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About This Guide

This section briefly summarizes this document and how it can help you as a

Maximo® user. It also provides information on other MRO resources available

to you, such as additional documentation and support.

Who Should Read this Guide?

This guide is designed for both novice and experienced Maximo users who will
be using applications in the following Maximo modules to manage Service
Desk tickets, work orders, assets and inventory, and purchasing:

Assets Module

Contracts Module

Deployed Assets Module
Inventory Module

Planning Module

Preventive Maintenance Module
Purchasing Module

Resources Module

Safety Module

Self-Service Module (Desktop Requisitions and Service Requests)
Service Desk Module

Service Management Module
Work Orders Module

d4 49 A9 ada

For information about using the applications in the following Maximo
modules, consult the Maximo System Administrator's Guide:

Administration Module
Configuration Module
Financial Module
Security Module
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For additional information about using the applications in the following
Maximo module, consult the Maximo Report Administration Guide:

v Reporting Module

For information about using the applications in the following Maximo module,
consult the appropriate Maximo Enterprise Adapter Guide:

v Integration Module
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How to Use this Guide

How to Use this Guide

The Maximo User’s Guide provides a general introduction to Maximo, and
should be used together with the Maximo Help when learning about Maximo.
Each Maximo application contains extensive online help including overviews
and procedures. This guide introduces you to the applications, and the
Maximo Help provides the details. For certain subjects, this guide provides
detailed information to supplement the Maximo Help.

The first two chapters of this guide provide simplified overviews of how
Maximo stores data in a database, the Multisite implementation of Maximo,
Workflow, the look and feel of the application screens, and information about
procedures that are common to more than one module, such as signing in, and
searching for records.

Subsequent chapters of this guide provide an overview of each of the Maximo
modules and applications, arranged alphabetically. You can choose which
chapters to read based on which Maximo modules and applications are
required to perform your job. Each chapter corresponds to a Maximo module,
and includes a section for each application that appears in that module. These
chapters focus on how the applications function as part of Maximo and provide
a quick reference to common tasks. When overview information applies to two
or more applications it appears in the module overview, rather than being
repeated in the application overviews. For detailed instructions on how to use
an application, refer to the Maximo Help.

Appendix A lists Maximo's keyboard shortcuts. For information about browser
shortcut keys, refer to your browser documentation. Appendix B describes
Maximo’s self-service applications, which are designed for the occasional
Maximo user. Appendix C lists additional information about using Maximo to
manage information technology assets.

How to Print this Guide

This document is available in two formats, Adobe® System Incorporated’s
Portable Document Format (PDF) and Hypertext Markup Language (HTML).

The file 60_mx_ug.pdf is available on the documentation CD.

To print the PDF User's Guide, complete the following steps:

1 Open the User's Guide in Adobe Reader.

2 From the Reader menu choose File > Print. The Print dialog box appears.

3 If you do not want to print the entire guide, enter the pages to print in the
Pages from fields.

4 Click OK.

The HTML User’s Guide can be accessed via the Maximo Help menu, it is part
of the main Maximo Help. The online version of this document contains one

XXIV
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About This Guide

HTML page for each chapter of the book. Each chapter must be printed
individually.

To print the HTML User's Guide, complete the following steps:

1 Open the User's Guide and navigate to the chapter that you want to print.
2 Place your curser in the file to be printed, not in the Table of Contents.

3 Right-click and select Print from the menu. The Print dialog box appears.
4 Click Print.

5 Repeat steps 2 through 4 for each additional chapter that you want to
print.

Documentation Conventions

This guide describes all of the modules and applications available to an end-
user in a standard "out-of-the-box" Maximo installation, that is, without
implementation or configuration modifications. Because Maximo can be
implemented in a variety of ways to match a wide range of business needs,
this guide may not exactly match your company's Maximo implementation.

Implementation is the process by which a business or company decides
which components of Maximo will be utilized to meet the needs of the
business. Some examples of ways that an implementation team can choose to
implement Maximo include:

¥ Choosing one or more languages for the implementation.

¥ Creating one or more Organizations, and one or more Sites.

v Using Maximo for Enterprise Asset Management (EAM), or Information
Technology Asset Management (ITAM), or both.

¥ Creating cloned or custom applications.

v Creating custom Start Centers to match job descriptions.

v Choosing to create Workflow processes for records.

Configuration is the process by which an administrator changes the layout
and or display of a screen for all users. Some examples of ways that a system
administrator can configure Maximo include:

¥ Modules can be hidden or renamed.

v Applications can be hidden or renamed.

v Tabs can be added, hidden, or be renamed.

v Fields can be added, hidden, have their location changed, or be renamed.
Personalization is the process by which a user modifies the content and
display of Maximo data for their screens only. Some examples of ways that
you can personalize Maximo include:

v Choose a default language, locale, and time zone
v Choose a sort order for columns in a table window.
v Choose to display or collapse sections of an application screen.

Maximo 6, 08/2006
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Notation Conventions

Note that the security settings associated with your user name determine
your access to Maximo modules, applications, tabs, and actions.

Notation Conventions

This guide uses the following typographical conventions:
Bold type indicates the following elements of the user interface:

Buttons

Check boxes

Field names

Select Action menu options

<4 4 4 <«

Italic type indicates a documentation title, and is used for emphasis.

