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Maximo Work Management

1 Maximo Overview of Work Orders and Workflow

1.1 UD MAXIMO WORK ORDERS

Work Orders are used to identify, plan, schedule, execute and track the work that is performed
at Locations and/or on Assets and systems throughout the campus. Initially, a work order is a
request for work to be performed. Once completed, a work order is a record of activities
performed that make up the history of our Locations, Assets and systems. The information that
is contained on a work order includes the following:

e The tasks that were performed

e The labor hours involved in performing the work
e The services used, if any

¢ The materials used, if any

e The tools required to do the work

e The assets worked on

e The locations where the work was performed

When you create a work order, you initiate the work management process and create a
historical record of the work requested and performed. The work management process at UD is
controlled by an electronic workflow process. This workflow, based on work types, ensures the
right steps are performed, by the right people, in the right order and at the right time. At certain
times in the workflow, direct assignments will determine who is to take action on a record. At
other times, information on the work order including status, responsible group/individual, and
assignment status will determine who is to take action. At all times, any status changes to be
performed on a work order record will be done using workflow options.

As a work order record is processed through the work management workflow, more sections of
the work order record will be populated with the information about what was both planned to be
done and what was actually done. In this section of the training manual you will learn about the
basic components of Work Order and Job records, the different Work Types, and the workflow

processes for each Work Type.

1.2 UD Work Types

Work Types are assigned to Work Orders to categorize them by the nature of the work being
performed. Ultimately, this serves two very important purposes:

e Categorization of Work
e Processing of Work

3| Page

SNexus Data



Maximo Work Management

Categorization is the concept that it allows you to sort the work already performed or still in
progress to determine how your facilities are performing. For example, is most of the work you
are doing trouble or breakdown work or is most of it preventive maintenance. An organization
that is trying to establish an Enterprise Asset Management (EAM) program and not just a repair
service considers this type of information.

Processing of work is the concept that different types of work require different pre-, post-, and in
progress processing tasks. For example, a corrective maintenance work order to repair a failure
requires planning to analyze the failure and identify a fix. Whereas, a preventive maintenance
work order already has a plan defined for it and does not need any planning prior to execution.
In order to ensure that the right steps are done by the right people at the right time, we must
have processes that dictate what those steps are based on work type.

Along with the UD implementation, the following work types will be used for UD work orders:

Work Type Description

ADM Administrative

CAPP Capital Project >=$100,000

CM Corrective Maintenance
less than $1,000

ES Event Support

NCAP Non-Capital Project <
$100,000

PM Preventive Maintenance

RFS Request for Service

SC Service Call

STO Stake-out

SWON Standing WO Non-Routine

SWOR Standing WO Routine
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2 Work Order Workflow Process for On-Demand Work
(SC, CM, ES and STO)

On-demand work (SC, CM, ES and STO) is typically initiated based on a customer request,
tradesperson problem report, or as a follow up work order. For this reason, these work orders
must be triaged and, in some cases, planned before they are assigned and executed.

1. 2.
Problem Planning,

3.

Review and

Reporting and Scheduling and Al

Classification Execution

2.1 Phase 1 - Problem Reporting

During Phase 1 — Problem Reporting and Classification, begins at the dispatch center for all
external customer request. At this point the dispatch center takes information from the initial
requests and generates a Maximo service request. The work type determines the follow-on
workflow. Service Calls are used for trouble shoot and repair work orders, simple work, or work
that does not require time or materials to be charged against them. Work orders are used for
more complex work that time and materials are charged against.

When the call center receives a Service Call they first enter the specific information related to
the request.
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Dispatch records the following information:

Location — Click Detail to access the Equipment / Location Drilldown and select the

Location of the problem.

Equipment/Asset — Click Detail to access the Equipment / Location drilldown and

select an equipment.

Description — Provide a short description of the problem

Long Description — Details of the problem to include any pertinent information that

may be required to locate and/or resolve the problem

Work Type — Click select Value for options of work type as per the above table

Failure class and Problem Code — Failure class may already be populated, if not

Click Details for Failure Class Options. After the failure class has been assigned the

Problem Code field will allow entry. Click on Details and choose the appropriate

problem code.

Customer Information — Enter the appropriate customer contact information

Lead — Click Details to identify the lead

Priority — Enter the Priority

o Priority 1—priority 1 work takes priority over everything else. These are the
work requests and service requests that must be completed within a quick time
frame (3 days) to sustain services to UD personnel and students. Note: all
emergency work orders/service requests are always priority 1.

o Priority 2—work that must be completed in a short time frame and is needed to
maintain adequate living conditions or to sustain university operations. Priority 2
work orders can be scheduled.

o Priority 3—work that does not impact day to day operations of the university.
Work that can be planned or scheduled and does not have the need to be
completed within a predetermined time frame.

o Priority 4—work that should be done, but budget or other obstacles exist that

must be addressed prior to work starting. (Dispatch would not typically code
Priority 4 as that would be the Work Group Manager’s decision.)
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e Priority assignment—if the work requires the call center to dispatch a technician
to correct the problem, the call center assigns a priority code 1 form emergency or
priority 2 for Urgent work.

o Duplicate work orders - When dispatch save the record, Maximo will verify there
are no other duplicate records in system based on the Location and/or Asset,
Failure Code and Problem Code. To determine a duplicate all of these fields must
be filled out before the record is saved for the first time. If a duplicate exist the
following pop-up window will prompt the user for additional action:

This problem code has already been reported on the following work orders for this location/asset
Ciick Relate Records to relate the selected work orders to the current work order.

