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This lesson will cover the following specifics within IA-FMS:

« Accessing the Work Order application.

« Creating O&M Work Orders.

« Parent/ Standing Work Orders.

« Attaching a Job Plan to a Work Order.

« Adding Planned Labor and Materials to a Work Order.
* ‘Approving’ (APPR) a Work Order.

 The Work Log tab.

* Reporting Time, Labor, and Materials.

« Updating ‘Closed’ Work Orders.

* Creating ‘Follow Up’ Work Orders.
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Work Orders

s A

 \Work orders are the foundation on which the Total Cost of
Ownership (TCO) is calculated.

« Work Orders are initiated into Maximo from two sources:
* |A Work Order Tracking application.
» |A Deferred Maintenance Tracking application.

« Work Orders within Maximo are used for planning work and resource
needs, as well as tracking work performed on current and past events.
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Accessing the ‘IA Work Order’ Application
e

'[I*-Ea Administration

I-

Planning

iy out IM' Display Settings -ETT?J] |pdate

Preventive Maintenance g

Post Date |& Deferred Maintenance Tracking

1. Select ‘Go To’
2. Select ‘Work Orders’
3. Select ‘IA Work Order Tracking’
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Searching the ‘|A Work Order’ Application

| Fina: (), select Action I~|
Related Records als Safety Plan Leg Specific ations
i Bookmarks

Work Orders . 7 Fitter * ‘;1, @ 0-Dof0

I..IJ‘

Searchable Fields:

« Work Order (#) - Use to find a specific work order.

» Description - Search by a specific work order description.

» Structure # - Find work orders using the legacy FMIS structure number.

« Room # - Find work orders using the legacy FMIS room number.

« Maximo ID - Search by the "internal" Maximo location identifier.

« Work Type — Find work orders of a particular type (i.e. ‘FM’).

« Status - Find work orders in a particular status (i.e. ‘APPR’).

 FMIS Work Ticket - Find work orders using the legacy FMIS Work Ticket.
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Work Order — Creating an O&M Work Order

'] Fin: ()  w|select Action

List ‘Work Order Plans Related Records Actuals Safety Plan Log Specifications

Work Order;|AB380053 * Work Type:

Site: | [E150 ST. STEPHENS INDIAN SCHOOL =] Work Subtype:

Loc ation #:

Location Type:

# Maximo IIZI:_ »

A

Use:
Structure #
Azzet

Configuration Item:

Category:
Rank:

Health Life Safety? [
Severity:
Probability :
RALC:

FMIS Work Ticket:

Launch Entry Mame: Fund:

Parent WO - =l Functicnal Area:

FMIS Deficiency 10: Funds/Cost Center:

WES:

1. Click on ‘New Work Order’ icon. 5. Enter ‘Parent WO’ (if applicable).
2. Work Order number will auto populate. 6. Enter ‘Work Type'.

3. Enter Work Order ‘Description’. 7. ‘Save’ the record.

4. Enter ‘Maximo ID’ (i.e. Location).
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Parent / Standing Work Ors

The link to the FBMS system and carry the correct FBMS line of
accounting

Work types:
RPFM — Real Property Facility Maintenance

RPFO — Real Property Facility Operations

Pre-created and aligned with an equivalent Standing Order in
FBMS

Cannot be directly modified by users
Associated with each location (6 per location)

Child O&M Work Orders inherit the correct FBMS accounting
string
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Attaching a Job Plan a Work Order

Job Details

Select the Detail Menu
Icon next to the ‘Job
- » Plan’ field.

