hext Renewal YR: l:l EstiCal Sq Ft: l:l Project Score: l:l Last Ren: l:l

Fund Details
FundPriority: [RT | @ FundType: [881 |G FundRe: | | IFSCause: [oTM @& IFs Me |E wsproimo: [ |
Frg:

Bill: l:l &l Ind: Program: Job Type: Y] Aduh: - HP: [l
IFS Work Requested: |P&I ONE EACH PROJECTION SCREEN USING KEYSTOMNE BRACKETS IN RMS . 35 and 36. SCHOOL AZ| FUNDED,l | B

Project Wo: | | | |

If there are no additional spaces in the short description, enter the justification in the long description by
clicking on the El icon and click on OK when finish.

Jer Tracking > Long Description

P21 OHE EACH PROJECTION SCREEN USING KEYSTONE BRACKETS IN RMS . 35 and 36. SCHOOL AZI1 FUNDED,

I Hnusx,l 0z CHANGE FOR 10 ADDITIONAL LAEOR HOURS AND MILEAGE FOR CARPENTRY WDRK'I

[+ Check Spelling ][ oK || cancel |

Save Record Click on the floppy disk [&] icon in the AWMS toolbar to Save the record when
justification is complete.

Inform Lead Planner or Designee to begin planning the 02 Change in AWMS.
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4. Retrieve Original Planner Data Entry Report and Job Ticket and
plan the 02 changes in AWMS.

The Lead Planner or Designee performs this function.

Retrieve the original signed Planner Data Entry report and Job Ticket from job package and proceed to
update the work order in AWMS.

Follow AWMS log in and work order search steps from page 1-2.

When the work order appears, click on the long description H icon and enter the justification for the
change.

|| Work Order Tracking site: TN E  * Sta)
Current Query: | v ] | [select action v i & 4 b E & T OB
Search Work Order ] Planz WO Details Aszsignments Actuals Safl Failure Reporting Attached Documents DS54 Info
Work Order: * [4128823 | * [l PROJECTION SCREENS UISING KEYSTONE BRACKETS IN ROOMS 38 &I Parentwo: | | Job lo.:
Location:  [15740 | [TYOITHREE UMT RELOCATABLE |E  wo Priority: * B oEspreim: [ |
ipment: | | |E LockqPriority: [0 | ActivitySet: | |
Section: Bl Internal Order Ho.: Planning Priority: Work Type: ’ @l
School Hame: Reported Date: ] In Workflow? |:| Org Code:
Requestor: Status: Equipment Up? |:| Tracking Code: Bl
Req. Title: Status Date: = Warranty: l:l School Phone:
Is Task? [ | Respond By: = Charge To Store? [ | CafeteriaPhone: | |
Agency ID: Change Status on Child Wo's ? D Responsible Area: ARES-E

GL Account:  |009-2M0-1433-8772-4507 | Bl Source ID:

Service Call? (VM) c Mame: |BELL
Cale. Priority: Board Mem Dist:

I
1

Enter the full justification of the change in the long description and click OK. For example, “MM/DD/YYYY
— 02 Change for an additional 10 Carpentry (AA) labor hours due to unforeseen conditions.” If space is
limited, continue your explanation in the long description of your 02 change task line.

i Tracking > Long Description

P&1 PROJECTION SCREENS USING KEYSTOHE BRACKETS IH ROOMS 35 & 36.

THE SITE HAS PURCHASED 3 PROJECTION SCREENS AND NEEDS S MORE. USE THE SITE

MAP ATTACHED TO ASSIST YOU WITH YOUR PLANNING. THE ROOMS ARE AS FOLLOWE, 1&, 18,
13, 20, 21, 2z, 35, 36, 42, 43, 44, AND 45. SITE POINT CONTACT IS THE PLANT
MANAGER, MR, RIVERA. PATCH AND PAINT ONLY THOSE AREAS AFFECTED EY THIS PROJECT.
TO MATCH EXISTING COLORS. ADHERE TO ALL LEAD AND ASBESTOS ISSUES TO DISTRICT
STANDARDS AT ALL TIMES.

HOT EOND FUNDED.

THE PROJECTION SCREENS FOR THIS PROJECT ARE IN A BUNGALOW ON THE YARD.
THE EUILDING INSURANCE NUMEER IS AL-Z740_

THE FOLLOWING ROOMZ ARE TO HAVE PROJECTION SCREENZ INSTALLED: 25 AND 2.
|THIS LONG DESCRIPTION WAS AMENDED 3/13/08 EY STEVE ECEVAHL.