The greater than sign (>) is used to indicate a menu choice from a submenu,
for example "Select File > Open." means you should select the File menu, then
select the Open option from the File menu.

Tip: A tip helps you apply the techniques and procedures described in the text
to your specific needs.

NOTE: A note provides related information, reminders, recommendations, and
strong suggestions.

CAUTION: A caution means that taking or avoiding a specific action could cause
you to lose data.

Related Documentation

The Maximo User’s Guide is part of the Maximo documentation set. You

receive the Maximo’s documentation set in Adobe® Systems’ Portable
Document Format (PDF) on the Documentation CD. Depending on the options
purchased, your documentation set can include the following documents:

v  Maximo® Installation Guide specific to your application server and
operating system

v  Maximo® System Administrator’s Guide

v Maximo® Multisite Administrator’s Guide

v  Maximo® Report Administration and Development Guide
v  Maximo® Workflow™ Designer Implementation Guide

v  Maximo® Finance Manager’s Guide

v  Maximo® Project Manager User’s Guide

XXVi
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Support

Depending on your database platform and the options you purchase, you also
might receive third-party manuals and online documentation.

To find the nearest corporate office, visit the company contact page on the
MRO Web site:

mro.com

MRO Software, Inc. users with a valid Annual Customer Support Plan (ACSP)
can obtain product support online at:

support.mro.com

NOTE: To use the MRO Software Support Online Web site, you must provide
your contact information and your MRO Software product serial/license
number.

The MRO Software Support Online Web site includes information on product
releases, software patches, and documentation updates. To find the most
current version of a document, refer to the Support Web site’s Knowledge
Base.

Maximo 6, 08/2006
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About Maximo

Maximo Overview

Maximo is a computerized asset maintenance system that provides asset
management, work management, materials management, and purchasing
capabilities to help companies maximize productivity and extend the life of
their revenue-generating assets.

Maximo allows your company to create a strategy for maintenance, repair,
and operations related to both Enterprise Asset Management (EAM) and
Information Technology Asset Management (ITAM).

Maximo stores and maintains data about your company’s assets, facilities,
and inventory. You can use this information to help you schedule maintenance
work, track asset status, manage inventory and resources, and analyze costs.

Maximo’s software suite can be configured to meet the needs of a variety of
different businesses, including:

Manufacturing and utilities production
Hotels, universities, and other facilities
Buses, trains, aircraft, and other fleet vehicles
Information technology (IT) assets

4 4 < <

Maximo helps companies to improve the availability and performance of their
revenue-generating assets while decreasing operating costs, without
increasing safety issues. Maximo lets you:

¥ Record service requests and all related records and communications from
the initial request to problem resolution.

v Track work orders and failures to better schedule preventive maintenance.

v Track information technology (IT) assets and their configurations across a
network.

v Track inventory use to find optimum stock levels. The goal is to maximize
availability of items for upcoming work, while also reducing unnecessary
inventory and associated carrying costs.

v Track purchasing of inventory stores and materials for work orders. To
assist in creating budgets, you can use Maximo to track costs for labor,
materials, services, assets, and tools used to complete work orders.

¥ Reduce on-the-job injuries and accidents by identifying hazards in the
workplace and precautions needed to increase safety.

Maximo 6, 08/2006
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About Maximo

Maximo can automate processes that are repetitive or happen on regular
intervals, for example, preventive maintenance, periodic inspections, or
reordering inventory items.

Maximo Components

A Maximo installation consists of several components that work together:
v arelational database (briefly described in this chapter)

v application server software (described in your installation guide and in the
Maximo System Administrator’s Guide)

v Maximo software including

m system administration applications for initial setup, configuration, and
security (described in the Maximo System Administrator’s Guide)

m  end-user applications for asset management (described in this guide)

v Actuate® report software (described in the Maximo Report Administration
and Development Guide and the Actuate documentation)

Maximo Modules and Applications

Maximo’s applications are grouped into modules. The applications in a module
have similar purposes, for example, applications related to purchasing are
grouped together. Some applications, such as Work Order Tracking, function
individually, while others, such as Precautions, create records designed to be
used in conjunction with records created in other applications.

Depending on your job description and security permissions, you may have
access to some or all of the Maximo modules and applications.

Chapters that appear later in this guide describe each module and application
in more detail.

Module Application Function
Assets Applications to manage assets and locations.
Assets Used to create and store asset numbers and corresponding information,

such as parent, location, vendor, up/down status, and maintenance
costs for each asset.

Condition Used to define measurement points for assets or locations, and to
Monitoring specify alarm limits and associated work to be performed after reaching
those limits.

Failure Codes Used to define failure codes and define the Problem, Cause, Remedy
hierarchy.
Locations Used to create location records and track assets that exist at the