If you would ke to save your current work order, cick Continue.

Chck Cancel to return; your work order will not be saved

Similar Work Requests Found = [ Fiter ~ 1-10f1 4 Download @ =
[ Work Order  Description Reported By
[ ] 320666 SPACE STUDY FOR NEW OFFICES HPARRIS
< >
Relate Records
Continue Cancel

o Once prompted, dispatch has the following options:
o Relate the record to the duplicate work order
o Cancel the work order
o  Continue with the work order

Once the record is saved it will go into workflow. Priority will determine the next steps of the
workflow.

e Priority 1 and 2 service requests go to a status of ‘DISP’ (Dispatched). The work
order will then show up in the Owner-groups in-box.

e Priority 3 and 4 service request creates a work order and the service request status
is changed to ‘APPR’. The work order will show up in the Owner-groups in-box for
planning.

2.2 Phase 2 - Planning
2.2.1 Priority 1 and 2 “Dispatched” work

Dispatched work is already assigned and execution has begun before the Work Order is
routed. Dispatched work does not require planning. All priority 1 and 2 work orders will be
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routed to the Lead identified on the Service Call with a status of ‘Dispatch’. The lead will
then route the work order to the next steps:

Complete Work order status goes to Following entries should be
‘CCOMP’ status routes to completed before routing:
Work Group Manager’s
inbox for review.

e Labor Time
e Materials

e Work Log Updates

Follow-up Work order status goes to Following entries should be
‘CCOMP’ status with completed before routing:
‘Follow-up Work Order’ in
the description. A new
Follow-up work order is e Materials
generated and routed to
the Work Group Manager’s
Inbox status ‘APPR’

e Labor Time

e Work Log Updates

All follow-up work orders will resume under the Priority 3 and 4 workflow process.
Completed work will be routed as section 2.2.2

2.2.2 Priority 3and 4

Priority 3 and 4 work will show up in the assigned Work Group Manager’s in-box
assignments in ‘APPR’ status. Priority 3 and 4 work will go though some type of ‘Planning
and Scheduling’ process and then will be routed accordingly.

2221 Work Order Planning

Work Orders that require planning will be located in your “Inbox/Assignments” portlet on
your Start Center with a description of “Work Order [Work Order #] Needs to be Planned.”

1. Log in to Maximo with your username and password.
2. In your “Inbox/Assignments” portlet, click on the Work Order that you will start planning.

Typically, at this point in the process, the Manager would review and update key fields on
the Work Order prior to routing it on to the next step. In this exercise, you will be asked to
populate some these fields. Please note that depending on the record you selected, these
fields may already have the values specified in them.

Before proceeding with planning the Work Order, you would want to review and validate
the following:

e The Asset or Location is precise and accurate for the work being requested or
problem reported.
e The Work Type is accurate.

8| Page

-}Nexus Data
Data Management Ser



Maximo Work Management

Next you would determine if “Extensive” or “Minimum” planning is required. This drives
how much time you will invest in planning the record and, therefore, which steps you will
perform as well as how much time you will invest in performing those steps. (This is
really a sliding scale and should be defined by your organization. Sample definitions
provided below.)

e  Minimum —

o Work has no historical value.

o  Work estimate is not more than 4 total work hours.

o  While parts may be required, no ordering is necessary.
e Extensive —

o  All other work.

How much time you spend on the additional planning steps would be a sliding scale
related to the size and complexity of the job.

Important: Minimum planning still REQUIRES some definition of scope and REQUIRES
identification of planned labor. ALL Work Orders that go through planning should have
planned labor even if it is an educated guess. This is critical information for scheduling.

2222 Creating a Work Plan

Exercise — Creating a Work Plan

For this exercise, we will assume that “Extensive” planning is required.

For extensive planning, you would review the work history of the Asset or Location in
Maximo to determine trends and conditions. This can be done many ways in Maximo.
The simplest being:

1. Select “View Work Details” from the lookup on the Location or Asset field on the
Work Order.
- Fea @ = soancon DL e EE - AuOR R

Lt o, et Plans ARSI Rt Ripos ACIET L Fades Bepoieng Auto-Frnt Hestory

Work Cder- | 306374 * Work Type: RFS 4 HONROUTINE
® Location: WGE2S FAS Type: 4
Request & ! % Sedect Value GL Account. CTEDZE2111. 7997999977
.&a ey DN
Lascation Ownid issrmm: e Spi D
Spll ISt Li At Class. WORSORDER
* Fiood | Foom (0 If urnecessany) M § GoTolLocations Compiarce
WiGngy. ARt Hal Brg E‘I Wiew Contracts (Durmacs Indaaor?
G‘\ iew Works Detals
Parent WO G LEAK - |
Jois Datails. 0| Asset Deaits
2. When done reviewing the work history, select “OK.”
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3. Typically, for extensive planning, you would also perform a field inspection to validate
the request/problem, begin scoping the work, and identify potential constraints.