3/05/2009 - 02 CHANGE FOR AN ADDITIONAL 10 CARPENTRY (&&) LABOR HOURS DUE TO UNFORESEEN CONDITIONS |

[\/ Check Spelling ” (o154 Cancel
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Save Record Click on the floppy disk [&] icon in the AWMS toolbar to Save the record when
justification is complete.
|| Work Order Tracking ite: (SN 2 | * Starl
— Record has been saved.
Current Query: | vl | |88 [Sslect Action v| ] g 4 b E  &# T B
Search Work Order ] Flans WG Details Azsignments Actuals Safety Plan Failure Reporting Attached Documents LS4 Info

Work Order: 4028323

B paentwo: [ |3 Joblo: [ IMO02550

Attach Documents, Photos, Drawings, etc. in the Attached Documents Tab

Attach Documents (Optional) Attach photos, drawings, etc., if needed for the justification of the change
in the Attached Documents tab of the Work Order. In the Work Order tab, click
on the Attached Documents tab. Click Attach a New Document iconinffie
AWMS toolbar.

ER & &4 site: [EEEIN & | ®Cofo | ®SignOut | *Help

Current Query: |Quick Key Search v | | | [select Action v B

Search / ok Order\ Plars WD Dietails Azsignmernts Actuals Safety Plan Failure Reporting ( Attached Documents > Primavera

[ZH

# Toview an attached document, use to lacate the document, then click the document name.
# To attach a document from the document library to the current record, click 3 nextto the folder name.
e To attach a new document to the current record, click @

wark Order Tracking
23 - work Order Tracking 443800 : REPLACE HOT & COLD WATER LINES IN CAFE
O @3 - sttachments : Attachrments
O3 - Diagrams : Diagrams

O3 - Images : Images

Attach New Doc. The Attach a New Document page opens. The Attach a File or Url field displays
FILE as the default. In the sample illustrated below, the attachment is a Word
Document. However, diagrams or images can be attached as well. In the Select a
folder field, leave Attachments, which is the default. Click on the Browse button.

Crdler Tracking = Attach a New Document

Click on the arrow ™ icon to
view/select the options of Diagrams

Attachafile oraURL:  [pLg o 4 or Images.
Select a folder:

-Aﬂachmems |

Click Browese to select the file, or enter the complete path and file na

me,
Specify the file: * | @owse... | >

Highlight your selection from the Choose file dialog box, and click Open.

-
Choose file

Laok. in ‘ My Documents ﬂ = = B
_2 IC5) Camtasia Studio |
= @My Music
My Pecent (B Ficturss Click to highlight the document you wish
T h to the Work Order and click
7'[_' [0 Test For Attached Documents Tab.doc to attach to the ork Order and clic
Onen
Desktop
i
My Documents
il Gt
MyNetwork  File nme: [Test tor Attached Documents Tab.dos - L open )]
aces ———
Files of type: [ Files 7] [<| hes _|

The document path is inserted in the Specify the file field.
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der Tracking = Attach a New Document

Leave this field blank. AWMS In the Name the document field, click in the field and type

will generate a number for the the document name using the following naming convention:

Attachafile eraURY  document. Work Order # (space) School Name (space) Description of
Select a folde| the Document.

/éselect the file, or enter the complete path SIS TEmE; | |
Aand Settingsjucy riey My DocumertsiTest for Attachs””

Click here to uncheck the Print document
with work pack check box, unless you
wish this attachment to print every time the
Work Order is printed.

a name and & description for this document it displayed in the do
| [443800 Kester ES Test for Attacfied Documents Tab|

Specify the file: *

<Hame the >: :
Packs Lsing the Print with Attschments action. Select this option if you swan

Print document with work pack.

To add this document to the
library for others to use, click on

~ Copy document to the default server location set by your administrator the CheCk bOX' CIICk OK

M (optional).

o ——
D Add document to the document library for others to use.

[C ok )| | cancel |

site: MYECEE © | * Staricenter - > GoJo | ®SignOut | * Help

To verify that your document has been attached,

- click the + next to the Attachments folder. The -
Search ‘Wark Creler Planz ‘WO Details document name aopears. ached Documents Primavera

| ‘Work Order Tracking

Current Query: |Quick Key Search vl | |ﬁ

the document name.

+ Toview an attached document, use to locate i
- Ent record, click E3 nextto the folder name.

