Facilities Work Request
System

User Guide

(for processes inside and outside of Maximo)

Facilities Management & Logistics (FM&L)



Overview

The Facilities Management & Logistics (FM&L) group uses Work Requests as the
primary means to generate work orders for Corrective Maintenance (CM), improvements
(MOD) and Capital Project (CP) work performed at Jefferson Lab facilities. Preventive
Maintenance (PM) work is set up to automatically generate work orders at scheduled
intervals. Maximo (an asset management life cycle and workflow process management
system), along with front-end web applications, is used to create, manage, resolve, and
report on these work requests. The goal of this document is to provide an overview of the
processes available inside and outside of Maximo to accomplish this. The FM&L website
https://www.jlab.org/facilities/facilitieshome has useful resources and fillable forms along
with a "WORK REQUEST SYSTEM” button at the top that you can click on to access the
Work Request selection website (see next page).

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Oerations & Maintenance FACILITIES MANAGEMENT & LOGISTICS

Property i
Facilities Management & Logistics is responsible for performing or specifying performance of all Jefferson Lab facility maintenance,

Security construction, security, property, and faci ity services.

Sustainability The lab's 206-scre campus includes 169 acres owned by the U.S. Department of Energy and 37 acres owned by the Southeast

Univarsities Research Associ

ion. In addition, the Commonwealth of Virginia owns an 5-acre parcel referred to as the Virginia

Associoted Research Campus (VARC) that the DOE leases for use in support of the lab.

The lak has 6% DOE-owned buildings (882 990 square feet), two state-leased buildings (37,643 square feet), and two off-site warehouse

leases (17,549 square faat)

Additicnally, the lab leases office and lab space (11,097 square feet) from the City of Newport News located in the Applied Research

Center [ARC), which was constructed by the City of Mewport News adjacent to the lab's compus

Resources Fillable Forms
* Subcontracter Forms * Blind Penetration Permit
* Emergency Management * Digging/Excavation Permit
# Environment, Health & Safety * Foreign National Information Sheet
* Handy FM Links * Generic Security Plan
* Key People to Contact * Hot Wark Parmit
» Material Handling Equipment + Key Request
# Master Site Flans * Lozt Key Report
* Relocatable Structures Permit
a Jlab Aerial Phota (2014) * Subcontractor Registration
o JLab Land Use Plan (2018) * After-Hours Guard Instructions

# US Postal Suites & Intermal Mailstops

* Lhility Outages

* Yehicle Motor & Equipment Procedures
# Vehizle Resarvation Procedurs

* Wehicle Inventory

» Weather Station

» Walking Trail Map

# Refuze and Recycling
a Recycling (posted February 2017}
o Paper Materials (print out]

@ Glass, Metal, Plastics (print cu

* Delivery and Receiving Route


https://www.jlab.org/facilities/facilitieshome

Create a Work Request Outside of Maximo

< Cc @ G} @ httpsy/misporta Jlab.org/work/index jsf

Privacy and Security Notice

Jefferson Lah > Facilities Management

Work Request System - Customer Connection

Welcome, sippel Home v Work Subcontractor Work SRF Waork
If this is an emergency, please call Security at x5822 or Facilities Management at x7400
For all non-emergency requests, please select one of the following choices, submit the appropriate
information, and your request will be routed to the correct work group by Facilities Management.
Submit Work Request
Property Request | Key Request
Your Open Created Work Orders
Wo Hum Date Reported Status Group Description of Work
414670 [4/8M19 31333 PM APPR FRIM External AC at bldg 89 has blades exposed
414136 | 4319 3:20:53 PM APFPR FmM Water leak coming from ceiling going into the vault
408445 |(3/28M19 9:11:27 AM WSCHWO FMO-5 | Bay door won't clase
399164 [2M2M19 9:11:02 AM FLDWRKCOMP | FMM Data Center Room F112B A/C not cooling - same issue again
389845 ([12M8M8 11:22:44 AN | WMATL FIM Low LCW Supply Pressure alarm
366520 |¥/AME8 25213 PM APFPR FMO-5 | Can hear water pouring inside the wall
Your Open Requests ‘
Ticket ID Date Rported Status Description of VWork
?0510 4/8M9 31333 PM WORKING | External AC at bldg 89 has blades exposed
?0453 4/3M9 3:20:53 PM WORKING | Water leak coming from ceiling going into the vault
Ed7ozes | 2128010 9:11:27 AW WORKING | Bay door won't close
?0145 AM5M191:10:43 PM WORKING | Key Request Form: 83663
ﬂ59545 2M2M19 2:11:02 AM WORKING | Data Center Room F112B A/C not cooling - same issue again
Egguu 1M7M9 2:29:48 PM WORKING | Portable heater needed for GTS control room
ﬂﬁgggg 121818 11:22:44 AM WORKING | Low LCW Supply Pressure alarm
55?23 7518 25213 PM WORKING | Can hear water pouring inside the wall

This website can also be accessed here: https://misportal.jlab.org/work/index.jsf. Select
“Submit Work Request” for facilities maintenance related issues, “Property Request” to
relocate/transfer/excess a property item, or “Key Request” for a new key. Your open
requests and work orders are displayed at the bottom of the page.
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Facilities Management & Logistics Website

FACILITIES MANAGEMENT WORK REQUEST SYSTEM

Engineearing

Operations & Maintenance FACILITIES MANAGEMENT & LOGISTICS

FM WEATHER PAGE

Property

Facilities Management & Logistics is responsible for perferming or specifying performance of all Jefferson Lab facility maintenance,
Security constructicn, security, property, and facility services.
Sustainability The lab's 206-acre campus includes 169 acres cwned by the U.S. Department of Energy and 37 acres owned by the Southeast

Universities Research Assaciation. In addition, the Commanwealth of Virginia owns an 5-acre parcel referred to as the Virginia

Assaciated Research Campus (VARC) that the DOE leases for use in support of the lab.