location. Also used to build hierarchical or networked systems.
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Module Application Function
Meters Used to define meters that can be used to track asset and location
performance.
Meter Groups Used to create groups of meters that can then be applied to assets or
locations at the same time.
Contracts Applications to manage contracts with vendors.
Labor Rate Used to define labor rates to be paid to specific crafts and skills when
Contracts hiring workers.
Lease/Rental Used to define the terms and conditions and payment information for
Contracts lease or rental agreements for rotating assets, including information
technology assets.
Master Used to define the contractual relationship with a vendor. A master
Contracts contract links all contracts with the vendor, as well as containing the
terms and conditions that apply to the associated contracts.
Purchase Used to create, modify, and view contracts for items or services with
Contracts outside vendors. You can include detailed information about a
contract's shipping and financial terms, contact information, item and
service pricing, and delivery times.
Terms and Used to enter and maintain a library of terms and conditions to be used
Conditions on contracts and purchasing documents. These terms can contain
information such as liability concerns, shipping and handling details, or
delivery time expectations.
Warranty Used to create warranty and service contracts where vendors maintain
Contracts one or more assets for a fixed fee, or regularly scheduled payment over
a time period; or to track warranty information for multiple assets or
locations by time or meter.
Deployed Applications to view information about deployed information
Asset technology (IT) assets.
Computers Used to view data about specific computers deployed at your company.
Network Used to view information about deployed network devices such as
Devices routers, switches, and hubs.
Network Used to view information about deployed network printers.
Printers
Inventory Applications to manage item and tool inventory.
Condition Used to define the codes used to describe the condition of items.
Codes
Inventory Used to manage items in inventory, including tracking stock levels,
reordering items, and tracking rotating assets.
Issues and Used to issue stock from inventory (with or without a work order), and
Transfers to transfer stock from one storeroom location to another.

Item Master

Service Items

Used to define inventory items, and add them to a storeroom’s stock
list.

Used to define services that your company requisitions, either as part of
the purchasing process, or as part of a work order.

Maximo 6, 08/2006
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Module Application Function
Stocked Tools Used to manage tool inventory.
Storerooms Used to define storeroom locations, and view a read-only list of items
stocked at each storeroom location.
Tools Used to define tools and add them to storerooms.
Planning Applications to plan how work should be performed.
Job Plans Used to create a detailed description of how a job is to be performed and
the resources required to complete it.
Routes Used to list related work assets (assets and/or locations) that are
considered "stops" along an inspection or maintenance route.
Safety Plans Used to create a detailed plan of how to service assets or locations
safely.
Preventive Applications to manage preventive maintenance.

Maintenance

Master PM Used to create generic preventive maintenance templates.

Preventive Used to plan periodic, preventive maintenance, and inspections for

Maintenance assets and locations.

Purchasing Applications to manage purchasing.

Companies Used to manage records for manufacturers, vendors, and other
companies that do business with you.

Company Used to define companies that belong to a Company Set that can be

Master shared by one or more Organizations.

Invoices Used to record invoices and match against purchase orders and receipts
for approval.

Purchase Used to purchase materials or services from an internal supplier or an

Orders external vendor.

Purchase Used to request the ordering of materials or services.

Requisitions

Receiving Used to receive materials into inventory and record the receipt of
services.

Request for Used to request and manage vendor quotations for prices and delivery

Quotation information for goods and services.

Terms and Used to enter and maintain a library of terms and conditions to be used

Conditions on contracts and purchasing documents. These terms can contain
information such as liability concerns, shipping and handling details, or
delivery time expectations.

Resources Applications to create records for individuals and groups.

Crafts Used to create and manage craft records.

Labor Used to create and manage laborer and contractor records.

People Used to create and manage records for people who are listed on Maximo
records in any capacity.
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Module Application Function
Person Groups Used to create and manage person group records that can be used on
escalation, Workflow process and other records.
Qualifications Used to create and manage certificate and qualification records.
Safety Applications to record safety information.
Hazards Used to define hazards that exist in the workplace and define how to
eliminate or mitigate them.
Lock Out/Tag Used to create a detailed description of how to eliminate hazards
Out associated with related assets or locations.
Precautions Used to define precautions that can be taken to mitigate hazards in the
workplace.
Safety Plans Used to create a detailed plan of how to service assets or locations
safely.
Self-Service Applications to allow users to create and submit purchase requisitions
Module and service requests.
Desktop Applications to create requisitions, view drafts and templates, and view
Requisitions submitted requisitions.
Service Applications to search Solutions, create service requests, and view
Requests submitted service requests.
Service Desk Applications to manage customer requests for help, information, and
service.
Activities Use to report work on activity class work orders.
Changes Used to create records to track changes made to information technology
(IT) assets.
Incidents Used to create records of incidents that result in an interruption to or
reduction in the quality of a service.
Problems Used to create records of the underlying problems that cause incidents
and service requests.
Releases Used to create records to plan and record the release of changes to
information technology (IT) assets.
Service Used to create records of customer calls or e-mail requesting service.
Requests
Solutions Used to create a library of reusable solutions which can be applied to
incident and problem records.
Ticket Used to create templates for common service desk calls.
Templates

Service
Management

Service Catalog

Service Level
Agreements

Applications to manage services provided by your company, or
purchased from vendors.

Used to create service groups and catalog the services provided by those
groups.

Used to define agreements between service providers and customers,
documenting agreed upon levels of service.

Maximo 6, 08/2006
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Module Application Function
Work Orders Applications to manage work orders, labor assignments, and labor
hours.
Assignment Use to dispatch urgent work and schedule future work requirements.
Manager
Labor Used to report hours worked by labor (employees) or contractors. You
Reporting can enter hours worked by labor ("timecard" reporting), contract/
vendor, ticket, or work order.
Service Used to create records of customer calls or e-mail requesting service.
Requests
Quick Used to report work on open work orders and small jobs without pre-
Reporting existing work orders, or to report equipment downtime that involves no
maintenance work.
Work Order Used to perform every function related to processing work orders.
Tracking

Understanding Databases

When you enter information into Maximo, it stores the data in a database.
Understanding the structure and function of a database helps you to
understand how Maximo operates. It also helps you to retrieve information.

