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1 Work Orders 

1.1 Objectives 

 Understand how to create and properly maintain Maximo work orders. 

 Be familiar with the primary work order fields and how they are used. 

 Explain the work order status changes. 

 Understand the relationship between Maximo and FBMS as it relates to work orders. 

 Explain how parent/child work orders are to be used. 

 Use the IA Deferred Maintenance Work Order Tracking Application. 

 Understand how to track resources related to work orders - labor, material, and tools. 
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1.2 Introduction to the Work Order 

A work order is a request for work to be performed.  Work Orders constitute the heart of any Asset 

Management System.  The use of manual Work Orders and Preventive Maintenance (PM) procedures 

pre‐date the existence of computers by many years.  One of the goals of the IA--FMS (Maximo) system 

deployment to provide maintenance personnel with ready access to the entire work history of specific 

assets and locations, including a history of individual work tasks performed, required safety procedures, 

labor, material and tool resources to complete a task or assignment.  Ultimately, providing IA and DFMC 

with an improved understanding of the total cost of ownership for the entire asset portfolio. 

The information contained on a work order includes the tasks performed, labor hours or services 

required for the work, materials and tools needed to do the work, and the assets worked on, or 

locations where the work was performed. 

 

 

To optimize current and future asset purchases, a Total Cost of Ownership figure needs to be developed 

for these assets including a proper allocation of initial purchase as well as ongoing maintenance costs.  

Work orders are the foundation on which the Total Cost of Ownership figure is calculated. 
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Work Orders are initiated into Maximo from four sources.  First, they may be created as a response to 

emergency and corrective incidents; Second, they may be for periodic maintenance activities necessary 

to properly maintain and optimize the useful life of Assets and Locations; Third, they may be created via 

a Deferred Maintenance business process; and lastly, they may be derived from a project or directly 

created as a component or activity of a project.  Work Orders within Maximo are used for planning work 

and resource needs, as well as tracking work performed and past events.   
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1.3 Accessing the Work Order Application 

Work Orders within the IA-FMS (Maximo) system are accessed from the GoTo menu or directly from the 

Start Center under the Favorite Applications.  In the system, the work order application is called 

IA Work Order Tracking.  Since IA-FMS (Maximo) is shared with the IA DWP organization, which has 

different Work Order business processes, the standard, out-of-box Maximo work order application was 

cloned (copied), modified for DFMC use, and renamed IA Work Order Tracking.  Only DFMC users have 

access to the IA Work Order Tracking application.   

Navigating to IA Work Order Tracking 

1) Click on the Go To menu icon 
2) Select Work Order 
3) Select IA Work Order Tracking 

 

Result: You will be taken to the List tab of the IA Work Order Tracking Application. 
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1.3.1 Work Order Tabs &Fields 
At first glance, a work order within Maximo can seem overwhelming.  Work Orders contain many data 

fields, in addition to the basic Work Order number, Location where work should occur, and the type of 

work.  The data fields on the work order screen fall into two categories: required and recommended.  

Required fields are indicated by a red (*) asterisk and red field shading.  Examples of required fields in a 

work order are Work Order Description, Work Type, and Maximo ID (location where work needs to take 

place). 

 

 
 
 
 
 
 
 
 
The work order is divided into multiple sections, each with a number of fields.  The individual sections of 
a work order are organized using Tabs and Sub-tabs. 
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The IA Work Order Tracking Application has the following tabs: 

 List - to search Maximo for work order records.

 Standing Parent WO – provides the summary cost information for a particular O&M area for a
location.

 Work Order - to create, view, or modify work orders, view identifiers for an applied job plan and
safety plan, view PM and scheduling information.  If the work order is a follow-up work order,
you can view the identifier of its originating work order. You also can identify the failure
hierarchy for the work asset.

 Plans — to enter, view, or modify information on work orders in a hierarchy, and to enter, view,
modify, or delete information about planned job tasks, labor, materials, services, and tools.

 Related Records — to add, view, or delete related ticket and work order records.

 Actuals — to enter, view, or modify actual work order start and finish times, labor hours and
costs, material quantities, service costs, and tool costs.

 Safety Plan — to add, view, modify, or delete safety information associated with a work order.

 Log — to create, view, edit, and delete Work Log entries, and view Communication Log entries.

 Specifications – Currently not in use.

Below is a chart containing the main screen work order fields.  There are a number of additional fields 

on each of the work order application tabs (e.g., Plans, Actuals, Standing Parent WO, etc.). 

Table 3-1 – Main Screen Work Order Fields 

Field Description 

Work Order WO Number identifies the WO.  Describes the work to be performed. 

Site Identifies the site for the work order (e.g., School, Agency) 

Location # The legacy location identifier for the Site (e.g., School, Agency) - from FMIS. 

Maximo ID Identifies the WO’s location.  The unique, auto-generated Maximo location identifier. 

Structure # The legacy Structure Number for each Maximo Location - from FMIS. 

Asset Identifies the WO's asset record (e.g., HVAC, Roof, Boiler, etc.) 

Parent WO Identifies the WO's parent.  Often this is the Real Property Standing Order (RPFM, RPFO) 

linking the work to the accrued, actual costs from the FBMS system. 

Work Type Identifies the WO's type of work. 

Work Subtype Identifies the WO's sub-type of work (subset of work types). 

Health Life Safety If the work represents Health, Life, Safety issues. 

Severity Level of health risk resulting from exposure to HLS incident. 
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Field Description 

Probability Likelihood that the HLS incident will occur. 

RAC Numerical expression of risk determined by severity and probability. Calculated field. 

Funds / Cost Center The FBMS line of accounting for the work order. 

FMIS Work Ticket Work Ticket identifier from FMIS (if Maximo work order originated in FMIS).  Used to tie 

back to FMIS. 

FMIS Backlog Number FMIS Backlog number.  Only found on Maximo work orders that were imported from 

approved FMIS backlogs.  Used to tie back to FMIS. 

Attachments Link to document that has been associated with the WO 

Status Status of the WO, determines what functions can be done in the WO.  Describes that 

current 'state' of the work order (e.g.,, waiting approval, in progress, approved, 

completed, closed, etc.). 

Status Date Date the WO status was last changed 

Inherit Status Changes Specifies whether the WO's status will change when its parent WO's status changes.  This 

is defaulted to 'checked'. 

Is Task? Identifies this as a task work order. 

FBMS Relevant? Indicates if the work order is linked to a corresponding work order in FBMS.  Will be 

checked for all Standing Orders. 

Job Plan Identifies the job plan associated with the work. 

PM Identifies the preventive maintenance record from which the WO was generated. 

Safety Plan Identifies the safety plan applied to the WO. 

Priority Identifies the importance of the WO. 

Asset/Location Priority Identifies the priority level copied from the asset/location record and used to schedule 

the work. 

Priority Justification Describes why the WO received the assigned priority. 

Scheduled Start Date & time the work is scheduled to begin. 

Scheduled Finish Date & time the work is scheduled to be completed. 

Actual Start Date & time actual work began.  Populated when status is changed to In Progress. 

Actual Finish Date & time actual work was completed.  Populated when status is changed to 

Completed. 

Originating Record Identifies the source WO record used to create the WO record. 

Has Follow-up Work? Specifies whether the WO has follow-up work and indicates a new WO has been created. 

Reported By Identifies the person reporting the WO. 
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Field Description 

Reported Date Date & time the WO was reported. 

On Behalf Of WO is to be completed on behalf of (person, division, organization). 

Phone Phone number of person making the WO request. 

Supervisor Supervisor of the work. 

Crew Identifies the crew assigned to the WO. 

Vendor Identifies the vendor responsible for the work. 
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1.4 Fields Important to IA Work Management Business Processes 

It is important that IA users have a basic understanding of each field in the work order application.  
However, some fields are more important than others.  Below is a listing of the work order fields that 
are most critical to the IA Work and Asset Management Business Processes.  Additionally, it is important 
to understand the relationship between Maximo and FBMS as it relates to work order - as explained in 
the Parent WO and 'FBMS Relevant?' sections. 

1.4.1 Work Type and Sub Type 

These two fields are important for national reporting requirements as well as building a link between 
asset management plan documents and work planned and accomplished.  Also critical to understanding 
the type of work accomplished over the course of a fiscal year across the different types of assets within 
the portfolio.   

1.4.2 Work Status 

Every work order is assigned a status based upon the work that has been done. A work order must be in 
‘APPR’ (Approved) or ‘INPRG’ (In Progress) status in order to record actuals. Work order status can only 
be changed by a user with appropriate user security.  A work order that has Actuals recorded cannot be 
canceled; the record must be closed if it is no longer active. 

 

Work Order Statuses 

Equivalent To Value Description 

Waiting Approval WAPPR Initial, default status for all work orders when first created.  Work cannot 

begin in this status.  Work Order only accepts "Planned" resources. 

Approved APPR Approved. 

"actuals". 

 Work can begin.  The work order accepts the recording of 

 Work order no longer accepts new plans or edits to plans. 

Approved WMATL Waiting for Materials.  Work Orders are automatically set to this status if 

work order contains Misc. Materials or Direct issue materials. 

Approved WSCH Waiting scheduling.  Typically this is the default status for work order 

that are generated from the PM module.  The work is technically 

'Approved' but is awaiting scheduling.  Once scheduled (resources are 

added), the status can change to APPR or INPRG. 

In Progress INPRG Work is in progress (underway). 

In Progress COMP Completed.  Work has been completed.  

charges and finalization of actuals. 

Work order is still open for 

Closed CLOSE Work Order is closed.  All data recorded to the work order.  In this status 

the work order becomes read-only for all users.  It is technically a 

historical record at this status. 
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Work Order Statuses 

Closed CAN Cancelled.  Work is cancelled.  Work Orders with "actuals" reported 

cannot be cancelled - user must CLOSE. 

1.4.3 Parent WO (RPFMs & RPFOs) 

The parent work order (Parent WO) in Maximo is the link to the FBMS system.  The parent work order is 
known by its work type 'RPFM' (Real Property Facility Maintenance) or 'RPFO' (Real Property Facility 
Operations).  These work orders are pre-created, aligned with an equivalent 'Standing Order' in FBMS, 
and loaded into the Maximo system.  Parent work orders have special characteristics and cannot be 
directly modified by users.  These work orders are associated with each location and carry the correct 
FBMS line of accounting.  When children work orders are associated with the parent work order, the 
child order inherits the correct FBMS accounting string. 

All cost data passed from the FBMS system is collected at the parent work order level within Maximo.  
Costs are not further distributed "down" to the child work orders.  The accumulated costs are lumped at 
the Parent WO.  The children work orders within Maximo provide IA asset managers with finer details 
on how and where the work order costs are being expended.  Parent Work Orders (RPFMs and RPFOs) 
have a dedicated tab within the IA Work Order Tracking application (as shown in the above screenshot) 
to assist users in managing these work orders over the course of a fiscal year. 

When viewing parent work orders (aka standing orders) from within a child work order, note the six 
categories into which it falls, as shown below.  
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 FO SO – Facilities Operations Standing Order 

 PS SO – Protective Services Standing Order 

 PM SO – Preventive Maintenance Standing Order 

 UM SO – Unscheduled Maintenance Standing Order 

 GM SO – Grounds Maintenance Standing Order 

 FM SO – Facilities Maintenance Standing Order 
 

1.4.4 FBMS Relevant? 

The FBMS Relevant? field is checked, indicating the Parent Work Order exists in the FBMS system. Note 

also that the Status is in a perpetual state of approval (APPR) and cannot be edited by the user.  
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1.5 Finding Work Orders 

Work Orders can be assigned to laborers, supervisors, and groups. As such, it is important that you can 
locate work orders that are assigned to you. Work Orders are found in the IA Work Order Tracking 
Application within the Work Orders Module.  

 

Keep in mind that every time you enter an application, you will be routed to the List Tab. The List Tab is 
used to conduct searches to find records (for detailed information on searching and querying see the 
related section of this guide). 

 

 

The IA-FMS (Maximo) system provide pre-defined, searchable field on the List screen to assist you in 

finding individual work orders or a group of similar work.  Notice that the List Tab of the IA Work Order 

Tracking Application has the following searchable fields: 

 Work Order – Used to find a specific work order. 

 Description – Search for a work order using the work order ‘Description’. 

 Structure # - Search for a work order using the structure number. 

 Room # - Search for a work order using the room number. 

 Maximo ID - Search for a work order using the Maximo location identifier. 

 Work Type – Find work orders with a particular work type (i.e. ‘FM’). 

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

 FMIS Work Ticket – Locate work order using the legacy FMIS Work Ticket number. 
 

A query can be conducted by entering information into a searchable field. (Note: You do not have to use 
all of the searchable fields.) For example, if you wished to find work orders for a given structure number, 
you would search using the STRUCTURE # field. Taking this further, if you wanted to find the work orders 
at this structure in a specific status, you would search using the STRUCTURE # and STATUS ID fields. 
Notice that the second search is more specific because you are narrowing the results to include only 
work orders at Structure ‘XXXX’ in Status ‘YYYY’ 
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Note: Querying Tips: 
Start out general, and if the results are too large, narrow the scope of your search 
by adding additional field parameters and values using the Advanced Search feature 
(shown above). 
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1.6 Creating Work Orders 

The IA Work Order Tracking application will be the most commonly be used for planning, tracking, and 

documenting work performed against locations and assets. 

How to Create a Simple Work Order 

1) Navigate to the IA Work Order Tracking Application. 
 

 

2) Click on the New Work Order icon  located on the Toolbar. 
 

 

 

3) A new work order record will open on the Work Order tab and a number of fields including the 
Work Order number, Site, Status, Status Date, Reported By, and Reported Date will automatically be 
populated. 
 

2 
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4 5 

6 

7 

8 

9 

10 

11 

4) Enter a brief description of the work to be accomplished in the field next to the work order number.  
Use the long description icon to enter the scope of the work statement or any additional text 
pertaining to the work. 

5) Enter the Maximo ID (aka the Location). 
6) Structure Number (if available). 
7) Asset Number (if necessary). 

 

Note: Each work order must be attached to a Maximo ID (location / structure #), or Asset.  Each 
work order that is written should identify only one location / structure or asset record to 
maintain accuracy when quantifying actuals. 

8) Select the appropriate RPFM or RPFO standing parent work order.  This will establish the link with 
the FBMS system to track costs. 

9) Enter the appropriate Work Type and Sub-type. 
10) The Scheduled Start and Scheduled Finish dates are important for planning and reporting.  Complete 

additional fields for greater planning and reporting options. 
11) Click on the Save icon. 
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1.7 Attaching a Job Plan 

A Job Plan is a template, with detailed descriptions of work to be performed on an asset, item, or 

location. If you use job plans you do not have to enter the same information every time you create a 

work order for similar work. A job plan can be applied to an unlimited number of work orders. After you 

apply a job plan to a work order, its resource estimates and tasks are copied into a work plan for the 

work order. You then can modify the work plan so that the procedures, labor, materials, services, and 

tools are more specific to the work order, without affecting the original job plan template.  

You use the Job Plans application to create, view, modify, or delete job plan records. A job plan typically 

includes procedural descriptions and lists of estimated labor, items and materials, services, and tools to 

be used on the job. To ensure that a job plan is performed in a safe manner, you can add safety plan 

information to the job plan via the assets that use the safety plan. 