The lab has &9 DOE-owned buildings (882,990 square feet), two state-leased buildings (37,643 square feet), and two off-site warehouse

leases (17,547 aquare feet)

Additionally, the lob lesses office and lab space (11,097 square feet) from the City of Newport News located in the Applied Research

Center (ARC), which was constructed by the City of Newport Mews adjacent to the lab's campus.

Resources Fillable Forms

Blind Penetration Permit

Subcontractor Forma

Emergency Management Digging/Excavation Permit

Foreign Nationa Information Sheat
Generic Security Flan

Hot Work Parmnit

Key Request

Environment, Healt
Handy FM Links
Key People to Cont

Material Handling Equibment

Master Site Plans

Lest Key Repon
Relocatable Structures Permit

a JLsb Aerial Photo (2014)

o JLab Land Use Plan (2014) # After-Hours Guard Instructions

Subcontractor Registration

US Postal Suites & Intemal Mailstops
Utility Outages
ehicle Moter & Equipment Frocedures

‘Vehicle Reservation Procedure

Vehicle Inventory
‘Weather Station

Walking Trail Map

Refuze and Recycling

@ Recycling (posted February 2017)
o Paper Materials (print out)

o (Glass, Metal, Plastics (print cut)

Delivery and Receiving Route

Go back to the FM&L website - https://www.jlab.org/facilities/facilitieshome, then click on
“Handy FM Links” (shown on next page). It provides more useful links separated into groups
for specialized needs.



https://www.jlab.org/facilities/facilitieshome

Access to Maximo from the Facilities Handy Links
Website

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Operatione & Maintenance FACILITIES HANDY LINKS

Property
- The Lab

Security
Sraff Search JLak Phonekbook All Staff Mamos

Sustainbilty SAD Calendar Accelerator Schedule Cafeteria Meanu
Computer Center CCFR Computer Center Services Telecommunications
Insight / Timeshest MIS Apps / Regs Business Services
Stockroom ES&H Manual EH&S Manual Forms
Training/JList Admin Manual Procurement
Aitlis Outage Mansgement System Sufe:y Ckservations
JLab Drawings Event Investigation Process Snow Removal Plan

Facilities Management

My Werk Ordars Facilities Information Center

[FM Staff Connection)

Work Orders - Subcontractor Connection Facilities PMs, Projects’ Milestones
Basic Site Plan Upceming PMs for Group
{layers not supported in some browsers; use Adobe [select group, start'end dates to view upcoming PR
Reader or BlusBeam) relemse and dus dates)

SOTRs
Links far SOTRs SOTR Report
{subcontractor registration, training, and SOTR procedures) (choose SOTR to list active subcontractors by contract)
Expired Training Preject Report
{choose contractis)) (choose projects])
Subcontractor Report Subcontractor Badge Status Report
(choose subcontractoris) and active/insctive JList status) [choose contract(s])
Course Report by Subcontractor Subcontractor Training Taken or Required
{choose subcontractor{s), contractls), and/or skills]] {choose subcontractorls) and/or contract(s])
Individual Training Status Report Foreign Mational Contractors Report
{choose named{s)] lclick on a link)

From this website, you can click on the "My Work Orders” link. Unless you have already
logged into Maximo, you will be prompted to enter your Maximo user hame and password
before Maximo will display the Start Center page.




Maximo Start Center

Work Group

Welcome, Linda : ! Buleins:{0) A GoTo [Repas B StartCenter A Pnfle * SignOut 7He

Fil-Admin EAC\UTIESIANAGEIleNT

(i Change ContentLayout G Display Settings 0§ Create New Template J§ Modify Existng Template U3 Update Start Conter

Favorite Applicatians Pending Service Requests -/ Fer . [4 #

AecedUser — OunerGroun  ReporsdDale  SeniceRequest  Sfatis  Summa TatetFinish

Senice Requasts I:| I:| D D |:| D D
T Tinalenetee  FMENG AN T PENDING 3 swing gates needed for fied ESR1 ladders B3 1200 AN
Tnalenefee M B9 343N TO0M70 PENDING  Relocate eyewash I AN

(VOGRS ol WEE VORGP lorandeticminonbelimasofextdeioteMCiedorom AAVRAOM

P Li /24 $et Chart Ootions 1-3af3
LastRu 4819307 Pl Updte lySenvice Request-accepdbyme 7t @y G4 # 293
Sats AP el Taret - Verance. (yngr roup Senice Request Sl Summa Supenison Tagei Firsh
b Poning Il euests o | (] [] [] [] (]
L iy WORKNG Supplemental Hater Needed A 1231 12000
. S8t Chrt Opions 110l
My Workorders - ither lead or owner | #Fter | | [3 # /2§
Descriion ead Senice Request  Sfatus TaigetFinish Vendar Work Group ~ Wark Order

L] N O I O I B A

Training Hours for Facities Management Staff FY'1 Bob Sperlazza APRR A5049 1200 AW 0 31m
HNon-Project specific Project Meefings and Events FY* Bob Speriazza AP 200AN 0 3R

St oo ot

The Maximo Start Center will automatically load the Work Requests — known as Service
Requests in Maximo - for your work group.