+ Toattach a document fram the docume,
+ Toattach a new document i

Thick @

Click on the document name if you wish to open
Witark Order Trackin it for viewina.
(S tder Tracking 443800 : REPLACE HOT & COLD WATER LIMES IN CAFE

[3 - Attachmments - Attachrments

[ C3 - Diagrams - Diagrams ‘ B 3 - attachments : Attachments

O[3 -images : Images L @ - 4278 443800 Kester ES Test for Atached Docurrents Tab

3 - Locations 4726 | KESTER ELEMENTARY

Create a new “02 Change” Task to the Parent Worker in the Plans Tab

Plans Tab: Click on the Plans Tab to the right of the Work Order tab.
Work Order Tracking
Current Query: | ¥ | [select Action v B g a4 pr = &% ToBE
Search Work Crder ﬁlanﬁ WO Detals Azsignments Actuals Safety Plan Failure Reporting Aftached Documents DS Info
N~

Work Order: * [4028823 &l YSTONE BRACK] E| Parentwo: [ |[ JobHo: [InO02550
Location:  [19740 | [TwouTHREE UNIT RELOCATABLE B woPriority: * & wsprojm: | ]

New Row Click on New Row at the bottom right of this data box to begin the Task. The
Task Information section opens below the Task Summary Bar.
Work Order Tracking ite: =
Current Query: |Guick Key Search ~ | | | [select action - = &£ 1« > o= ST A
Search WWork Order [ Plans ] WO Details Assignments Actuals Safety Plan Failure Reporting Attached Documents D=8 Info
Work Order: Status: Parentwo: | |
Priority: |93 Job Humber:
#= There are currently no child Work Orders
Tasks for Work Order 4028823

=] | »Filter ]| Displaying1-3of3 [[| (7)

» MA AA |10 A8 - MANUFACTURE BACKER BOARDS TO HANMG 2 F‘Ra@ 2:00 REWIEW &%

> 20 Fa - ASSIST Al PU & DELIVER MATERIALS TO THE SITE. REMOE & DISFOSE OF DEERIZ. 200 REWIEW i
» Ma (a8 |30 A8 - INSTALL PROJECTION SCREENS IN ROOMS 35 AND 36. 00 REVIEWY By

~

q: Mewy Row |
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Enter the 02 change description (ie. AA — 02 Change for 10 more hours) and the duration of the task.

Work Order Tracking Site: B+ Star
Current Query: |QuickKey Search  v| | |84 |select Action v| B g 4 v = #H Y B
Search ‘Wyork Ordder I Plans I Wi Details Aszsignments Actuals Safety Plan Failure Reporting Attached Documents D& Info
Work Order: * 4028523 | * [P&I PROJECTION SCREENS USING KEYSTONE BRACKET 5l Status: " [NPRG Parentwo: [ |

Priority: |99 Job Humber: | JWMO02550

#= There are currently no child Work Orders
Tasks for Work Order 4028823

[l[=] | »Fitter [1] Displaying1-40fd4 ([ @)
Sequence Craff ask ID io Duration Status

- 40 A4 - 02 CHANGE FOR 10 MORE HOURS El 1000 \WAPPR &

4 M& |24 |10 AL - MANUFACTURE BACKER BOARDS TO HAMNG 2 PROJECTION SCREENS. 200 REVIEW i

4 M& |24 |30 AL - INSTALL PROJECTION SCREEMS IN ROOMS 35 AND 36. &:00 REVIEW

» 20 Fa& - A53IST A4 PU & DELIWVER MATERIALS TO THE SITE. REMOYE & DISPOSE OF DEBRIS. 200 REWIEWY

Task Information

Task ID: * [40 | [44 - 02 CHANGE FOR 10 MORE HOURS | Sequence: | | Duration: * [10:00
NN

\ Measurement Iniﬁ

oy lation: | | Type in the two-letter Craft Code — ptor: |Optional: If there are additional
Measure Point: | | “02 Change for xxxxxxx” ent: |justifications you would like to add, enter
it in the long description.

Estimate the
Duration.

Work Reference Information

Sched [ & Target Start:  |3/11/08 1:50 PM = Actual Start: # Remaining Dur:
Sched [ = Target Finish:  [5/20/08 1:50 P =2 ActualFinish: [ |&

The system automatically —[rres uir reLocataste |E categoryCode: | | Referencewo: *

generates a Task ID. (2 o I s

| Mew Row l Done ) Delete
_—

*Repeat steps for additional craft changes

Save Record Click on the floppy disk [E] icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”

Create the Labor Estimate

Craft/Labor Each “02 Change” Task line shall have a corresponding Craft/Labor line entry