A job plan that does not have an Organization or Site specified for it may be used on any work order. If 

the job plan has an Organization and/or Site specified, then it can only be used for work orders for that 

Organization or Site. 
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How to Attach a Job Plan to a Work Order 

1) Within a work order, click on the Detail Menu icon  field assistant next to the Job Plan field. 
2) Click on Select Value to display the pop-up window with a list of available Job Plans. 

 

 

 

3) Click on the Job Plan you wish to add.  
 

 

 

The Job Plan you selected will now appear in the Job Plan field of the work order. If you select Go To > 
Job Plans, you will have the ability to search the Job Plans application and return with the select.  

1 

2 

3 
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If job tasks is unique to a work order, those tasks can be developed within the work order on the Plans 
tab without using the Job Plans application. This allows you to identify specific steps required to 
complete the task, including any labor hours, materials, or tools. 
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1.8 Planning Crafts, and Material (Plans Tab) 

The Plans Tab within the IA Work Order Tracking application is used to enter, view, or modify 

information on work orders in a hierarchy, and to enter, view, modify, or delete information about 

planned job tasks, crafts, and materials. 

Note: Crafts describe the skill necessary for perform the work.  Example:  If you were building a 
shed you might need a person with the skill (i.e Craft) of a Carpenter.  If a facet is leaking you 
would need the skill (i.e. Craft) of a Plumber. 

Adding Planned Craft 

1) Find the work order to which you will be adding planned labor.  Remember, the work order status 
must be WAPPR.  Once a work order is approve (APPR), planned labor, and materials cannot be 
added. 

2) Select the Plans tab. 
 

 

 

3) Select the Labor sub-tab. 
4) Click on Select Craft. 
 

1 

2 

3 

4 
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5) Check the box(s) to select the Craft(s) that are planned for this work order. 
6) Click OK. 
 

5 

6 



O&M Work Orders Training Manual  Page 21 

 

 

 

7) Enter the Craft Quantity (not required). 
8) Enter the Regular Hours (not required). 

9) Click on Save icon . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7 8 

9 
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Adding Planned Material 

1) Select the Materials sub-tab. 
2) Select New Row. 
3) Change the Line Type to "Material". 
4) Enter a Description for the planned material. 
5) Enter a Quantity & Unit Cost. 
6) Click Save. 
 

 

1 

2 

3 4 

5 

6 
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1.9 Changing the Status of a Work Order 

Open the work order you wish to change. The work order will automatically save when you change 
status.  

 

 

 

Access the Change Status window by: 

1) Click on the Change Status icon . The Change Status window will pop up. 
-- OR -- 

2) Click on the Select Action menu. Choose Change Status and the Change Status  
window will pop up. 
 

 
 

3) Click on the pick list arrow of the New Status field.   
4) Select the new work order status of ‘APPR’. 
5) Click on the OK icon to accept the new status. The work order will save when the status is changed. 

  

2 1
2

3, 4 

5
2 
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1.10 The Work Log Tab 

Within the IA Work Order Log Tab is the Work Log, which is record-specific. This means that you must 
be in the specific record to see the work log and communication archives. The Work Log documents 
work issues without sending an email.  This information can then be used to: 

 Record completion of significant project milestones, or job tasks. 

 Record client, or customer, interaction related to the job or task. 

 Inform other workers of what tasks have been completed. 
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1.11 Reporting Labor, and Material (Actuals Tab) 

The Actuals tab allows you to track labor, and materials used to accomplish work. This tab allows you to 
track the hours for a number of people against a single work order. The details of the work order will 
default for each row added.   

Note: A work order must be in Approved (or similar) status in order for actuals to be reported.  Check to 
ensure your work order is in the correct status before attempting to report actuals. 

 

Adding Actual Labor 

1) Click on the Actuals Tab. 
2) Click on the appropriate sub-tab (labor, materials, or tools). In this case, Labor was selected. 
3) Click on New Row button. 
4) Enter a labor code into the Labor field; either type the code directly into the field or use the detail 

menu arrow.  Once a labor code is added, the Craft field and Rate fields will automatically populate. 
5) Type in the Start Date. If you are unsure of the correct date, use the calendar icon for assistance. 
6) Type the hours worked into the Regular Hours field. 
7) Save your work by clicking on the Save icon in the toolbar. 
 

Note: If labor hours are entered incorrectly and you have saved the record, you will have to enter a new 
row with negative hours to adjust the entry. 

1
2

2
2

3
2

4
2

5
2

6
2

6
2
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Materials Tab 

Materials can be planned and tracked in the IA Work Order Tracking application. On the plans tab you 
can plan to use either a Material or an Item. If you select an item it must be in your site's storeroom 
inventory. Selecting a “Material” line type when planning work will allow you to identify materials that 
are not in your site's storeroom inventory or in the item inventory (e.g., misc. material item).  For sites 
that use “as needed” purchasing, such as credit card purchases, the material purchased can be 
documented as a Line Type of materials.   

To document the material resources actually used for a work order, you will need to go to the Actuals 
tab and the Materials sub tab and then follow the steps below. 

 

Adding a Line Type of Materials 

1) Select the Materials Sub-tab. 
2) Select New Row. 
3) Using the pick list for the Line Type, select Material. 
4) Enter a Description of the material in the item description field. 
5) Enter Quantity and Unit cost. 

6) Save the record with the Save icon . 
 

1
2

2
2

3
2

4
2

5
2

6
2
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1.12 Closing Work Orders 

While a work order is in progress, it is important that you communicate with stakeholders and are aware 

of the status of the job, including any problems your crew has encountered. Checking the Work Logs will 

help you catch up on work order-related correspondence. 

Before closing a work order, it is crucial to see that all actuals have been recorded. Take a moment to 

verify that the data is accurate and complete. 

Access the Change Status window by: 

1) Click on the Change Status icon . 
-- OR -- 

2) Click on the Select Action menu. Choose ‘Change Status’. 
 

 

 

3) The system will display the Change Status pop-up menu. 
 

 

4) Select ‘CLOSED (CLOSE)’ from the value list. 
5) Click OK to make the status change to CLOSE. 

 

In the event that a work order is closed before all information has been recorded, it is possible to edit 

the closed work order and make changes.  See the section below that describes the process to find and 

edit closed work orders. 

1
2 

2
2 

4
2

5
2
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1.13 Finding and Editing Closed Work Orders 

Occasionally work orders are closed before all labor, materials, services, and tools are documented. To 
edit these work orders you will first have to find them, since the default setting in the IA-FMS (Maximo) 
system is to search for active work orders. 

 

 

 

1) From the IA Work Order Tracking, go to the Advanced Search tool bar menu option. 
2) Select the Status of ‘CLOSE’. 
3) Remove the ‘N’ value from the History? field. 
4) Click Find. 

 
This will produce a list of work orders that meet your criteria, including closed work orders.   

 

 

1) Select and open the closed work order you wish to edit. 

1
2

2 

3 

4 

1
2
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2) Click on the Select Action menu on the tool bar 
3) Select Edit History Work Order 
 

 

You will be able to edit all fields that are not grayed out, as well as add hours, materials, and tools to the 
Actuals Tab. 

 

1) The Work Order ‘Status’ remains ‘CLOSE’. 
2) The fields outlined in RED can now be updated. 

3)   The information on the ‘Actuals’ tab which contains information on ‘Labor’ and ‘Materials’ tab 

can also be updated. 

2
2

3
2

1
22

2

3
2
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1.14 Creating Follow-up Work Orders 

Work outside the scope of the original work order should be documented in a new work order.  The new 
work order, known as a follow-up work order, allows a site to accurately track individual work 
performed on the component and asset associated with the original work performed. 

There are four main uses for follow-up work orders:  

 Interim control measure and permanent fix for Health Life Safety. 

 The work order was accidentally closed before it was completed. 

 There is a different scope of work involved. 

 Work needs to be completed for deficiencies that were identified during condition assessment. 
 

To create a follow-up work order, open the existing work order that has follow-up work.  

Note: A work order can be in any status when a follow-up work order is created. 

1) Find and open the existing work order that has follow-up work. 
2) Use the Select Action menu, select Create, and click on Work Order. 
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3) A duplicate work order will be created. Edit data, such as the title, asset, work type, sub type, and 
target start date as needed to reflect the follow-up task.  
 

 

4) The original work order number will appear in the Originating Record field. 
5) Click on the Related Records tab to display the relationship between the originating work order and 

the follow-up work order. 
 

 

Any work log and communication log entries will carry over to the newly created follow-up work order.  

The follow-up work order may need to be edited or updated before the work is completed. 

 

4
1

3
1

5
1
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1.15 Work Orders - Student Exercise #1 

In this exercise you will create a basic Work Order to paint a wall.  Use the following steps: 

 
1) Navigate to the IA Work Order Tracking application. 

 

 

 

2) Click on the New Work Order icon located on the Toolbar   
 

 

 
3) Enter the Description: Paint Wall for the work order (add you initials at the end of the 

description.  This will make it easier to find later on). 
 
 

  
 

4) Make note of the auto-assigned unique Work Order Number: ___________ (your number will 
differ from the one illustrated above). 
 

5) Select the location where the work will be performed: 

6)   Click the Detail Menu icon   next to the Maximo ID field to display a list of locations to choose 
from.  Choose Select Value to display the location list and make your selection. 
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7) Select a location by clicking on the Maximo ID for the location where the work will be performed 
(your location list may differ from the list depicted below.  The list will display locations for the site 
to which you have access). 
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8) Select the Parent WO to which this work will be associated. 

Remember: This identifies the funding from the FBMS financial system for this specific work order.  
Selection of the correct standing work order is important to ensure all costs are properly reflected in 
Maximo. 

 

9)    Click the Select Value icon next to the Parent WO field to display the list of Standing Work 

Orders to choose from.   
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a. Select the Parent / Standing Work Order from the list provided. 
 

 

Note:  If you attempt to select a Parent Work Order and no values are displayed (See Below) this 

means that there are no Standing Work Orders associated with you Maximo ID (or Location).  If this 

happens select another Maximo ID for your work order. 
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10)   Select the correct Work Type for the work that is being performed. 

b) Click the Select Value icon  next to the Work Type field to display a list of valid work types 
to choose from. 

 

 
 

c) Select a Work Type value from the list.  For this exercise, select "FM". 
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11)     In the Job Details section enter the Quantity and Unit of Measure for the work being performed.  

In this case, you will enter the total number of square feet that needs to be painted. 

 

 

 

12)   Click the Select Value icon  next to the Unit of Measure field to display a list of valid units of     

measure to choose from.  Select SF from the list.  
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d) (You will need to use the right 'arrow'   at the top of the select value pop-up 
screen to display SF as this value is not on the first 'page' of options to select from.) 

 

 
 
12)   Enter 100 for the Quantity. 

13)   Save the Work Order by clicking the Save icon  located on the Toolbar. 

 

14)   Select the Plans tab.  
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14)   Select the Labor sub-tab located at the bottom of the screen. 
 

 

 

15) Click on the Select Craft button  located on the lower-right side of the screen.  This 
will display the list of available crafts. 

 

16) From the list of available crafts, select the craft to be Paint: 
 

a) Click the Filter icon   , type “Paint” in the Craft field and hit Enter on the keyboard.  
b) Then check the checkbox located next to the craft name “Paint” (see below). 

 

 
 

17) Click OK. 
18) Enter the anticipated number of hours (8.0) required to paint the room in the Regular Hours field. 

Hit the tab key on your keyboard. 
 



O&M Work Orders Training Manual  Page 40 

 

 

 

19) Save the Work Order by clicking the Save icon  located on the Toolbar. 
 

 
 

20) Select the Materials sub-tab located at the bottom of the screen. 

 
 

21) Click on the Select Materials button  located on the lower-right side of the screen.  
This will display the list of available materials. 
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22) Change Line Type from Item to Material. 

 

 

23) The Item Description field will become RED.  This means that this field is now a ‘Required’ field and 

you must enter a description of the materials needed for the job.  Also enter the Unit Cost (The ‘Unit 

Cost’ is the Total cost for the materials needed for the task). 
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24)  Enter: Painting Materials for the Description and a Unit Cost (i.e. Total Cost) of 150.00. 

 

 

25) Save the Work Order by clicking the Save icon  located on the Toolbar. 

26) Change the status to APPROVED the work order.  Click the Change Status icon   on the Toolbar 
to display the Change Status pop-up screen. 

 
a) Select APPROVED from the New Status selection list. 

 

 
 

27) Click OK to change the status to Approved (APPR) status.  The work order is now approved and 
ready for work. 
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1.16 Work Orders - Student Exercise #2 

In this exercise you will create three Work Orders.  Use the following information: 

First Work Order 

1. Navigate to the IA Work Order Tracking application.

2. Click on the New Work Order   icon located on the Toolbar 
3. Note the auto-assigned unique work order number _______________
4. Select a location (Maximo ID) where the work will be performed.
5. Enter the following data:

 Description:   Replace Air Filter for H&V system (plus your initials)

 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that
corresponds with the location you selected.

 Work Type: FM

 Quantity: 1

 Unit of Measure: EA

 Priority: 5

 Priority Justification: Routine Maintenance

 Scheduled Start:  Select a date in the future.

 Scheduled Finish:  Select a future date greater than Scheduled Start.

6. Save  the Work Order. 

7. Click on the work order Plans tab.

8. Select the Labor sub-tab.

9. To select the planned Craft click on the push button .  Don’t forget to use the Filter 

icon  to search for the Craft description. 

 Craft: ACMECH, 8 hours

10. Select the Materials Sub-tab

11. To select Materials click on the push button

 Change Line Type from Item to Material
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 For the Material Description enter: Air Filter 14X25X2 

 Enter Unit Cost: 4.92   
 

 
 

12. Save  the Work Order. 

13. Approve  the Work Order. 
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Second Work Order 

1. Click on the New Work Order   icon located on the Toolbar  
2. Note the auto-assigned unique work order number: ______________ 
3. Enter the following data: 

 

 Description: Oil Change (plus your initials) 

 Location: (Maximo ID) Select any location from your Site 

 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that 
corresponds with the location you selected. 

 Work Type: FM 

 Quantity: 1 

 Unit of Measure: EA 

 Priority: 5 

 Priority Justification: Routine Maintenance 

 Scheduled Start:  Select a future date. 

 Scheduled Finish:  Select a future date greater than Scheduled Start. 
 

4. Save  the Work Order. 
5. Click on the work order Plans tab. 
6. Select the Labor sub-tab. 

7.  To select the planned Craft click on the push button .  Don’t forget to use the 

Filter icon  to search for the Craft description. 
 

 Craft: MECH, 8 hours 
 

8. Select the Materials Sub-tab 

9. To select the planned materials click on the push button  . 
 

 Change Line Type from Item to Material 

 Material Description: Oil Filter 

 Unit Cost: 4.99 
 

10. Save  the work order. 

11. Approve  the work order. 
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Third Work Order 

1. Create a Work Order to replace the outdoor parking lot light 
2. Note the auto-assigned unique work order number: ________________ 
3. Enter the following data: 

 

 Description:  Replace Parking Lot Light #1 (plus your initials) 

 Location: (Maximo ID) Select any location from your Site 

 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that 
corresponds with the location you selected. 

 Work Type: FM 

 Quantity: 1 

 Unit of Measure: EA 

 Priority: 9 

 Priority Justification: Public Safety Issue 

 Scheduled Start:  Select a future date. 

 Scheduled Finish:  Select a future date greater than Scheduled Start. 
 