View the “"Pending Service Requests” section at the top of the page and click on a row
to access the service request details as shown on the next page.

You can exit out of Maximo at any time by clicking on the “Sign Out” link in the top right
corner of the dark blue bar, which is always visible in every Maximo application.




Accept Service Request and Create Work Order

Route
Workflow

Service Requests ! Bulleting:(0)  GoTo [ Reports # StatCenter 2 Profile » SignOut ? Help
iR O ol

pululs I'IH’

Query B Find Senice Request | gn Select Adtion B 1] 2 | ‘”:‘u | 6?-9 | ENE
L
SeviceRequest | Log | Specficaons | RessonsTab | SeniceAddress | Map £

% PRINTING: Plzase disable any pop-up blockers. You WILL NOT be able to print reports if pop-ups are being blocked.

To print, use paper icon for the type of printout you want n light blue toolbar. Once new windowitab opens with print version of report, press the print icon in the light blue toolbar again.
You will see & box asking for the print format. Select pdf or report will not output correctly.
Once pdfversion opens, either follow dialog or press the printican in the pdf toolbar.

Senice Request | 70505 Owner/Supenisor y: i Owner Group  FHIML Staius  PENDING Atachments &

B Manual Input

Senvice Address » City
Formatied Address State/Province #
Street Address

@Accept request and create workorder
ODefer Senice Request
Ocancel Senice Request i

ReportedBy 26425 OReassign Senice Requast To New Group Afeced Person 28429

Name Carroll Jones Name Caroll Jones
Wemo
Phone 7672 Phong 7672
E-mail jonesc@jlab.org E-mail jonesc@jlab.org
4 OK Cancel L
Summary  Replace Hall C Honeywell XL100CU Controller ] Classification  FM\FMIYMECH |\ HVAC \HVACR »
Configuration ltem » a Description  Mechanical: HUAC : Repairlilaintenance p
Target Description 7| Reported Priority 1 Low
Details - REPLACE HALL C HONEYWELL XL100CU CONTROLLER - SEE QUOTE FOR CONTROLLER # 954-0320019dr (52882.05) Internal Priority 14
Create WO Options  CHILD pe
-EHES Considerations - Asset » 8
-Minimum Access Training Requirements: Rad Warker 1, ODH 1 )
-Other Requirements or Special Conditions: Lock & Tag System(s) [Controls elecirical power is 24 valts] Location 96 » Experimental Hall C d
-Other EH&S requirements: Work must be completed during upcoming Accelerator Maintenance Period to access controller
-Project FMOMG
- Org: FMM
| oFery Fiie 4ie0-00f0 [ =
WoNum # Status Total Cost
There are no rows to displa

Before the service request is accepted, its status is set to "Pending”.

Click on the "Route Workflow"” process at the top in the light blue bar to accept the service
request and create a work order. The service request status will change from “Pending” to
“Working”, its information will be copied to the work order upon creation, and you will
become the owner of both. The next page shows how to access the created work order
from the service request.




Access a Work Order from a Service Request

Service Requests

NemekRequestE. Find Senice Request | gy 5 |Select Action B2 ee ‘ &) ‘ liéd ‘ é‘ ]

Senvice Request I Log | Specifications | Reasons Tab | Senice Address | Wap ‘ 2

78 PRINTING: Please disable any pop-up blockers. You WILL NOT be able to print reports if pop-ups are being blocked.

To print, use paper icon for the type of printout you want in light blue toolbar. Once new window/tab opens with printversion of report, press the printicon in the light blue toolbar again.
You will see a box asking for the print format. Select pdf or report will not output correctly.
Once pdfversion opens, efther follow dialeg or press the print icon in the pdftoolbar.

Senvice Request 69524 Owner/Supervisar Fel ] Owner Group | FME Status  WORKING Aftachments &'

Senice Address City
Formatted Address StateiProvince »

Street Address

Reported By 15221 | Affected Person 19221 5
Name Paul Powers » Name  Paul Powers
Phone 7258 Phone 7258
E-mail  powersp@jlab.org E-mail  powersp@jlab.org
Service Request Details =
Summary  Work by the Facilies LV Tech B Classification FM\FMI\ELECTRIC| ACCESS | ACCESSR »
Configuration tem » ] Description  Access Control : RepairMaintenance Fel
Target Description @ Reported Priority 1 Low
Detalls  This covers hours of work that should be done by the technician for Access Control and security thatis being done by electiicians Internal Priority 1|10

and engineers. i
Create WO Options  CHILD Fel

- Schedule Considerations -

) Asset » a

-Explanation: Collecting hours for end of year reporting
Location  COMM ¥ Communications Distribution »J
-EH&S Consideralions -
-Minimum Access Training Requirements: Rad Worker 1, 0DH 1
-Dther Requirsments or Special Condtions: Lock & Tag System(s) [Electrical Related Work Orders * i L4 =
Wo Num * Status Total Cost

- Project D
_org ISEL < WHATL 1,081.40

‘ # GoTo Work Order Tracking i
Work Order Tracking - SRF
Work Order Tracking orig

Mulfiple Assets,Locations and Cls  *
Jjavascript: toplLevelMenus['shared .menuClick({"id":"hyperlinkd_wotrack',"te...q", "value":"hyperlink)_wotrack", "target":" mainrec_menus","event":"click"}); Sequence Mark Progress?