4. To define the scope of work, you can update the short description of the Work Order
by entering text in the Description field. (You can click on the Long Description icon
to add additional text, if necessary) or enter as the first task in the Tasks Table.

L “ori Ordest Fians Assgnments [Fened Rlistonds. Achucls Log [Fadure Reporting APt Hesla

| Wk Cer XTI * Vo O and PIA Qeneraton Traning =

® Location » -

Spll Indlicator? [

® Flooe { R (0 if unfecessany |

Note: Scope should be limited to a very high-level definition of actions or repairs to
be executed (not step-by-step) including prep, coordination and wrap-up activities as
well as actual work. It should also include identification of critical coordination
elements for the work like access restrictions or required clearances.

5. Save the record'-ﬂ.
6. Navigate to the Plans tab of the Work Order by clicking on it to begin planning the

work.
@ =t A HEZ #S v EL BB 3 S0
b | v | eaedMeiiem | ARem | iy | Faer el | ek Haty
e {oer R # s Loy g P e Trmewry .- See LDEL N AL
Parel W5 »
| g o Voo eter BT o LRLT ) . -
Serer ¢ fmoed Fioeerd Cum LrrE Loaons Baset FTEY
| Bt gty | | e Lovwors | | et oo Oty | | e v |
o e e e B [ e R TT g [
e Ipe - e Loty [ormery Mama k- e G
: | |
[ | [FreE.
[T N -l 1 -

L i re e iy i tioury: L) s Lol

7. Select New Row in the Tasks section of the Plans tab.
8. Enter text into the Task Summary field to describe the first step of the Work Order.

Note: For complex jobs, you may want to populate the duration for each step. This would
simply be done to make calculating the overall job duration easier.
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Also, if there is a condition monitoring point reading to be recorded, the ID of the
Condition Monitoring Point can be entered in the Measure Point field.

9. Repeat steps 7 and 8 to add two additional steps to the Work Plan.

Alternate Method: If a suitable Job Plan for the work already exists, attach it by
populating the Job Plan ID in the Job Plan field on the main Work Order tab.

Note: if “minimum” planning, do not spend time searching for a Job Plan. Only attach if
already known.

10. Save the record'-a.

To identify the Materials required for the work:

11. Open the Materials tab on the Plan tab by clicking on it.

| *ire R ] e 2 cYHZ e TRL  BeuO0@dadas e
| | v come [ | e | v mncm | Ana | b | o iwponng | Aoy
o oz 200090 * P ey 8 P08 g T % - e s e
Pt W »
| Chen o Wk Order 2T 7 s.000 g 1 =
Sesmmce + et Fecrt s aeran L e ez
=l 1L |
anaa o o Oroe 13003 bt LR . -
Soaumce a8 weem Lomeva (v nre oo Qe g
s |
| Mo powm 2008 o —— - o . v -
L Omce G o e S S Cooct et

12. Select New Row on the Materials tab of the Plans tab.
13. In the Line Type field, open the drop-down list and select ‘Material’.
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Labor Materials “ Senvices “ Tools |

Materials = [» Filter > 1-10f 1

Task Item Description
=4 - » Sealant (type of Sealant) a
Details
Task: Q
- Sealant (type of Sealant) L;l
# Line Typk: Material - R
. ltem
# Quantity:
Material
Order Unit EATH =
# Unit Cost: 2500
Line Cost: 2500

14. Enter ‘Sealant’ in the Item Description field, enter ‘1’ in the Quantity field, enter ‘EA’
in the Order Unit field, enter '25’ in the Unit Cost field

Alternate Method: You can also select materials to plan for the Work Order by using the
“Select Materials” or “Select Asset Spare Parts” buttons. To use select materials, the
materials must exist in the Iltem Master in Maximo.

Note: Tools can be added on the Tools tab of the Plan tab in a similar fashion. Add a
new row for each planned tool from the Tool room and enter the Tool ID and quantity. (If
special tools are going to be required, but do not need to be issued from the Tool room,

include in the Work Order Description.)

15. Save the record'-a.

To identify the Labor required for the work:

16. Open the Labor tab on the Plan tab by clicking on it.
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o T A "SHZe9 v AL OwOd R 0ad
[Lums | wonomse | Pions | assigoments | Roist Roconts | actuss | siepion | Log | Fss Repoing | Specibcmions |

« Work Order [EER & Sty BEDFORD Status WAPPR

Parent W »
| Childron of Work Onder 1206 B Fite * 0-0400 o -

Tasks for Work Qrder 1206 b Fiter © 0-0a0 * =
Sequence Task + Summary Estimated Durgtion Status. uner Ownse Group
No rows ta disglay,
How Row

‘ Labor B Finer > [RTT] % l|
Tk Cat ShilLewel endor Quanity Labar FegularHours Rate Line Cost
Selec st | e Row |