4. Save  the Work Order. 
5. Click on the work order Plans tab.  
6. Select the Labor sub-tab. 

7. To select the planned Craft click on the push button .  Don’t forget to use the Filter 

icon  to search for the Craft description. 
 

 Craft: Elec, 4 hours 

 Craft: Mech, 4 hours 
 

8. Select the Materials Sub-tab 

9. To select the materials click on the push button  . 
 

 Change Line Type from Item to Material 

 Material Description: 400 Watt Light 

 Unit Cost: 249.50 
 

10. Save  the work order. 

11. Approve  the work order. 
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1.17 Work Orders - Student Exercise #3 

In this exercise you will create a more detailed Work Order to perform maintenance on an asset.  This 

exercise introduces the use of Job Plans (FMIS Technologies) and the use of Asset Records for a work 

order.  Use the following steps: 

1. Navigate to the IA Work Order Tracking application. 
 

 

2. Click on the New Work Order icon located on the Toolbar   
 

 
 

3. Enter the Description: Fan Coil Unit (Your Initials) for the work order. 
 

  
 

4. Make note of the auto-assigned unique Work Order Number: ___________ (your number will 
differ from the one illustrated above). 
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5. Select the location where the work will be performed: 

 Click the Detail Menu icon   next to the Maximo ID field to display a list of locations 
to choose from.  Choose Select Value to display the location list and make your 
selection. 
 

 
 

 Select a Maximo ID number AB199514 for the location where the work will be 
performed. 

  

 

 

 

 



O&M Work Orders Training Manual  Page 49 

 

 

Select the Asset for which the work order will be assigned.   

 Click the Detail Menu icon   next to the Asset field to display a list of assets to choose 
from.  Choose  Select Value to display the asset list and make your selection (same as 
you did to select the location in the prior step) 
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 Select only one of the highlighted Assets by clicking on the ‘Assetnum’. 
 

 
 

Note:  If you attempt to select and asset and no values are displayed (See Below) this means that the 

Maximo ID (or Location) displayed on your work order has no Assets associated with it.  If this 

happens select another Maximo ID for your work order. 
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6. Select the correct Work Type for the work that is being performed. 

 Click the Select Value icon  next to the Work Type field to display a list of valid work 
types to choose from. 
 

 
 

 Select a Work Type value from the list.  For this exercise, select "FM". 
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7. Select the Parent WO to which this work will be associated. 

Remember: This identifies the funding from the FBMS financial system for this specific work 
order.  Selection of the correct standing work order is important to ensure all costs are properly 
reflected in Maximo.   

 Click the Select Value icon   next to the Parent WO field to display the list of 
Standing Work Orders to choose from.  Choose Select Value to display the Standing 
Work Order list and make your selection. 
 

 
 

 Select the Standing Work Order by clicking on the Wonum number.   
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Note:  If you attempt to select a Parent Work Order and no values are displayed (See Below) this 

means that there are no Standing Work Orders associated with you Maximo ID (or Location).  If this 

happens select another Maximo ID for your work order. 

 

 

 

 In the Job Details section click the Select Value icon  next to the Unit of Measure 
field.  This will display a list of valid units of measure to choose from.  Select EA from the 
list. 

 Enter the Quantity (1) for the Unit of Measure for the work being performed. 
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8. Save the Work Order by clicking the Save icon  located on the Toolbar. 

9. Apply a Job Plan to the work order.

 Click the Detail Menu  next to the Job Plan field to display a list of available job 
plans to choose from.  Choose Select Value.

 Uncheck the ‘Show Job Plans for the Work Order’s Asset and Location Only?’ check box
and click the Refresh button.
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 From the list of Job Plans, search using the filter icon  and search for the Job 
Plan using the Job Plan number or the Job Plan description.

 Find Job Plan: IA_5093610, Fan coil unit.

10. Save the Work Order by clicking the Save icon  located on the Toolbar. 

11. Select the Plans tab.

12. Select the Labor sub-tab located at the bottom of the screen.
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13. Click on the Select Craft button  located on the lower-right side of the screen.  
This will display the list of available crafts.

14. From the list of available crafts, use the filter icon   to search for the Craft 

description of CARP then click in the checkbox  located next to the craft name (see below) 
to add it to the work order.

15. Click OK.

16. Enter the anticipated number of hours required to do the carpenter’s work in the Regular
Hours field.

17. Save the Work Order by clicking the Save icon  located on the Toolbar. 

18. Select the Materials sub-tab located at the bottom of the screen.
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19. Click on the New Row icon  located on the lower-right side of the screen.  This will 
display the list of available materials.

 Change Line Type from Item to Material

 Material Description: Bathroom Exhaust Fan

 Unit Cost: 275.00

20. Save the Work Order by clicking the Save icon  located on the Toolbar. 

21. Change the work orders status to APPROVED.  Click the Change Status icon  on the Toolbar 
to display the Change Status pop-up screen.

 Select APPROVED from the New Status selection list.
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22. Click OK.

The work order is now approved and ready for work. 
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1.18 Work Orders - Student Exercise #4 

In this exercise you will create two Work Orders each with a Job Plan and Asset identified on the work 

order.  Use the following information: 

First Work Order 

1. Navigate to the IA Work Order Tracking application. 
2. Click on the New Work Order icon located on the Toolbar  
3. Note the auto-assigned unique work order number _______________ 
4. Enter a description for the work order 

 Description:  Fire Door Inspection (plus your initials) 
5. Select a location (Maximo ID) where the work will be performed - choose the “Fire Station.” 
6. Select the asset (fire doors) for the work order.  
7. Select the Parent Work Order to which the work will be assigned 
8. Enter the following data: 

 

 Work Type: FM 

 Quantity: 1 

 Unit of Measure: EA 

 Job Plan: IA_5093557  

 Priority: 1 

 Priority Justification: Safety Related 

 Scheduled Start: Select a future date 

 Scheduled Finish: Select a future date greater than Scheduled Start 
 

9. Save the Work Order. 
10. Select the Plans Tab 
11. Select the Labor Sub-tab 
12. Select a craft for the work 
13. Enter the anticipated number of Regular Hours for the job 
14. Select the Materials Sub-tab 
15. Add a Material called: Grease 

a. Unit Cost: 6.89 
16. Save the Work Order 
17. Approve the Work Order 
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Second Work Order 

18. Create a Work Order to perform routine maintenance on an Evaporative Cooler 
19. Note the auto-assigned unique work order number: ______________ 
20. Enter the following data: 

 

 Description:  Routine Maintenance Evap. Cooler (Your initials) 

 Location: Select one of the locations (Maximo ID) from your Site. Use anyone of the 
following Maximo ID’s: 

o AB199627 
o AB199628 
o AB199629 
o AB199630 
o AB199631 
o AB199632 
o AB199633 

 

 Asset:  Select an asset (Evaporative Cooler). 

  Parent WO: Select a Parent Work Order.  

 Work Type: FM 

 Quantity: 1 

 Unit of Measure: EA 

 Job Plan: IA_5093656 

 Priority: 5 

 Priority Justification: Routine Maintenance 

 Scheduled Start: Select a future date 

 Scheduled Finish: Select a future date greater than Scheduled Start 
 

21. On the work order plans tab, enter planned labor for the following: 
 

 Craft: HVAC, 3 hours 
 

22. Enter the following Material for the work order: 
 

a. Material: Evap. Cooler pads 
b. Unit Cost:  2.99 

 
23. Save the work order 
24. Approve the work order 
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1.19 Work Orders - Student Exercise #5 

In this exercise you will record actual labor and material usage for a work order you previously created 

in work order exercise #1.  This exercise introduces users to the operations necessary to record work 

accomplishments against work orders.  Use the following steps: 

1. Navigate to the IA Work Order Tracking application.

2. From the work order list screen, enter the work order number you recorded as part of Exercise
#1 (See pg. 34) in the Work Order field and press the enter key.  Or enter your initials if you
added them the end of work order description.  This will allow you to easily find the work order
we will use for this exercise.

3. Click on the Work Order number to select the work order and display the record on the work
order tab.  Double-check to ensure the work order Status is APPR.  If the status is not APPR,
change the status to APPR before proceeding to the next step.
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4. Select the Actuals tab.

5. Select the Labor sub-tab located at the bottom of the screen.

6. Click on the Select Planned Labor button  located on the lower-right
side of the screen.  This will display the list of crafts that were originally planned for this work
(you entered these during exercise #1).

7. From the list of available crafts, select PAINT by clicking in the checkbox located next to the craft
name (see below).
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8. Click OK.

9. With the cursor in the Labor field, click the Detail Menu icon   next to the Labor field to
display the laborers associated with the PAINT craft.  Choose the ‘Select Value’ option to display
the list of laborers (in this case, Painters) and make your selection.

a. Select one of the labor records.  This will assign the work to an individual person.

10. Enter the Regular Hours reported to complete the work.  In the event that the actual hours
were different from the planned hours, enter the value.  For this exercise, enter: 6 hours (a
variance of 2 hours from the planned 8 hours).

11. Save the Work Order by clicking the Save icon  located on the Toolbar. 

12. Select the Materials sub-tab located at the bottom of the screen.  In the earlier exercise we
estimated the cost of Materials.  In this exercise we will enter that real cost of the materials
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needed to perform the work.  This amount is usually not the same as what was estimated.  In 
these examples you can enter any amount you would like. 

13. Click on the New Row  located on the lower-right side of the screen 

15. Change Line Type to Materials and enter the material

 Description: Painting Materials.

 Unit Cost: 248.00

16. Save the Work Order by clicking the Save icon  located on the Toolbar. 

17. Change the status of the work order to COMPLETED.  Click the  icon on the Toolbar to 
display the Change Status pop-up screen.

a. Select COMPLETED from the New Status selection list.



O&M Work Orders Training Manual  Page 65 

18. Click OK to change the status to COMPLETED status.

19. View the Planned vs. Actual Cost for the completed work order.   From the Select Action Menu
select View --> Costs.
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20. The system will display the View Costs pop-up screen.  This will show the Planned vs. Actual
costs for the work order.  These values are based on the information you entered for the Plan
(as part of Exercise #1) and what you entered in this exercise when recording the Actuals.
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1.20 Work Orders - Student Exercise #6 

In this exercise you will enter Actuals for the three work orders you created in Exercise #2. Use the 

following information to complete this exercise: 

1. Before you begin, find the work order numbers for the three work orders you created as part of
Exercise #2 (You can also search for the work orders using your initials if you put them in the
work order description).  See pages: 45, 46, and 47.  Write them down here as this will help you
complete the exercise.

Work Order Number 1: ______________________ 
Work Order Number 2: ______________________ 
Work Order Number 3: ______________________ 

2. Navigate to the IA Work Order Tracking application.

3. From the work order list screen, enter the first work order number (listed above) in the Work
Order filter field and press the enter key.  This will allow you to easily find the work order.

4. Select the work order from the List tab screen to display it.

5. Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the
status to APPR before proceeding to the next step.

6. Select the Actuals tab.

7. Select the Labor sub-tab located at the bottom of the screen.

8. Click on the Select Planned Labor button  located on the lower-right side 
of the screen.  This will display the list of crafts that were originally planned for this work (you
entered these during exercise #1).

9. From the list of available crafts, select a craft that was "Planned" by clicking in the checkbox
located next to the craft name.

10. Click OK.
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11. With the cursor in the Labor field, click the Detail Menu icon  next to the Labor field to 

display the laborers associated with the craft you selected. Choose Select Value icon to 
display the list of laborers and make your selection.

12. Enter the Regular Hours reported to complete the work or take the default planned hours if the
actuals matches the plan.

13. Save the Work Order.

14. Select the Materials sub-tab located at the bottom of the screen.

15. Click on the New Row button  located on the lower-right side of the screen.  
Change Line Type from Item to Material

16. Enter a Description and Unit Cost for the Material

17. Save the Work Order.

18. Change the Status of the Work Order to Complete. 

To complete this exercise, repeat the above steps (starting on pg. 70) for each of the remaining two 

work orders you created as part of Exercise #2. 
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	 Explain the work order status changes. 

	 Understand the relationship between Maximo and FBMS as it relates to work orders. 
	 Understand the relationship between Maximo and FBMS as it relates to work orders. 

	 Explain how parent/child work orders are to be used. 
	 Explain how parent/child work orders are to be used. 

	 Use the IA Deferred Maintenance Work Order Tracking Application. 
	 Use the IA Deferred Maintenance Work Order Tracking Application. 

	 Understand how to track resources related to work orders - labor, material, and tools. 
	 Understand how to track resources related to work orders - labor, material, and tools. 


	1.2 Introduction to the Work Order
	1.2 Introduction to the Work Order
	 

	A work order is a request for work to be performed.  Work Orders constitute the heart of any Asset Management System.  The use of manual Work Orders and Preventive Maintenance (PM) procedures pre‐date the existence of computers by many years.  One of the goals of the IA--FMS (Maximo) system deployment to provide maintenance personnel with ready access to the entire work history of specific assets and locations, including a history of individual work tasks performed, required safety procedures, labor, materi
	The information contained on a work order includes the tasks performed, labor hours or services required for the work, materials and tools needed to do the work, and the assets worked on, or locations where the work was performed. 
	 
	Figure
	 
	To optimize current and future asset purchases, a Total Cost of Ownership figure needs to be developed for these assets including a proper allocation of initial purchase as well as ongoing maintenance costs.  Work orders are the foundation on which the Total Cost of Ownership figure is calculated. 
	 
	Work Orders are initiated into Maximo from four sources.  First, they may be created as a response to emergency and corrective incidents; Second, they may be for periodic maintenance activities necessary to properly maintain and optimize the useful life of Assets and Locations; Third, they may be created via a Deferred Maintenance business process; and lastly, they may be derived from a project or directly created as a component or activity of a project.  Work Orders within Maximo are used for planning work
	1.3 Accessing the Work Order Application
	1.3 Accessing the Work Order Application
	 

	Work Orders within the IA-FMS (Maximo) system are accessed from the GoTo menu or directly from the Start Center under the Favorite Applications.  In the system, the work order application is called IA Work Order Tracking.  Since IA-FMS (Maximo) is shared with the IA DWP organization, which has different Work Order business processes, the standard, out-of-box Maximo work order application was cloned (copied), modified for DFMC use, and renamed IA Work Order Tracking.  Only DFMC users have access to the IA Wo
	Navigating to IA Work Order Tracking 
	1) Click on the Go To menu icon 
	1) Click on the Go To menu icon 
	1) Click on the Go To menu icon 

	2) Select Work Order 
	2) Select Work Order 

	3) Select IA Work Order Tracking 
	3) Select IA Work Order Tracking 


	 
	Figure
	Result: You will be taken to the List tab of the IA Work Order Tracking Application. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1.3.1 Work Order Tabs &Fields 
	At first glance, a work order within Maximo can seem overwhelming.  Work Orders contain many data fields, in addition to the basic Work Order number, Location where work should occur, and the type of work.  The data fields on the work order screen fall into two categories: required and recommended.  Required fields are indicated by a red (*) asterisk and red field shading.  Examples of required fields in a work order are Work Order Description, Work Type, and Maximo ID (location where work needs to take pla
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	The work order is divided into multiple sections, each with a number of fields.  The individual sections of a work order are organized using Tabs and Sub-tabs. 
	 
	P
	Figure
	P
	The IA Work Order Tracking Application has the following tabs: 
	List - to search Maximo for work order records.
	List - to search Maximo for work order records.
	List - to search Maximo for work order records.