A database is simply a way of storing and organizing large amounts of
information, much like an electronic filing cabinet. Because of how the
information is entered and organized, a computer program can search and
display requested data quickly.

Maximo works with Oracle® databases. The Maximo database contains more
than 490 tables and more than 11,000 columns.

Database Components

Columns or Fields

Traditional databases are organized by columns (or fields), rows (or records),
and tables (or files). Which term is used often depends on whether you are
talking about the database program or what a user sees on the computer
screen.

A field is a single piece of information (for example, a name). A record is a
complete set of fields (for example, a name, address and phone number). A file
is a collection of records. A telephone directory would be a file since it contains
a list of records, each consisting of three fields: name, address, and telephone
number.

In Maximo, each field and check box on the page is a separate column in the
database.

1-6
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Key Fields

Rows or Records

Tables or Files

A column or field is the smallest unit of data in a database. A field might
contain a word, a number, or several sentences. Because you enter
information into specific fields and Maximo uses those fields to store
information in the database, you can search for information quickly and
easily.

Columns have properties, which include a unique name, description, data
type, whether a field is required, optional, or calculated, and so on. A required
field is one where you must enter data. An optional field can be left empty or
null. A calculated field does not require data entry. Maximo uses a formula
based on entries in other fields to calculate the value, for example, a Total
Cost field. Your company’s business needs determine the properties of a field.

In a database, a key is a field that you use to sort data. It also can be called a
key field, sort key, index, or key word. For example, if you sort records by
creation date, the Creation Date field is a key. Some columns are designated
as primary keys. A primary key is one or more columns that uniquely
identify a record and make it distinct from other records. For example, the
work order applications use the work order number as a key.

The value(s) in a primary key cannot be null (empty), and they must be
unique. Maximo automatically numbers the primary key field in most
applications. In applications where you can create the primary key, Maximo
alerts you if you choose a value that has already been used in the data table.

NOTE: When using Multisite key field uniqueness is determined by the level
the records are stored at: System, Set, Organization, or Site. It is
possible to have identical key fields in the database for different records
created at different Organizations or Sites. For more information about
Multisite, see “Multisite Overview,” on page 1-9.

Each row in a database table is a collection of related columns (fields), called a
record. A Maximo record contains the data you enter in fields on the
computer screen. If you used paper instead of a computer to keep track of your
data, you would complete a form with related information, with a different
page for each new record.

Maximo records include the following examples:

a work order
an asset record
a purchase order

v
v
v
¥ arow in a table window and its corresponding Row Details

Databases are structured so that similar data is stored together in tables, also
known as files. A table is a grouping of data arranged in rows and columns. In
general the different Maximo page areas, for example, tabs, subtabs, and table
windows, each correlate to a different table in the database. Because Maximo

Maximo 6, 08/2006
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uses a relational database, data that you enter into one table can be shared
with another related table, or used to calculate a value in yet another table.

Structured Query Language

Maximo uses Structured Query Language (SQL) to retrieve data from the
database. Requests to find information in a database are called "queries."
SQL is a standard language specifically designed to let people to create, edit,
maintain, and retrieve data from databases.

You do not need to know SQL to use Maximo. All Maximo users can perform a
query to the database from the application pages. For more information about
database queries, see “Searching the Maximo Database,” on page 2-6.
However, you should know SQL if you plan to use Maximo to create reports.

Maximo’s Database Structure

Maximo’s database is a relational database. A detailed look at Maximo’s
database design is beyond the scope of this guide, but you should be familiar
with a few additional database concepts which are covered in this chapter.

You can refer to the Technical Reference Guide or the Data Model Report
available on the documentation CD for more technical information about the
Maximo database.

Relational Databases

The records accessed by Maximo are stored in a relational database. In a
relational database one table can be connected to another table if they both
contain at least one common field. For example, the WORKORDER table and
JOBPLAN table are related because their records both contain job plan IDs.
This relational structure lets you view the same data in many different ways,
from many different applications.

Maximo Hierarchies

Some Maximo applications group related records using "parent-child"
relationships. A parent-child relationship is a one-way referral or link from
one table to another. A column in the child table refers to a column in the
parent table. The column referred to in the parent table must be part of the
primary key. For example, in the Assets application, you can have a "parent"
asset record that has "child" records for subassemblies. The subassembly
records contain a reference to the parent record that they "belong to."

Maximo uses these parent-child relationships to group related records such as
assets, operating locations, or work orders into hierarchies. You can build
and use hierarchies of records in many Maximo applications, including Assets,
Companies, Locations, Master Contracts, Preventive Maintenance, and Work
Order Tracking.

1-8
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With a parent-child relationship, you cannot delete a parent record without
first deleting the children, because if you delete a record from the parent
table, then the child would have an entry referencing a record that no longer
exists.

Data Sharing Between Applications

Because Maximo’s applications work together, data from a column in one
database table can be shared with other database tables. Because of this
column sharing, a data entry error in a single field (column) can appear in
more than one application.

In many cases you can correct errors, but in some instances after you enter
data, or change a record’s status, you cannot change the data in the database.
In these cases Maximo preserves errors intentionally, to create records for
auditing purposes.