Click on the Craft/Labor Tab on the bottom section of your screen.
e AXIINO =y

Current Query: |GQuick Key Ssarch | | | [Sslect Action ~| (] = ] o = &7 B
Search wiork Order | Plans | WO Details Assignments Actuals Satety Plan Failure Reporting Attached Documents DS4 Inta
Work Order: * [4025523 : = Status: * [INPRS Paremwo: [ |
ing Priority: 93 Job Humber:  [JMO02550
4= There are currently no child Work Orders
Tasks for Work Order 4028823
[=l[=] | »Fitter /| Displaying1-4of4 [ ] 6]
Sequence = Cra escriptio Duration Status
3 MAa aA |10 Ad - MANUF ACTURE BACKER BOARDS TO HANG 2 PRAIE] 200 REVIEVY S
3 20 F& - ASSIST &4: PU & DELIVER MATERIALS TO THE SITE. REMOYE & DISPOSE OF DEBRIS Z00 REVIEVY %
3 Ma | as (30 A8 - INSTALL PROJECTION SCREENS IN ROOMS 35 AND 36 00 REVIEVY %
3 a0 A8 - 02 CHANGE FOR 10 MORE HOURS 10:00 WAPFR %
Mew Row

/| Displaying1-3of3 [[|

Marme Cantity

Carpenter = 5686 11372
» |20 Fa Maintenance Worker LR 1 2:00 39.93 79.98

QE: A Carperter LR 1 &:00 56,66 454 &5
[ SelectLabor ] [ Mews Row ]
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New Row Click on New Row to begin.

Plan for Work Order 4028823 and its Tasks
CraftLabor Izt fice

|[=] | rFitter

|| Displaying1-3of3 [[]

Mame

o
11372

Carpenter £l
b |20 Fa Maintenance Wiorker 39.99 79.95
k|30 2T Carpenter a6.66 434 .88

[ selectanor (|

Enter all of the required fields: Section Code, Task ID, Craft Code, Quantity, Labor Category, Hours

Plan for Work Order 4028823 and its Tasks

Craft/Labor hofts fice
[]/= | »Fitter [1] Displaying1-4of4 [[| (@)
Cra e Matme Giuantity nate
k|10 A4 Carpenter LR 1 200 56 .56 11372
b |20 F& Maintenance Wiorker LR 1 200 3999 79.98
k|30 A4 Carpenter LR 1 g:00 56 .56 434 85
|40 &2 |l carperter |E R &1 [[1ooo | |[o.00 |[0.00 | |
Task ID: e Craft Code: Hame: |Carpenter | = Section: (€}
Quantity: Labor Cat: * A mdrate: [ | RegFB: | | ot [ |
Hours: * Burdened Burdened Prod Rate: l:l Prod Line l:l
Rate: Line Cost: Cost:
[ New Row ] [ Done ] [ Delete ]
Section Code The four-digit Section Code auto-populates from the Section Code field on the
Work Order tab. Verify that the Section Code is correct.
Task ID Enter the Task ID that corresponds to the Task you are estimating Labor for
(sample is Task ID 40). Tab to the next field. The Hours field auto-populates.
Craft Code Enter the two-letter Craft Code in the Craft Code field and tab to the next field. The
system automatically populates the Craft Name field.
Quantity The system automatically generates 1 in the Quantity field, but it can be changed

to any number of employees you estimate will be needed on the Task. Match the
Duration to the Labor Hours estimate to reflect the number of hours the Task will
actually take to perform.

Labor Category Type in or choose from the dropdown (2, LR for regular time or LO for overtime.

o Tuo refine your search, enter filter criteria for the columni(s) and press Enter or click d.

» Toszelectawvalue and return, click B on the row containing the value.

~Filter - d& []| Displaying1-20f2 ([ (7)

Lo Planned Overtime Labar
M |LR Regular Planned Labor
cancel
Hours Labor Hours automatically populate from the corresponding Task (Duration field).

To change the number of hours estimated, click inside the Hours field and type in
the number of hours. The costs will populate after the record is Saved.

Save Record Click on the floppy disk [£] icon in the AWMS toolbar to Save the record. Look for
the message at the top of the screen, “Record has been saved.”
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Create the Material Estimate (If applicable)

If the 02 Change includes additional material, mileage and/or contract cost, enter those values in the
Materials/Service tab.

Materials/Service  Click on the Materials/Service Tab to the right of the Craft/Labor Tab.