	Standing Parent WO – provides the summary cost information for a particular O&M area for alocation.
	Standing Parent WO – provides the summary cost information for a particular O&M area for alocation.

	Work Order - to create, view, or modify work orders, view identifiers for an applied job plan andsafety plan, view PM and scheduling information.  If the work order is a follow-up work order,you can view the identifier of its originating work order. You also can identify the failurehierarchy for the work asset.
	Work Order - to create, view, or modify work orders, view identifiers for an applied job plan andsafety plan, view PM and scheduling information.  If the work order is a follow-up work order,you can view the identifier of its originating work order. You also can identify the failurehierarchy for the work asset.

	Plans — to enter, view, or modify information on work orders in a hierarchy, and to enter, view,modify, or delete information about planned job tasks, labor, materials, services, and tools.
	Plans — to enter, view, or modify information on work orders in a hierarchy, and to enter, view,modify, or delete information about planned job tasks, labor, materials, services, and tools.

	Related Records — to add, view, or delete related ticket and work order records.
	Related Records — to add, view, or delete related ticket and work order records.

	Actuals — to enter, view, or modify actual work order start and finish times, labor hours andcosts, material quantities, service costs, and tool costs.
	Actuals — to enter, view, or modify actual work order start and finish times, labor hours andcosts, material quantities, service costs, and tool costs.

	Safety Plan — to add, view, modify, or delete safety information associated with a work order.
	Safety Plan — to add, view, modify, or delete safety information associated with a work order.

	Log — to create, view, edit, and delete Work Log entries, and view Communication Log entries.
	Log — to create, view, edit, and delete Work Log entries, and view Communication Log entries.

	Specifications – Currently not in use.
	Specifications – Currently not in use.


	Below is a chart containing the main screen work order fields.  There are a number of additional fields on each of the work order application tabs (e.g., Plans, Actuals, Standing Parent WO, etc.). 
	Table 3-1 – Main Screen Work Order Fields 
	Table
	TR
	TH
	Span
	Field 

	TH
	Span
	Description 

	Span

	TR
	TD
	Span
	Work Order 

	TD
	Span
	WO Number identifies the WO.  Describes the work to be performed. 

	Span

	Site 
	Site 
	Site 

	Identifies the site for the work order (e.g., School, Agency) 
	Identifies the site for the work order (e.g., School, Agency) 

	Span

	TR
	TD
	Span
	Location # 

	TD
	Span
	The legacy location identifier for the Site (e.g., School, Agency) - from FMIS. 

	Span

	Maximo ID 
	Maximo ID 
	Maximo ID 

	Identifies the WO’s location.  The unique, auto-generated Maximo location identifier. 
	Identifies the WO’s location.  The unique, auto-generated Maximo location identifier. 

	Span

	TR
	TD
	Span
	Structure # 

	TD
	Span
	The legacy Structure Number for each Maximo Location - from FMIS. 

	Span

	Asset 
	Asset 
	Asset 

	Identifies the WO's asset record (e.g., HVAC, Roof, Boiler, etc.) 
	Identifies the WO's asset record (e.g., HVAC, Roof, Boiler, etc.) 

	Span

	TR
	TD
	Span
	Parent WO 

	TD
	Span
	Identifies the WO's parent.  Often this is the Real Property Standing Order (RPFM, RPFO) linking the work to the accrued, actual costs from the FBMS system. 

	Span

	Work Type 
	Work Type 
	Work Type 

	Identifies the WO's type of work. 
	Identifies the WO's type of work. 

	Span

	TR
	TD
	Span
	Work Subtype 

	TD
	Span
	Identifies the WO's sub-type of work (subset of work types). 

	Span

	Health Life Safety 
	Health Life Safety 
	Health Life Safety 

	If the work represents Health, Life, Safety issues. 
	If the work represents Health, Life, Safety issues. 

	Span

	TR
	TD
	Span
	Severity 

	TD
	Span
	Level of health risk resulting from exposure to HLS incident. 

	Span


	Table
	TR
	TH
	Span
	Field 

	TH
	Span
	Description 

	Span

	Probability 
	Probability 
	Probability 

	Likelihood that the HLS incident will occur. 
	Likelihood that the HLS incident will occur. 

	Span

	TR
	TD
	Span
	RAC 

	TD
	Span
	Numerical expression of risk determined by severity and probability. Calculated field. 

	Span

	Funds / Cost Center 
	Funds / Cost Center 
	Funds / Cost Center 

	The FBMS line of accounting for the work order. 
	The FBMS line of accounting for the work order. 

	Span

	TR
	TD
	Span
	FMIS Work Ticket 

	TD
	Span
	Work Ticket identifier from FMIS (if Maximo work order originated in FMIS).  Used to tie back to FMIS. 

	Span

	FMIS Backlog Number 
	FMIS Backlog Number 
	FMIS Backlog Number 

	FMIS Backlog number.  Only found on Maximo work orders that were imported from approved FMIS backlogs.  Used to tie back to FMIS. 
	FMIS Backlog number.  Only found on Maximo work orders that were imported from approved FMIS backlogs.  Used to tie back to FMIS. 

	Span

	TR
	TD
	Span
	Attachments 

	TD
	Span
	Link to document that has been associated with the WO 

	Span

	Status 
	Status 
	Status 

	Status of the WO, determines what functions can be done in the WO.  Describes that current 'state' of the work order (e.g.,, waiting approval, in progress, approved, completed, closed, etc.). 
	Status of the WO, determines what functions can be done in the WO.  Describes that current 'state' of the work order (e.g.,, waiting approval, in progress, approved, completed, closed, etc.). 

	Span

	TR
	TD
	Span
	Status Date 

	TD
	Span
	Date the WO status was last changed 

	Span

	Inherit Status Changes 
	Inherit Status Changes 
	Inherit Status Changes 

	Specifies whether the WO's status will change when its parent WO's status changes.  This is defaulted to 'checked'. 
	Specifies whether the WO's status will change when its parent WO's status changes.  This is defaulted to 'checked'. 

	Span

	TR
	TD
	Span
	Is Task? 

	TD
	Span
	Identifies this as a task work order. 

	Span

	FBMS Relevant? 
	FBMS Relevant? 
	FBMS Relevant? 

	Indicates if the work order is linked to a corresponding work order in FBMS.  Will be checked for all Standing Orders. 
	Indicates if the work order is linked to a corresponding work order in FBMS.  Will be checked for all Standing Orders. 

	Span

	TR
	TD
	Span
	Job Plan 

	TD
	Span
	Identifies the job plan associated with the work. 

	Span

	PM 
	PM 
	PM 

	Identifies the preventive maintenance record from which the WO was generated. 
	Identifies the preventive maintenance record from which the WO was generated. 

	Span

	TR
	TD
	Span
	Safety Plan 

	TD
	Span
	Identifies the safety plan applied to the WO. 

	Span

	Priority 
	Priority 
	Priority 

	Identifies the importance of the WO. 
	Identifies the importance of the WO. 

	Span

	TR
	TD
	Span
	Asset/Location Priority 

	TD
	Span
	Identifies the priority level copied from the asset/location record and used to schedule the work. 

	Span

	Priority Justification 
	Priority Justification 
	Priority Justification 

	Describes why the WO received the assigned priority. 
	Describes why the WO received the assigned priority. 

	Span

	TR
	TD
	Span
	Scheduled Start 

	TD
	Span
	Date & time the work is scheduled to begin. 

	Span

	Scheduled Finish 
	Scheduled Finish 
	Scheduled Finish 

	Date & time the work is scheduled to be completed. 
	Date & time the work is scheduled to be completed. 

	Span

	TR
	TD
	Span
	Actual Start 

	TD
	Span
	Date & time actual work began.  Populated when status is changed to In Progress. 

	Span

	Actual Finish 
	Actual Finish 
	Actual Finish 

	Date & time actual work was completed.  Populated when status is changed to Completed. 
	Date & time actual work was completed.  Populated when status is changed to Completed. 

	Span

	TR
	TD
	Span
	Originating Record 

	TD
	Span
	Identifies the source WO record used to create the WO record. 

	Span

	Has Follow-up Work? 
	Has Follow-up Work? 
	Has Follow-up Work? 

	Specifies whether the WO has follow-up work and indicates a new WO has been created. 
	Specifies whether the WO has follow-up work and indicates a new WO has been created. 

	Span

	TR
	TD
	Span
	Reported By 

	TD
	Span
	Identifies the person reporting the WO. 

	Span


	Table
	TR
	TH
	Span
	Field 

	TH
	Span
	Description 

	Span

	Reported Date 
	Reported Date 
	Reported Date 

	Date & time the WO was reported. 
	Date & time the WO was reported. 

	Span

	TR
	TD
	Span
	On Behalf Of 

	TD
	Span
	WO is to be completed on behalf of (person, division, organization). 

	Span

	Phone 
	Phone 
	Phone 

	Phone number of person making the WO request. 
	Phone number of person making the WO request. 

	Span

	TR
	TD
	Span
	Supervisor 

	TD
	Span
	Supervisor of the work. 

	Span

	Crew 
	Crew 
	Crew 

	Identifies the crew assigned to the WO. 
	Identifies the crew assigned to the WO. 

	Span

	TR
	TD
	Span
	Vendor 

	TD
	Span
	Identifies the vendor responsible for the work. 

	Span


	P
	1.4 Fields Important to IA Work Management Business Processes
	1.4 Fields Important to IA Work Management Business Processes
	 

	It is important that IA users have a basic understanding of each field in the work order application.  However, some fields are more important than others.  Below is a listing of the work order fields that are most critical to the IA Work and Asset Management Business Processes.  Additionally, it is important to understand the relationship between Maximo and FBMS as it relates to work order - as explained in the Parent WO and 'FBMS Relevant?' sections. 
	1.4.1 Work Type and Sub Type 
	These two fields are important for national reporting requirements as well as building a link between asset management plan documents and work planned and accomplished.  Also critical to understanding the type of work accomplished over the course of a fiscal year across the different types of assets within the portfolio.   
	1.4.2 Work Status 
	Every work order is assigned a status based upon the work that has been done. A work order must be in ‘APPR’ (Approved) or ‘INPRG’ (In Progress) status in order to record actuals. Work order status can only be changed by a user with appropriate user security.  A work order that has Actuals recorded cannot be canceled; the record must be closed if it is no longer active. 
	 
	Sect
	Sect
	Figure
	Work Order Statuses 

	Equivalent To 
	Equivalent To 
	Equivalent To 
	Value 
	Description 

	Waiting 
	Waiting 
	Approval 
	WAPPR 
	Initial, default status for all work orders when first created.  Work cannot begin in this status.  Work Order only accepts "Planned" resources. 

	Approved 
	Approved 
	APPR 
	Approved. "actuals". 
	 Work can begin.  The work order accepts the recording of  Work order no longer accepts new plans or edits to plans. 

	Approved 
	Approved 
	WMATL 
	Waiting for Materials.  Work Orders are automatically set to this status if work order contains Misc. Materials or Direct issue materials. 

	Approved 
	Approved 
	WSCH 
	Waiting scheduling.  Typically this is the default status for work order that are generated from the PM module.  The work is technically 'Approved' but is awaiting scheduling.  Once scheduled (resources are added), the status can change to APPR or INPRG. 

	In Progress 
	In Progress 
	INPRG 
	Work is in progress 
	(underway). 

	In Progress 
	In Progress 
	COMP 
	Completed.  Work has been completed.  charges and finalization of actuals. 
	Work order is still open for 

	Closed 
	Closed 
	CLOSE 
	Work Order is closed.  All data recorded to the work order.  In this status the work order becomes read-only for all users.  It is technically a historical record at this status. 




	Closed 
	Closed 
	Closed 
	Closed 
	Closed 
	CAN 
	Cancelled.  Work is cancelled.  Work Orders with "actuals" reported 

	TR
	cannot be cancelled - user must CLOSE. 




	P
	1.4.3 Parent WO (RPFMs & RPFOs) 
	The parent work order (Parent WO) in Maximo is the link to the FBMS system.  The parent work order is known by its work type 'RPFM' (Real Property Facility Maintenance) or 'RPFO' (Real Property Facility Operations).  These work orders are pre-created, aligned with an equivalent 'Standing Order' in FBMS, and loaded into the Maximo system.  Parent work orders have special characteristics and cannot be directly modified by users.  These work orders are associated with each location and carry the correct FBMS l
	P
	Figure
	All cost data passed from the FBMS system is collected at the parent work order level within Maximo.  Costs are not further distributed "down" to the child work orders.  The accumulated costs are lumped at the Parent WO.  The children work orders within Maximo provide IA asset managers with finer details on how and where the work order costs are being expended.  Parent Work Orders (RPFMs and RPFOs) have a dedicated tab within the IA Work Order Tracking application (as shown in the above screenshot) to assis
	When viewing parent work orders (aka standing orders) from within a child work order, note the six categories into which it falls, as shown below.  
	 
	Figure
	 
	 FO SO – Facilities Operations Standing Order 
	 FO SO – Facilities Operations Standing Order 
	 FO SO – Facilities Operations Standing Order 

	 PS SO – Protective Services Standing Order 
	 PS SO – Protective Services Standing Order 

	 PM SO – Preventive Maintenance Standing Order 
	 PM SO – Preventive Maintenance Standing Order 

	 UM SO – Unscheduled Maintenance Standing Order 
	 UM SO – Unscheduled Maintenance Standing Order 

	 GM SO – Grounds Maintenance Standing Order 
	 GM SO – Grounds Maintenance Standing Order 

	 FM SO – Facilities Maintenance Standing Order 
	 FM SO – Facilities Maintenance Standing Order 


	 
	1.4.4 FBMS Relevant? 
	The FBMS Relevant? field is checked, indicating the Parent Work Order exists in the FBMS system. Note also that the Status is in a perpetual state of approval (APPR) and cannot be edited by the user.  
	 
	Figure
	1.5 Finding Work Orders
	1.5 Finding Work Orders
	 

	Work Orders can be assigned to laborers, supervisors, and groups. As such, it is important that you can locate work orders that are assigned to you. Work Orders are found in the IA Work Order Tracking Application within the Work Orders Module.  
	 
	Figure
	Keep in mind that every time you enter an application, you will be routed to the List Tab. The List Tab is used to conduct searches to find records (for detailed information on searching and querying see the related section of this guide). 
	 
	Figure
	 
	The IA-FMS (Maximo) system provide pre-defined, searchable field on the List screen to assist you in finding individual work orders or a group of similar work.  Notice that the List Tab of the IA Work Order Tracking Application has the following searchable fields: 
	 Work Order – Used to find a specific work order. 
	 Work Order – Used to find a specific work order. 
	 Work Order – Used to find a specific work order. 

	 Description – Search for a work order using the work order ‘Description’. 
	 Description – Search for a work order using the work order ‘Description’. 

	 Structure # - Search for a work order using the structure number. 
	 Structure # - Search for a work order using the structure number. 

	 Room # - Search for a work order using the room number. 
	 Room # - Search for a work order using the room number. 

	 Maximo ID - Search for a work order using the Maximo location identifier. 
	 Maximo ID - Search for a work order using the Maximo location identifier. 

	 Work Type – Find work orders with a particular work type (i.e. ‘FM’). 
	 Work Type – Find work orders with a particular work type (i.e. ‘FM’). 

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

	 FMIS Work Ticket – Locate work order using the legacy FMIS Work Ticket number. 
	 FMIS Work Ticket – Locate work order using the legacy FMIS Work Ticket number. 