Now that the service request has been accepted and its status set to “Working”, you can
click on the double right arrows beside the Work Order # in the lower right to access
the work order.




Search for a Service Request

7 Sevice Requests ’wans;(ﬂ] #GoTo [nReports # StarConter APmfle  SinOut 7 Help
: 1 O X

I — — N
E\J v FodSeticsRees | g (i M g ‘M i \LJ

\V/4

V
i Advnced Search g S Quey 7 Buokmar
R YRR i
Senice Request ¢ Stmmary  Reported By Name Repored Date Priorty Status Oiingr Qumer Grol
’ »

Tofnd recards, use the it fiekds and then press Enter Far mare serch apfions, use he Advanced Search buton. To enter 2 newrecord, select e nserticon in e foolbar

Click on “Start Center” at the top right in the dark blue bar. Then click on the “Service
Requests” link on the left side. The Service Request search screen will be displayed as
shown above. Type in key word(s) in any of the blank fields and press “Enter” or click on
“Advanced Search” and type in key word(s) in the blank fields, click on the double right

arrows to select values, and/or select key word(s) using the magnifying glass symbols.
Then click on the “Find” button.

The resulting search list will display how many items were found and let you see 20 items
per page by clicking on the left and right arrows in the medium blue bar. You can also
download the list to an excel file for easier searching by clicking on the "Download” link
on the right side of the medium bar.

Sort the list by clicking on any of the underlined field headings. Hover over a service

request number to see an underline appear under it. Click on it to access the service request
contents.




Add Information to a Work Order Outside of Maximo

FACILITIES MAMAGEMENT
Engineering

Operations & Maintenance
Property

Security

Sustainability

WORK REQUEST SYSTEM FM WEATHER FPAGE

FACILITIES MANAGEMENT & LOGISTICS

Facilities Management & Logistics is responsible for performing or specifying perfarmance of all Jeffersen Lab facility maintenance,

censtruction, security, preperty, and facility services.
The lab's 206-acre campus includes 167 acres ewned by the U.5. Department of Energy and 37 acres owned by the Southeast
Universities Research Association. In addition, the Cemmanwealth of Virginia owns an 5-acre parcel referred to as the Virginia

Associated Research Campus (VARC) that the DOE leases for use in support of the lab.

The lab has &9 DOE-owned buildings (882,990 square feet), two state-leased buildings (37,643 square feet), and two off-site warshouse
leazes (17,549 square feet)

Additionally, the lab leases office and lab space (11,097 square feet] from the City of Mewport News located in the Applied Research

Center (ARC), which was constructed by the City of Mewport Mews adjacent to the lab's campus.

Resources Fillable Forms

* Subcontractor Forms Blind Penetration Permit

Emergency Managemant Digging/Excavation Fermit

Environment, Health & Safety Foreign National Information Sheet
Handy FIM Links
Key Feople to Contact

Material Handling Equipment

Generic Security Plan
Hot Work Permit
Key Request

Mester Site Flans

Lost Key Report
Relocatakle Structures Permit

o JLab Aerial Phote (2014)
o JLab Land Use Plan (2014)

Subcontractor Registration
After-Hours Guard Instructions

US Postal Suites & Internal Mailstops
Lhility Outages
Vehicle Moter & Equipment Procedures

Vehicle Reszrvation Procedure

Vehicle Inventory
Weather Station

Walking Trail Map

Refuze and Recycling

@ Recycling (posted February 2017)
@ Paper Materials (print out)

0 Glass, Metal, Plastics (print car)

Delivery and Receiving Routs

Go back to https://www.jlab.org/facilities/handylinks, then click on the “"WORK REQUEST

SYSTEM” button at the top of the page. This will allow you to easily see your open work
orders without having to log into Maximo and search for them. See the following pages for

details.



https://www.jlab.org/facilities/handylinks

Access Your Work Requests Outside of Maximo

Privacy and Security Notice

Jefierson Lah ’_! Facilities Management

Work Request Systemllystomer Connection

Welcome, sippel Home My Work Subcontractor Work SRF Work

If this is an emergency, please call Security at x5822 or Facilities Management at x7400

For all non-emergency requests, please select one of the following choices, submit the appropriate
infarmation, and your request will be routed to the correct work group by Facilities Management.

Submit Work Request
Property Request ll Key Request

Your Open Created Work Orders

Wo Num Date Reported Status Group Description of Work

414136 | 4/3M18 3:20:53 PM APPR Fram Water leak coming from ceiling going into the vault

414121 | 4319121425 PM APPR FMO-P | Water pouring through light fixture onto electrical equipment
408445 | 3/28M19 9:11:27 AM WSCHWO FMO-5 | Bay door won't close

399164 | 21219 9:11:02 AM FLOWRKCOMP | FRR Diata Center Room F1128 A/C not cooling - same issue again
389845 |12M8M8 11:22:44 AM | WMATL Fm Low LCW Supply Pressure alarm