Plan for Work Order 4028823 and its Tasks
Craft/Labor iz Tonls

New Row Click on New Row.
Plan for Work Order 4028823 and its Tasks
C abor Materials/ Service
= l[=| | rFitter [1] Displaying1-5of5 [[|
Taszk IO = ) ] Guantity Unit Cost Line Cost Storeroom
» A2 - DF, 1X448F T CEBETTER El[1.00 2028 2028
¥ |30 MA Al A28 - ANT-KEYSTONE BRACKET 880-11-53090 200 2983 5966
¥ |30 MA Al A2 - PROJECTION SCREEN, 70"X70" 830-43-30660 200 7515 150.30
¥ |30 MI Al A28 - MILEAGE 20.00 038 760
¥ |30 MA Al A4 - FASTENERS 100 1193 1193 P
[ Select Materials ] [ Search Catalogs V] [ Select Spare Parts ]
Enter all of the required fields: Section Code, Task ID, Description, Quantity, Mat Cat, Craft Code
Plan for Work Order 4028823 and its Tasks
Craftiabor Materials/Service Toolz
[) 1| »Fitter []| Displaying1-60of6 | | ()
Task D Mat Cat Craft Jescriptio Quiartity Unit Cost Line Cost Storeroom EC
» |10 M, a4 A4 - DF, 1X448FT CSBETTER 1.00 20.28 20.28 v
E M, A4 A4 - ANTIHEYSTONE BRACKET 880-11-53090 200 2983 5966 v
» |30 M, a4 44 - PROJECTICN SCREEN, 70°K70" 650-43-30660 200 75.15 150.30 v
E M A4 A4 - MLEAGE 20.00 0.38 760 v
» |30 Ma, a4 44 - FASTENERS 100 11.93 1193 v
w|lao &= [ |[21|[ 4 - 02 CHANGE FOR 10 MORE MLES |El{[10.00 [[ooo ||jooo | | |
Task ID: EY tem: | | " [A4- 02 CHANGE FOR 10 MORE MLES |El Section: =Y
Quantity: * ordertnit: || dRate: | | Mat Cat: * M |
Avg Cost: 038 Burden Unit Cost: Burden Line Cost: Craft:
Storeroom: I:I Direct Issue? Vendor: I:I Vendor WOz I:I
Issue To: I:I Required Date: l:l =] Requested By: STK Cat: I:l
[ New Row ] [ Done ] [ Delete ]
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.
Description Enter the two-letter Craft Code, and a brief Description of the Material item.
For example, AA — 02 Change for 10 more miles
Quantity The system automatically provides “1”, but you can change to quantify estimate.
Ind Rate Materials are *burdened (Indirect Rate) at your sections rate. Contracts, Mileage

or Other are not burdened.
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Material Category  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.

Avg Cost Enter the Total Estimated Cost of Materials for the corresponding Task Line.
Craft Enter the Labor Group’s two-letter Craft Code in the Craft Code field.
Save Record Click on the floppy disk [El icon in the AWMS toolbar to Save the record. Look for

the message at the top of the screen, “Record has been saved.”

Print AWMS Modified Planner Data Entry and 02 Change Worksheet

The Lead Planner or Designee will print the Planner Data Entry report and 02 Change Worksheet
and route it to the CPM for review.

AWMS Work Order Navigate to the AWMS Work Order following the instructions on Page 2.

Run Report Click on Select Action and Run Reports.

|| Work Order Tracking Site: ] * Start Center

Current Query: |GuickHeySearch v | | ;] ction & 4 B =
Chi Stats
Search Waork Order ] Plars WD Dietails B us Failure Reporting Aftached Documents Primavera
Route Work Order
X X Stop Wiorkflow
Work Order: * 443800 | [REPLACEHOT & COLDWAT o oot cimorktiow History Jobllo: [ ]
Location:  [4726 | @ |WESTER ES,5353 KESTER 8 view Warkflow Help G wsprojm: [ |
i it enerate Follow-Lup YWor
E1] Generate Fol Wik
Azsign to Neww Parent
School Hame: HESTER ES Reported Date: o E o Org Code: 4726
. ove Equipme .
Requestor: |HARRY HLTY Status: e Tracking Code: =)
Req. Title: | &FSD Status Date: ; ;
; el ey IR Click on the blue checkmark % to display the
Is Task? [ Respond By: e SR (RED 9 Select Action menu. Choose Run Reports
Is Project? Agency ID: FReport Downtime u
Agency: l:l & Agency Date: e e - R Frouble Call? (Y H): Complex Hame:  [VANNUYS
I ey PO Information
GL Account: I:l al Source ID: . Board Mem Dist:
Wiew Costs
“igwe Entire Plan
Job Details Fun Reports hlem Follow-up Work
Job Plan: l:l PM: [E wiork Order Details Report B} Originating WO: l:l 1|
Safety Plan: l:l 2 Service Contract: Print with Attachmerts Has Follow-up Work ? D
Duplicate Wiork Order
Add To Bookmarks

Scheduling Information Responsibility
Start Finish Category Code: £}
Target: ] = Routing Code: =
Scheduled: | | E [ 1= Supervisor: [647415 | @ [olsen, James D. |
Actual: I:l = I:l =] Labor Group: [al
Craft:  [GA | & [Plumier |

10
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Run the Planner Data Entry Report
®‘I"'-.Business Analysis and Reporting .’I'w_‘j—:

Tuesday April 11, 2006

Reports —

A separate window opens which lists the available
reports for the active application. Click on the report

[Crl home:

[i] help

Run Reports
fwerageHours| nSTE0S

BMARCountByhianth
DailpAssignmentReport
Dailylaborsummary

JohCostRecapBaich

Resp BvCraft brCraft

PestMgtTmy éalls
Flanned imate At Approval

BlannerDataEntry

Flanning List status
Blanning List

ErojectCostEstimate

Eestroom TC Ading Summaries by Resp act

titled Planner Data Entry Report.