	 
	A query can be conducted by entering information into a searchable field. (Note: You do not have to use all of the searchable fields.) For example, if you wished to find work orders for a given structure number, you would search using the STRUCTURE # field. Taking this further, if you wanted to find the work orders at this structure in a specific status, you would search using the STRUCTURE # and STATUS ID fields. Notice that the second search is more specific because you are narrowing the results to includ
	 
	Figure
	Note: Querying Tips: 
	Start out general, and if the results are too large, narrow the scope of your search by adding additional field parameters and values using the Advanced Search feature (shown above). 
	 
	1.6 Creating Work Orders
	1.6 Creating Work Orders
	 

	The IA Work Order Tracking application will be the most commonly be used for planning, tracking, and documenting work performed against locations and assets. 
	How to Create a Simple Work Order 
	1) Navigate to the IA Work Order Tracking Application. 
	1) Navigate to the IA Work Order Tracking Application. 
	1) Navigate to the IA Work Order Tracking Application. 


	 
	 
	Figure
	2) Click on the New Work Order icon  located on the Toolbar. 
	2) Click on the New Work Order icon  located on the Toolbar. 
	2) Click on the New Work Order icon  located on the Toolbar. 


	Figure
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	Figure

	Figure
	 
	3) A new work order record will open on the Work Order tab and a number of fields including the Work Order number, Site, Status, Status Date, Reported By, and Reported Date will automatically be populated. 
	3) A new work order record will open on the Work Order tab and a number of fields including the Work Order number, Site, Status, Status Date, Reported By, and Reported Date will automatically be populated. 
	3) A new work order record will open on the Work Order tab and a number of fields including the Work Order number, Site, Status, Status Date, Reported By, and Reported Date will automatically be populated. 
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	Figure
	4) Enter a brief description of the work to be accomplished in the field next to the work order number.  Use the long description icon to enter the scope of the work statement or any additional text pertaining to the work. 
	4) Enter a brief description of the work to be accomplished in the field next to the work order number.  Use the long description icon to enter the scope of the work statement or any additional text pertaining to the work. 
	4) Enter a brief description of the work to be accomplished in the field next to the work order number.  Use the long description icon to enter the scope of the work statement or any additional text pertaining to the work. 

	5) Enter the Maximo ID (aka the Location). 
	5) Enter the Maximo ID (aka the Location). 

	6) Structure Number (if available). 
	6) Structure Number (if available). 

	7) Asset Number (if necessary). 
	7) Asset Number (if necessary). 


	 
	Note: Each work order must be attached to a Maximo ID (location / structure #), or Asset.  Each work order that is written should identify only one location / structure or asset record to maintain accuracy when quantifying actuals. 
	8) Select the appropriate RPFM or RPFO standing parent work order.  This will establish the link with the FBMS system to track costs. 
	8) Select the appropriate RPFM or RPFO standing parent work order.  This will establish the link with the FBMS system to track costs. 
	8) Select the appropriate RPFM or RPFO standing parent work order.  This will establish the link with the FBMS system to track costs. 

	9) Enter the appropriate Work Type and Sub-type. 
	9) Enter the appropriate Work Type and Sub-type. 

	10) The Scheduled Start and Scheduled Finish dates are important for planning and reporting.  Complete additional fields for greater planning and reporting options. 
	10) The Scheduled Start and Scheduled Finish dates are important for planning and reporting.  Complete additional fields for greater planning and reporting options. 

	11) Click on the Save icon. 
	11) Click on the Save icon. 


	1.7 Attaching a Job Plan
	1.7 Attaching a Job Plan
	 

	A Job Plan is a template, with detailed descriptions of work to be performed on an asset, item, or location. If you use job plans you do not have to enter the same information every time you create a work order for similar work. A job plan can be applied to an unlimited number of work orders. After you apply a job plan to a work order, its resource estimates and tasks are copied into a work plan for the work order. You then can modify the work plan so that the procedures, labor, materials, services, and too
	You use the Job Plans application to create, view, modify, or delete job plan records. A job plan typically includes procedural descriptions and lists of estimated labor, items and materials, services, and tools to be used on the job. To ensure that a job plan is performed in a safe manner, you can add safety plan information to the job plan via the assets that use the safety plan. 
	A job plan that does not have an Organization or Site specified for it may be used on any work order. If the job plan has an Organization and/or Site specified, then it can only be used for work orders for that Organization or Site. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	How to Attach a Job Plan to a Work Order 
	1) Within a work order, click on the Detail Menu icon  field assistant next to the Job Plan field. 
	1) Within a work order, click on the Detail Menu icon  field assistant next to the Job Plan field. 
	1) Within a work order, click on the Detail Menu icon  field assistant next to the Job Plan field. 

	2) Click on Select Value to display the pop-up window with a list of available Job Plans. 
	2) Click on Select Value to display the pop-up window with a list of available Job Plans. 
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	Figure
	 
	3) Click on the Job Plan you wish to add.  
	3) Click on the Job Plan you wish to add.  
	3) Click on the Job Plan you wish to add.  
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	Figure
	 
	The Job Plan you selected will now appear in the Job Plan field of the work order. If you select Go To > Job Plans, you will have the ability to search the Job Plans application and return with the select.  
	 
	Figure
	 
	If job tasks is unique to a work order, those tasks can be developed within the work order on the Plans tab without using the Job Plans application. This allows you to identify specific steps required to complete the task, including any labor hours, materials, or tools. 
	 
	 
	Figure
	1.8 Planning Crafts, and Material (Plans Tab)
	1.8 Planning Crafts, and Material (Plans Tab)
	 

	The Plans Tab within the IA Work Order Tracking application is used to enter, view, or modify information on work orders in a hierarchy, and to enter, view, modify, or delete information about planned job tasks, crafts, and materials. 
	Note: Crafts describe the skill necessary for perform the work.  Example:  If you were building a shed you might need a person with the skill (i.e Craft) of a Carpenter.  If a facet is leaking you would need the skill (i.e. Craft) of a Plumber. 
	Adding Planned Craft 
	1) Find the work order to which you will be adding planned labor.  Remember, the work order status must be WAPPR.  Once a work order is approve (APPR), planned labor, and materials cannot be added. 
	1) Find the work order to which you will be adding planned labor.  Remember, the work order status must be WAPPR.  Once a work order is approve (APPR), planned labor, and materials cannot be added. 
	1) Find the work order to which you will be adding planned labor.  Remember, the work order status must be WAPPR.  Once a work order is approve (APPR), planned labor, and materials cannot be added. 

	2) Select the Plans tab. 
	2) Select the Plans tab. 
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	Figure
	 
	3) Select the Labor sub-tab. 
	3) Select the Labor sub-tab. 
	3) Select the Labor sub-tab. 

	4) Click on Select Craft. 
	4) Click on Select Craft. 
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	Figure
	 
	5) Check the box(s) to select the Craft(s) that are planned for this work order. 
	5) Check the box(s) to select the Craft(s) that are planned for this work order. 
	5) Check the box(s) to select the Craft(s) that are planned for this work order. 

	6) Click OK. 
	6) Click OK. 
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	Figure
	7) Enter the Craft Quantity (not required). 
	7) Enter the Craft Quantity (not required). 
	7) Enter the Craft Quantity (not required). 

	8) Enter the Regular Hours (not required). 
	8) Enter the Regular Hours (not required). 

	9) Click on Save icon. 
	9) Click on Save icon. 
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	Adding Planned Material 
	1) Select the Materials sub-tab. 
	1) Select the Materials sub-tab. 
	1) Select the Materials sub-tab. 

	2) Select New Row. 
	2) Select New Row. 

	3) Change the Line Type to "Material". 
	3) Change the Line Type to "Material". 

	4) Enter a Description for the planned material. 
	4) Enter a Description for the planned material. 

	5) Enter a Quantity & Unit Cost. 
	5) Enter a Quantity & Unit Cost. 

	6) Click Save. 
	6) Click Save. 
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	1.9 Changing the Status of a Work Order
	1.9 Changing the Status of a Work Order
	 

	Open the work order you wish to change. The work order will automatically save when you change status.  
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	Figure
	 
	Access the Change Status window by: 
	1) Click on the Change Status icon . The Change Status window will pop up. 
	1) Click on the Change Status icon . The Change Status window will pop up. 
	1) Click on the Change Status icon . The Change Status window will pop up. 


	Figure
	-- OR -- 
	2) Click on the Select Action menu. Choose Change Status and the Change Status  
	2) Click on the Select Action menu. Choose Change Status and the Change Status  
	2) Click on the Select Action menu. Choose Change Status and the Change Status  


	window will pop up. 
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	Figure
	 
	3) Click on the pick list arrow of the New Status field.   
	3) Click on the pick list arrow of the New Status field.   
	3) Click on the pick list arrow of the New Status field.   

	4) Select the new work order status of ‘APPR’. 
	4) Select the new work order status of ‘APPR’. 

	5) Click on the OK icon to accept the new status. The work order will save when the status is changed. 
	5) Click on the OK icon to accept the new status. The work order will save when the status is changed. 


	  
	1.10 The Work Log Tab
	1.10 The Work Log Tab
	 

	Within the IA Work Order Log Tab is the Work Log, which is record-specific. This means that you must be in the specific record to see the work log and communication archives. The Work Log documents work issues without sending an email.  This information can then be used to: 
	 Record completion of significant project milestones, or job tasks. 
	 Record completion of significant project milestones, or job tasks. 
	 Record completion of significant project milestones, or job tasks. 

	 Record client, or customer, interaction related to the job or task. 
	 Record client, or customer, interaction related to the job or task. 

	 Inform other workers of what tasks have been completed. 
	 Inform other workers of what tasks have been completed. 


	 
	 
	Figure
	1.11 Reporting Labor, and Material (Actuals Tab)
	1.11 Reporting Labor, and Material (Actuals Tab)
	 

	The Actuals tab allows you to track labor, and materials used to accomplish work. This tab allows you to track the hours for a number of people against a single work order. The details of the work order will default for each row added.   
	Note: A work order must be in Approved (or similar) status in order for actuals to be reported.  Check to ensure your work order is in the correct status before attempting to report actuals. 
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	Adding Actual Labor 
	1) Click on the Actuals Tab. 
	1) Click on the Actuals Tab. 
	1) Click on the Actuals Tab. 

	2) Click on the appropriate sub-tab (labor, materials, or tools). In this case, Labor was selected. 
	2) Click on the appropriate sub-tab (labor, materials, or tools). In this case, Labor was selected. 

	3) Click on New Row button. 
	3) Click on New Row button. 

	4) Enter a labor code into the Labor field; either type the code directly into the field or use the detail menu arrow.  Once a labor code is added, the Craft field and Rate fields will automatically populate. 
	4) Enter a labor code into the Labor field; either type the code directly into the field or use the detail menu arrow.  Once a labor code is added, the Craft field and Rate fields will automatically populate. 

	5) Type in the Start Date. If you are unsure of the correct date, use the calendar icon for assistance. 
	5) Type in the Start Date. If you are unsure of the correct date, use the calendar icon for assistance. 

	6) Type the hours worked into the Regular Hours field. 
	6) Type the hours worked into the Regular Hours field. 

	7) Save your work by clicking on the Save icon in the toolbar. 
	7) Save your work by clicking on the Save icon in the toolbar. 


	 
	Note: If labor hours are entered incorrectly and you have saved the record, you will have to enter a new row with negative hours to adjust the entry. 
	Materials Tab 
	Materials can be planned and tracked in the IA Work Order Tracking application. On the plans tab you can plan to use either a Material or an Item. If you select an item it must be in your site's storeroom inventory. Selecting a “Material” line type when planning work will allow you to identify materials that are not in your site's storeroom inventory or in the item inventory (e.g., misc. material item).  For sites that use “as needed” purchasing, such as credit card purchases, the material purchased can be 
	To document the material resources actually used for a work order, you will need to go to the Actuals tab and the Materials sub tab and then follow the steps below. 
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	Adding a Line Type of Materials 
	1) Select the Materials Sub-tab. 
	1) Select the Materials Sub-tab. 
	1) Select the Materials Sub-tab. 

	2) Select New Row. 
	2) Select New Row. 

	3) Using the pick list for the Line Type, select Material. 
	3) Using the pick list for the Line Type, select Material. 

	4) Enter a Description of the material in the item description field. 
	4) Enter a Description of the material in the item description field. 

	5) Enter Quantity and Unit cost. 
	5) Enter Quantity and Unit cost. 

	6) Save the record with the Save icon. 
	6) Save the record with the Save icon. 


	Figure
	 
	1.12 Closing Work Orders
	1.12 Closing Work Orders
	 

	While a work order is in progress, it is important that you communicate with stakeholders and are aware of the status of the job, including any problems your crew has encountered. Checking the Work Logs will help you catch up on work order-related correspondence. 
	Before closing a work order, it is crucial to see that all actuals have been recorded. Take a moment to verify that the data is accurate and complete. 
	Access the Change Status window by: 
	1) Click on the Change Status icon. 
	1) Click on the Change Status icon. 
	1) Click on the Change Status icon. 


	Figure
	-- OR -- 
	2) Click on the Select Action menu. Choose ‘Change Status’. 
	2) Click on the Select Action menu. Choose ‘Change Status’. 
	2) Click on the Select Action menu. Choose ‘Change Status’. 
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	3) The system will display the Change Status pop-up menu. 
	3) The system will display the Change Status pop-up menu. 
	3) The system will display the Change Status pop-up menu. 
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	Figure
	4) Select ‘CLOSED (CLOSE)’ from the value list. 
	4) Select ‘CLOSED (CLOSE)’ from the value list. 
	4) Select ‘CLOSED (CLOSE)’ from the value list. 

	5) Click OK to make the status change to CLOSE. 
	5) Click OK to make the status change to CLOSE. 


	 
	In the event that a work order is closed before all information has been recorded, it is possible to edit the closed work order and make changes.  See the section below that describes the process to find and edit closed work orders. 
	1.13 Finding and Editing Closed Work Orders
	1.13 Finding and Editing Closed Work Orders
	 

	Occasionally work orders are closed before all labor, materials, services, and tools are documented. To edit these work orders you will first have to find them, since the default setting in the IA-FMS (Maximo) system is to search for active work orders. 
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	Figure
	 
	1) From the IA Work Order Tracking, go to the Advanced Search tool bar menu option. 
	1) From the IA Work Order Tracking, go to the Advanced Search tool bar menu option. 
	1) From the IA Work Order Tracking, go to the Advanced Search tool bar menu option. 

	2) Select the Status of ‘CLOSE’. 
	2) Select the Status of ‘CLOSE’. 

	3) Remove the ‘N’ value from the History? field. 
	3) Remove the ‘N’ value from the History? field. 

	4) Click Find. 
	4) Click Find. 


	 
	This will produce a list of work orders that meet your criteria, including closed work orders.   
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	1) Select and open the closed work order you wish to edit. 
	1) Select and open the closed work order you wish to edit. 
	1) Select and open the closed work order you wish to edit. 


	2) Click on the Select Action menu on the tool bar 
	2) Click on the Select Action menu on the tool bar 
	2) Click on the Select Action menu on the tool bar 

	3) Select Edit History Work Order 
	3) Select Edit History Work Order 
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	You will be able to edit all fields that are not grayed out, as well as add hours, materials, and tools to the Actuals Tab. 
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	Figure
	1) The Work Order ‘Status’ remains ‘CLOSE’. 
	1) The Work Order ‘Status’ remains ‘CLOSE’. 
	1) The Work Order ‘Status’ remains ‘CLOSE’. 

