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1. Introduction
1.1 Login to EAMS

1. Forthe production site, open your browser and go to: https://maximo.gdoe.net

or

For the development site, open your browser and go to: https://maximotest.gdoe.net/
2. Enter your username and password, and click on Sign In.

2. Locations

2.1 Creating a Location

To create a location, begin at the Start Center screen. If you need to return to the start center at any
time, click on the home icon at the top left of the screen.

ﬁ:- = Welcome to HHF Maximo Prod, User
as

Find Navigation Item
Go To Applications
My Recent Applications

Administration

Bulletin Board (%) Filter o,

Quick Insert

Subject

To filter for specific records, specify data in the filter fizlds and then press the Enter key.

Message

Analytics
Assets
Inventory Asset Templates
Planning Locations Schools for Insular Affairs Areas (¥ Filter o,
g
Location Description
Preventive Maintznance Meters

Figure 1: Start Screen

1. Hover over Assets from the navigation pane on the left side of the screen.

2. Select Locations.

You will be taken to the list view page of the Locations application.

Find Navigation Item

Go To Applications

Available Queries

All Records

All Bookmarks

All School Locations Only
Common Actions

o New Location

g Change Status

Find Location O,

O‘ﬁx-:l-.-anced Search w BSawe Juery W I Bookmarks

Locations

Location Description Status

¥ Filter o, c 0-0

of 0

Location Code

Primary Use

se the filter fields ar

Figure 2: Locations List View Page
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3. Click on the New Location icon.
You will be taken to the Locations page of the Locations application.

Y = Locations

Find Location

Location: -] Siter AS01031 Attachments @
+Type: Q : E 5 Insulararea: American Samoa Status: OPERATING
Location Code: o, Island: Tutuila Address:
Primary Use: o, 7 Priority: __ Bill to Address: o,
Rotating Item: > = Failure Class: » Ship to Address:
Meter Group: > = GL Account:
Calendar: Q Internal Labor Account:
Shift:
Details a
Acquisition Cost: APL Unit of Measure:
Acquisition Date: ] Facility Condition Index: Unit of Measure Quantity:
Year Built: Current Replacement Value: Ownership:
Occupied? Deferred Maintenance Costs: 0.00 Maintenance Resp.: Q
Occupant: Q Condition Ranking: External Reference ID:
Address Information a
Service Address: > = City:
Formaited Address: State/Province:
Street Address: L] Ancestor's Address:

Figure 3: Locations Page

4. Enter location code for the record. Use the predetermined nomenclature for consistency
(e.g., VI0103101: VI = territory code; 01 = island code; 031 = school code; 01 = building code).
5. Enter location descriptive information.
Examples: “NE Section of Roof, Room 132-B, or Security Gate 10”.
6. Select the Location Type (operating).
7. Select the Location Code.
8. Select the Primary Use of the location.
9. Enter any other information you may have about this location.

10. Click on the Save icon. )—
10
o v oo €

Figure 4: Save Icon




2.2 Classifying a Location

Find Location

Find Navigation [tem

Go To Applications

Available Queries

All Records

All Bookmarks

All School Locations Only
Common Actions
o New Location
u Save Location
[ clearChanges
g Change Status
[} create Report
More Actions
View History
Create

Add/Modify Image

Class Descript

Specifications

& List View

Location Assets History Safety Meters

+ Location:

2

Specifications  Service Address  Map

Classification:

ion:

Attribute Description

There are no rows fo display.

#

‘ Classify ZJ 13

T

° Clear Classification

Go To Classifications

0-00of0

Data Type Alphanumeric Value

11. Select Specifications tab.

12. Click on the *
13. Select Classify.

icon.

Figure 5: Specifications Tab

Classify

% #1000:Road
% #£3000:Grounds
[» #4000:Buildings

>

% # 5000:Utility

1
& 7000:Unigue Assets

#5CHOOL:School

Figure 6: Classify Window




14. Select the classification by clicking on the classification type.

15. Click on Save icon. 15
o v Oelm» €

Figure 7: Save Icon

The location has been created with a classification.

2.3 Adding Children to Parent Locations

16. Go to the parent location.
e [f the newly created location is a building, its parent is the school it belongs to.
e If the new location is a room, its parent is the building its in.

17. Navigate to the bottom of the Location page to Children section.

18. Click on New Row.

19. Under Details, click on ¢ icon next to Location field.
20. Click on Select Value to choose the name of the child location.

Find Location 0, hd e n D —)
Sysvent UeEsLIpLUUn NELWUIRT  MUUIESS SYSLEm:
Find Navigation Item
PRIMARY Primary system
Go To Applications e L
[Available Queries
Parent of 01 ELEC in the PRIMARY System ¥ Filter 1-10of1 &‘ < |
All Records
A1l Bookmarks Parent Description Item
All school Locations Cnly > GUD101501 5 01-Cafeteria i
[Common Actions
o New Location m
n Save Location N
™ Children of 01 ELEC in the PRIMARY System ¥ Filter 1-1of1 li, < |
O Clear Changes
g Change Status Location 19 Eription Item
B Create Report > > = u-n
More Actions Details
Wiew Histary 20
Create N +Location: > E
O, select value
Add/Modify Image Item: .
18 I-E Open Drilldown
Open Drilldown
[] Classification
Associate Systems with Location El s
Manage Systems I’;

Figure 8: Children Section
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21. Click on Save Icon.

o vieBmo €

Figure 9: Save Icon

3. Assets

Assets are facility components that are monitored for repair or replacement, (e.g., roofs,
mechanical and structural systems, etc.).