Safety Plan: » . Click on ‘Select Value'.

nit of Measure: E T,

=
Q Go To 14 Job Plans

Job Plan:

Job Plan Revision #:

Select Value

Make sure this

bOX IS Show Job Plans for the Work Order's Asset and Location Only?
u nCheCked . Show Job Plans with Mo Classes Defined? [

Select ‘Refresh’ WO Class:| Work Order | = |
Select ‘Job Plan’

number. writer > Qi PP 1-150f1054 E B Caunicad

Job Pla Description Template Type Organization Site
1; WEEKLY BOILER JOB PLAN MAINTENANCE OF i
1069 MOMTHLY BOILER JOB PLAMN MAIMTENANCE OFME L
1070 SEMI-AMMUAL BOILER JOB PLAN MAIMTENANCE OFME
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Adding Planned Labor to a Work Order

[+] Fina. '::\'% w Select Action [+] J 02 Qj E:> f.‘_ %; g

List ‘Work Order ‘ Plans | Related Rec ords Actuals Safety Plan Log Spec ific ations m

Work Order;| AB187082 # | emty garbage, vacume and emty recycle bins mop floor. was [:. Site:| IEQET Status: WAPPR
Parent WO:
Children of Work Order AB187082 |> Fitter D-0ofD =
Tasks for Work Order AB187082 |> Fitter D-0cfD |
| Labor | Iaterials Tools
Labaor |> Filter 1-10f1 G Download =
Task Craft Skill Level Mendor Quantity Labor Regular Hours Rate Line Cost
z : !
7 |_{ » 1 b D:00 0.00 1
Details
‘endor: ” # Regular Hours: 0:00

Task: c
Craft: F o —— Laber Contract: ” Rate:
'._ Select \alue
Skill Level: I;j Go To Crafts # Quantity: 1 Line Cost: 0.00
Labor: » Rate Changed 2 [ |
| SelectCraft | | New Row |

Make sure you are on the ‘Plans’ tab of Work Order Tracking application.
The work order must be in ‘WAPPR’ Status.

Select ‘New Row'.
Click on the Menu Detail icon (next to the ‘Craft’ field) and click on ‘Select Value'.
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Adding Planned Labor — Selecting a Craft

TFind: ':\'% w Select Action [+] @ 02 Gj E:) :‘.‘k %, @

List Work Order | Plans ‘ Related Records Actuals Safety Plan Log Spetific M
Work Order: AB187082 # emty garbage, vacume and emty recycle bins mop floor. was E,

Site: IE0ET Status:|WAPFR
Parent WO: ”»
Children of Work Order AB187082 [> Fitter 0-0cfD
Tasks for Work Order AB187082 |> Fitter D-Dof0
Labor ‘ Materials Tools
Labor [P Fiter @ 1-20f2 G4 Download
Task Craft Skill Level ‘vendor Quantity Labor Regular Hours Rate Line Cost
D Q\ ACMECH » Q\ » 1 » 200 21.00 5200 £}
k
b () |carp » o » 1 » 300 19.21 5763 it

Add ‘Craft’ codes. A ‘Craft’ code reflects the type of qualification
needed to perform the work (i.e. ‘CARP’ = Carpenter)

Enter (Estimated hour(s) to perform the work) into the ‘Regular
Hours’ field.

Click on ‘Save’.
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- Order Tracking o

Adding Planned Materials

| Find: '::\% w | Select Action &3 J _-'/ 43 E:> _ '-:; _ %’ : @
List ‘Work Order ‘ Plans ‘ Related Records Actuals Safety Plan g Sp&nrﬂnam K
Work Order; AB187082 emty garbage, vacume and emty recycle bins mop floor. was C. Site:| IEDET Status: | WAPPR
Parent WO: ”
Make sure you are on the ‘Plans’ tab of the ‘1A
Children of Work Order AB187082 |} Fitter > D-Dof0 . y . .
' —— Work Order Tracking’ application.
Tasks for Work Order AB187082 [ Fiter > : : : D-Dofd The WOI’k Order mUSt be |n GWAPPR! Status_
Labor | Materials | Tools CIle on ‘NeW Row’
it AL RAES SIS WAL Change ‘Line Type’ from ‘ltem’ to ‘Material’.
Task ltem Deescription ; . 0 a . . g
,._{ o o Enter the ‘Material’ ‘Description’.
Enter ‘Quantity’
a Enter ‘Unit Cost'.

