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THE WORK ORDER 
 
  
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  
 

 Enter information in these fields  
 These fields auto-populate  
 Optional  

H. HILTY 

Brief Job Description 
Check with Administrator for number to enter in this field 
that will place the job on the Planning List. Planned Jobs are always Priority 1

Save the record

Section Code of 
Office/Department  responsible 
for performing the work. 

Requestor & Title can be used 
to search for Work Orders 
requested by this entity.

It is important to enter Target 
Dates here as they auto-populate 
the Target Date fields in the Tasks. 

Description of Lead Craft. 
Use the field button to 
choose correct naming 
convention.

After selecting the Category Code, the system filters 
the selection of Routing Codes to show only those 
appropriate for the Category you have chosen. For 
Planned Jobs, the first two letters indicate the 
responsible section, the second two = Craft, and the 
last two = Planned Job. This is a commonly used 
field for queries of Area Planned Jobs. 

Clerical will remove this 
checkmark when the job 
is Funded. This enables 
the Task Status and Date 
to be changed 
independent of the WO 
Status/Date. 

Use the field button for 
selection. 

Click on the field button to 
select the type of work. 
Describes category of work 
to be performed.   

Enter the Job Plan (template of 
tasks created in the Plans 
module) number here to import 
a Job Plan into a Work Order. 

The Funding Line or GL 
Account will appear here after it 
is entered on the  Work Order 
Details tab. It can also be 
entered directly in this field 
without dashes. Dashes will 
appear after the record is 
Saved.

The IFS/BTS Clerk will enter 
the Special Job Number. 

Click on the field button and choose 
‘Open Drilldown’ to select the Location of 
Work at the lowest possible level.  Click on this icon to change the WO Status.

Click here to create a new Work Order

Click here to enter Scope of Work

Use these arrows to move to previous and next Work 
Order when working from a queried list of Work Orders.

Run the Work Order Details Report.

Status Changes are reflected in this field. 

This field defaults to ‘N’. 
Placing a Y in this field will 
remove the Work Order from 
Work Order Tracking and place 
it in the Projects module. 

If the Work Order was 
generated as a PM 
(Preventative Maintenance) 
WO, the PM number will 
appear here.  

Enter the Job Schedule Date obtained 
from the Weekly Book Meeting here. 

Actual dates are entered when 
Labor Charges are applied to 
the Job. In addition, Status 
changes of Funded or greater 
auto-populate this field with the 
current date.

Work Orders related to an 
Agency (e.g. OEHS corrective 
WO) will populate this field, as 
well as the related fields, 
Agency ID and Agency Date. 

Optional 
These fields auto-
populate from the 
Routing Code.

If a number appears in this field, you are in a Child WO. 
Use the arrow icon     to travel to the Parent WO. 
Choose ‘Move To: from the dropdown menu. 

AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDERS 
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THE SCOPE OF WORK 
 
 
 
 
 
 
 

Click on the field button at the end of the Job description in the  
 
 

Work Order to open a blank page. This is where the Scope of Work will be typed. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

A Craft Summary is optional. The List of Tasks in the Plans tab act as a Craft Summary. 
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AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDERS 



4 

 
 

THE JOB PLAN 
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The Task ID is auto-generated by 
the system in increments of ten. 
This enables the Planner to return 
at a later date and insert additional 
tasks between the ones planned.  

A Task is any amount of work that 
can be performed by a single 
Craft/Contractor without leaving the 
job due to dependence on another 
Craft/Contractor. 

Status of the Tasks shall be 
changed individually as work is 
performed by the Lead or Sub 
Labor Group. 

 Enter the Task ID and 
the corresponding Task 
Duration will auto-
populate the Estimated 
Labor Hours field. 

 Enter the Task ID 
for each estimate 
and the estimated 
Materials will be 
separated by Craft 
on Reports. 

06/04/07 
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TASKS 
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Type in the two-letter Craft Code, dash, 
and a brief Task Description.   

This is the Task 
Summary Bar. The 
Details below roll 
up to this general 
summary.   

Click on this twisty 
to open and close 
the Details section.  

AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDERS 
PLANS TAB - TASKS 

Enter the Target Start and Finish 
Dates for each Task.    