A66520 | 7/AM8 25213 PM APPR FMO-3 | Can hear water pouring inside the wall

Your Open Requests

Ticket ID Date Reported Status Description of Work
M 41319 3:20:53 PM WORKING | Water leak coming from ceiling going into the vault
m 4319 12:14:25 PM WORKING | Water pouring through light fixture onto electrical equipment
m 2819 911:27 AM WORKIMNG | Bay doorwon't close
M AM5M19 1:10:43 PM WORKING | Key Request Form: 83663
EM 2M2M9 2:11:02 AM WORKING | Data Center Room F112B A'C not cooling - same issue again
m 1719 2:29:48 FM WORKIMNG | Portable heater needed for GTS control room
ﬂm 12M8M8 11:22:44 AM WORKING | Low LCW Supply Pressure alarm
m 7518 25213 PM WORKING | Can hear water pouring inside the wall

Click on the "My Work” link at the top of the page to list your open work orders (see next
page).
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List Your Open Work Orders Outside of Maximo

Privacy and Security Notice

Jefferson lab » Facilities & Logistics

Work Request System - FM Staff Connection

Welcome, sippel Home My Work ubcontractor Work SRF Wark
Open JLab Work Orders
— Filter
Lead v ‘Gmup| v | Subcontractor w |
Specific open work order(s): | Enter work order #5 seperated by either spaces or comma's (wildcards accepted)

View all open workorders where | am the lead or owner

View all open workorders where | am the lead, owner supervisor laborer orin the assigned group

Problems with this application?

Please contact: mis-websppsi@ilab.ormg

Click on one of the four options in the “Filter” box to list work order(s):

1. Specify Lead name, Work Group name, and/or Subcontractor name

2. Type in specific open work orders separated by spaces or commas

3. Click on the link to “View all open workorders where I am the lead or owner”
4

. Click on the link to “View all open workorders where I am the lead, owner, supervisor,
laborer, or in the assigned group”
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Select a Work Order Outside of Maximo

Privacy and Security Notice

Jefferson lah » Facilities & Logistics

Work Request System - FM Staff Connection

Welcome, sippel Home My Work Subcontractor Work SRF Work
Open JLab Work Orders
Filter
Lead v |Gr0up| v | Subcontractor v |
Specific open work urder[s}:l | Enter work order #s seperated by either spaces or comma's (wildcards accepted)

Yiew all open workorders where | am the lead or owner

View all open workorders where | am the lead, owner, supervisor, laborer, or in the assigned group

» If a material/service cost is entered, a matenal/service description is required.

» If a l[abor cost is entered, # of hrs and description of labor description is required.
* Remember to "Save" your input before searching for other work orders.

» You can enter data for multiple work orders before having to click Save.

Work Order No. | Task Order No. Description GTOIIIZ_I Lead Owner Date Regoned Location Asset

CEBAF Renovation and Expansion (CRE) | FMENG | Christine Snetter | Christine Snetter [ 2015-07-29 CEBAF Center (12)

&

Penetration Leak Repair FMENG |Ed Winslow Ed Winslow 2015-11-19 | Accelerator Tunnel (999)

o

Problems with this application?®
Plesse contact: mis-webapps@jlab.org

Click on a work order number from the list to view its contents. At the end of each row
you have the option to print out the work order details (click on the printer symbol) or
view/upload attachments (click on the paper clip symbol).
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View/Update Work Order Outside of Maximo

Work Order Ho. Task Order No. Description Group Lead Owner Date Reported Location Asset
p 167573 CEBAF Renovation and Expansion (CRE) FMENG Christine Snetter Christine Snefter 2015-07-29 CEBAF Center (12) =
TR Penetration Leak Repair FMENG Ed Winslow Ed Winslow 2015-11-19 Accelerator Tunnel (999)
Work Order #178487 = Actual Costs Cost Entry
—MaterialiSenvice —MaterialiSenice
Internal Ho. 178487 X
Frask Order No. 0 MateriallService Cost Material/Service Description MaterialiService Cost
Status APPR 596.59 Water heater stand for test project Materiall Service Description
(Category structural 523.43 Caulk qun and pea pebbles (needed for tunnel penetration leak repair) MaterialiService Vendor o
Job Ty Repairaint
0 ype. S u.am Enanc = §579.20 seal boss R70 and associated materials (needed for tunnel penetration leak repair) Purchase Card Type v

Description of Work Penetration Leak Repair
Long Description $9.75 30QT tote (needed for tunnel penetration leak repair) T

Parent work order o repair leaking penetrations at stations | | [eqag gy apovy (2 gal ki)

26+91, 25+96 (both wave guide) and 7+56 that just needs Craft STANDARD

to be reinjected. $58.20 bulkhead union and tube adapter Regular Hours

$169.99 Paint sprayer for Winslow experiment .

- Schedule Considerations - aad ’ Labor Description

-Bxplaination: Complex praject Design overthe winter with 521255 epoiy - 3 gal kit (gty of 15) Email Customer? O

execution in summer ‘16 SAD Material/Senvice Total: $2,030.35

Labor e [ ]
r—Labor
EHaS Cansiderai Needs To Be Reassigned? [

-E onsiderations - Labor Cost | Laborer Date Craft | Regular Hours Labor Description )

-Minimum Access Training Requirements: Rad Worker 1, Field Work Complete? O

ODH 1, 00H 2 521628 |WINSLOW [2016-02-11 |GENERAL |4.0 178487 Date Complets

-Other Requirements or Special Conditions: Work =6 Ft 5540700 |MEIER 2016-06-06 | GENERAL |100.0 e

above ground S _

5270350  [WINSLOW |2017-07-03 |GENERAL |50.0 research and experimentation

Date Reported 2015-11-19 Labor Total, $8,326 78
Target Finish Date 2018-08-30 ! -
Prioriy f Work Order Total: $10,357.13
Location Accelerator Tunnel (999)
\Work Type Capital Project
(Group FMENG
Lead Ed Winslow
Owner Ed Winslow
IType Refrigerant Used? v
Lbs Refrigerant Added?