3.1 Creating an Asset

To create an asset, begin at the Start Center screen.

Welcome to HHF Maximo Prod, User

Find Navigation [tem

Go To Applications Quick Insert Bulletin Board (¥ Filter o,

My Recent Applications Mew | ocatic =
Newr Location (L) To filter for specific records, specify data in the filter fields and then press the Enter key.

Administratio New Work Order Subject Magsage
Analytics -
Asgets 3 Aszets
Inventory Asset Templates
- hoaols for I - Affairs Area ® Fin o, *
Planning CETOnS Schools for Insular Affairs Areas [ Filter - -]
Location Description

Preventive Maintenance Meters
Security Meter Groups AS01001 Afonotele Elementary

Condition Monitori A501002 Alataua II Elementary
Salf Service ondition U'\I.Ul’l'\g A501003 e y

A501004
AS01005 Coleman Elementary
AS01006 Faga'itua High

As01007 Lauli'i Elementary School
AS50100710 GYM

AS01008 Le'atele Elementary

. Failure Codes Aua Elementary
Service Desk

System Configuration

Work Orders

Figure 10: Start Center Screen

1. Hover over Assets on the navigation pane on the left side of the screen.
2. Select Assets.

You will be taken to the list view page of the Assets application.



Find Asset O‘ v
Find Navigation Item

Go To Applications

Available Queries

All Records

All Bookmarks

All Assets

Assefs with devices 3
Common Actions

° New Asset

g Change Status

O, Advanced Search v [J Save Query v | Bookmarks

Assets i} Filter G, c 0-0of O
Asset Description Location Code
| >

Location Location Description

Figure 11: Assets List View Page

3. Click on the New Asset.

You will be taken to the Assets page of the Assets application.

0

Find Asset

Assets

Find Navigation [tem

Go To Applications

Available Queries

All Records —L

All Bookmarks 6
L ]

All Assets

Assets with devices

Common Actions

o MNew Asset

Clear Changes
Change Status
Move/Modify Assets
Swap Assets

Associate Users and Custodia...

™ rrasta Rannrt s

More Actions
Asset Details
Report Downtime
Manage Downtime History
Create 3
Open Drilldown

Apply Item Assembly Structure

LSRAEAUAT Asset  Spare Parts  Safety Meters  Specifications

LOCKSET - Laver Handle Sparta 626 Finish

Relationships

Work  Service Address

Site: AS01002

Location: CR 202 > CLASSROOM 202
—
Parent: > 8
Serial #: D70 626
Status: OPERATING
Life Cycle
Location Code: 0,

Classification: EXTDOOR

Critical System? N

Details

Maintain Hierarchy? O

Bin: 0,

Rotating [tem: >

= Type: FACILITIES

= Asset Template: LOCKSET

Unit of Measure Quantity: 1

Unit of Measure:

[UET]

0,

>

Figure 12: Assets Page




An asset number is automatically generated for the record.

Enter descriptive information for the asset.

Select the Location where the asset is physically located or installed.

Select Facilities for the asset Type by clicking on the magnifying glass next to the Type
field.

Enter the asset’s Serial Number (if known and available).

N o v ok

Scroll down to the Purchase Information section and enter the asset’s Manufacturer and
Vendor.

10. Enter any additional known information such as Installation Date and Expected Life.

11. Enter the asset’s Purchase Price and Replacement Cost (if known).

Find Azset O’ v ° D (— —)

Find Navigation Item

Address Information
Go To Applications

Available Queries

. Service Address: > El City:
All Bookmarks
Formatted Address: State/Province: 0O,
All Assets
Assets with devices Street Address: = Address:
Common Actions
c New Asset Purchase Information B cCosts

) Clear Changes &V:n::n > = Total Cost: 0.00

g Change Status

Manufacturer: SCHLAGE » SCHLAGE = YTD Cost: 0.00
@8 Move/Modify Assets
@B swepassets Installation Date: 2/27/18 ] 10 + Budgeted: 0.00
o Associate Users and Custodia..
i Expected Life: Inventory: 0.00
™ rrasta Ranart h
More Actions N
Estimated EOL: 1) Current Value:
Asset Details
Report Downtime +Purchase Price: 233.70
Manage Downtime History
+ Replacement Cost: 0.00
Create 3 -
Open Drilldown PO: »

Figure 13: Purchase Information Section

12. Click on the paper clip next to Attachments (located on the right side of the screen), to
attach documents regarding warrantee or maintenance information.
13. Click on the Save icon.


Dane Sjoblom
Is it at this point that people would attach warrantee or maintenance info?


LSRG AU Asset  Spare Parts Safety Meters Specifications Relationships  Work  Service Address  Map

Serial #: D70626

Status: OPERATING

Asset: 3121 LOCKSET - Lever Handle Sparta 626 Finish = Site: AS01002 Attachments &
Location: CR 202 > CLASSROOM 202 = Type: FACILITIES O, Moved?
Parent: > 2 Asset Template: LOCKSET > Returned To Vendor?