2> * Trash Bags

# Line Type: |Material hd

#* Qluantity: 1.00
Crder Unit:

# Unit Cost:

Line Cost:

‘Save’ the record.

\endor: » Required Date:| 06/01/2016 1:43 PM i)
Stock Category: @ Requested By: KMERRILL (O,
Condition Code: ':{
Condition Rate:
Conition Enabled? [

Select Materials Search Catalogs Select Asset Spare Parts | New Row |
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Changing the Status of a Work Order
@ v/sekct action RRCNC AR N f@

Related Records || Actuals || Safety Plan || Log || Specific ations |

# Faucet Leaking = # Work Type: FM @
ST. STEPHENS INDIAN SCHOOL = Work Subtype:| &
Gateu{:rr.r:l CL

Change Status

% |School, Elementary
HOOL \ ELMNTARY \ D, Work Order:| AB380058 Faucet Leaking

Status:| VWAPPR WAITING ON APPROVAL (WAPPR) k F

» |

* Mew E-t?.tL:,

# Status Date: | APPROVED I—'\.F'PRI

CAMCELED (CAN)

Print or Email Work Order Report when ¢change status in background selected?

CLOSED (CLOSE)
Q |5THUCTUHE9§ F] Change work order status in back ground?
COMPLETED (COMP)

Meotific ation E-mail for Work Order Change Status: IN PROGRESS [ IMPRE)

B

Agency Approval (AGAPPR)

Central Office Approval (COAPPR)

1. Click on the mulit-colored icon. 3. Select ‘APPROVED (APPRY)'.

2. Select the down arrow for ‘New Status’. 4. Select ‘OK’ (Hidden behind the
drop down menu).
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The Work Log Tab

"~ Find: C\{ | Select Action [~ @ 0-2 43 C> ] f;. : %’ : @

List Work Order Plans Related Records rﬁ-—‘ Log Spec ific ations
Work Order:| AB187082 #* emty garbage, vacume and emty recycle bins mop floor. was [:. Site:| IEQST Status: WAPPR
| Work Log | Communic ation Log
Work Logs - D Fiter * : : : 1-10of1 Gk Download @ S
Record Class Created By Date = Type Summary \iewable?
W |AB187082 b WORKORDEF KMERRILL D6/01/2016 2:05 PM CLIENTNOTE [
i j
Record: AB187082 » Summary]| | 5
Class: WORKORDEF GG |tRBIBI UK ECsEmaEl====4-R- AR DB Y
i il
Created By KMERRILL Font ¥ | Size ~ | Format None hd
Date:|D6/01/2016 2:05 PM =

# Type: CLIENTHNOTE I'_{

n Details:

“iewable?

Make sure you are on the ‘Log’ tab in IA Work Order Tracking application.
Click on ‘New Row’ to create a new Log entry.

Enter a ‘Summary’ Description
Enter additional ‘Detail’ (if needed)
‘Save’ the record.
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Reporting Time & Labor

List Work Order Plans Related Records Actuals Safety Plan Log Specifications

, vacume and emty recycle bins mop floor. was E. Site: |IEDST Status: APPR

Work Order:| AB187082

Parent WO:

Children of Work Order AB187082 - 0-0of0
Tasks for Work Order AB18T082 |} Filter 0-0ofD
Sequence =« Tazk Summary

Make sure you are on the ‘Actuals’ tab of the ‘IA
Work Order Tracking’ application.

[ Labor | materss | oo . The work order must be in ‘APPR’ Status.
kB A _ . Click on ‘New Row’.