Lbs Refrigerant Recovered?|

On Behalf Of

Ed Winslow

On Behalf Of Phone

7316

Problems with this application?

Please contact: mis-webs

50 lab.org

The left side of the page under the "Work Order #” contains the work order details. For
relevant work orders, refrigerant information can be added at the bottom left side.

You can add materials and/or labor information in the “"Cost Entry” area on the right side
of the page in either the "Materials/Service” box or the “Labor” box.

Also in the Labor box, you can check the "Needs To Be Reassigned?” box or the “Field
Work Complete?” box, or fill in the "Date Complete” calendar.

Press "Save” at the top or bottom left side buttons and the cost entry data just entered will
show up in the "Actual Costs” area in the middle of the page in the Material/Service and/or
the Labor section(s). Each section has a subtotal and at the bottom is the Work Order

Total.
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Add Information to a Work Order in Maximo

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Operations & Maintenance FAC' LlTl ES H AN DY LI N KS

Property
The Lab
Security
Stoff Search JLak Phonebook All Staff Mames
Sustainability L
SAD Calendar Accelerstor Schedule Cafeteria Menu
Computer Center CCPR Computer Center Services Telecommunications
Insight / Timeshest MIS Apps [ Regs Business Services
Stockroom ES&H Manual EH&S Manual Forms
Training/JList Admin Manual Procurement
Ailis Outage Management System Sufe:y CObservations
JLab Drawings Event Investigation Frocess Snow Removal Plan

Facilitizs Management

My Work Orders Facilities Information Center

[FM Staff Connection)

Work Orders - Subcontrastor Connection Facilities PMs, Projects' Milestones
Basic Site Plan Upcoming PMs far Group
{layers not supported in some browsers; use Adobe [select group, start/end dates to view upcoming P
Reader or BlusBeam) relemse and dus dates)

SOTRs
Links for SOTRs 50TR Report
(subcontractor registration, training, and SOTR procedures) (choose SOTR to list active subcontractors by contract)
Expired Training Project Report
(choose contract(s) (choose projects])
Subcontractor Report Subcontractor Badge Status Report
|choose subcontractoris) and active/insctive JList status) (choose contract(s])
Course Report by Subcontractor Subcontractor Training Taken or Required
{choose subcontractoris), contract{s), and/or skill{s]] [choose subcontractor]s) andfor contract(s])
Individual Training Status Report Foreign Naticnal Contractors Report
{choose named{s)] iclick on a k)

Go back to https://www.jlab.org/facilities/handylinks, then click on the "My Work Orders”
link. If not already logged in, you will then be prompted to enter your Maximo username
and password.
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https://www.jlab.org/facilities/handylinks

Access Work Orders in Maximo

Fil-Admin | FACILITIES MANAGENENT

1§ Change ContentLayout G Display Seftings ‘08 Create New Template 48 Modiy Existing Template g Update Start Center

Favorite Applications | Pending Service Requests o7ker @y (3 #
AffactedUser  OwnerGroup  Reported Date Senice Request  Stafus Summary TargetFinish
Senice Requests l:l l:l l:l l:l l:l l:l l:l
S Tina Menefee  FMENG YAM92MPM 04T PENDING 3 swing gates needed for fixed ESR 1 ladders 418191200 AN
Tina Menefee  FM g4I 70170 PENDING  Relocate eyewash 912000
| WokoderTrcng - Tabade AEG 2WZOM S PENDING. Noroom detfication onte Ml maps orhe actval door o the ARC Bevatr room Y9200
KRl Lt E‘ Set Chart Options 1-30f3
My Service Requests - accepted by me | /Fier g4\ | (4 #
Cwngr Grou Senice Reguest Stafus Summary Supenisar Target Finish
FUM 4197 WORKING Supplemental Heater Needed 360801 23181200 AW
Sef Chart Options 111
My Workorders - Either lead or owner | +Fter @y | (4 # .
Description Lead Senice Request  Sfatus Tarqet Finish \endor WorkGroup ~ Wark Order
Training Hours for Facilties Management Staff FY19 Bob Sperlazza APPR 93049 12:00 AW Fio 11909
Non-Project specific Project Mestings and Events FY'19 Bob Sperlazza APPR 913019 12:00 AW o 79082
Sef Chart Options 1-2012

The Maximo Start Center will automatically load the Service Requests for your work
group. Select the "Work Order Tracking” link on the left. The Work Order search screen

will be displayed as shown on the next page.
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Entering the Work Order # in Maximo

%) Work Order Tracking

! Bullins:{0) # GoTo [0 Reports ® StartCenter 4 Profle

sy Fmd‘."‘."arkomer Ay ek M LgJ ‘ N 0 “E‘“ m U U
f Advanced Seareh g SaeQuen 7 Buokmaks

ey -l B -
Work Order SR Deseription ~ Locaton Priory Wark Group Waork Tipe Oimer Lead 10 Status TatgatFinish SR Status

| ! » Ji

In the box marked “Work Order” - type in the specific work order number you would like
to add your work order information to. You can also type in any of the other blank fields or
click on the “"Advanced Search” link to specify search criteria.