Figure 14: Attachments

3.2 Classifying an Asset

14. Select Specifications tab.

15. Click on the ? icon, next to Classification field.
16. Select Classify.

L BC AU Asset  Spare Parts  Safety  Meters  Specifications  Relationships  Work  Service Address  Map

« Asset: 72587 ] = Site: AS01031

Classification: > Z'_Lbs&Descripﬂon:

Classify '_I]_—G

Specifications ¥ Filter ° Clear Classification

é) Go To Classifications

Attribute Description Data Type Alphanumeric Value Numeric Value

There are no rows to display.

Unit of Measure

Figure 15: Specifications Screen
The Classify window opens.

17. Select the classification by clicking on the icon next to the classification.




Classify

[3 #ASUBSTRUCTURE:A SUBSTRUCTURE|
# ACPACK:AC Package Unit
» # B SHELL:B SHELL
17 3 #CINTERIORS:
‘ » # D SERVICES:D SERVICES
\ » #FEEQUIPMENT & FURNISHINGS:EQUIPMENT & FURNISHINGS
# EXTDOOR:Exterior Door
£ EXTWINDW:Exterior Window
% G BUILDING SITEWORK:
# INTFINSH:Interior Finish
# INTWINDW:Interior Window
# LIGHT:Lighting ol

Figure 16: Classify Window

18. Click on Save Icon. 18
fal

o v|iOoB O €

Figure 17: Save Icon

The asset has been created with a classification.

3.3 Adding Specifications to an Asset

19. To add specifications to an asset, click on the Specifications tab.
20. Click on New Row to add new specifications for the asset.
21. Click on the magnifying glass next to Attributes to select values.

LEERUEY Asset  Spare Parts  Safety Meters  Specifications  Relationships  Work Service Address  Map

~Asset: 71126 = Site: A501001

Classification: D30 > Class Description: D30 o,

Specifications ¥ Filter > 1-10f1
Attribute Description Data Type Alphanumeric Value Numeric Value Unit of Measure
v o, o, o, o,
Details
+ Attribute: Q% 21 Alphanumeric value:
Data Type: Numeric Value: 0,
Unit of Measure: o, Table Value:
Section: Inherited from:

Apply Down Hierarchy?

= 0|

Figure 18: Specifications Tab
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Figure 19 shows an asset with specifications set up.

22. To add asset information to the listed specifications, click on the magnifying glass next to

the fields you would like to add the information to.

v O D €

& List View [EER

Asset: 2806

=

Spare Parts

Safety Meters

Specifications

Relationships  Work

D SERVICES.HVACTerminal & Package Unifs,Package Units 2

Classification: D SERVICES\D30)D3050%D3052

Specifications ¥ Filter
Attribute
> ACPCOOL O,
> ACPHEAT 0,
> BTU o,
> ACPTON o}
> COMMENT 0,
> DESCOMT O,
Ll > mManuracT O,
> MODEL (o}
> TAG_REPL 0,

Description

AC Package Unit Condenser Type
AC Package Unit Heating Type
BTU

ACPackage Unit Cooling Tonnage
Comments

Description Comment
MANUFACTURER

Model

Tag Replacement Number

Class Description: D3052 Package Units

1-9c0f9

Data Type Alphanumeric Value

ALN

Service Address  Map

Site: AS01002

ALN

NUMERIC

NUMERIC

ALN

ALN

ALN

ALN

ALN

L O o0 o0 0 L o0

jo

Numeric Value

L O o0 o0 0 L o0

jo

Unit of Measure

BTU

TON

OO 'O 'O OO

fo

Figure 19: Specifications

4. Service Requests

Service requests are trouble calls submitted by schools that involve an asset or location. Ideally,

they are reduced over time as regular preventive maintenance tasks are conducted and known

deferred maintenance (DM) is addressed. Service requests are managed in the Maximo Service

Requests application.

4.1 Creating a Service Request

To create a service request, begin at the Start Center screen.

1. Hover over Self Service and then Service Requests on the navigation pane on the left side of

the screen.

2. Select Create Service Request.

11




Find Navigation Item

Go To Applications Ouick Tnsert

t Applicatio
Administration
Analytics

Assets

Inventory

Planning

Preventive Maintenance

System Cenfiguration

Work Orders

Y = Welcome to HHF Maximo Prod, User

Security
Self Service Desktop Requisitions
Service Desk Service Requests

Submit & Servics Request

Tracking

v Create service Request

View Service Requests

Search Solutions

Sulletin Board @ Filter > &

Subject Message

Schoals for Insular Affairs Areas [ Filter > @ 55
Location Description
AS01001 Afc ele Elementary

A501002 Alataua II Elementary
AS01003 Alofau Elementary
Aua Element:
Coleman Elementary
Faga'itua High
Lauli'i Elementa

® 7o filter for specific records, specify data in the filter fields and then press the Enter key.

23323

3

S )
3 =]

coococooo0o0oD

9 a0 0000 e

GYM r
Le'atele Elementary m
Leone Hich Mmoa

G = Service Reque!