Note that a field that has one name in one application, can have a different
name in another application but contain the same data. For example, the
MANUFACTURER column in the ASSET table is the same as the COMPANY
column in the COMPANIES table.

Tip: You can find information about each field’s table and column location in
the database by placing the cursor in a field and pressing Alt + F1.

Multisite Overview

Multisite Levels

Large businesses often consist of multiple facilities, or even multiple
companies owned by a parent corporation. Some customers choose to install a
separate Maximo database at each facility. But often these different facilities
have common business practices or share common data, and separate
databases do not meet the needs of the business.

Multisite is a way of implementing Maximo that allows a large company or
corporation with multiple facilities to share data from a single database, while
allowing the flexibility to have different business practices and data at
different facilities. A Multisite setup allows you to organize your Maximo
database to model your company’s organizational structure.

The following sections contain a brief overview of Multisite. For more
information about the Multisite option, refer to the Maximo Multisite
Administrator’s Guide.

Multisite divides data storage into the following different levels:

v System or database — Data that is stored at the system level can be
accessed by all users who are connected to the Maximo database. You may
also hear this level referred to as "Enterprise level."

v Set — Data that is stored at the Company Set or Item Set level can be
accessed by users in the Organizations that share the Company or Item
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Set. Each Organization can have only one Company Set and one Item Set,
but more than one Organization can share the same Company or Item Set.
An administrator uses the Sets application to define Company and Item
Sets.

v Organization — Data that is stored at the Organization level can only be
accessed by users within a specific Organization. An Organization can
contain one or more Sites. Organization level data can not be shared with
other Organizations. An administrator uses the Organizations application
to define Organizations.

v Site — Data that is stored at the Site level can only be accessed by users
at the specified Site. Site level data cannot be shared with other Sites or
Organizations. An administrator uses the Organizations application to
define Sites.

When you install Maximo you must create at least one Company Set, Item
Set, Organization, and Site. That may be all that is required to meet the needs
of your business.

Multisite and Maximo

You create person and person group records at the System level, and define
users and security groups at the System level. Many of the general records
that are used by all of the Maximo applications, such as classifications, units
of measurement, and the attached document library, are created at the
System level. Many of Maximo's automated tasks (Cron tasks, E-mail listener,
Escalations, and Workflow) are also the system level.

The Service Desk and applications to manage information technology (IT)
assets are at the system level. This includes the Bulletin Board, Solutions, the
ticket applications (Service Requests, Incidents, Problems. Ticket Templates),
service level agreements, and the Deployed Assets, Deployed Assets
Administration, and Reconciliation modules.

KPIs and reports are at the system level, allowing you to create and run
reports against any application or function that Maximo manages.

Company Master records are created at the Company Set level so that the
records can be shared by more than one Organization. Item records for items,
services, and tools are defined at the Item Set level, so that the records can be
shared by one or more Organizations and items and tools can be transferred
between Organizations and Sites that share the same Item Set. Other item
related data such as commodities, condition codes, and conversion values
between order units and issue units are also defined at the Item Set level.

Although currency codes are defined at the system level, other financial
information (exchange rates, tax codes, General Ledger accounts, financial
periods, and so forth) is defined at the Organization level. You also create
contracts (master, labor rate, lease/rental, purchase, and warranty type
contracts) and vendor records, and define terms and conditions for contracts
and purchasing at the Organization level.

Calendars and shifts are defined at the Organization level, as are Failure
Codes. Labor records are defined at the Organization level, as are crafts,
skills, certifications, qualifications, labor rates, and premium pay rates.

1-10
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Assets and locations are at the Site level, and thus condition monitoring,
failure reporting, meter readings, PMs, and work orders are also at the Site
level. Job plans are at the System level, but can have Organization or Site
specific elements. Hazards are defined at the Organization level, but
precautions, tag outs, and safety plans are defined at the Site level. Labor
assignments and labor reporting is done against work orders, and thus is also
at the Site level. Item and tool inventories are managed at the Site level,
which means that purchasing (PR, RFQ, PO, Receiving, and Invoices) are also
at the Site level.

The following table lists which applications and functions are defined at each
Multisite level:

Multisite Level Applications or functions

System or database — A
System is a single instance of a

Attached Document Library
Bulletin Board

Maximo database. A single Classifications
System can contain one or more Communication Templates
Sets, Organizations, and Sites. Computers

Cron Task Setup
Currency Codes
Deployed Assets
Escalations
Incidents

Job Plans

KPIs

Master PM
Meters

Meter Groups
Network Devices
Network Printers
People

Person Groups
Problems
Reconciliation
Reports

Security Groups
Service Level Agreements
Service Requests
Solutions

Ticket Templates
Units of Measurement
Users

Workflow

Condition Codes
Commodity Codes

Set — Sets exist below the
System level, but above the
Organization level, to allow Company Masters
multiple Organizations to share Conversion values (Order
company and item data. Each Units/Issue Units)
Organization can have only one Item Master

Company Set and one Item Set, Service Catalog

but each Set can be shared by Service Items

more than one Organization. Tools

4d4d 4 {4 CCgq@go@E4q94q9@g@<-«€@@94q9QQaO9O9EUEE Q99 =
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Multisite Level

Applications or functions

Organization — An
Organization identifies a unique
legal entity. A large corporation
might have different
Organizations for different
companies, or group all the
facilities that exist in a
continent or country into an
Organization. There can be
many Organizations within a
single Maximo database.