	2) The fields outlined in RED can now be updated. 
	2) The fields outlined in RED can now be updated. 


	3)   The information on the ‘Actuals’ tab which contains information on ‘Labor’ and ‘Materials’ tab can also be updated. 
	1.14 Creating Follow-up Work Orders
	1.14 Creating Follow-up Work Orders
	 

	Work outside the scope of the original work order should be documented in a new work order.  The new work order, known as a follow-up work order, allows a site to accurately track individual work performed on the component and asset associated with the original work performed. 
	There are four main uses for follow-up work orders:  
	 Interim control measure and permanent fix for Health Life Safety. 
	 Interim control measure and permanent fix for Health Life Safety. 
	 Interim control measure and permanent fix for Health Life Safety. 

	 The work order was accidentally closed before it was completed. 
	 The work order was accidentally closed before it was completed. 

	 There is a different scope of work involved. 
	 There is a different scope of work involved. 

	 Work needs to be completed for deficiencies that were identified during condition assessment. 
	 Work needs to be completed for deficiencies that were identified during condition assessment. 


	 
	To create a follow-up work order, open the existing work order that has follow-up work.  
	Note: A work order can be in any status when a follow-up work order is created. 
	1) Find and open the existing work order that has follow-up work. 
	1) Find and open the existing work order that has follow-up work. 
	1) Find and open the existing work order that has follow-up work. 

	2) Use the Select Action menu, select Create, and click on Work Order. 
	2) Use the Select Action menu, select Create, and click on Work Order. 


	 
	 
	Figure
	 
	 
	3) A duplicate work order will be created. Edit data, such as the title, asset, work type, sub type, and target start date as needed to reflect the follow-up task.  
	3) A duplicate work order will be created. Edit data, such as the title, asset, work type, sub type, and target start date as needed to reflect the follow-up task.  
	3) A duplicate work order will be created. Edit data, such as the title, asset, work type, sub type, and target start date as needed to reflect the follow-up task.  
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	Figure
	4) The original work order number will appear in the Originating Record field. 
	4) The original work order number will appear in the Originating Record field. 
	4) The original work order number will appear in the Originating Record field. 

	5) Click on the Related Records tab to display the relationship between the originating work order and the follow-up work order. 
	5) Click on the Related Records tab to display the relationship between the originating work order and the follow-up work order. 
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	Figure
	Any work log and communication log entries will carry over to the newly created follow-up work order.  The follow-up work order may need to be edited or updated before the work is completed. 
	 
	1.15 Work Orders - Student Exercise #1
	1.15 Work Orders - Student Exercise #1
	 

	In this exercise you will create a basic Work Order to paint a wall.  Use the following steps: 
	 
	1) Navigate to the IA Work Order Tracking application. 
	1) Navigate to the IA Work Order Tracking application. 
	1) Navigate to the IA Work Order Tracking application. 


	 
	 
	Figure
	 
	2) Click on the New Work Order icon located on the Toolbar   
	2) Click on the New Work Order icon located on the Toolbar   
	2) Click on the New Work Order icon located on the Toolbar   


	Figure
	 
	 
	Figure
	 
	3) Enter the Description: Paint Wall for the work order (add you initials at the end of the description.  This will make it easier to find later on). 
	3) Enter the Description: Paint Wall for the work order (add you initials at the end of the description.  This will make it easier to find later on). 
	3) Enter the Description: Paint Wall for the work order (add you initials at the end of the description.  This will make it easier to find later on). 


	 
	 
	  
	Figure
	 
	4) Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 
	4) Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 
	4) Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 


	 
	5) Select the location where the work will be performed: 
	5) Select the location where the work will be performed: 
	5) Select the location where the work will be performed: 


	6)   Click the Detail Menu icon   next to the Maximo ID field to display a list of locations to choose from.  Choose Select Value to display the location list and make your selection. 
	Figure
	 
	 
	Figure
	 
	7) Select a location by clicking on the Maximo ID for the location where the work will be performed (your location list may differ from the list depicted below.  The list will display locations for the site to which you have access). 
	 
	 
	  
	Figure
	 
	 
	 
	8) Select the Parent WO to which this work will be associated. 
	Remember: This identifies the funding from the FBMS financial system for this specific work order.  Selection of the correct standing work order is important to ensure all costs are properly reflected in Maximo. 
	 
	9)    Click the Select Value icon next to the Parent WO field to display the list of Standing Work Orders to choose from.   
	Figure
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	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 
	a. Select the Parent / Standing Work Order from the list provided. 









	 
	 
	Figure
	Note:  If you attempt to select a Parent Work Order and no values are displayed (See Below) this means that there are no Standing Work Orders associated with you Maximo ID (or Location).  If this happens select another Maximo ID for your work order. 
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	10)   Select the correct Work Type for the work that is being performed. 
	b) Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 
	b) Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 
	b) Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 
	b) Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 



	Figure
	 
	 
	Figure
	 
	c) Select a Work Type value from the list.  For this exercise, select "FM". 
	c) Select a Work Type value from the list.  For this exercise, select "FM". 
	c) Select a Work Type value from the list.  For this exercise, select "FM". 
	c) Select a Work Type value from the list.  For this exercise, select "FM". 
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	11)     In the Job Details section enter the Quantity and Unit of Measure for the work being performed.  In this case, you will enter the total number of square feet that needs to be painted. 
	 
	 
	Figure
	 
	12)   Click the Select Value icon next to the Unit of Measure field to display a list of valid units of     measure to choose from.  Select SF from the list.  
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	d) (You will need to use the right 'arrow'   at the top of the select value pop-up screen to display SF as this value is not on the first 'page' of options to select from.) 
	d) (You will need to use the right 'arrow'   at the top of the select value pop-up screen to display SF as this value is not on the first 'page' of options to select from.) 
	d) (You will need to use the right 'arrow'   at the top of the select value pop-up screen to display SF as this value is not on the first 'page' of options to select from.) 
	d) (You will need to use the right 'arrow'   at the top of the select value pop-up screen to display SF as this value is not on the first 'page' of options to select from.) 



	Figure
	 
	 
	Figure
	 
	12)   Enter 100 for the Quantity. 
	13)   Save the Work Order by clicking the Save icon  located on the Toolbar. 
	Figure
	 
	Figure
	14)   Select the Plans tab.  
	 
	 
	Figure
	 
	 
	 
	14)   Select the Labor sub-tab located at the bottom of the screen. 
	14)   Select the Labor sub-tab located at the bottom of the screen. 
	14)   Select the Labor sub-tab located at the bottom of the screen. 


	 
	 
	Figure
	 
	15) Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 
	15) Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 
	15) Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 


	Figure
	 
	16) From the list of available crafts, select the craft to be Paint: 
	16) From the list of available crafts, select the craft to be Paint: 
	16) From the list of available crafts, select the craft to be Paint: 


	 
	a) Click the Filter icon   , type “Paint” in the Craft field and hit Enter on the keyboard.  
	a) Click the Filter icon   , type “Paint” in the Craft field and hit Enter on the keyboard.  
	a) Click the Filter icon   , type “Paint” in the Craft field and hit Enter on the keyboard.  
	a) Click the Filter icon   , type “Paint” in the Craft field and hit Enter on the keyboard.  

	b) Then check the checkbox located next to the craft name “Paint” (see below). 
	b) Then check the checkbox located next to the craft name “Paint” (see below). 



	Figure
	 
	 
	Figure
	 
	17) Click OK. 
	17) Click OK. 
	17) Click OK. 

	18) Enter the anticipated number of hours (8.0) required to paint the room in the Regular Hours field. Hit the tab key on your keyboard. 
	18) Enter the anticipated number of hours (8.0) required to paint the room in the Regular Hours field. Hit the tab key on your keyboard. 


	 
	 
	Figure
	19) Save the Work Order by clicking the Save icon  located on the Toolbar. 
	19) Save the Work Order by clicking the Save icon  located on the Toolbar. 
	19) Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	 
	Figure
	 
	20) Select the Materials sub-tab located at the bottom of the screen. 
	20) Select the Materials sub-tab located at the bottom of the screen. 
	20) Select the Materials sub-tab located at the bottom of the screen. 


	 
	Figure
	 
	21) Click on the Select Materials button  located on the lower-right side of the screen.  This will display the list of available materials. 
	21) Click on the Select Materials button  located on the lower-right side of the screen.  This will display the list of available materials. 
	21) Click on the Select Materials button  located on the lower-right side of the screen.  This will display the list of available materials. 
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	22) Change Line Type from Item to Material. 
	22) Change Line Type from Item to Material. 
	22) Change Line Type from Item to Material. 


	 
	 
	Figure
	23) The Item Description field will become RED.  This means that this field is now a ‘Required’ field and you must enter a description of the materials needed for the job.  Also enter the Unit Cost (The ‘Unit Cost’ is the Total cost for the materials needed for the task). 
	 
	Figure
	 
	24)  Enter: Painting Materials for the Description and a Unit Cost (i.e. Total Cost) of 150.00. 
	 
	Figure
	 
	25) Save the Work Order by clicking the Save icon  located on the Toolbar. 
	Figure
	26) Change the status to APPROVED the work order.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 
	26) Change the status to APPROVED the work order.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 
	26) Change the status to APPROVED the work order.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 


	Figure
	 
	a) Select APPROVED from the New Status selection list. 
	a) Select APPROVED from the New Status selection list. 
	a) Select APPROVED from the New Status selection list. 
	a) Select APPROVED from the New Status selection list. 



	 
	 
	Figure
	 
	27) Click OK to change the status to Approved (APPR) status.  The work order is now approved and ready for work. 
	27) Click OK to change the status to Approved (APPR) status.  The work order is now approved and ready for work. 
	27) Click OK to change the status to Approved (APPR) status.  The work order is now approved and ready for work. 


	1.16 Work Orders - Student Exercise #2
	1.16 Work Orders - Student Exercise #2
	 

	In this exercise you will create three Work Orders.  Use the following information: 
	First Work Order 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 

	2. Click on the New Work Order   icon located on the Toolbar  
	2. Click on the New Work Order   icon located on the Toolbar  

	3. Note the auto-assigned unique work order number _______________ 
	3. Note the auto-assigned unique work order number _______________ 

	4. Select a location (Maximo ID) where the work will be performed. 
	4. Select a location (Maximo ID) where the work will be performed. 

	5. Enter the following data: 
	5. Enter the following data: 

	 Description:   Replace Air Filter for H&V system (plus your initials) 
	 Description:   Replace Air Filter for H&V system (plus your initials) 
	 Description:   Replace Air Filter for H&V system (plus your initials) 

	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 
	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 


	 Work Type: FM 
	 Work Type: FM 

	 Quantity: 1 
	 Quantity: 1 

	 Unit of Measure: EA 
	 Unit of Measure: EA 

	 Priority: 5 
	 Priority: 5 

	 Priority Justification: Routine Maintenance 
	 Priority Justification: Routine Maintenance 

	 Scheduled Start:  Select a date in the future. 
	 Scheduled Start:  Select a date in the future. 

	 Scheduled Finish:  Select a future date greater than Scheduled Start. 
	 Scheduled Finish:  Select a future date greater than Scheduled Start. 


	Figure
	 
	6. Save  the Work Order. 
	6. Save  the Work Order. 
	6. Save  the Work Order. 


	Figure
	 
	7. Click on the work order Plans tab. 
	7. Click on the work order Plans tab. 
	7. Click on the work order Plans tab. 


	 
	 
	Figure
	 
	8.  Select the Labor sub-tab.  
	8.  Select the Labor sub-tab.  
	8.  Select the Labor sub-tab.  


	 
	  
	Figure
	9. To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 
	9. To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 
	9. To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 


	Figure
	Figure
	 
	 Craft: ACMECH, 8 hours 
	 Craft: ACMECH, 8 hours 
	 Craft: ACMECH, 8 hours 
	 Craft: ACMECH, 8 hours 



	 
	10. Select the Materials Sub-tab 
	10. Select the Materials Sub-tab 
	10. Select the Materials Sub-tab 


	 
	 
	Figure
	 
	11. To select Materials click on the push button.   
	11. To select Materials click on the push button.   
	11. To select Materials click on the push button.   


	Figure
	 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 



	 
	Figure
	 For the Material Description enter: Air Filter 14X25X2 
	 For the Material Description enter: Air Filter 14X25X2 
	 For the Material Description enter: Air Filter 14X25X2 
	 For the Material Description enter: Air Filter 14X25X2 

	 Enter Unit Cost: 4.92   
	 Enter Unit Cost: 4.92   



	 
	 
	Figure
	 
	12. Save  the Work Order. 
	12. Save  the Work Order. 
	12. Save  the Work Order. 

	13. Approve  the Work Order. 
	13. Approve  the Work Order. 


	Figure
	Figure
	  
	Second Work Order 
	1. Click on the New Work Order   icon located on the Toolbar  
	1. Click on the New Work Order   icon located on the Toolbar  
	1. Click on the New Work Order   icon located on the Toolbar  

	2. Note the auto-assigned unique work order number: ______________ 
	2. Note the auto-assigned unique work order number: ______________ 

	3. Enter the following data: 
	3. Enter the following data: 


	Figure
	 
	 Description: Oil Change (plus your initials) 
	 Description: Oil Change (plus your initials) 
	 Description: Oil Change (plus your initials) 

	 Location: (Maximo ID) Select any location from your Site 
	 Location: (Maximo ID) Select any location from your Site 

	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 
	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 

	 Work Type: FM 
	 Work Type: FM 

	 Quantity: 1 
	 Quantity: 1 

	 Unit of Measure: EA 
	 Unit of Measure: EA 

	 Priority: 5 
	 Priority: 5 

	 Priority Justification: Routine Maintenance 
	 Priority Justification: Routine Maintenance 

	 Scheduled Start:  Select a future date. 
	 Scheduled Start:  Select a future date. 

	 Scheduled Finish:  Select a future date greater than Scheduled Start. 
	 Scheduled Finish:  Select a future date greater than Scheduled Start. 


	 
	4. Save  the Work Order. 
	4. Save  the Work Order. 
	4. Save  the Work Order. 

	5. Click on the work order Plans tab. 
	5. Click on the work order Plans tab. 

	6. Select the Labor sub-tab. 
	6. Select the Labor sub-tab. 

	7.  To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 
	7.  To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 


	Figure
	Figure
	Figure
	 
	 Craft: MECH, 8 hours 
	 Craft: MECH, 8 hours 
	 Craft: MECH, 8 hours 


	 
	8. Select the Materials Sub-tab 
	8. Select the Materials Sub-tab 
	8. Select the Materials Sub-tab 

	9. To select the planned materials click on the push button  . 
	9. To select the planned materials click on the push button  . 


	Figure
	 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 

	 Material Description: Oil Filter 
	 Material Description: Oil Filter 

	 Unit Cost: 4.99 
	 Unit Cost: 4.99 


	 
	10. Save  the work order. 
	10. Save  the work order. 
	10. Save  the work order. 

	11. Approve  the work order. 
	11. Approve  the work order. 


	Figure
	Figure
	  
	Third Work Order 
	1. Create a Work Order to replace the outdoor parking lot light 
	1. Create a Work Order to replace the outdoor parking lot light 
	1. Create a Work Order to replace the outdoor parking lot light 

	2. Note the auto-assigned unique work order number: ________________ 
	2. Note the auto-assigned unique work order number: ________________ 

	3. Enter the following data: 
	3. Enter the following data: 


	 
	 Description:  Replace Parking Lot Light #1 (plus your initials) 
	 Description:  Replace Parking Lot Light #1 (plus your initials) 
	 Description:  Replace Parking Lot Light #1 (plus your initials) 

	 Location: (Maximo ID) Select any location from your Site 
	 Location: (Maximo ID) Select any location from your Site 

	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 
	 Parent WO: Select an appropriate RPFM Work Order (FBMS Standing Work Order) that corresponds with the location you selected. 