Press “"Enter” to see the work order search results listings displayed as shown on the
following page.
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Selecting the Work Order # in Maximo

41 Work (rder Tracking G StatCerter & Profle ¥ SionOut 7 He
oy yfeio gl e Myd e[ o WORIG T3
dhAdvanced Search + g SaveQuery 7 Boakmarks
PRt Limoka |-
Work Qrder e Descrintion Location Priorty Work Group Work Tipe (tmer ead O Statug TagtFinish SR Stats
¥ » ¥ y: i
118487 5066 Penelraion Leak Repair ] 1 FUENG (P EdWinslow EdWinslow HPPR BB010540A0  WORKING *

Click on the work order number to open the work order. A "Work Order” tab with work
order details will be displayed along with other tabs at the top available for additional
information to be entered as shown on the following pages.

Click on "“List View" to exit the work order and display the work order search results listings
again.
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“Work Order” Tab in Maximo

8
@00
Work Order Plans Actuals Log Reasons Senvice Address Map D

%4 Please ither lead orvendor to assign this workorder to. Be sure to hitthe save button in the menu bar after making edits.

-
lliiak

Query E| Find VWork Order | gy Select Action v ') |J (V]

PRINT] 0p-up blockers. You WILL NOT be able to print reports if pop-ups are being blocked.

To print, use
You will see
Once pdfver.

rihe type of printout you want in light blue toolbar. Once new windowftab opens with printversion of repor, press the printicon in the light blue toolbar again.
for the print format. Select pdf or report will not output correctly.
ither follow dialog or press the printicon in the pdf toolbar.

Work Order 178487 Penetration Leak Repair 4 AssetlLocation Priority
Location 999 3 Accelerator Tunnel (7] Priarity 1 0 Low
Asset » d Priority Justification d
Parent WO » Risk Assessment
Classification  FM\FMIVARCHIT\STRUCSTRUCR »
Class Description  Repairliaintenance £ Miachments &/
Details  Parent work orderto repair leaking penetraions at stations 26+91, WOStatus  APPR

25+06 (both wave guide) and 7+56 that just needs to be reinjected
Status Date  11119M510:59 AW

- Schedule Considerations -
WorkType  CP
-Explaination: Complex project Design over the winter with execution in g N
summer ‘16 SAD Class WORKORDEF
Originating Record 53266 »
- EHAS Considerations - OrigRecord Type SR 5
-Minimum Access Training Requirements: Rad Worker 1, ODH 1, ODH2
-Qther Requirements or Special Conditions: Work > Ft above oround SR Staus - WORKING
Work Group  FMENG »
Owner 11753 » EdWinslow 7]
i 11783 » |EdWinslow
ReportedBy  EdWinslow » Lead b
Vendor »

Reported By Location  28_1.79-2
Reported Date 1111915 10:54 Al [
OnBehalfOf  Ed Winslow T
Phone 7316 Task Order

Estimate Required vl
OnBehalfOf Location. 28_179-2 4 O
Payment Basis M

Complete safety checklist Refigerant Added Amt

Review completed safety checklist Refrigerant Type M

Refrigerant Recovered Amt

Need Reassign? | |

Estimated Cost
Contract ’ ]
Craft

T

The "Work Order” tab provides most of the information needed to identify the work being
done and who is working on it, including the title, description, location, status, work type,
work group, owner, and lead. At the bottom is a summary of PO and PR line items and
totals from the “Actuals” tab.

The other tabs we use are: Plans, Actuals, and Log. Click on “"Plans” to add child work
orders if this work order is a parent project (CP) work order. Click on “"Actuals” to add the
PO and PR line items, labor hours, and/or materials costs. Click on “"Log” to add log entries
describing the work performed, issues, delays, etc. See the following pages for further
details on these tabs.
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|: Work Order Tracking

“Plans” Tab in Maximo

¥ Sign Out 7 Help

! Bulletins:(0) # GoTo l4Repors # SiartCenter 4 Profile

MReoss  [y] FdVorkOcer gy {Seddcton vilda |‘J F |J 0 il | %\‘ ERF
WorkOrder | Plans | Acuals | Log | Reasons | Assignments | SeniceAddress | Map
v(/ N
Work Order - 342 i Sife JLABSTE Status APPR
Parent WO } ’
| e 1 e1-3003% +  Downed |
Sequence « Record Record Class Summary Lead Display Name Location feset Status
} WS » WORKORDER 89 Renovafion (A Design) | 19423 » Christine Snetier 8 » » APPR {:,i ]]‘
) 1066y WORKORDER 83 Renvalion (CHAF) 8 M » o ThomasRem 8 » B R |
} 167 »  WORKORDER 89 Renwvaon (Construcion) | 313N % ThomasRenzo 8 » » o WAPRR {:J i
Select Assets Select Locations Select Work Orders New Row
b 0-0ef0
Task * Summary Estimated Duration Status Qwner Quwner Group
There are no rows fo display
Labor | Materials Senices | Tools
1 oFkery 100 e #1e0-00fly r} s
Task  CrewType Craft Skill Level \lendor Quantity Labor Crew Reqular Hours Rate Lin Cost
There are no rows to display
Select Craw Type Select Craft New Row

The “Plans” tab allows you to create child work orders linked to the current work order
(parent) by clicking on the "New Row” button at the bottom right side of this section. As

you create the child work order(s), click on the “Save” symbol

blue bar.