Find Navigation Item
Go To Applications
Available Queries

All Records

All Bookmarks

All Service Requests
Common Actions

° New Service Request

g Change Status

Select Qwner
Take Ownership

Create KPI

Service Request in queue

Service Request in progress

B @ e C & IO

Pending Service Request
Ao Resolve Service Request
@ Create Report

More Actions

Attachment Library/Folders
Run Reports

Cognos Analytics

Find Service Request o]

ts

O, Advanced Search v [JSave Query v | Bookmarks

Service Request Summary

E

Service Requests (¥ Filter > G () 0-0of 0

Reported By

Figure 20: Service Requests Application

3. Click on New Service Request.

You will be taken to the new service request form.
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4. Refer to Figure 22. Some of the fields are automatically populated. Fill in the remaining fields

with as much relevant information as you have.

a veB o€ 4

CRCREY sService Request  Related Records  Notes

+Service Request: 1475 Owner: Qwiner Group: Status: NEW Work Completed Confirmed By: ts &
Date:
Addrese Information L]
Service Address: ? n City:
Formatted Address: Q
Street Address: =
User Information -
Reported By: DAYNAY @ > Affected Person: DAYNAY _ ® »
Name: User > User »
Phone: Ph
E-mail E-mai
Service Request Details s

Details ®le s S LT q
o s e are
Reported Priority:
Internal Priority: q
Sarvice Group: >
Service: >
Vender >
Service Group »
Servige: »
Vandor »
Site: a
SLA Applied?
Asset: > =
Create WC
location: _________» -

Configuration ltem: >

Target Description: ]
GLAccount 9
Asset Site: a
Dates B Global Issues a
Reported Date: $/17/2112:51 AM [ ] ontact B Target Contact n Is Glc
d Date: £/17/2112:51 AM B ActualStart: B Target Start: L Global Ticket: »
Actual Finish: @ Target Finish: 2 Global Tickst Class: a
Multiple Assets,Locations and Cls 7 Filter 0-0of0 a
Asset Location Configuration Item  Target Description Sequence Mark Progress? Site

Time Tracking ¥ Filter 0-00of 0 E

Figure 21: New Service Request Form

5. Click on the Save icon.
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L S AU Service Request  Related Records Notes Specifications

Figure 22: Save Icon

A new service request has been created.

5. Work Orders

The Work Orders module is used to track the work that has been performed in the past, and

future work that is being planned. A work order specifies a task, the labor, materials, services,

and tools needed to complete the task. When a work order is created, the maintenance

management process is initiated, and a historical record of the work requested and performed

is created.

Work orders can be created for a variety of project types, such as planned repair or

reinvestment projects and can range from specific assets to school-wide renewal.

The information that is contained on a work order includes the following:

The tasks that were performed

The labor hours involved in performing the work
The services used (if any)

The materials used (if any)

The tools required to do the work

The assets worked on

The locations where the work was performed

You can add work plans, job plans, or safety plans to a work order. You can also record planned

tasks and costs, followed by actual costs as the work progresses.

5.1 Creating a Work Order

To create a work order, begin at the Start Center screen.

14



Welcome to HHF Maxi

0

Find Navigation Item

Go To Applications Quick

My R

Administration

New Wi

Preventive Maintenance
Security

Self Service

Service Desk

System Configuration

Work Orders

Assignm

‘WO Tracl

Analytics

Favorl
Assets

Assets
Inventory

Job Plans
Planning

Locations

Work Order Tracking

Labor Reporting

Quick Reporting

Service Requests

Work Order Tracking Mobile

mo Prod, User

Insert

New Location

ork Order

te Applications

Work Order Tracking

ent Manager

king Mobile

Bullstin Board # Filter >

@ To filter for specific records, specify data in the filter fields and then press the Enter key.

Subject Message

Schools for Insular Affairs Areas @ Filler » @

Location Description

AS01001

Afonotele Elementary
A501002 Alataua IT Elementary
AS01003 Alofau Elementary
A501004 Aua Elementar
AS01005 Coleman Elementar
AS01006 Faga'itua High
AS01007 Lauli'i Elementar
AS50100710 GYM
AS01008 Le'atele Elementary
AS01009 Leone High

Set Chart Options

ork Orders [ Filter > S -

Work Order Site Location Description
AS01019  AS0101906
AS01002 AS0100202

Figure 23: Start Center Screen

1. Hover over Work Orders on the navigation pane on the left side of the screen.
2. Select Work Order Tracking.

You will be taken to the list view page of the Work Order Tracking application.

1. Click on All Records.

Find Work Order

Find Navigation Item
Go To Applications
Available Queries

All Records

All Bookmarks

Listing of assigned projects to PM

Alist of all work orders

‘Work Orders - Approved

‘Work Orders - Completed

Work Orders - Waiting on Approval
Common Actions

o New Work Order

‘WO Status June 1 to August 4, 202...

o +|O
O, Advanced Search v [JSave Query v I Bookmarks
Work Orders  [¥] Filter > © (d + 1- 20 of 36191 =
Parent WO Work Order Site Location Location Description
o, >

1000002 AS01001 AS0100101 01-Assembly Hall 0066
1000003 AS01001 AS50100101 01-Assembly Hall 0066
1000004 AS01001 AS0100101 01-Assembly Hall 0066
1000005 AS01001 AS0100101 01-Assembly Hall 0066
1000006 AS01001 A50100101 01-Assembly Hall 0066
1000007 AS01001 AS01001 Afonotele Elementary
1000008 AS01001 AS01001 Afonotele Elementary

Figure 24: Work Order Tracking List View Page

2. Click on New Work Order.
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You will be taken to the new Work Order form. Some of the fields are automatically populated.
Fill in the remaining fields with as much relevant information as you have.