EFEI0n T
Wersion 1
Wersion 1

wersion 1

Yersion 1

Wersion 1

wersion 1

Wersion 1
“ersion 1
Wersion 2
Wersion 1
Betav1.0
Wersion 1

wersion 1

Yersion 1

wersion 2

wersion 1

wersion 3

10/7 12004 1:35 Ph
SMB2005 9:03 Ak
Br572004 9:54 AM
70952004 301 Phd
Bi22/2005 346 Ph
Bi22/2005 4:0:3 PM
02005 1044 A0
BI2552005 1:55 Ph
EM042004 4:00 P
0772004 1:58 PM
10712004 2:02 Ph
242002004 2:22 Ph
34872005 337 PM
FI2E2005 1021 A
A2/27 /2004 229 PM
4572005 2:44 PM
3MB2005 316 PM

Bi2952005 2:39 Ph

£

@ javascripk: runReport(’facwebfnewrequestfdo_executereport.jsp?__requesktyp

diatef:__executabl

n2frpteZ P OTRACK %2FPlann

B nternet

Enter the Work Order Number and select Yes from the Print Modified drop down menu and click on

Submit.

Reporting

iPIanner Data Entry Request Page

Enter a Work Order Number

Current Record l4028823
Selected Record [ Sl
Print Modified? Mo v
@ All Records Mo
Sl =8 0 To Email Report, Click Here
Select From Predefined MAXIMO Email Addresses: Manually add an Email Address:
a | ()
Enter Comments to be Included in the Email:
Schedule Report Run Time:  IFCHTTE T Date (MW/DD/YYYY) Time (HH:MM AM or PM}
() AtThis Time | At |E:DD =Ty |(HH:MM Al ar P
¢ Recurring |Every Day v| A |6:DD PM |[HH:MM AM ar PM)
_—

(_submit )|

11
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il  Reporting

oup

3/26/09

Click on the Print icon in the AWMS toolbar.

Mo

LOS ANGELES UNIFIED SCHOOL DISTRICT - JOB ORDER DRAFT
MAINTENANCE AND OPERATIONS
dified Planner Data Entry Form

Wos 4028523

General | Dptions |

DATE REQ. JOB NO.

Select Printer

¥hp Laseret 1320 PCL 6
\é Microsoft Office Document Image Wiker

Choose the print icon within the Adobe window
to print

Selection Cument Page

Enter either a single page number ar a single
page range. For example, 5-12

< E3

Status: Feady [ Print ta file

Location:

Comment: Y DATE
Page Fange

@ a1 Murmber of copies: |1 * v DATE

Callate

"~ SCHOOL NJ
KESTER ES
"~ ORG CODE
4726
LOCATION DES(
'WORK REQUESTI
REPLAGE HOT &

PLANNED OR WR

SUPERVISOR'S S

Fiinter
Status: Ready Comments and Forms:
Type:  hp Laserlst 1320 PCL G | Document and Stamps v|
Piint Range Preview
@4l s
() Curert view =
Cune
O Pages |
Subset, 4

Page Handing
Copies:

15

Fleduce to Printer Margins

Auto-Fotate and Center

Collate n

Pags Scaling:

[] Choose Paper Source by POF pags size

ke

[ Piint to file

Units: Inches Zoom: 96%

14111)
whild'/
b ok [Pecewa |
VYN

\TE K
1£21/3

VYN X

Review and obtain supervisors signature on the Modified Planner Data Entry report and route the

Modified PDE report, 02 Change Worksheet, Original PDE and job ticket to the CPM for review.

B el
L% AMDELES WSAED SO0 DATRRCT - OB CRDER DRAFT g 42303
AMTIARCE A CTRATCR. e i e
S M Pl e
e TG | RO
s snemain | v | sesse ia— R
= mltrmJ_nul s | AT | RS AR Mo s St S =
e | |
i SR SCREDN L3000 EYSTOME BAACSETS 4 BB . £
AT PG [APTRD BT 0
Lokt B + para s
TR AT B | weeeovn Y ED
ma T ree amia WG CHTORST WATGRT FRTY SG RO WAL AGAT VAT
I I ) Ml B Il N
= x o o — T
TR O T
or  ma  or asmm
L uason onary M =
I =1 | T
T T | e
P oo WARLDNT CoMT OIT O DN WG D mem D07
T e [ e o T T
= [ e 1 1 (5L |
1 3 [
pre—— IO 1 £ 0 e s P T T P
[ — |

12



AWMS — Work Order Working Group 3/26/09

5. Review documents, Print Project Cost Estimate (optional) and Obtain AFSD
approval

The CPM or Designee performs these functions.