17. Select New Row on the Labor tab of the Plans tab.

18. Select the Select Value * icon next to the Craft field to bring up a list of available
Craft.

cT CARETAKER UDORG
CupP CENTRAL UTILITY PLANT UDCRG
CUsST CUSTODIAL SERVICES UDCRG
o3 DINING SERVICES UDORG
EHS Envviroment and Heallh Senvices 000 UDORG
EL ELECTRICAL UDCRG
EM MAINTEMANCE MECHANIC UDORG
ER ELECTRONIC UDCRG
EX EXCAVATOR UDCRG
FPC CONST. ADMINISTRATION-FPC UDORG
GK ‘GROUNDSKEEFER UDORG
GM GROUNDS MECHANIC UDORG
GT GROUNDS TECHNICIAN UDCRG
HR HURAN RESOURCES UDORG
HSC HOUSING CARPENTER UDCRG

19. Select the Craft by clicking on it.

20. Enter ‘1’ in the Quantity field (already populated) and enter ‘1’ in the Regular Hours
field to indicate that you will need one this Craft for one hour.
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Note: In most cases, for labor durations, an educated guess by the planner is sufficient.
This is particularly true for “minimum” planned Work Orders. For “extensive” Work
Orders you might look at historical actuals from similar jobs.

Important: Craft, Quantity and Duration will be critical information for evaluating resource
demand when scheduling and assigning using Scheduling and Dispatch applications.
This information should be provided on ALL planned work orders!

21. Save the recordl-a.
22. To enter additional Planning/Scheduling/Routing information:

23. Navigate back to the main Work Order tab by clicking on it.

24. Enter ‘1’ in the Duration field in the Scheduling Information section to signify that the
Work Order should take 1 hour to complete, once started.

| Scneduling infermation =
Target Start ) Actsal Start )
Taiizet Finssh i) it Eot, i)

& Tobal MRS 1]

Note: Duration is the duration of the Work Order from start to finish. This is not the
total effort. This is the amount of time that will elapse from when the work is initially
started to when it can be called complete.

Also, you may optionally populate the Target Start and Finish Dates at this time.
This is the allowable maintenance window for when this work can be scheduled.

25. Change the Work Group field as necessary to identify the Work Group that is to be
responsible for the work.

26. Save the recordl-a.

Exercise — Creating a Job Plan from work plans

You can create a job plan from the work plan instead of recreating the work plan each time
that you need it. When you create a job plan from a work plan, the Maximo uses the current
work order and its tasks, planned labor, materials, tools, and services to create the job plan.
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1. Inthe Work Order Tracking application, display the work order that contains the plan that
you want to use to create a job plan.

Select the Create Job Plan from Work Plan action.

If the Job Plan field is empty, enter a value, or click Auto-number to have the asset
management system assign a number to the job plan.

4. Click OK.

Note: It is recommended that you Name the Job Plan with a unique name that will make it
easy to find and assign to future work. i.e. PUMP_REPL.

2.2.3 Work Order Assignments

Note: To Assign Labor through the Assignment Manager, the labor must have an assigned
calendar. Assignment Manager Exercise will not be covered in on-site training but can be
found in 5.3.6

All work that is in an approved status is ready to be assigned to craftspeople before routing
to in progress (INPRG.)

Work that is ready to work can be assigned directly in the Work Order using the
Assignments tab or in the Assignment Manager application.

2231 Assigning Work to Labor

EXERCISE: Supervisor Assigns Work Orders Using Work
Order Tracking

Work Orders can be assigned one-at-a-time using the Work Order Tracking
application. This method might be used when there is a need to quickly assign one
specific Work Order.

1. From the “Work Orders Requiring Assignment — My Work Group” result set on your
Start Center, click on the Work Order Number of the Work Order to be assigned.
2. Navigate to the “Assignments” tab by clicking on it.

FRlE e @R - - Bwd@ B & 088
| Sposticatons |

[ =] e € | Solast Acion
| st | workordor | pians Roiod Rocords | Acusis | G
oooas + [ Training M

oo | sotoryPan | o | Faiuro Roporina
Work Ortor for Assigrmants and Exacuton sto upore

xxxxxxxxxxxxxxxxxxx

8,
i)
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F]
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3. If there is planned labor on the Work Order, there will already be row in the
Assignments section that just needs to the Labor field to be populated:

4. With the appropriate Assignment row highlighted, select the “Available Labor”
button.

\ = L = me T HHLeP - aE  BmODRE S oS8
st | WokOrer | Plans | assignments | Relaed Records | Actals | GCosts | SafetyPlan | Log | FalroRoporing | Specifcaions |
Work Order: F100003 + |3 Training M Work Order for Assignments and Execution Sitz:| UP-OPP
Parent WO: | » A8 Status: APPR
Seheduled Start i) Target Start: B
Scheduled Finish: [1:0} Target Finish: [i:cY
Assignments | Fiter > © 4101 um:ﬂ
Description Cratt SkillLevel Labor Scheduled Start Hours Status
[ 3: Training CM Work Order for Assignments ang Execution 124 » 08 Q > [8 i) 1100 | WAITASGN {1
|[m1 |[m] [ NewRow | ‘