Enter the Schedule Start Date when it 
is obtained in the weekly Book Meeting. 

Enter the Actual Start and Finish Dates when 
Labor charges begin and end.    

Use this Reference WO number to run reports on Labor 
and Material Charges for this Task. Use the arrow icon     
to travel to the Reference Work Order. Choose ‘Move 
To: from the dropdown menu.   

Estimate the 
hourly 
duration of 
this Task 
here.   

Click on 
this icon to 
change the 
Status of 
this Task.   

The Task ID is auto-generated by AWMS 
in increments of ten. This allows the Craft 
to return and insert Tasks between 
existing Tasks at a later time, if 
necessary. The Task ID can be changed 
as needed.   

Click on 
this icon to 
Delete this 
line entry. 
Save the 
record.   



6 

  
 
 

LABOR ESTIMATE 
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Line Detail Section rolls up to Summary Bar 

 Summary Line or Bar with corresponding Task ID

AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDERS 
PLANS TAB – CRAFT LABOR 

Use the twisty to 
open and close 
the Line Detail 
Section.    

Click on the New Row 
button to create a new 
Line Entry.    

Highlighted fields 
indicate the fields to 
enter data in.    

This Labor Entry 
corresponds with Task 
10. Using the Task ID 
automatically 
populates the Hours 
field.  

The Section Code 
auto-populates from 
the Section Code on 
the Work Order. If the 
Labor is for an off-site 
location (e.g. Central 
Shops – 1393) enter 
the appropriate 
Section Code here. 
For Design jobs enter 
FSCO.    
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MATERIAL ESTIMATE 
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Line Detail Section rolls up to Summary Bar 

Summary Line or Bar with corresponding Task ID

AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDERS 
PLANS TAB – MATERIALS SERVICE 

Highlighted fields 
indicate the fields to 
enter data in.    

Use the twisty to 
open and close 
the Line Detail 
Section.    

Planned Contract, Mileage, and Other are 
Unburdened.    

Use the Storeroom and Direct Issue fields to order 
Materials directly from Stores. See the Desktop 
Requisition Instructions for further details.    
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FUNDING 
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Some jobs are paid from 
District funds and some are 
paid from outside District 
funds. 

AWMS PATH/LOCATION 
START CENTER 
WORK ORDER TRACKING 
WORK ORDER DETAILS TAB 

Most jobs are Routine (RT), but 
occasionally there is a need for 
Emergency Funding. 

The type of fund the job will charged to. 

The choices are Yes or No. Is 
the Seller eligible for Indirect 
Charges such as supervision?  

The identifying number 
corresponding to the Fund 
Type. For example, if the 
Fund Type is BB Bond, the 
Fund Ref: would be the BB-
Bond Number.  

Indicate whether the job costs 
are Direct or Indirect. Indirect 
charges are costs such as 
Supervision. 

The reason the job was initiated. 

IFS Project No. consists of 8 
characters. The first 5 characters 
are the total project budget, the last 
3 characters are the sub-project 
budget (Planning, Inspection, etc.).   

The choices are Yes or No. Is the job 
eligible for non-productive charges 
(Vacation, Illness, Jury Duty, etc.)?  

Four-number code (Seller) used in 
budget and accounting systems to 
identify which account will be 
expended. See the Buyer-Seller 
Crosswalk in the GJ-1 for more details.  

The category or type of work. This is a 
partial list of 40 selections. 

The choices are Yes or No. Is the job eligible 
for Fringe Benefits (Dental, Health Ins., etc.). 

Enter the Seller Line in a 
string without dashes. AWMS 
will insert the dashes after 
the record is saved. Refer to 
Page 41-42 of Instructions for 
more details.  

Enter the Buyer Line on a 
separate line from the Seller Line,  
in a string without dashes. AWMS 
will insert the dashes after the 
record is saved. Refer to Page 42 
of the Instructions for more details. 

Enter the 
Description 
that will 
appear on 
Reports in 
this field.  

Enter the Buyer Percentage(s) here. If there 
is more than one Percentage, create a New 
Row for a separate line entry. This may 
occur when the job is being funded from 
different sources, each paying a percentage. 

Is this an 
Adult School? 