Review and compare the Modified Planner Data Entry with Original sighed Planner Data Entry and
Job Ticket. If cost is correct, sign the Modified Planner Data Entry.

If the project is funded through other than maintenance (OTM), print the Modified Job Cost Estimate
report and route to Funder for approval.

Follow AWMS log in and work order search steps from page 1-2.

Click on Select Action and Run Reports

"| Work Order Tracking

Current Query: |Quick Key Search vl | A & 4 B= & T B

Wiewe PO Information

Search Work Order ] Planz WD Details 3 ety Plan Failure Reporting Aftached Documents 0S4 Info
*I* Route Work Order
Stop Wiorkflow:
WorkOrder: * 4028823 | " [Pal PROECTION SCREENS | 0. sicnusivorktiow Histary | 23 Parentwo: | | Job Ho:  [MmOD2550
Location:  [13740 | [TWOTHREE UNT RELOCAT)  view Wiarkflow Help & wo Priority: * a wserojm: [
Equipment: | | | Generate Fallow-up Waork :| El Loc/Eq Priority: D Activity Set: l:l
Section: |1433 |2 Internal Order Ho.: Ny (I F ing Priority: |99 Work Type: ’ &
Azzign to Mew Parent
School Hame: |HUGHES EL Reported Date: . In Workflow ? D Org Code: 2373
J Move Equipment =
Requestor: |BETH FLLLER Status: Femmove Wiork Plan Equipment Up? O Tracking Code:
Req. Title:  |PRINCIPAL StatusDate: | Select Safety Hazards Warranty: [ | School Phone:  |323-560-4422
Is Task? [ | Respond By: Remove Safety Plan Charge To Store? | | CafeteriaPhone: | |
Agency ID: Feport Dawritime: us on Childwo's? [ | Resy ible Area: |&REA-G
Agency: l:l &Y Agency Date: Yo FElmRR WS [Gervice Call? (Y H): C Hame: BELL

GL Account: |DDQ-AMO-1 433-9772-4507 | 5 source ID: - Cale. Priority: Board Mem Dist:
Wiewe Costs
“igw Entire Plan
Job Details Edlit Histary Wrk Order Follow-up Work

Job Plan: l:l PM: | Run Reports | Originating WO:
Safety Plan: l:l Service Contract: Bl Work Order Details Report Has Follow-up Work? ||

Pririt with Attachments
Duplicate Work Croder

Scheduling Information Add To Bookmarks Responsibility

Run the Project Cost Estimate Report

A http:#/10.4.51.11 - Maximo Business Analysis and Reporting - Microsoft Internet Explorer,

File Edt View Favorites Todls Help 1o
Q- O RRG PO e -LEKSB

Elanner Data Entn Wersion § 3/17/2008 842 AM s
Planner Data Entry Sequential Sequential Planning Rpt 32212005 8:35 AM

Elanning List status Version 1 12/27/2004 2:23 PM

Planning List Wersion 10 712272008 2:05 P

Eroject Cost Estimate Wersion 3 3M7/2008 8:52 AM

Project Reguirement Record Wersion 4 8/29/2007 7:56 AW

Bestroom TC Ading Surmmaries by Resp act Wersion 4 8/31/2005 12:57 PM

Service Calls Completed in DateRange Wersion 2 8/29/2007 5:03 AW

Senvice Calls Recd ByhArea Version 1 8/24/2007 9:33 AM

Service Calls Recd ByDate Wersion 2 B/24/2007 939 AM

Senvice Call Adging Report Version 4 8/23/2007 1:17 PM

Site Lewvel P Wersion 3 12/2/2008 10:42 AM

SRR Work Order Ading Wersion 1 9512007 11:52 AM

Stock Material Reguisition Version B 3/3/2008 2:23 PM

Stock Material Requisition Jan2008 Wersion 4 1/13/200910:39 AM

Stock Material Reguisition March2008 Version 1 3/3/2008 .07 AM

Stock Material Requisition Mov2008 Wersion 3 12/15/2005 1:44 Pt

TcallsCompDateRande Wersion 3 10/25/2006 8:31 AM
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Select Yes to print the Modified report, enter the Work Order Number, the Requestors Personal
Information (ie. Principal, LDFD) and Justification in the Work Description field and click Submit.

\Project Cost Estimate Request Page

Print Modified?