5. Search for and select the appropriate Laborer by clicking on their Labor ID.

1> Lol
Avallable Labor
@ Tofind lavor available during a specific date range, enter the dates in the From and To fieids. To include labor who are already assigned to other jobs, select Include Fully Assigned
* From: 2119114 [ese) Location: 0845000-F103 @
. =t Q
. Include Fuly Assigned? [ Ccontract: [=Y
[ Refrosh |
Prker > Qi i 1.808 G4 Downioad | =
Labor Name Graft SkilLovel  Work Location snin StanTime  Available Hours Assigned?
& 124 08
ASR10 Adam 5. Riglin 124 o8 u}
|asz1 Adam 8. Zimmerman 124 8 o
lcmrmmm I:raﬂ Trainee 124 08 6A230PM  201/14 1:40PM 050 0
URW148  Joseph R. Westiey 124 08 o
Knhize Kimberly M. Masan 124 o o
LaD14 Louise Daubert 124 o8 o
PEDS DAVIDSON, PATRICK 124 o o
RLM21 Richard Lester. Miller 124 o8 o
| Cancel |

6. Optional: You can update the “Scheduled Start” and/or “Hours” for the assignment
by updating those fields in the Assignments section.

7. Save the recordl-a.

The Work Order is now assigned to the Laborer selected. Additional assignments can
be made using the steps above or selecting “New Row”.

Assignments can also be made in the Assignments Manager. To utilize Assignments
Manager Labor must have an assigned calendar. This will not be covered in the on-
site training, but exercises are included below in Appendix 1
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2.2.4 Routing the Work Order

At this point the work order has been planned, scheduled and assigned and will now be routed
to the next steps in the workflow.

Option
Ready to Work

‘ What Happens

Work Status goes to
‘INPRG’, routes to Work
Group or Assigned Labor

Dependencies

Must have assigned labor in
Work Order to show up in in-
box, otherwise will show up in all
Work Group in-box.

Waiting Materials

Work Status goes to
‘WMATLS’, workflow in
waiting status, Work Group
Manager picks up in
WMATLS results set when
ready to work.

N/A

Waiting Plant
Conditions

Work Status goes to
‘WPCOND’, workflow goes
to waiting status. Work
Group Manager picks up in
WPCOND result set when
ready to work.

N/A

Reassign

Work order status goes to
‘REASSIGN’, workflow
routes to new Owner Group
Manager

Must change Owner Group.
Memo required with the reason
for reassignment

Complete

Work order status goes to
‘COMP’ status and drops out
of workflow

Following entries should be
completed before routing:

Labor Time
Materials

Failure Codes
Work Log Updates

Note: Until the Work Order is in the complete (COMP) status, it might be reassigned multiple
times and be taken through several of the statuses above. In some cases, it may even be taken
the same status more than once.

Results should be setup on the Start Centers to help manage the work order process and status
of Work. KPI's and reporting will also be provided to help Work Group Manager’s oversee the

process.

2.3 Phase 3 — Review and Closure

Once the work is completed and the technician has placed the work order in a ‘CCOMP’ or Craft
Completed status, the next step is for the Work Group Manager to review and approve that the
Work Order is ready to close.

s Nexus Data
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2.3.1 Work Order Review

The Work Group Manager should take a graded approach to the review based on the
complexity of the work. At a minimum the review should incorporate the following:

e Failure codes — The failure codes should be reviewed to ensure accuracy

o Work Log - Verify completeness and usefulness of the logs. Review to determine if
the logs contain all the information needed including how the job was found, what
was done and how the job was left. (As Found/As Left.)

e Follow-up Work — is there follow-up work required and has a follow-up work order
been generated.

Work Orders that required more extensive planning should require a more thorough review.
This review should look at the job plan and its components for possible improvements.
Review should include:

e Plans Tab vs. Actuals Tab — Manager should look at the plans vs. the actuals to
determine if a pre-existing job plan should be modified

o Plans tasks — Verify that the tasks were all completed and if any changes need to be
made to a saved job plan.

e Materials — Review the materials planned vs. the materials used (if available).
Ensure all unused materials are returned and modify saved job plans as needed.

After a review of all the applicable sections the next step if for the Work Group Manager to
route the Work Order to the following options:

Option ‘ What Happens Dependencies ‘
Follow-up Work order status goes to Following entries should be
‘COMP’ status with ‘Follow- completed before routing:
up Work Order’ in the ]
description. A new Follow- * Labor Time

up work order is generated
and routed to the Work

Group Manager’s Inbox e Work Log Updates
status ‘APPR’

e Materials

Complete Work order status goes to Following entries should be
‘COMP’ status and drops out | completed before routing:
of workflow

e Labor Time

e Materials

e Failure Codes

e Work Log Updates

Work Orders will remain in a completed status until they are “Final Billed”, meaning all
material costs, and labor costs have been back loaded. An integration with the
accounting system will update the billing information on Work Orders.
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2.3.2 Work Order Closure

An escalation will monitor the system for Work Orders that are in Completed (COMP)
status and close automatically after 90 days.
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3 Preventative Maintenance

3.1 Work Order Workflow Process for Preventative Maintenance (PMs)

Preventive Maintenance work (the PM work type) is always initiated from the Work Order
generation process off of a Preventive Maintenance record. A Preventive Maintenance
record already contains the information that would be populated during Dispatch or
Planning and is already approved. Therefore, these Work Orders can go directly to Work
Group Manager for scheduling and/or assignment. Once generated, PM Work Orders follow
the exact same process as “On Demand Work Management” beginning at Phase 2, all the
way through closure.