. at the top in the light

Click on the double right arrows to the right of each child work order # to open
them. Child work orders can have the following work types: CMGT (Construction
Management), CONST (Construction), DSGN (Design), SOW (Scope of Work), and STDY
(Study). Be sure to set the work group and child work order owner and lead as well. Press
the "Return” button at the top right corner to return to the parent work order.
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“Actuals” Tab in Maximo

All Records El Find Work Order |~/ 0 ‘“:‘u ‘ ¢E¢ ‘ LJ LJ

Plans Log Reasons i Senice Address Map

Work Order

Work Order 178487 Pengtration Leak Repair 3 Sjte | JLABSTEY Stafus  APPR
Parent WO »
i oFitery 1rlg ;le1-4of4 . Download =
ftem Description Line Cost Required Date Order Date PO Company Stafus
PROVIDE LABOR AND EQUIPMENT TO 975.00 11T 14A0505409-0 DGSPAI APPR
BASIC ORDERING AGREEMENT FOR 2,000.00 111818 19-M0199-0 DGSPAl APPR
FABRICATE MOCK UP FOR 6,768.00 111618 13A0753355-0 SHOREL APPR
PROVIDE LABOR, GROUT PUMP AND 300.00 41916 14A0505322-0 DG3PAI APPR
PO Total 10,043.00
{ oFiters §Lid ,iei-508,  Download
fem Description Line Cost Required Date PO PR Company Status
= 300.00 14A0505322-0 362862 D
975.00 14A0505409-0 370985 D
320.00 CC-376036 376036 E
- 140.00 376036 E
1 4,500.00 13A0753355-0 380826 D

PR Total 14503.00

Actual Labor Cost 8326.78 Actual Material Cost 203035 PO Cost 10,043.00 Total Cost 2040013
{ oFiers {0 ©0-00f0
| Flers  §iig 4] e0-00r0 o
Sequence Task + Summary Estimated Duration Status

New Row
Labor Waterials Senices Tools

| Fers  [Hig 4l &1-30f3  Downiosd

Labor Name ReqularHours Memo Approved?
)} MEER » Todd Meier g 100:00 0 i
) WINSLOW Ed Winslow | 50:00 research and experimentation O i
p WINSLOW  » Ed Winslow d 400 178487 O a
Enter Time By Crew Select Labor Select Planned Labor Hew Row

The “Actuals” tab is populated with PO and PR line items from Costpoint once they are
associated with the work order # in the JLab Reguisition System - https://misportal.jlab.
org/regs/goHome.do.

At the bottom of the page are Labor, Materials, Services, and Tools tabs. We use the
Labor and Materials tabs to record labor hours and materials costs. Click on the "“New Row”
button to create new line items on the applicable tab. For Labor, the Labor field requires
your username, fill in Memo with a labor description, and put in the labor hours. For
Materials, first select the “Material” type, then put in a vendor, purchase card type,
description, quantity, and unit cost.

The Actual Labor Cost and Actual Material Cost values are recorded along with the PO
Cost to provide the Total Cost of the work order. These fields are located just below the
“Purchase Requisition” section and above the “Children of Work Order ...” section.
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“Log” Tab in Maximo

Work Order Tracking ! Bulledng: 0) Stat Center & Profile ™ Sign Out 7 Help T

HidaaelVOi|g

WorOrder | Plans | Actals [ Log ] Reasons | ssignmenls | SeniceAddess | Mp |

Work Order 399511 Pleasa relocate Electrical switthgear from the High Baytat 4 Sita JLABSTE! Statys  FLOWRKCON

l Woklog | CommunicaonLeg |

Record Class Created By Date , Tipe Summary
) 399511 » WORKORDEF DOLBECK 21919 452N CLIENTNOTE /0 V3lidate Scope and Determing Budgetary Cost Esfimate

The “Log” tab allows you to record communications with the service requester and provide
status updates about the work progress, rescheduling, completion, deferral, or cancellation.

21



Completing a Work Order in Maximo

=) Work Order Tracking 'gwmm ngiu I Reports # StartCenter 2 Profle » SignQut ?Help %
) ML =
Al Records [sw] Fina Work Order | gy Select Action vMEdaes|v @|E| Q:.‘Q | BB
Work Order Plans Actuals Log Reasons Assignments Senice Address Map
Waork Qrder | 398788 New HEP Utilities (harizontal electro polisher) 4 Site  JLABSTE1 Status  APPR
Work Log Communicaion Log
§ oFilery (1 . 0-0of0 €]
Record Class Created By Date Tipe Summary Viewabla?
& Manual Input SR

New Row

OSet as complete
Osatas "Awaiting Scheduling”
Osetas "awaiting Materials™
Reschedule Workorder (Target Finish Date)
®3et as Field Work Complete
Ocancel

[Tl ob complete]

0K Cancel

Once the work is complete, click on the Route Workflow button at the top on the light
blue bar to set the work order to "Complete” for PMs or “"Field Work Complete” for all
other work types. Add a description of the status change in the Memo field. Then click on
“OK"” to change the work order status.

Actuals may still be added until the work order has been set to "Complete”. If changes are
needed after that, the work order will need to be reopened.

For completions, you will be asked if you want to close the service request as well. Select
“OK" only if all of the work for this task has been complete.
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