5. Click Save.

Y = WorkOrder Tracking

Find Work Order O,
Find Navigation Item LS AUEYE Work Order  Plans  Assignments Actuals Related Records Safety Plan Notes Failure Reporting Specifications  Service Address
Go To Applications
SRR *Work Order: TIEEFZF| = Site: AS01031
All Records
ion: > B ss: WORKORDER
All Boskmarks Location: Class:
Listing of assigned projects to PM Asset: s = Work Type: o
Alist of all work orders
WO Status June 1 to AUEUSt 4, 202, configuration Item: > 2 Work Sub Type: o,
Work Orders - Approved
Parent WO: > GL Account: Q
Work Orders - Completed
- . Work Category: o, Failure Class: >
Common Actions 4 — —
© tewWorkOrder Work Activity: o, Problem Code: o,
B3 save work order
Is Health, Life, Safety? Incident: 0,
) ClearChange: —
<
§ Change Status Rating: Storeroom Material Status: >
O select Owner
Project ID: Direct Issue Material Status: >
B Take Ownership —
+/  Approve Work Order Critical System? Work Package Material Status: >
More Actions
Estimated Cost: Material Status Last Updated:
Apply SLAs —
View SLAs Phase 2 Cost Estimate:
Select/Deselect SLAS

Figure 25: New Work Order Form

A new work order has been created.

5.2 Creating a Work Package

When a work package is created, existing work orders are grouped under a new parent work
order.

You can bundle current due, expected due, and deferred maintenance for a location or asset.
You also can include maintenance for related child and parent assets in the work package.

The eligible work orders to compound the package cannot be canceled, closed, or completed,
and they cannot belong to another work package.

After you create a package, you can view its work orders on the Plans tab.
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Find Navigation Item
Go To Applications

My Recent Applications
Administration
Analytics

Assets

Inventary

Planning

Preventive Maintenance
Security

Self Service

Service Desk

System Configuration

Work Orders

Y = Welcome to HHF Maximo Prod, User

Favorite Applications

Work Order Tracking

Work Order Tracking Mobile

Bulletin Board ) Filter > @

Subject

Schools for Insular Affairs Areas
Location

1033545

Work Order Site Location

AS01019  AS0101906
AS01002  AS0100202 Roof/Ro

@ o filter for specific records, specify data in the filter fields and then press the Enter key.

Message

Afonotele Elementary
Alataua II Elementary
Alofau Elementary
Aua Elementa
Coleman Elementary
Faga'itua High

Lauli'i Elementary School
GYM

Le'atele Elementary
Leone High

- +
Description
D SERVICES, Lighting and Branc

d Roofing - Shakes

Figure 26: Start Center

From the Start Center, hover over Work Orders and click on Work Order Tracking.

Click on All Records.

You will see the list view page of the Work Order Tracking application. Filter the work order
list to include only the work orders that you want to combine into a work package. The
work order list can be filtered by site, location, work order description, owner, asset,

status, or any of the other fields located at the top of the list.

Y = WorkOrder Tracking

Find Work Order

Go To Applications
Available Queries
All Records

All Bookmarks

Find Navigation Item

O, Advanced Search v [ Save Query v | Bookmarks

Listing of assigned projects to PM
Alist of all work orders

‘WO Status June 1 to August 4, 202...
Work Orders - Approved

Work Orders - Completed

Work Orders - Waiting on Approval

¥ Filler > G C + 1- 20 of 36253

Work Order Site Location Location Description
0, >

1000002 AS01001 AS0100101 01-Assembly Hall 0066
1000003 AS01001 AS50100101 01-Assembly Hall 0066
1000004 AS01001 AS50100101 01-Assembly Hall 0066
1000005 A501001 AS50100101 01-Assembly Hall 0066
1000006 AS501001 AS0100101 01-Assembly Hall 0066
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Figure 27: Work Order Tracking List View




A work package may only contain work orders at one school site. Multiple buildings may be
included, but all must be at a single school.

If a project includes work at several schools, then you must create multiple work packages for
each school site (costs should also be divided across respective schools for repair/CIP cost
accounting and possible future geographic equity considerations.

6. Use the checkbox Select Records to select all work orders that you want to include in a
package.
7. From the More Actions menu, select Create Work Package.

Y = WorkOrder Tracking

Find Wark Order o +|©®

Find Navigation Item O, Advanced Search v [JsaveQuery v | Bookmarks

Go To Applications

Available Queries Work Orders T C + ¥ 1 - 21 of 21
All Records
Parent WO Work Order Site Location Location Description Description
All Bookmarks
Listing of sssigned prajcts fo B [] 1033644 1011385 GUO1020 GUO102001 01-T-1,T-2 Rlsaeio(:%%'lmn:;\#v?%a;‘notgf and Security / Communication & Alarm Systems / Fire
Alist of all work orders 1011383 GUO1020 GU0102001 01-T-1, T-2 A1010 Foundations / Basement Walls / Crawl Space
WO Status Juns L to August 4, 202... 1011384 GUO01020 GU0102001 01-T-1,T-2 Interiors / Ceiling Finishes / Drywall Ceilings
Work Crders - Agpraved 1011386 GU01020 GUO102001 01-T-1,T-2 Pmstgf&%og‘ggglfaggggggni““'“Y / Communication & Alarm Systems /
Work Crders - Completed 1011387 GUO1020 GUO102001 01-T-1,T-2 Exterior / Covered Walkways / Covered Walkways

D5010 Electrical Service/Distribution / Electric Service - 3 Phase, 4 Wire

Work Grders - Waiting on Approval 0 :
/ Service Installation - 1,000 A

1011390 GUO1020 GU0102001 01-T-1,T-2

Allwork plan wark orders.