1. Work
Order

3.Review

and Closure

Generation

3.1.1 Phase 1 —Work Order Generation

Preventive Maintenance (PM) Work Orders are either generated automatically, via a
cron-task, or manually from the Preventive Maintenance application. These Work
Orders will either generate in an Approved (APPR) status and will enter Phase 2 of the
“On Demand Work Management” process at the appropriate place based on that
status.

3.1.2 Phase 2 — Planning, Scheduling and Execution

Phase 2 of the PM workflow process is identical to Phase 2 of the “On Demand Work
Management” process for scheduling, assignment and execution. Please see the “On
Demand Work Management Process — Phase 2” above to see how a PM Work Order is
scheduled, assigned and executed.

3.1.3 Phase 3 — Post-Completion Review and Closure

Phase 3 of the PM workflow process is identical to Phase 3 of the “On Demand Work
Management” process for post-completion review and closure. Please see the “On
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Demand Work Management Process — Phase 3” above to see how a PM Work Order is
processed through post-completion reviews and closure.

Exercise — Create a PM

When you create PMs, you can associate routes, specify work order status, define
frequency, set seasonal dates, assign job plans, and create hierarchies. After PMs are
created, you can change the status, generate work orders, override the due date, set
meters, and set counters.

PMs are created when it has been determined that there is value in performing a routine,
scheduled preventive maintenance activity on an asset or location (or route of
assets/locations.)

To Create a PM:

1. Log into Maximo using your username and password.
2. Navigate to the PM application using the Go To menu - Preventive
Maintenance->Preventive Maintenance.

3. Select the New PM toolbar button':B .
4. Enter a description in the description field.

| List ” P " Frequency || Seasonal Dates ” Job Plan Sequence ” PM Hierarchy ” Forecast
* PM: 48178 il Change for Vehicle J004475 L:.J'
Master PM: »> =

5. Select an Asset or Location through the menu by hitting the ** and the Select Value
button.

Note: A PM record can also be associated with a Route (list of Locations/Assets.)

Location: » = Lead Time (Days): 28 Counter. o
Asset: JOD4475 5> |VEHICLE,TRUCK, # 103, MODEL: RANGER, YEAR: 1997 | -1 Lead Time Active? [ Use Job Plan Sequences? [ |

Route: | » =8 Include this PM in the Forecast? [+ Has Chilgren? [

6. Optional: Build a PM for the assets on a route. In the Route field, specify a value.(covered
below in section????)

7. If a pre-defined job plan exists, enter the job plan # or select a job plan by selecting the

menu ** and the Select Value '+’ button

Ensure work type is PM.

Enter APPR for work order status

© x
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10. Enter the Lead and the Owner Group

Fres's L s e gt = eapesmany

11. Save the recordil,

12. Click the Frequency tab. In the Work Order Generation Information section, select the
following check boxes as appropriate:
e Use Last Work Order's Start Date to Calculate Next Due Date

Select this check box if you want generated work orders to be calculated from the
target start date of the last work order. If you do not want to calculate the Next Due
Date based on the target start of the last work order (for example, if you want the
next work order to be generated when the last work order was completed instead),
clear the check box.

e Generate Work Order Based on Meter Readings (Do Not Estimate)

Select this check box if you want work orders generated only when the defined meter
reading has been reached. Clear this check box if you want the next work order due
date to be based on the average metered usage.

e Generate Work Order When Meter Frequency is Reached

Select this check box if you want work orders for this PM to be automatically
generated when the meter frequency has been reached and entered. This check box
can only be selected if the Generate WO Based on Meter Reading (Do Not Estimate)
check box has been selected.

13. Define the frequency with which you want the PM to generate work orders. The PM
frequency can be time-based, meter-based, or both.

o Fortime-based master PMs, define the frequency criteria as wanted.
o For meter-based master PMs, define the frequency criteria as wanted.

14. If the PM is a seasonal PM, define the days/dates that you want the PM to be active on
the Seasonal Dates tab.

To

15. In the Preventive Maintenance application, display the PM record that you want to define
alert lead time for.
16. Click the Frequency tab.
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o Fortime-based PMs, on the Time Based Frequency subtab, specify the alert lead
time (in days) in the Alert Lead (Days) field.

o For meter-based PMs, click the Meter Based Frequency subtab, then click the
Detail Menu to display the meter information. If no meter was previously defined,
define one now by clicking New Row. Specify the alert lead (in meter frequency
units) in the Alert Lead field.

17. Click Save PMl,
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4 PROJECT WORK ORDERS (CAPP and NCAP)

4.1 Work Order Workflow Process for Jobs

Project (CAPP and NCAP) are typically initiated based on the activation of a Project Contract.
For this reason, these work orders are created manually in Maximo by a user familiar with the
project.