Workorder #

Current Record
@ Selected Record

) All Records Requestor Name

Requestor Title
Requestor Phone
Requestor Fax

Work Description tailored for school

Yeg ¥
4028523

Mrs. Love

Principal
213-555-5555
213-555-5551

administrators”

Unfareseen condition found at job site requiring an additional $500 to complete.

Items to be provided by school:

Cost saving alternatives:

Impact on school operations:

=

* ReportingBoms

e[l ol

® ;D-‘-.

L8 ANGELES UNIMED SCHODL BISTRCT
MAINTENANCE AR OPERATIONS
Modifisd Project Cost Eatimats

2o Cod, [———

e

.

et 2 m proided iy st

Description of the work:
Unforeseen condition found at jo

[T ——

[ —

Items to be provided by scho

¢ Attachmernts

Cost saving alternatives:

| Comments

il

Impact on school operations:

il

Find: = :l { Previous ol Next '

Done

- Estimate includes liability, work]

- Al labar is fully warrantied
- Material is factory warrantied

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

Frinter

Narme:

Status:  Ready

Type: HP Lasewet 2300 Series PCL B
PFrint Range

@ al

() Curent page

) Pages from:|1 | |2 |
Subsel:IK\I pages inrange + |[] Reverse pages

Page Handling
Capies: 1 2

Collate

PageSealing: | FittoPrinter Margine
Auto-Fotate and Center

[] Choose Paper Source by POF page size

[ Print to file
[ Print color as black

Comments and

Faoms:

| Dacument

Presview
E

&

s

Units: Inches

120

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

administrator's annroval must be obtained prior to the start of work.

- All changes to the project which affect the cost will be reviewed on a separate form by the site administrator. The site

5
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Fill in the Original Cost, Additional Funds Needed field and sign the Preparer Signature field.

LOS ANGELES UNIFIED SCHOOL DISTRICT

MAINTENANCE AND OPERATIONS Workorder
Modified Project Cost Estimate
School Name HUGHES EL Org Code 23785 Complex Name gz
Requester Name Mrs. Love Title Principal
Date of Request: Date of Estimate: __ 311

Description of Work

Description of the work:
Unforessen condiion found at job site requiring an adeitional $500 to complate.

Original Cost:

‘Additional Funds Needed:
Total Cost:  $1,470.75

items to be provided by school

Cost saving altematives:

Impact an school operations:

- Estimate includes habilty, workman's compensabon and molor vehicie insurance.

fully warrantied
is factory warrantied

o5t may increase cue to unforesaan conditions or changas in the scops of work

- Project will not be schedulsd untl an estimate form is signed by the site administrator

- Al ct s to the project which affect the cost will be reviewed on a separate form by the site administrator. The site

ad

approval must be obtained prier to the start of work
des fringe bensfts for employees performing the work. All project costs will be charged to the funding linz(s)

by the site administrator.
cluing frings benefits, may appear several months after project has been compisted. This is dus to the accounting

School Designated Funding Source:

Costs. in
system currently in place.

FUND | AREA ORG PROG | BUVER

FIXED

Preparer Requester
Signature Date Signature

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

Submit the Modified Project Cost Estimate to the Requestor for signature.

Once funding has been approved by the Requestor, fill in the line changes in the 02 Change Worksheet.

02 CHANGE WORKSHEET

WORI ORDER NUMBER:

SCHOOL HAME: U

12 CHANGE FOR: c DATED; O
LE ALLTHAT APPLY
onginal o fsgory CranCods | Ras | Orging [ Wewquanbty| Wew | Dmarencs | Incraas or
Line # quaniityoreest] orcost | Hours

ADDITIONAL COMMENTS OR NOTES

ORISNAL TOTAL HouRs *Mfﬂm roTaL HoURS

ORIGINAL ESTIMATED TOTAL: REVISED ESTIMATED AMOUNT:

CFM'S SIGNATURE DIRECTOR'E SIGHATURE

ATTACH & COPY OF THE ORIGINAL FUNDED JOB TICKET TO THIS REGUEST

Submit the Modified Planner Data Entry, Original Planner Data Entry, Original Job Ticket, Modified
Project Cost Estimate (Optional) and 02 Change Worksheet to the AFSD for signature approval.

15
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5. Approve and route documents to Clerical for processing

The AFSD or Designee performs these functions.

Review all submitted documents and sign the Modified Planner Data Entry, 02 Change Worksheet and
submit all documents to Clerical for processing.

The Clerical Department or Designee performs these functions.
Make the adjustments in IFS, print out new Job Ticket, and submit Pink Copy to Job Cost Accounting.

Scan the signed Modified Planner Data Entry report and attach to Work Order. Instructions are found in
page 5-6.

Route all documents back to the CPM for craft distribution and filing.
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