Calendars

Chart of Accounts (GL
Account codes)
Companies

Crafts

Exchange Rates
Failure Codes
Hazards

Labor

Labor Rate Contracts
Labor Reporting
Lease/Rental Contracts
Master Contracts
Purchase Contracts
Qualifications

Tax codes

Terms and Conditions
Warranty Contracts

v
v

Site — A Site identifies a work
location, such as a plant or
facility.

Activities

Assets

Assignment Manager
Changes

Condition Monitoring
Desktop Requisitions
Inventory

Invoices

Issues and Transfers
Labor Reporting
Locations

Lock Out/Tag Out
Precautions
Preventive Maintenance
Purchase Orders
Purchase Requisitions
Quick Reporting
Receiving

Releases

Request for Quotation
Routes

Safety Plans

Stocked Tools
Storerooms

Work Order Tracking

4d4 4499 ([ ([ FNI—AAI T

Security Overview

Your access to Maximo’s modules, applications, screens, and menu options is
controlled by your security privileges. All security access to Maximo is based
on security groups. Your user name is associated with one or more security

groups, each of which can have different levels of access to Maximo.
setup is described in detail in the System Administrator’s Guide, but you
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Passwords

Workflow

should be aware of how security settings can affect your ability to use
Maximo.

In Maximo all permissions are granted. A new user name or group has no
permissions until they are granted by the system administrator.

NOTE: Your Maximo license also affects your access to modules and
applications. Your company may not have purchased a Maximo
configuration that includes all of the applications documented in this
guide.

You are assigned a user name and password by your system administrator. If
you have security permissions to do so, you can change your password by
selecting Profile > Password Information from the navigation links.

Your system administrator may configure Maximo to

specify a required length for passwords. The default is six characters.
specify the number of days before a password expires.

require that passwords contain a number or special character
prevent you from reusing a password.

<4 4 € <

When you change you password you can enter a password hint. Your system
administrator can require you to correctly answer the Password Hint
Question before they will reset your password.

Maximo Workflow provides a dependable and repeatable method for routing
Maximo records to the people that need to act on them. This is useful for
managing the approval process of records such as tickets, purchasing records,
and work orders, and ensuring that the approval process happens in a timely
manner.

Workflow Capabilities

A Workflow process is a preset path that determines the flow of information at
your company. A Workflow process has the following capabilities:

v A Workflow process can be started automatically or manually.

¥ Records can be assigned for action to a person, person group, delegate
(alternate) or a role.

v Users can receive Workflow notifications in their Workflow Inbox or via
e-mail.

v Workflow tasks can be reassigned to another user when appropriate.

v Standard time periods can be defined at each step, after which the record
is escalated.
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Understanding Workflow Processes

A Workflow process is a map of your company’s business processes. Any time
your company’s business rules call for a person to perform an action or provide
input on a record, Workflow can be configured to electronically route the
record to the person or group who needs to act on the record. Workflow can
also automatically evaluate the record to determine the next step for the
record.

The decision made at each step determines the path the record takes. Certain
decisions are made by users while others are made automatically by Maximo
according to information within the record.

Workflow processes are created for a particular type of record, for example
work orders. The following is just one example of how a service request might
move through a work order Workflow process:

¥ Someone enters a request for a repair via the Service Request application,
creating a ticket record.

¥ The Workflow process automatically creates a work order from the ticket
record.

v The request is routed to a maintenance supervisor, who determines
whether or not the work must be completed immediately.

v If the work is not urgent, the request is routed to a planner, who assigns
the work to a laborer.

¥ The assignment appears in the laborer’s Workflow Inbox.

¥ When the work order is saved with a value in the Actual Start field the
work order status changes to INPRG and the Workflow automatically
creates an e-mail that notifies the person who requested to work that work
has started on their request.

¥ When the work order is saved with a value in the Actual Finish field the
work order status changes to COMP and the Workflow automatically e-
mails the maintenance supervisor that work has been completed.

¥ Once the maintenance supervisor approves the completed work, the work
order status changes to CLOSE.

A Workflow for a purchase requisition (PR) might resemble the following
example:

v A worker creates a purchase requisition and enters it in Workflow with a
status of WAPPR.

v The PR is routed to the worker’s direct superior, who reviews the PR and
approves or rejects it.

v If the total cost of the approved PR is more than a specified dollar amount,
the PR is routed to the department manager, who must also approve it.

¥ Once the status has been changed to APPR, the PR is routed to the
purchasing department, where it is reviewed by the purchasing agent.

1-14
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v The purchasing agent creates a purchase order (PO) for the appropriate
vendors listed on the PR, and changes the PR status to CLOSE once all of
the PR lines have been assigned to a PO.

v The purchase order(s) created from the PR might then enter a separate PO
Workflow.

NoOTE: When a record enters a Workflow Process, the status change action is
disabled on that record and Workflow takes control of the status
changes. A record leaves a Workflow process when it reaches a stop
node. When a record leaves the control of a Workflow process it becomes
a regular Maximo record that retains whatever status it had when it left
the Workflow.

Using the Workflow Inbox

Your Start Center may be configured so that it contains a Workflow Inbox.
When Maximo routes a record to you for action, it appears in your in your
Workflow Inbox. You can click the record ID to view the record.
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Getting Started

Maximo is a Web-based product. This chapter describes the different elements
of the application pages, basic navigation of the user interface (UI), and
procedures that are common to most or all Maximo applications, such as
searching and selecting values.