Project Work Orders must be planned before they are approved for use to record time and
materials against. From start to finish, work orders with this work type may proceed through the
following phases, each of which will be described in greater detail:

2.
1. Create Scheduling 3.Review

Project and and Closure
Execution

411 Phasel

During Phase 1 — Create Project, the Project Work Order is not yet in workflow. At this
phase the user has created and is populating key elements of the record. Once the
Work Order has the critical project information, the user will initiate workflow, ending
this phase.

4.1.2 Phase 2

During Phase 2 — Planning, Scheduling and Execution, Job Work Orders follow the
exact same process as “On-Demand Work” described in Section 1. Once a Work Order
leaves Phase 1 of this process, it starts at the “APPR” step of the “On-Demand Work”
process and follows the same steps of that process until the Work Order is completed
(COMP) at the end of Phase 2.

4.1.3 Phase 3

During Phase 3 — Post-Completion Review and Closure - Job Work Orders follow the
exact same process as “On-Demand Work — Phase 3” described in an earlier section.
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5 Enter a Work Order — Not generated through Dispatch

In this section, you will learn about the different components of a Work Order. Each tab of
the Work Order application will be presented along with a description of its use.

viree R mereare THHZ P9 TRL @Bwodasos

B T [P e ) e S e —

PRTe R s— i cr
et

b B e = -
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Specific sections or fields on the tab will be highlighted related to how the information is
typically populated (i.e. Work Request, Triage, Planning, Scheduling, Execution, etc.)
5.1 Work Order Tab — Header Section

This section is where the basic detail and high-level scope of the Work Order is captured.
The Key fields to be populated are identified below:

Field ’ Populated

Work Order Number Auto-populated by system.
Description/Long From Service Call if generated by
Description Dispatch. Contains pertinent

information to describe the work
to be performed

Asset/Location From Service Call if generated by
Dispatch. Identifies the Asset and
Location of the Work

Work Type CAPP, NCAP
Problem Code N/A
GLACCOUNT Generated by Location and

Owner group
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Field | Populated
Status/Status Date Changed through workflow.

5.2 Work Order Tab — Job Details Section

This section is where you associate the Work Order to a Pre-saved Job Plan, Safety Plan, PM
or contract. The key fields to be populated are identified below:

Field | Populated

Job Plan Revision # During Planning if applicable.
PM N/A

Safety Plan During Planning if applicable
Contract N/A

5.3 Creating a Work Order

5.3.1 From your Start Center, select the “Create New Work Order” link in the “Quick
Insert” portlet.

5.3.2 NOTE: If you areiLthe “Work Order Tracking” application, you can use the “Start
New Work Order” icon @ on the Toolbar.

5.3.3 Enter a description of the work in the “Description” field. Note that this field has
a limited number of characters that can be entered. You can select the “Long
Description” icon to access more writing space, if you need it.

‘Work Order:| D453193

B
~  Parent WQ: »

5.3.5 Populate either the Location and/or Asset field with a valid Location/Asset.
5.3.6 Populate the Priority.

5.3.7 Save the Work Order using the “Save” icon on the toolbar =l .

5.3.8 The steps for creating a Work Order are now complete. The Work Order should be
in a ‘WAPPR’ status and will be available for the Work Group Manager to Plan. For
creating the job plan see 2.2.2.2

26 | Page

-y”ﬂ exus Data

ta Management Ser



Maximo Work Management

Appendix 1 - Assignment Manager

EXERCISE: Supervisor Assigns Work Orders Using
Assignment Manager

Work Orders that require Assignment will be accessible via a Saved Query in the Assignment
Manager application.

Note: Every Manager/Supervisor/Lead that will be assigning work should have a default saved
query in Assignment Manager. Your saved query should be looking for Work Orders that are for
your “Work Group” that aren’t currently assigned.

1. Use the “Go To” menu to navigate to > Work Orders Assignment Manager.

lqnumun BJ[nmu.- 7 Fibee > @ 857 - N x
[ Mo wors o Subject Nessage Post Dato > R Viewed

| Favorits Applications 2
AasigamertManaoer inbox  Assignments ] weomen
Work Order Tracking .
Quick Reparting "~

In Assignment Manager, your view will be split into two separate windows. The top window,
“Work List”, will present you with Work Orders that require assignment. The bottom window,
“Labor List”, will present you with Laborers that are available to be assigned to Work Orders.
You should have default saved queries established to isolate work you, specifically, need to
assign in the “WWork List” and Laborers you, specifically, are responsible for in the “Labor List”.
Your job will be to match up Work Orders with Laborers based on skill set and availability.

¥ ¥ ¥ V¥V FN

L] |

1 [ s v | [
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To assign a Work Order to a Laborer:

2. Place a check mark in the box to the left of the Work Order to be assigned, by clicking on it.

amananan

v wrw www ww
g
g

¥ ¥ ¥ ¥ ¥ F Y

Note : If you want to assign more than one Work Order to a Laborer at one time, you can
select multiple Work Orders from the Work List at once.