Task Labor Mame

- G were (% [susme . Select a ‘Labor’ code.
. Enter the time it took to perform the work in the

Task: Q@ |* Labor: BEYRE >)| Bill Biyre 3 Re ular ou rS, |e
gular Hours’ field.
Details ¢ )
n/ . ‘Save’ the record.
# Craft: CONTRACTO 2 # Start Date: DB/01/2016
Skill Level: » Start Time: ®© End Time: ® Timer Statua:
I* Regular Hours: 2:00 I Line Cost: 0.00
#* Rate: 0.00
Qutside Labor Premium Pay ﬁ Charge Information
Outside? [ ] Premium Pay Code: & GL Debit Account: ®]
Vendor: ”» Premium Pay Hours: GL Credit Account: @,
Contract: > Premium Pay Rate: Lecation:| AB215972 b
Revision: Premium Rate Type: ':{ Asset: >

Memao:

Recorded as Received:

Select Labor Select Planned Labor | | New Row I
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Reporting Materials

List Work Order Plans Related Records | Actuals | Safety Plan Log Specifications

‘Work Order-|AB187082 " vacume and emty recycle bins mop floor. was E. Site: |IEDST Status: APPR

Parent WO:

Children of Work Order AB187082 - 0-0of0 8

Tasks for Work Order AB187082 |} Filter 0-0ofD

Labor Materials Tools
PO — . Make sure you are on the ‘Actuals’ tab of the

= — ‘|A Work Order Tracking’ application.
= . The work order must be in ‘APPR’ Status.
Q . Click on ‘New Row’

Item: ## | Cinder Blocks

FimsTwe e 7] . Change ‘Line Type’ from ‘ltem’ to ‘Material’
w ;ﬂ ¥ . Enter the ‘Material’ ‘Description’.
Quenty] 2000 . Enter ‘Quantity’ (of the ‘Material’ needed).
DE— ‘ . Enter ‘Unit Cost'. (of each unit of ‘Material’).
Q ‘Save’ the record.

Bin:

Charge Information

Regquisition:

GL Debit Account: ®
Requisition Line: GL Credit Account: ':{
Location:| AB215872 2 | Classroom, General = # Transaction Type: ISSUE ®,
Asset: » = Outside? [ |
Rotating Asset: ” lssued To: 2
Select Materials | | Selest Reserved tems Selest Asset Sparc Parts | [ New Row |
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Closing Work Orders

Q Ev|SEIectAJ:ticun T| @ IE _é é l$

Related Records || Actusls || Safety Plan || Log || Specifications | d

|Faut:et Leaking = Work Type: | FM

| ST_ S‘I‘EPHEHS INnI.ﬂ.LI (=il S Il Tl TN = __|
Change 5tatus

s |Schml. Elcmentan Work Order;| AB38DD55 Faucet Leaking =

O0L %\ ELMNTARY \ O Status: | APPR APPROVED (APPR)
* Mew Status:

> | us Date: CANCELED (CAN)

| CLOSED (CLOSE)

Print or Email Work Order Report when change status in background selected?

COMPLETED (COMP)
Change work order status in back ground?
M PROGRESS (INPRG)

Q |STRLHC:TUHE 99 F Motification E-mail for Work Order Change Status: Agency Approval (AGAPPR)

Central Office Approval (COAPPR)
a Cancel |

Gatekeeper Approval (GRAPPR)

1. Click on the mulit-colored icon. 3. Select ‘CLOSED (CLOSE)'.
2. Select the down arrow for ‘New Status’. 4. Select ‘'OK
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Updating Closed Work Orders

WA Work-Order Tracking More Search Fields| Current Query:

'+ Find: |AE

Work Order:
J List " Work Order ” Plans Description:
(D), Advanced Search :w| 5 Parent WO:
] ] Maximo 1D:

Work : #Fiter >
Search Location Hierarchy:

= Description

| | Structure #:
Room #:

AB198373 Deficiency Sec
Location #:

[1Select Records

Location Type:
Assetl:

Configuration ltem:
P:

FMIS Deficiency ID:

Plan Details
Job Plan: >
Safety Plan:
Azsigned Labor: >

”

”
”

&
»

”»

Plan Craft:
##  Plan Materials:

Plan Services:

Problem Code: L Work Type: @, p
Failure Class: P | Status:|=CLOSE ':A‘._l
Service Group: b Class:| =WORKORDE (),
Service: @ Siter| =J5004 @,
“endor: ” |Hi3tory? | J‘.I
Originating Record: ”? Priority:
Originating Record Class: @, ?(M @,
Risk Assessment: @,
FAIS Wark Tickst: Rank: @,
0 RAC: @,
Click on ‘Advanced Search’. e
Remove the ‘N’ value from this field. e
Select the Status of ‘CLOSE'. o cerer
. . WBS:
Click on ‘Find".
=
> Reported By: > Lead: >
> On Behalf Of. »” Owner: >
> Supenrisor:n > Cnner Group: W~
Iﬁl Restare Application Defaults | Revise ¥ Cancel
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Updating Closed Work Orders

| Find: (L), Select Action

[—] i Workflow
List Work Order Plans Related Records ! Hrorow
i

at Change Status

Work Order:| AB207434 Deficiency Se Apply SLAs
Wiew SLAs

Site:| IE150 ST. STEPHE!

Select/Deselect SLAS
Location #:| C558-10
Create
Location Type: 1100
® Wiew
Mauximo |D:| ABT01287 » EE Create Job Plan from Work Plan

Usze:| BUILDING Y\ SCHOOL \ ELMNTAR Remove Work Plan

Structure #:; 99 Select Safety Hazards

Asset Remove Safety Plan
4nply Route
Configuration Iltem: nee

Enter Meter Readings
Launch Entry Mame: :

Report Downtime

Parent WO Assign to New Parent

FMIS Deficiency 1D MoveModify Assets

Modify/Delete Work Log

Ediit History Work Order |

Select Owner

Take Ownership

1. Click on the ‘down arrow’ next to the ‘Select Action’ field.
2. Select ‘Edit History Work Order’.
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Updating Closed Work Orders

= [aCl ]

"~ Find: (), |select Action WY EH Jf@e® v o g
List Work Order Plans Related Records | Actuals | Specifications

Work Order: AB207484 |¥ Deficiency Sequence - 1 REPLACE WATER COOLER, WAL [Z] | # Work Type: FM @ Aftachments @
Site:| IE150 ST. STEPHENS INDIAN SCHOOL =1 Work Subtype: aQ
Location # C38-10 Category: l:¢ Status Date: DBME2016 5:44 AM
Location Type:| 1100 Rank: @ Inherit Status Changes? [
Maxime |D:|AB101287 % |5chool, Elementary, Day = Health Life Safety? [ ls Task? [
Use:| BUILDING \ SCHOOL \ ELMNTARY \ DAY Severity: l:‘i. FBMS Relevant? [
Structure #: 99 Probahility: @ FBMS Status: NONE
Asset: » = RAG: @
Configuration ltem: ”* L,-_J' FMIS Work Ticket: |2
Launch Enfry Name: M Fund:
Parent WO: l:‘g L:} Functional Area:
FMIS Deficiency |D: 6649635 Funds/Cost Center:
WB3:

1. The Work Order ‘Status’ remains ‘CLOSE’.
2. The fields outlined in can now be updated.
3. The information on the ‘Actuals’ tab which contains information on ‘Labor’

and ‘Materials’ tab can also be updated.
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Creating ‘Follow Up’ Work Orders

Q | Select Action

, Workflow i
Work Order Plans Related Records | ' Specifications
Tt Change Status

Work Order:| AB210623 Deficiency Sec Apply SLAs ORE, 1 =]
Wiew SLAS _

Site:| IE150 5T. S =}
Select’Deselect SLAS
Location #:|C535-10

Create Work Order

Location Type:| 1100 View Service Request

Maximo 10| AB101287 s | School, Eleme Create Job Plan from Work Plan Incident

Use:| BUILDING \ SCHOOL \ ELMNTAR Remove Work Plan Problem

Structure % 99 Select Safety Hazards Change

Remove Safety Plan Release
Aszet

Apply Route Communication

Configuration ltem:

Enter Meter Readings
Launch Enfry Mame: b

Parent WO

FMIS Deficiency 1D:| 6656704

1. Click on ‘down arrow’ next 2. Select ‘Create’.
to the ‘Select Action’ field. 3. Select ‘Work Order’.
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