Creats Work Packsgs

O
O
OJ
O
O
O 1011391 GUO1020 GU0102001 01-T-1,T-2 Exterior / Exterior Doors / Wood Doors - Single
Allwork orders in year Jworkpian | [ 1011392 GU01020 GUO102001 01-T-1, T-2 Exterior / Exterior Stair construction / Exterior Stair construction
Common Actions O 1011393 GUO1020 GUO102001 01-T-1, T-2 %g%l;)s Exterior Walls / Exterior Wall Construction / Steel frame or braced
[ O 1011394 GUO1020 GUO102001 01-T-1,T-2 Exterior / Exterfor Windows / Aluminum Windows - sliding
§ cronsesaus | 1011396 GU01020 GUO102001 01-T-1, T-2 Interiors / Floor Finishes / Tile & Covering - Vinyl
O select Owner 0 1011397 GU01020 GUO102001 01-T-1, T-2 Eitouzrgs\_ightmg and Branch Wiring / Fluorescent Fixtures / Fluorescent
S Teke Ownerstip O 1011408 GUO1020 GUO102001 01-T-1, T-2 D3030 Cooling Generating Systems / HVAC / Ductless dx split - air cooled
O cresterdl O 1011409 GU01020 GUO102001 01-T-1, T-2 Interiors / Interior walls / Drywall Partitions/Wood Stud Framing
~ Approve Work Order O 1011412 GUO1020 GUDO102001 01-T-1, T-2 Roof f Roof coverings / Preformed Metal Roofing
() Initiste Work Groer D 1011413 GU01020 GUD102001 01-T-1, T-2 Big&g;?yzrtggnstmctmn f Steel Beams & Decking / Beams and Lightweight
@ Complste Work Order O 1011414 GUO1020 GUOL02001 01-T-1, T-2 E%%%?ﬁf:sf ga\;&:t&:ction / Steel Roof Framing / Steel Joists, Beams & Deck
© cosework Orver O 1011416 GUO1020 GUO102001 01-T-1,T-2 Exterior / Wall finishes-Exterior / Metal Siding
Mﬁ;e;:z::"""" i 0 11417 GUO1020 GUO102001 01-T-1, T-2 Interiors / Wall finishes-Interior / Paint
Assien toNew Parent O 8 H1418 GUO1020 GU0102001 01-T-1,T-2 Exterior / Wall finishes-Exterior / Paint & Covering
O 11388 GUO1020 GUO102001 01-T-1,T-2 D5030 Communications and Security / Data / Data Communication System
]

Select Records

Reschedule/Unassign Assignments

Figure 28: Work Order Tracking List View

8. A system message window pops up and confirms which work orders were assigned to a
parent work order. Click Close.

System Message

BMXAA4691E - Work Order 1006044 has been
assigned a new parent 1034087.

BMXAAA582I - Work Order 1034087 was made
parent of Work Order 1006044,

BMXAAA4691E - Work Order 1006045 has been
assigned a new parent 1034087.

BMXAAA582I - Work Order 1034087 was made
parent of Work Order 1006045.

Figure 29: Example of System Message Window
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9. The new parent work order page pops up. Fill in all relevant information you have.

10. Click Save icon.

11. Work orders in this work package can be viewed by clicking on the Plans tab.

]
12 s

o

BB

Work Order  Plans  Aseoam

11

Actuals Related Records Safety Plan Notes Failure Reporting
Work Order: 103408 -

Service Address

Specifications

Site: GU01002 Attachments g
Location: > = Class: WORKORDER Status: WAPPR
Asset: > 5] Work Type: o, Status Date: 7/8/2111:58 AM
Configuration Ttem: > 5] Work Sub Type: o, Inherit Status Changes?
Parent WO: > GL Account: o, Accepts Charges?
Work Category: o, Failure Class: > Is Task?
Work Activity: 0, Problem Code: o, Under Flow Control?
Is Health, Life, Safety? Incident: o, Suspend Flow Control?
Rating: Storeroom Material Status: > Flow Action: >
Project ID: Direct Issue Material Status: > Estimated Total DM Cost: 0.00
Critical System? Work Package Material Status: > Flow Action Assist?

Figure 30: New Parent Work Order Page

A new work package has been created.

6. Preventive Maintenance Management

The Preventive Maintenance application can be used to assign regular tasks to in-house staff or
contractors with a set frequency.

6.1 Setting up Preventive Maintenance

To set-up preventive maintenance (PM), begin at the Start Center screen.

0

Find Navigation Item

Welcome to HHF Maximo Prod, User

LI TE s Quick Insert Bulletin Board @ Filter

lications

@ To filter for specific recards, specify data in the filter figlds and then press the Enter key.

Administration Subject Message

Analytics

Assets

Inventory 1
Planning,

Preventive Maintenance

Schools for Insula
Location

Locations

b Preventive Maintenance
Mester PM m

Security AS01001 Afonotele Elementary
Self Service AS01002 Alataua IT Elementary

AS01003 Alofau Elementa
Service Desk AS01004 Aua Elementa

AS01005 Coleman Elementary

System Configuration AS01006 Faga'ltua High
AS01007 Lauli'i Elementary School
Work Orders
o AS50100710 avM
AS01008 Le'atele Elementary
AS01009 Leone High

Set Chart Options

Figure 31: Start Center Screen
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1. Hover over Preventive Maintenance on the navigation pane on the left side of the screen.