System Requirements

To use Maximo, you need the following:

v a Web browser. Maximo currently supports Microsoft® Internet Explorer
version 5.5 SP2 or higher.

¥ a monitor with resolution of 1024 x 768 pixels per inch.

¥ auser name and a password. These are assigned by your system
administrator.

In addition, your Web browser should be set to automatically check for newer
versions of pages stored in Temporary Internet files.

CAUTION: Pop-up blockers prevent your browser from opening new browser

windows. Pop-up blockers may interfere with some Maximo
functionality, for example Maximo Help.

Launching Maximo

Maximo is a Web based application suite. You access it through a Web
browser by entering the Uniform Resource Locator (URL) that points to an
application server that is running Maximo.

NOTE: Your system administrator will provide you with the URL to use to
connect to Maximo.

Signing In to Maximo

While your system administrator can customize the Maximo Sign-In screen, it
should include fields to enter your user name and password.
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Maximo Sign In

'% select a language
DeLtsch Ezpariol
fa4EsR3r  Portugués
oyl Englizh
Medetlands  Francais
A+ Svenzka

taliano

user name || |

password | |

| Signin |

«a New user 7 register now

If you do not have a user name and password, for example, if you are not a
Maximo user but must file a maintenance request, click "register now" to
register yourself and create a user name and password. For more information
about user self-registration, see “User Self-Registration,” on page B-1.

NOTE: Your user name and password are case sensitive.
When you access reports, Maximo automatically signs you in to Actuate using
your Maximo user name and password. For information about using reports

with Maximo, refer to the Maximo Report Administration and Development
Guide.

Browser Menu and Icons

The menu and toolbar icons at the top of the page control your Web browser.
Do not confuse them with the Maximo menus and toolbars.

Browser Toolbar

) MRO Support Online - http://support.mro.com - Microsoft Internet Explorer . =11

File Edit ‘iew Fawvorites Tools  Help | :;'
Ne T v = E ' <]

@Back - @ - lﬂ lg Tl 7 Search NFavuntes {3 5 b _ﬁl A _J ﬁ “ @

Address Ig‘l hittp: jfsupport. mro. comfwelcome, htrn j G |Links i @ &

CAUTION: Do not use the browser Forward and Back buttons to navigate
within Maximo. These buttons act on the browser, and are not part
of the Maximo software.

For more information about this part of your screen, refer to your browser
documentation.
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Maximo Navigation Bar

Below the browser menu and toolbar is the Navigation Bar, the first part of
the Maximo application page. The following figure shows the Navigation Bar:

Maximo Navigation Bar

|| Work Order Tracking @ Bulle ] Go To Reports 5 _ =Profile * Sign Out ? Help

Maximo uses the Navigation Bar to identify the current application, display
messages, and display links that let you maneuver among Maximo
applications. It contains the following sections:

v Application icon and name shown on the left to identify the current
application. The application icon is also a link to the first editable field on
the application page.

v Message area in the center. When appropriate, Maximo displays
messages in this area. These messages are only informational, and need
no response, for example, “Record has been saved.”

v Navigation Links in the right corner. The available links vary depending
on which page you are currently using. Possible options include the
following links:

m ¥ Bulletins — Click to display the Bulletin Board and view broadcast
messages. This link only appears when there are active Bulletin Board
messages.

m # Go To — Click to display a menu of modules, letting you maneuver
among modules and applications.

m Ut Reports — Click to display a menu of modules, letting you
maneuver among modules and applications to select an application to
run reports against.

rt Start Center — Click to return to your Start Center.

“t Profile — Click to manage the personal information (address,
phone, e-mail, and so forth), defaults, and Maximo password recorded
on your Maximo Person and User records.

m % Sign Out — Click to sign out of Maximo.

m i Return — Click to return to the previous application page without
selecting a value. Available after you link to another application.

m  “F Return with Value — Click to return to the previous application
page with selected value(s). Available after you link to another
application.

m ¥ Help — Click to display the help menu (when selected from
application pages), or context sensitive help (when selected from dialog
boxes). This link is always available.

Signing Out of Maximo

Do not exit an application by closing the browser. To ensure that the
connection between your user name and the Maximo server is severed, you
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should always use the Sign Out link in the Navigation Links to exit Maximo
before closing the browser.

Maximo Start Centers

After you sign in, Maximo displays your Start Center. A Start Center
contains links to actions, applications, data, records, and/or reports that are
relevant to your job. Start Centers are assigned to security groups by a system
administrator using the Security Groups application. If your user name is
assigned to more than one security group, you may have more than one Start
Center.

Start Center Components

A Start Center consists of two columns, one narrow and one wide. Each
column can be configured to display one or more portlets, or windows, which
display data, links, or reports that are available in a specific Maximo
application. The portlets that make up a specific Start Center are often chosen
to support a particular job function, and can include any of the following:

Vv Bulletin Board — Displays Bulletin Board messages.

v Favorite Applications — Displays links that allow you to launch specific
Maximo applications.

v Inbox/Assignments — Displays your Workflow Inbox, which contains
records that have been routed to you and that require some sort of action,
for example, review and approval. For more information about Workflow,
see “Workflow,” on page 1-13.

v KPI Graph — Displays one or more Key Performance Indicator (KPI)
graphs.

v KPI List — Displays a list of links to one or more Key Performance
Indicator (KPI) records in the KPI Manager application.