	 Work Type: FM 
	 Work Type: FM 

	 Quantity: 1 
	 Quantity: 1 

	 Unit of Measure: EA 
	 Unit of Measure: EA 

	 Priority: 9 
	 Priority: 9 

	 Priority Justification: Public Safety Issue 
	 Priority Justification: Public Safety Issue 

	 Scheduled Start:  Select a future date. 
	 Scheduled Start:  Select a future date. 

	 Scheduled Finish:  Select a future date greater than Scheduled Start. 
	 Scheduled Finish:  Select a future date greater than Scheduled Start. 


	 
	4. Save  the Work Order. 
	4. Save  the Work Order. 
	4. Save  the Work Order. 

	5. Click on the work order Plans tab.  
	5. Click on the work order Plans tab.  

	6. Select the Labor sub-tab. 
	6. Select the Labor sub-tab. 

	7. To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 
	7. To select the planned Craft click on the push button.  Don’t forget to use the Filter icon  to search for the Craft description. 
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	Figure
	Figure
	 
	 Craft: Elec, 4 hours 
	 Craft: Elec, 4 hours 
	 Craft: Elec, 4 hours 

	 Craft: Mech, 4 hours 
	 Craft: Mech, 4 hours 


	 
	8. Select the Materials Sub-tab 
	8. Select the Materials Sub-tab 
	8. Select the Materials Sub-tab 

	9. To select the materials click on the push button  . 
	9. To select the materials click on the push button  . 


	Figure
	 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 

	 Material Description: 400 Watt Light 
	 Material Description: 400 Watt Light 

	 Unit Cost: 249.50 
	 Unit Cost: 249.50 


	 
	10. Save  the work order. 
	10. Save  the work order. 
	10. Save  the work order. 

	11. Approve  the work order. 
	11. Approve  the work order. 


	Figure
	Figure
	1.17 Work Orders - Student Exercise #3
	1.17 Work Orders - Student Exercise #3
	 

	In this exercise you will create a more detailed Work Order to perform maintenance on an asset.  This exercise introduces the use of Job Plans (FMIS Technologies) and the use of Asset Records for a work order.  Use the following steps: 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 


	 
	 
	Figure
	2. Click on the New Work Order icon located on the Toolbar   
	2. Click on the New Work Order icon located on the Toolbar   
	2. Click on the New Work Order icon located on the Toolbar   


	Figure
	 
	 
	Figure
	 
	3. Enter the Description: Fan Coil Unit (Your Initials) for the work order. 
	3. Enter the Description: Fan Coil Unit (Your Initials) for the work order. 
	3. Enter the Description: Fan Coil Unit (Your Initials) for the work order. 


	 
	  
	Figure
	 
	4. Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 
	4. Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 
	4. Make note of the auto-assigned unique Work Order Number: ___________ (your number will differ from the one illustrated above). 


	 
	 
	 
	 
	 
	 
	 
	 
	5. Select the location where the work will be performed: 
	5. Select the location where the work will be performed: 
	5. Select the location where the work will be performed: 

	 Click the Detail Menu icon   next to the Maximo ID field to display a list of locations to choose from.  Choose Select Value to display the location list and make your selection. 
	 Click the Detail Menu icon   next to the Maximo ID field to display a list of locations to choose from.  Choose Select Value to display the location list and make your selection. 
	 Click the Detail Menu icon   next to the Maximo ID field to display a list of locations to choose from.  Choose Select Value to display the location list and make your selection. 



	Figure
	 
	 
	Figure
	 
	 Select a Maximo ID number AB199514 for the location where the work will be performed. 
	 Select a Maximo ID number AB199514 for the location where the work will be performed. 
	 Select a Maximo ID number AB199514 for the location where the work will be performed. 
	 Select a Maximo ID number AB199514 for the location where the work will be performed. 



	  
	 
	Figure
	 
	 
	 
	Select the Asset for which the work order will be assigned.   
	 Click the Detail Menu icon   next to the Asset field to display a list of assets to choose from.  Choose  Select Value to display the asset list and make your selection (same as you did to select the location in the prior step) 
	 Click the Detail Menu icon   next to the Asset field to display a list of assets to choose from.  Choose  Select Value to display the asset list and make your selection (same as you did to select the location in the prior step) 
	 Click the Detail Menu icon   next to the Asset field to display a list of assets to choose from.  Choose  Select Value to display the asset list and make your selection (same as you did to select the location in the prior step) 
	 Click the Detail Menu icon   next to the Asset field to display a list of assets to choose from.  Choose  Select Value to display the asset list and make your selection (same as you did to select the location in the prior step) 



	Figure
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	 Select only one of the highlighted Assets by clicking on the ‘Assetnum’. 
	 Select only one of the highlighted Assets by clicking on the ‘Assetnum’. 
	 Select only one of the highlighted Assets by clicking on the ‘Assetnum’. 
	 Select only one of the highlighted Assets by clicking on the ‘Assetnum’. 



	  
	Figure
	 
	Note:  If you attempt to select and asset and no values are displayed (See Below) this means that the Maximo ID (or Location) displayed on your work order has no Assets associated with it.  If this happens select another Maximo ID for your work order. 
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	6. Select the correct Work Type for the work that is being performed. 
	6. Select the correct Work Type for the work that is being performed. 
	6. Select the correct Work Type for the work that is being performed. 

	 Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 
	 Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 
	 Click the Select Value icon  next to the Work Type field to display a list of valid work types to choose from. 



	Figure
	 
	 
	Figure
	 
	 Select a Work Type value from the list.  For this exercise, select "FM". 
	 Select a Work Type value from the list.  For this exercise, select "FM". 
	 Select a Work Type value from the list.  For this exercise, select "FM". 
	 Select a Work Type value from the list.  For this exercise, select "FM". 
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	7. Select the Parent WO to which this work will be associated. 
	7. Select the Parent WO to which this work will be associated. 
	7. Select the Parent WO to which this work will be associated. 


	Remember: This identifies the funding from the FBMS financial system for this specific work order.  Selection of the correct standing work order is important to ensure all costs are properly reflected in Maximo.   
	 Click the Select Value icon   next to the Parent WO field to display the list of Standing Work Orders to choose from.  Choose Select Value to display the Standing Work Order list and make your selection. 
	 Click the Select Value icon   next to the Parent WO field to display the list of Standing Work Orders to choose from.  Choose Select Value to display the Standing Work Order list and make your selection. 
	 Click the Select Value icon   next to the Parent WO field to display the list of Standing Work Orders to choose from.  Choose Select Value to display the Standing Work Order list and make your selection. 
	 Click the Select Value icon   next to the Parent WO field to display the list of Standing Work Orders to choose from.  Choose Select Value to display the Standing Work Order list and make your selection. 
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	 Select the Standing Work Order by clicking on the Wonum number.   
	 Select the Standing Work Order by clicking on the Wonum number.   
	 Select the Standing Work Order by clicking on the Wonum number.   
	 Select the Standing Work Order by clicking on the Wonum number.   



	 
	 
	Figure
	Note:  If you attempt to select a Parent Work Order and no values are displayed (See Below) this means that there are no Standing Work Orders associated with you Maximo ID (or Location).  If this happens select another Maximo ID for your work order. 
	 
	Figure
	 
	 
	Figure
	 In the Job Details section click the Select Value icon  next to the Unit of Measure field.  This will display a list of valid units of measure to choose from.  Select EA from the list. 
	 In the Job Details section click the Select Value icon  next to the Unit of Measure field.  This will display a list of valid units of measure to choose from.  Select EA from the list. 
	 In the Job Details section click the Select Value icon  next to the Unit of Measure field.  This will display a list of valid units of measure to choose from.  Select EA from the list. 
	 In the Job Details section click the Select Value icon  next to the Unit of Measure field.  This will display a list of valid units of measure to choose from.  Select EA from the list. 

	 Enter the Quantity (1) for the Unit of Measure for the work being performed. 
	 Enter the Quantity (1) for the Unit of Measure for the work being performed. 



	Figure
	 
	8. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	8. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	8. Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	9. Apply a Job Plan to the work order. 
	9. Apply a Job Plan to the work order. 
	9. Apply a Job Plan to the work order. 


	 
	  Click the Detail Menu   next to the Job Plan field to display a list of available job plans to choose from.  Choose Select Value. 
	  Click the Detail Menu   next to the Job Plan field to display a list of available job plans to choose from.  Choose Select Value. 
	  Click the Detail Menu   next to the Job Plan field to display a list of available job plans to choose from.  Choose Select Value. 
	  Click the Detail Menu   next to the Job Plan field to display a list of available job plans to choose from.  Choose Select Value. 
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	Figure
	 
	 Uncheck the ‘Show Job Plans for the Work Order’s Asset and Location Only?’ check box  and click the Refresh button.  
	 Uncheck the ‘Show Job Plans for the Work Order’s Asset and Location Only?’ check box  and click the Refresh button.  
	 Uncheck the ‘Show Job Plans for the Work Order’s Asset and Location Only?’ check box  and click the Refresh button.  
	 Uncheck the ‘Show Job Plans for the Work Order’s Asset and Location Only?’ check box  and click the Refresh button.  
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	 From the list of Job Plans, search using the filter icon  and search for the Job Plan using the Job Plan number or the Job Plan description.    
	 From the list of Job Plans, search using the filter icon  and search for the Job Plan using the Job Plan number or the Job Plan description.    
	 From the list of Job Plans, search using the filter icon  and search for the Job Plan using the Job Plan number or the Job Plan description.    
	 From the list of Job Plans, search using the filter icon  and search for the Job Plan using the Job Plan number or the Job Plan description.    

	 Find Job Plan: IA_5093610, Fan coil unit. 
	 Find Job Plan: IA_5093610, Fan coil unit. 
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	Figure
	 
	10. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	10. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	10. Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	11. Select the Plans tab.  
	11. Select the Plans tab.  
	11. Select the Plans tab.  


	 
	 
	 
	Figure
	 
	12. Select the Labor sub-tab located at the bottom of the screen. 
	12. Select the Labor sub-tab located at the bottom of the screen. 
	12. Select the Labor sub-tab located at the bottom of the screen. 


	 
	Figure
	 
	13. Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 
	13. Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 
	13. Click on the Select Craft button  located on the lower-right side of the screen.  This will display the list of available crafts. 


	Figure
	 
	 
	Figure
	14. From the list of available crafts, use the filter icon   to search for the Craft description of CARP then click in the checkbox  located next to the craft name (see below) to add it to the work order. 
	14. From the list of available crafts, use the filter icon   to search for the Craft description of CARP then click in the checkbox  located next to the craft name (see below) to add it to the work order. 
	14. From the list of available crafts, use the filter icon   to search for the Craft description of CARP then click in the checkbox  located next to the craft name (see below) to add it to the work order. 


	Figure
	Figure
	 
	 
	Figure
	 
	15. Click OK. 
	15. Click OK. 
	15. Click OK. 


	 
	16.  Enter the anticipated number of hours required to do the carpenter’s work in the Regular Hours field. 
	16.  Enter the anticipated number of hours required to do the carpenter’s work in the Regular Hours field. 
	16.  Enter the anticipated number of hours required to do the carpenter’s work in the Regular Hours field. 


	 
	Figure
	 
	17. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	17. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	17. Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	18. Select the Materials sub-tab located at the bottom of the screen. 
	18. Select the Materials sub-tab located at the bottom of the screen. 
	18. Select the Materials sub-tab located at the bottom of the screen. 


	 
	 
	Figure
	 
	19. Click on the New Row icon  located on the lower-right side of the screen.  This will display the list of available materials. 
	19. Click on the New Row icon  located on the lower-right side of the screen.  This will display the list of available materials. 
	19. Click on the New Row icon  located on the lower-right side of the screen.  This will display the list of available materials. 
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	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 
	 Change Line Type from Item to Material 

	 Material Description: Bathroom Exhaust Fan 
	 Material Description: Bathroom Exhaust Fan 

	 Unit Cost: 275.00 
	 Unit Cost: 275.00 


	 
	 
	Figure
	 
	        
	20. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	20. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	20. Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	21. Change the work orders status to APPROVED.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 
	21. Change the work orders status to APPROVED.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 
	21. Change the work orders status to APPROVED.  Click the Change Status icon   on the Toolbar to display the Change Status pop-up screen. 


	Figure
	 
	 Select APPROVED from the New Status selection list. 
	 Select APPROVED from the New Status selection list. 
	 Select APPROVED from the New Status selection list. 
	 Select APPROVED from the New Status selection list. 



	 
	 
	Figure
	 
	22. Click OK. 
	22. Click OK. 
	22. Click OK. 


	 
	The work order is now approved and ready for work. 
	1.18 Work Orders - Student Exercise #4
	1.18 Work Orders - Student Exercise #4
	 

	In this exercise you will create two Work Orders each with a Job Plan and Asset identified on the work order.  Use the following information: 
	First Work Order 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 

	2. Click on the New Work Order icon located on the Toolbar  
	2. Click on the New Work Order icon located on the Toolbar  

	3. Note the auto-assigned unique work order number _______________ 
	3. Note the auto-assigned unique work order number _______________ 

	4. Enter a description for the work order 
	4. Enter a description for the work order 

	 Description:  Fire Door Inspection (plus your initials) 
	 Description:  Fire Door Inspection (plus your initials) 

	5. Select a location (Maximo ID) where the work will be performed - choose the “Fire Station.” 
	5. Select a location (Maximo ID) where the work will be performed - choose the “Fire Station.” 