2. Select Preventive Maintenance.

You will be taken to the list view page of the Preventive Maintenance application.

0 =

Find PM

Find Navigation Item
Go To Applications
Available Queries

All Records

Common Actions

© NewPM

More Actions

Associate Tims Zong

Preventive Maintenance

PM Description

0-00of0

Location

Asset

Figure 32: Preventive Maintenance List View Page

3. Click on New PM.

You will be taken to the Preventive Maintenance page of the Preventive Maintenance

application.

Find Navigation Item

GoTo Applications

Avsilable Queries

PM: 1270

PN PM  Frequency Seasonal Dates Job Plan Sequence PM Hierarchy Forecast Forecast Cost

= Site: AS01031

Priority.

Interruptible

Start Constraint Offset:

Finish Constraint Offset:

MasterPM: _____ » = Override Updates from Master PM?
Forecast Dates Locked?
Details
Location: > -] Lead Time (Days): V]
Asset: £ = Lead Time Active? g
Route: » ® Include this PM in the Forecast? g
Work Order Information 8 B Responsibility
Job Plan: > Description: =
Work Type: Last Start Date: iz
*+Work Order Status: WSCH O Last Completion Date: E:]
Earliest Next Due Date: ]

Crew Wark Group: >

Work Group: >

Qwner Group: >

Status: DRAFT

Attachments &

Forecast Exists?

.
Counter: 0
Use Job Plan Sequences?
Has Children?
a

Supervisor: >
Crew: >

Lead: >

Owner: »

Figure 33: Preventive Maintenance Page

4. Maximo will automatically generate the PM number.
5. The Status of the PM will be DRAFT (in this status it cannot be used to generate any work

orders).
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Provide a description for the PM record.

Select the Location or Asset for the PM by clicking on the blue arrow next to it.
Select the appropriate Job Plan for the PM by clicking on the blue arrow next to it.
Set the Work Type to “PM” by clicking on the magnifying glass and selecting it.

10. Click Save.

11. Click on the Frequency tab.

O o N o

fy = Preventive Maintenance

Find PM

Find Navigation IEQUEVE PM  Frequency Seasonal Dates Job Plan Sequence PM Hierarchy Forecast Forecast Cost

GaTo Applications

available Queries +PM: 1270 = Site: AS01031 Status: DRAFT

All Records
. Forecast Exists?
commaon Actions.

O rewrm
B seveem

) clezrcnenges

Work Order Generation Information

Use Last Work Order's Start Date to Calculate Next Due Date? pg Generate Work Order Based on Meter Readings (Do Not Estimate)?
More Actions

Generate Work Order When Meter Frequency is Reached?

Time Based Frequency Meter Based Frequency

1 2 +Frequency: 1] Alert Lead (Days): 0 Extended Date: m Target Start Time: 12:00A @

+Frequency Units: DAYS Q. Estimatad Next Due Date: m Adjust Next Due Date?

Figure 34: Frequency Tab

12. On the Time-Based Frequency sub-tab, enter the Frequency and Frequency Units.
13. Enter the date the PM starts in the Estimated Next Due Date field.
14. Click Save.

Note: The frequency specified should be the most frequent occurrence of the PM. For
example, if the PM schedule for the asset requires “Monthly”, “Quarterly” and
“Annual”, the entry in the Frequency field should be “1”, and the Frequency Units
should be “MONTHS"”. The additional frequencies will be added on the Job Plan

Sequence tab.

6.2 Setting Seasonal Dates

If the PM activities occur during specific times of the year, you can use the Seasonal Dates
functionality to automatically “turn on / turn off” the generation of PM Work Orders. The PM
will only be active based on the Active Dates you provide. Additionally, you can specify days of
the week on which the PM Work Orders will generate.

15. Click on Seasonal Dates tab.
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Find PM

Find Navigation Item
Go To Applications
Available Queries

All Records
Common Actions
© newem
B saverm
{) Clear Changes
More Actions

View Sequence

Delete PM

Add to Bookmarks

Asscciate Time Zone

Y = Preventive Maintenance

O,

[IREEQUEE PM  Frequency Seasonal Dates  Job Plan Sequence PM Hierarchy Forecast Forecast Cost

“PM: = site: AS01031 Status: DRAFT
Forecast Exists?
Active Days - |
Sunday? g Monday? g Tuesday? g Wednesday? g Thursday? g Friday? g Saturday? g

Schedule Early on Frequency Conflict?

Active Time - |

16 Target Start Time: 12:00A @

Active Dates Filter 0-00f0 < |

Start Month Start Day End Month End Day

—

Figure 35: Seasonal Dates Tab

16. The Active Days lets you select what days of the week a PM can be generated. The default
is for all days to be checked. Adjust as required.
17. Click New Row to add seasonal information.

Note: If seasonal dates are not specified, Maximo assumes the PM is always active. Only
specify seasonal “Active Dates” if the PM activity is truly “seasonal” and you wish to

have the PMs become “dormant” when out of season.

6.3 Sequencing the PM

The Job Plan Sequence tab is used to assign multiple job plans to a single PM record. With it,
you can set up a standard sequence for maintenance procedures (e.g., monthly, quarterly, and

annual job plans).

This allows a single PM record to generate the different PM work orders (monthly, quarterly,
annual), and does not require three separate PMs for the same piece of equipment and each

PM frequency.