3. OPTIONAL: If you have more Laborers in your Work Group than will fit on a single page in
the Labor window, you can select the “Filter Labor to Match Work” button and then select
“OK” to isolate only the Laborers whose Craft/Skill match the Craft/Skill required by the work
(assigned in the plans).

Workiia Dot =
e, o * T G oo L e RO Aue  Locmon iy maa

O o ES A it 1 o]
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[ » - S papp—. at o s N &
R e s EEEceoma @
[ R

4. To assign the Work Order to the Laborer on a specific day, you can click on the available
hours displayed for that Laborer for the specific day.

Labar

LaborList * [p Filter > {1001 4 Download = =

[] Labor Name Phone Craft  Skill Level ‘Vendor Work Loc Shift 21914 2120014 2”114 22214 2023114 2024114 2/25/14 % Alloc
[] CRAFTTRAIN Craft Trainee 124 o8 6A_2 30PM i) 135 8:00 8:00 8:00 8:00 8:00 8:00 o 52

[ Filter Labor to Match Work | [ Refresh Labor List | [ Select Work Date | [ Select Labor Query | [ Show All Labor |

Note: You can view other available days by selecting “Select Work Date” and choosing another
date. By default, the system shows you today plus the next 6 days.
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If there was a planned labor entry on the Work Order and it is a match with the Craft/Skill of the
Laborer selected, the assignment will be made automatically and the availability of the Laborer
updated to reflect the assignment.

Note: If there was not a planned labor entry on the Work Order or the
Craft/Skill planned does not match the Craft/Skill of the Laborer selected,
and additional pop-up window will be displayed where you can update the

assigned duration and confirm the assignment.

Alternate Method: You can also make an assignment by placing a checkmark in the box to the
left of the Laborer(s) you want to assign the work to and selecting the Assign Labor icon from
the toolbar. Please note that this method is the required method for assigning multiple Laborers
to a Work Order at once (by checking the box for more than one Laborer.)

Typically, a Manager/Supervisor/Lead would come into Assignment Manager on
regular basis to assign multiple Work Orders for the next shift or next several shifts. The
steps above can be repeated until all Work Orders to be assigned have been assigned
to Laborers.
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EXERCISE: Supervisor Reassigns Work Order Using
Assignment Manager

Occasionally, a Manager/Supervisor/Lead may need to reassign Work Orders that have already
been assigned. This can be done using the Assignment Manager application.

Important: This method should only be used if the assignment has not yet been started. If the
assignment has been started, then the current assignment should be completed in the system
and a new Assignment created for the Work Order.

To reassign an assignment that hasn’t been started:

1. Use the “Go To” menu to navigate to Work Orders - Assignment Manager.
2. Inthe Labor List section, find the Laborer that currently has the assignment and select the
“Show Assignments” icon in that row.

Labor

LaborList® p Fiter > ©tetort ummm‘u‘

[ Labor Name Prone ‘Sl Lovel Vendor  Workloc  Shift 2184 22014 22114 212214 22314 22408 M4 % Aloe

crat
1 CGRAFTTRAIN Graft Trainee 24 08 6A_230PM [ 1119 7:00 800 8:00 800 800 800 2 (52

["Filter Labor to Match Work | [ Refresh LaborList | [ Select Work Date | [ Select Labor Query | [ Show Al Labor | ‘

3. Inthe “Show Assignments” dialogue window, click on the “Mark for Deletion” icon to the right
of the assignment to be reassigned and select “OK.”

L
Show Assignments

Labor; CRAFTTRAIN Name: Craft Trainee GCraft; 124 Shift; 6A_2 30PM

[p Fiter > ey s X L B o4 Download © =

WO Group Craft Labor Skill Level Vendor Contract Scheduled Start + Hours.

FI00005  —sp— 124 55— CRASTIRAIN 55— 08 o — —C—-2014 700 AM—— {7}

| oK || cancel |

4. In the “Show Assignments” dialogue window, click on the “Mark for Deletion” icon to
the right of the assignment to be reassigned and select “OK.”

To reassign the Work Order to a new Laborer:

5. Place a checkmark in the box to the left of the Work Order to be assigned, by
clicking on it.

| Workust pFior > | i §: 1-sis 4 Boiont © =

O Work Order Description bor Craft Skill Level Target Start WOPT Life Safety?  Lab Hrs Location Description Work Tyoe  Status

I@ 100001 » :""J""“'::“':""'o“’""'““‘""""" 124 08 L 222141045AM 3 o 1:00 0845000-F103 LASCH FOOTBALL-01 FLLOBBY  CM WAITASGN

5: Training CM Work Order for
O b F100005 % Acsignments and Execusion

B
o
8
el

224114 11:54 AW 3 (m] 1:00 0845000-F103  LASCH FOOTBALL-01 FL-LOBBY oM WAITASGN

nts and tion

G & &

O p Fro0002 sp 2 Training CM Work Order for 124 08 @ 22EMatisaAM 3 o 1:00 0845000-F103  LASCH FOOTBALL-01 FL-LOBBY oM WAITASGN
Assignme Execu
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6. To assign the Work Order to the new Laborer on a specific day, you can click on the
available hours displayed for the new Laborer for the specific day.
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