	6. Select the asset (fire doors) for the work order.  
	6. Select the asset (fire doors) for the work order.  

	7. Select the Parent Work Order to which the work will be assigned 
	7. Select the Parent Work Order to which the work will be assigned 

	8. Enter the following data: 
	8. Enter the following data: 


	 
	 Work Type: FM 
	 Work Type: FM 
	 Work Type: FM 

	 Quantity: 1 
	 Quantity: 1 

	 Unit of Measure: EA 
	 Unit of Measure: EA 

	 Job Plan: IA_5093557  
	 Job Plan: IA_5093557  

	 Priority: 1 
	 Priority: 1 

	 Priority Justification: Safety Related 
	 Priority Justification: Safety Related 

	 Scheduled Start: Select a future date 
	 Scheduled Start: Select a future date 

	 Scheduled Finish: Select a future date greater than Scheduled Start 
	 Scheduled Finish: Select a future date greater than Scheduled Start 


	 
	9. Save the Work Order. 
	9. Save the Work Order. 
	9. Save the Work Order. 

	10. Select the Plans Tab 
	10. Select the Plans Tab 

	11. Select the Labor Sub-tab 
	11. Select the Labor Sub-tab 

	12. Select a craft for the work 
	12. Select a craft for the work 

	13. Enter the anticipated number of Regular Hours for the job 
	13. Enter the anticipated number of Regular Hours for the job 

	14. Select the Materials Sub-tab 
	14. Select the Materials Sub-tab 

	15. Add a Material called: Grease 
	15. Add a Material called: Grease 

	a. Unit Cost: 6.89 
	a. Unit Cost: 6.89 
	a. Unit Cost: 6.89 


	16. Save the Work Order 
	16. Save the Work Order 

	17. Approve the Work Order 
	17. Approve the Work Order 


	 
	 
	 
	 
	 
	 
	Second Work Order 
	18. Create a Work Order to perform routine maintenance on an Evaporative Cooler 
	18. Create a Work Order to perform routine maintenance on an Evaporative Cooler 
	18. Create a Work Order to perform routine maintenance on an Evaporative Cooler 

	19. Note the auto-assigned unique work order number: ______________ 
	19. Note the auto-assigned unique work order number: ______________ 

	20. Enter the following data: 
	20. Enter the following data: 


	 
	 Description:  Routine Maintenance Evap. Cooler (Your initials) 
	 Description:  Routine Maintenance Evap. Cooler (Your initials) 
	 Description:  Routine Maintenance Evap. Cooler (Your initials) 

	 Location: Select one of the locations (Maximo ID) from your Site. Use anyone of the following Maximo ID’s: 
	 Location: Select one of the locations (Maximo ID) from your Site. Use anyone of the following Maximo ID’s: 

	o AB199627 
	o AB199627 
	o AB199627 

	o AB199628 
	o AB199628 

	o AB199629 
	o AB199629 

	o AB199630 
	o AB199630 

	o AB199631 
	o AB199631 

	o AB199632 
	o AB199632 

	o AB199633 
	o AB199633 



	 
	 Asset:  Select an asset (Evaporative Cooler). 
	 Asset:  Select an asset (Evaporative Cooler). 
	 Asset:  Select an asset (Evaporative Cooler). 

	  Parent WO: Select a Parent Work Order.  
	  Parent WO: Select a Parent Work Order.  

	 Work Type: FM 
	 Work Type: FM 

	 Quantity: 1 
	 Quantity: 1 

	 Unit of Measure: EA 
	 Unit of Measure: EA 

	 Job Plan: IA_5093656 
	 Job Plan: IA_5093656 

	 Priority: 5 
	 Priority: 5 

	 Priority Justification: Routine Maintenance 
	 Priority Justification: Routine Maintenance 

	 Scheduled Start: Select a future date 
	 Scheduled Start: Select a future date 

	 Scheduled Finish: Select a future date greater than Scheduled Start 
	 Scheduled Finish: Select a future date greater than Scheduled Start 


	 
	21. On the work order plans tab, enter planned labor for the following: 
	21. On the work order plans tab, enter planned labor for the following: 
	21. On the work order plans tab, enter planned labor for the following: 


	 
	 Craft: HVAC, 3 hours 
	 Craft: HVAC, 3 hours 
	 Craft: HVAC, 3 hours 


	 
	22. Enter the following Material for the work order: 
	22. Enter the following Material for the work order: 
	22. Enter the following Material for the work order: 


	 
	a. Material: Evap. Cooler pads 
	a. Material: Evap. Cooler pads 
	a. Material: Evap. Cooler pads 
	a. Material: Evap. Cooler pads 

	b. Unit Cost:  2.99 
	b. Unit Cost:  2.99 



	 
	23. Save the work order 
	23. Save the work order 
	23. Save the work order 

	24. Approve the work order 
	24. Approve the work order 


	 
	1.19 Work Orders - Student Exercise #5
	1.19 Work Orders - Student Exercise #5
	 

	 
	In this exercise you will record actual labor and material usage for a work order you previously created in work order exercise #1.  This exercise introduces users to the operations necessary to record work accomplishments against work orders.  Use the following steps: 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 
	1. Navigate to the IA Work Order Tracking application. 


	 
	 
	 
	Figure
	 
	2. From the work order list screen, enter the work order number you recorded as part of Exercise #1 (See pg. 34) in the Work Order field and press the enter key.  Or enter your initials if you added them the end of work order description.  This will allow you to easily find the work order we will use for this exercise. 
	2. From the work order list screen, enter the work order number you recorded as part of Exercise #1 (See pg. 34) in the Work Order field and press the enter key.  Or enter your initials if you added them the end of work order description.  This will allow you to easily find the work order we will use for this exercise. 
	2. From the work order list screen, enter the work order number you recorded as part of Exercise #1 (See pg. 34) in the Work Order field and press the enter key.  Or enter your initials if you added them the end of work order description.  This will allow you to easily find the work order we will use for this exercise. 


	 
	  
	Figure
	 
	3. Click on the Work Order number to select the work order and display the record on the work order tab.  Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 
	3. Click on the Work Order number to select the work order and display the record on the work order tab.  Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 
	3. Click on the Work Order number to select the work order and display the record on the work order tab.  Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 


	  
	Figure
	 
	4. Select the Actuals tab. 
	4. Select the Actuals tab. 
	4. Select the Actuals tab. 


	 
	 
	Figure
	 
	5. Select the Labor sub-tab located at the bottom of the screen. 
	5. Select the Labor sub-tab located at the bottom of the screen. 
	5. Select the Labor sub-tab located at the bottom of the screen. 


	 
	 
	Figure
	6. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 
	6. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 
	6. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 


	Figure
	 
	7. From the list of available crafts, select PAINT by clicking in the checkbox located next to the craft name (see below). 
	7. From the list of available crafts, select PAINT by clicking in the checkbox located next to the craft name (see below). 
	7. From the list of available crafts, select PAINT by clicking in the checkbox located next to the craft name (see below). 


	 
	 
	Figure
	 
	8. Click OK. 
	8. Click OK. 
	8. Click OK. 


	 
	9.  With the cursor in the Labor field, click the Detail Menu icon   next to the Labor field to display the laborers associated with the PAINT craft.  Choose the ‘Select Value’ option to display the list of laborers (in this case, Painters) and make your selection. 
	9.  With the cursor in the Labor field, click the Detail Menu icon   next to the Labor field to display the laborers associated with the PAINT craft.  Choose the ‘Select Value’ option to display the list of laborers (in this case, Painters) and make your selection. 
	9.  With the cursor in the Labor field, click the Detail Menu icon   next to the Labor field to display the laborers associated with the PAINT craft.  Choose the ‘Select Value’ option to display the list of laborers (in this case, Painters) and make your selection. 


	Figure
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	a. Select one of the labor records.  This will assign the work to an individual person.  
	a. Select one of the labor records.  This will assign the work to an individual person.  
	a. Select one of the labor records.  This will assign the work to an individual person.  
	a. Select one of the labor records.  This will assign the work to an individual person.  



	 
	 
	Figure
	10. Enter the Regular Hours reported to complete the work.  In the event that the actual hours were different from the planned hours, enter the value.  For this exercise, enter: 6 hours (a variance of 2 hours from the planned 8 hours). 
	10. Enter the Regular Hours reported to complete the work.  In the event that the actual hours were different from the planned hours, enter the value.  For this exercise, enter: 6 hours (a variance of 2 hours from the planned 8 hours). 
	10. Enter the Regular Hours reported to complete the work.  In the event that the actual hours were different from the planned hours, enter the value.  For this exercise, enter: 6 hours (a variance of 2 hours from the planned 8 hours). 


	 
	  
	Figure
	 
	11. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	11. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	11. Save the Work Order by clicking the Save icon  located on the Toolbar. 


	Figure
	 
	12. Select the Materials sub-tab located at the bottom of the screen.  In the earlier exercise we estimated the cost of Materials.  In this exercise we will enter that real cost of the materials 
	12. Select the Materials sub-tab located at the bottom of the screen.  In the earlier exercise we estimated the cost of Materials.  In this exercise we will enter that real cost of the materials 
	12. Select the Materials sub-tab located at the bottom of the screen.  In the earlier exercise we estimated the cost of Materials.  In this exercise we will enter that real cost of the materials 


	needed to perform the work.  This amount is usually not the same as what was estimated.  In these examples you can enter any amount you would like. 
	needed to perform the work.  This amount is usually not the same as what was estimated.  In these examples you can enter any amount you would like. 
	needed to perform the work.  This amount is usually not the same as what was estimated.  In these examples you can enter any amount you would like. 
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	13. Click on the New Row  located on the lower-right side of the screen 
	13. Click on the New Row  located on the lower-right side of the screen 
	13. Click on the New Row  located on the lower-right side of the screen 
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	15.  Change Line Type to Materials and enter the material  
	 Description: Painting Materials. 
	 Description: Painting Materials. 
	 Description: Painting Materials. 

	 Unit Cost: 248.00 
	 Unit Cost: 248.00 
	 Unit Cost: 248.00 
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	16. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	16. Save the Work Order by clicking the Save icon  located on the Toolbar. 
	16. Save the Work Order by clicking the Save icon  located on the Toolbar. 
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	17. Change the status of the work order to COMPLETED.  Click the  icon on the Toolbar to display the Change Status pop-up screen. 
	17. Change the status of the work order to COMPLETED.  Click the  icon on the Toolbar to display the Change Status pop-up screen. 
	17. Change the status of the work order to COMPLETED.  Click the  icon on the Toolbar to display the Change Status pop-up screen. 


	Figure
	 
	a. Select COMPLETED from the New Status selection list. 
	a. Select COMPLETED from the New Status selection list. 
	a. Select COMPLETED from the New Status selection list. 
	a. Select COMPLETED from the New Status selection list. 



	 
	  
	Figure
	 
	18. Click OK to change the status to COMPLETED status. 
	18. Click OK to change the status to COMPLETED status. 
	18. Click OK to change the status to COMPLETED status. 


	 
	19. View the Planned vs. Actual Cost for the completed work order.   From the Select Action Menu select View --> Costs. 
	19. View the Planned vs. Actual Cost for the completed work order.   From the Select Action Menu select View --> Costs. 
	19. View the Planned vs. Actual Cost for the completed work order.   From the Select Action Menu select View --> Costs. 


	 
	 
	Figure
	 
	20. The system will display the View Costs pop-up screen.  This will show the Planned vs. Actual costs for the work order.  These values are based on the information you entered for the Plan (as part of Exercise #1) and what you entered in this exercise when recording the Actuals. 
	20. The system will display the View Costs pop-up screen.  This will show the Planned vs. Actual costs for the work order.  These values are based on the information you entered for the Plan (as part of Exercise #1) and what you entered in this exercise when recording the Actuals. 
	20. The system will display the View Costs pop-up screen.  This will show the Planned vs. Actual costs for the work order.  These values are based on the information you entered for the Plan (as part of Exercise #1) and what you entered in this exercise when recording the Actuals. 
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	1.20 Work Orders - Student Exercise #6
	1.20 Work Orders - Student Exercise #6
	 

	 
	In this exercise you will enter Actuals for the three work orders you created in Exercise #2. Use the following information to complete this exercise: 
	 
	1. Before you begin, find the work order numbers for the three work orders you created as part of Exercise #2 (You can also search for the work orders using your initials if you put them in the work order description).  See pages: 45, 46, and 47.  Write them down here as this will help you complete the exercise.   
	1. Before you begin, find the work order numbers for the three work orders you created as part of Exercise #2 (You can also search for the work orders using your initials if you put them in the work order description).  See pages: 45, 46, and 47.  Write them down here as this will help you complete the exercise.   
	1. Before you begin, find the work order numbers for the three work orders you created as part of Exercise #2 (You can also search for the work orders using your initials if you put them in the work order description).  See pages: 45, 46, and 47.  Write them down here as this will help you complete the exercise.   


	 
	Work Order Number 1: ______________________ 
	Work Order Number 2: ______________________ 
	Work Order Number 3: ______________________ 
	 
	2. Navigate to the IA Work Order Tracking application. 
	2. Navigate to the IA Work Order Tracking application. 
	2. Navigate to the IA Work Order Tracking application. 


	 
	3. From the work order list screen, enter the first work order number (listed above) in the Work Order filter field and press the enter key.  This will allow you to easily find the work order. 
	3. From the work order list screen, enter the first work order number (listed above) in the Work Order filter field and press the enter key.  This will allow you to easily find the work order. 
	3. From the work order list screen, enter the first work order number (listed above) in the Work Order filter field and press the enter key.  This will allow you to easily find the work order. 


	 
	4. Select the work order from the List tab screen to display it. 
	4. Select the work order from the List tab screen to display it. 
	4. Select the work order from the List tab screen to display it. 


	 
	5. Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 
	5. Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 
	5. Double-check to ensure the work order Status is APPR.  If the status is not APPR, change the status to APPR before proceeding to the next step. 


	 
	6. Select the Actuals tab. 
	6. Select the Actuals tab. 
	6. Select the Actuals tab. 


	 
	7. Select the Labor sub-tab located at the bottom of the screen. 
	7. Select the Labor sub-tab located at the bottom of the screen. 
	7. Select the Labor sub-tab located at the bottom of the screen. 


	 
	8. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 
	8. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 
	8. Click on the Select Planned Labor button  located on the lower-right side of the screen.  This will display the list of crafts that were originally planned for this work (you entered these during exercise #1). 


	Figure
	 
	9. From the list of available crafts, select a craft that was "Planned" by clicking in the checkbox located next to the craft name. 
	9. From the list of available crafts, select a craft that was "Planned" by clicking in the checkbox located next to the craft name. 
	9. From the list of available crafts, select a craft that was "Planned" by clicking in the checkbox located next to the craft name. 


	 
	10.  Click OK. 
	10.  Click OK. 
	10.  Click OK. 


	 
	11. With the cursor in the Labor field, click the Detail Menu icon  next to the Labor field to display the laborers associated with the craft you selected. Choose Select Value icon to display the list of laborers and make your selection. 
	11. With the cursor in the Labor field, click the Detail Menu icon  next to the Labor field to display the laborers associated with the craft you selected. Choose Select Value icon to display the list of laborers and make your selection. 
	11. With the cursor in the Labor field, click the Detail Menu icon  next to the Labor field to display the laborers associated with the craft you selected. Choose Select Value icon to display the list of laborers and make your selection. 

	12. Enter the Regular Hours reported to complete the work or take the default planned hours if the actuals matches the plan. 
	12. Enter the Regular Hours reported to complete the work or take the default planned hours if the actuals matches the plan. 
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	Figure
	 
	13. Save the Work Order. 
	13. Save the Work Order. 
	13. Save the Work Order. 


	 
	14. Select the Materials sub-tab located at the bottom of the screen. 
	14. Select the Materials sub-tab located at the bottom of the screen. 
	14. Select the Materials sub-tab located at the bottom of the screen. 


	 
	15. Click on the New Row button  located on the lower-right side of the screen.  Change Line Type from Item to Material 
	15. Click on the New Row button  located on the lower-right side of the screen.  Change Line Type from Item to Material 
	15. Click on the New Row button  located on the lower-right side of the screen.  Change Line Type from Item to Material 


	Figure
	 
	16. Enter a Description and Unit Cost for the Material 
	16. Enter a Description and Unit Cost for the Material 
	16. Enter a Description and Unit Cost for the Material 


	 
	 
	17. Save the Work Order. 
	17. Save the Work Order. 
	17. Save the Work Order. 


	 
	18. Change the Status of the Work Order to Complete. 
	18. Change the Status of the Work Order to Complete. 
	18. Change the Status of the Work Order to Complete. 


	Figure
	 
	 
	To complete this exercise, repeat the above steps (starting on pg. 70) for each of the remaining two work orders you created as part of Exercise #2. 
	 
	 