By assigning a sequence number to each job plan (on the PM record), you specify which job
plan is automatically selected when you generate a work order from the PM record (Maximo
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keeps track of the PM work orders that are generated and calculates/schedules when to
generate the appropriate PM work order (i.e. monthly vs. quarterly) — and will only generate a
single PM work order.

Note: Always start with the most frequent job plan (the one identified on the Time Base
Frequency tab); all others will occur in multiples of that original frequency.

¢ = Preventive Maintenance

Find PM o, 0P D ¢

Find Navigation Item

LACAYCT PM  Frequency Seasonal Dates Job Plan Sequence PM Hierarchy Forecast Forecast Cost
Go To Applications

Available Queries. <pM: 1270 Site: A501031 Status: DRAFT

All Records
recast Exists?
Common Actions Forecast Exists?
© newrM
n Save PM Location: > 5] Storeroom: >

[ ClearChanges

. Asset: > = Storeroom Site: AS01031 O,
More Actions B —_—
View Sequence -
Job Plan: >
Delete PM
Addto Bookmarks Job Plan Sequence ¥ Filter > 0-0of0 L |
Associate Time Zane
Job Plan Description Total Work Units  Sequence

Figure 36: Job Plan Sequence Tab

Note: The job plan sequence is populated with the initial job plan you entered on the PM with
a sequence value that reflects the most frequent occurrence entered in the Time Based
Frequency tab.

18. Click on Job Plan Sequence tab.
19. Click New Row to add additional frequencies for the PM.

Job Plan Sequence ¥ Filter > 1-10f1 i - |
Job Plan Description Total Work Units Sequence
v 5 1.00 (]
Details
+Job Plan: » T 20 = +Sequence:
* Total Work Units: 1.00

Figure 37: Job Plan Sequence Section
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20. Click on the blue arrow next to the Job Plan field.

The Select Value window opens.

Select Value

Show Job Plans associated with current Work Assets?

Show Job Plans with No Classes Defined? g

WO Class: v
7
(¥ Filter o, + 1 - 15 of 67 = & =
Job Plan Description Template Type Organization Site
CA- MAINTAINED
1194 LANDSCAPE MAINTENANCE ORG1
INSPECTION
CA Roads
1195 Inspection MAINTENANCE ORG1
1206 CA-BUILDINGS MAINTENANCE ORG1
1222 CA- WATER SYSTEM MAINTENANCE ORG1
CA- WASTE WATER
1223 SYSTEM MAINTENANCE ORG1
CA- ELECTRICAL
1224 SYSTEM MAINTENANCE ORG1
1264 CA- HOUSING MAINTENANCE ORG1
15892 CA-PARKING AREA MAINTENANCE ORG1
CA - SOLID WASTE /
16870 RECYCLING SYSTEM MAINTENANCE ORG1
Accessibility Job
17109 Plan (Condensed) MAINTENANCE ORG1
19172 AC - ROADS, 1100 MAINTENANCE ORG1
19180 AL -TIATTIAINED.  MAINTENANCE ORG1
19183 — MAINTENANCE ORG1

4100

AP _ unnietar

Figure 38: Select Value Window

21. Select the Job Plan that corresponds with the next-most frequent occurrence of the PM (in
this example, Quarterly).

You will be taken back to the new Preventive Maintenance form.
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PM Frequency Seasonal Dates Job Plan Sequence PM Hierarchy Forecast Forecast Cost

*PM: 1271 Status: DRAFT

Site: AS01001
23 Forecast Exists?

Location: > = Storeroom: >
Asset: > 5| Storeroom Site: AS01001 o,
Job Plan: > =
Job Plan Sequence ¥ Filter > 1-10of1 o < |
Job Plan Description Total Work Units Sequence
v > 1.00 o
Details
+Job Plan: > = +Sequence:
* Total Work Units: 1.00 22

Figure 39: Preventive Maintenance Form

22. Enter the Job Plan Sequence value that corresponds to the frequency (i.e., Quarterly = 3
“every three months”).

23. Click Save.

Note: Continue adding job plans using the New Row button until all frequencies for the PM
have been added.

Note: Before PM work orders can be generated, the PM record must be set to ACTIVE
status.

24. Click on Change Status located in the navigation bar on the left side of the screen.
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O — Preventive Maintenance

Find PM

Find Navigation Item

& List View

PM Frequency SeasonalDates Job Plan Sequence PM Hierarchy Forecast Forecast Cost

Go To Applications

Available Queries ~pM: 1271 o site: ASO1001 Status: DRAFT
AllRecords

r ists?
All Bookmarks Forecast Exists?

Common Actions

© nNewPMm 24 Location: > 5] Storeroom: >
B saverm
Asset: > =] Storeroom Site: AS01001 o,
{) Clear Changes _— _—
§ changestatus Job Plan: 3 -
[ Create Report ge RL+ALT+A
More Actions Job Plan Sequence ¥ Filter > 1-10f1 o - |
View Sequence
Job Plan Description Total Work Units Sequence
Generate Work Orders
Set PM Counter 4 - > 1.00 o
Set Reading At Last WO Details
Generate Forecast
+Job Plan: > E *Sequence:
Delete Forecast -
* Total Work Units: 1.00

Clear Pending Reforecast

Lock Forecast Dates

Figure 40: Change Status Location

25. Select Active as the New Status.
26. Click OK.

7. Credentials

If you forget your login information or cannot login, contact your EAMS administrator.
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