¥ Quick Insert — Displays a list of links that allow you to launch an
application and add a new record into the database, for example create a
New Work Order.

¥ Result Set — Displays the result set from a saved query. For more
information about saved queries, see “Using Saved Queries to Search,” on
page 2-8.

Managing Multiple Start Centers

If you have more than one Start Center assigned to your user name Maximo
displays each Start Center as a separate tab, one for each Start Center. To
view a different Start Center, click the tab for that Start Center.

You can manage multiple Start Centers using the Display Settings link.
This link allows you to:

2-4
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v Change the name of a Start Center.

v Indicate if a Start Center should be displayed or hidden.
v Indicate which Start Center should appear as the first tab (default).

Display Settings Dialog Box

B Cisplay Settings

Description

of 1 =

Mairterance|

L Download

Display? Default?
L]

L OK | | Cancel |

Personalizing Portlets

Opening an Application

Each portlet has an application that controls the content and configuration of
the portlet. If your system administrator has granted you security
permissions to a portlet’s application, then you can personalize how that
portlet appears in your Start Center. The buttons that you use to personalize

a portlet appear in the portlet header.

Button Action

Edit Portlet — Click to open the set up application for the

portlet.

Minimize Portlet Window — Click to minimize the

portlet.

Maximize Portlet Window — Click to maximize a portlet
that has been minimized.

Remove Portlet — Click to remove a portlet from the
Start Center.

CAUTION: If you do not have appropriate security
permissions, you may be unable to restore the
deleted portlet.

There are several ways to open a Maximo application from your Start Center.

¥ Go To link in the Navigation Links — To open an application, click the
Go To link in the Navigation Links, then select the module and
application. For example, to open the Work Order Tracking application
Select Go To > Work Orders > Work Order Tracking.

Maximo 6, 08/2006

2-5



Maximo's Application Types

v Favorite Applications portlet — To open an application, click the

application link in the Favorite applications portlet. For example click
Work Order Tracking.

v Inbox/Assignments portlet — To open an application and view a record
that has been assigned to you for action, click the record ID.

¥ Quick Insert portlet — To open an application and insert a new record,
click the link in the Quick Insert portlet, for example New Work Order.

v Result Set portlet — To open an application and view a specific record,
click the record ID in the Result Set portlet.

Tip: You can run more than one Maximo application at the same time, as long
as the applications are launched in separate browser sessions. For
example, if you were creating a requisition for materials, you could have
the Inventory application running in one browser session, and the
Purchase Requisitions application running in a second browser session.

Maximo's Application Types

While all of the Maximo applications share a similar look and feel, the
applications fall into three general types:

v Self-service applications are designed to guide occasional Maximo users
through the process of creating a record. Maximo contains two self-service
modules, Desktop Requisitions, and Service Requests. For more
information, see Appendix B, "Maximo’s Self-Service Applications," on
page B-1.

v Simple applications contain a single page. Records are displayed in table
windows, and searches are accomplished using the table filter. A Search
Toolbar may or may not appear on the application page. Assignment
Manager, Condition Codes, Labor Reporting, and several of the
administrative applications are simple applications.

v Standard applications are applications that contain the following:

a standard navigation bar and toolbar

a List tab and Search toolbar to search the database for records
a main record tab

as many additional tabs as are required by the type of record

NOTE: The majority of Maximo’s applications are standard applications.

Searching the Maximo Database

Maximo stores entered information in a database. Requests to find
information in the database are called queries. When you open a Maximo
application, Maximo displays the List tab which displays the result of your
default saved query. If you do not have a default saved query Maximo does not
display a result set.
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Because most applications open to the List tab, you can execute several
actions from the tab:

v execute a saved query from the Query menu.
v perform a key field search with Find field.

¥ create a new record by clicking the New <Record> button on the toolbar,
for example New Work Order.

¥ create reports for one or more records

v perform any of the actions available via the Search Toolbar. For more
information, see “Using the Search Toolbar,” on page 2-7.

v click any tab to view the first record in the result set.
v select the Select Records check box, select one or more records, and
select an action from the Select Action menu to perform on the record(s),

for example to perform a status change on a group of records.

NOTE: Some applications may include additional actions available from the
List tab.

Using the Search Toolbar

The Search Toolbar appears on the List tab, allowing you to perform several
different search related actions. When you enter a query, Maximo uses
Structured Query Language (SQL) to retrieve the data from the database. You
do not need to know SQL to conduct basic searches of the Maximo database.
The Search Toolbar contains actions that allow for both SQL and non-SQL
based queries. The results of your query are displayed in a table window below
the Search Toolbar.

The Search Toolbar

Advanced Search Save Query Bookmarks

The triangle next to the Advanced Search button activates a menu of
additional Advanced Search options:

¥ More Search Fields — Click to access additional record fields for query
by example (QBE) searches.

v View Search Tips — Click to view a help topic containing tips for
searching the Maximo database.

v WHERE Clause — Click to view your current structured query language
(SQL) WHERE clause or to construct a new WHERE clause to use to
search the database.

The triangle next to the Save Query button activates a menu of additional
Saved Query options:

Maximo 6, 08/2006

2-7



Basic Searches

Basic Searches

v Save Current Query — Click to name and save your current query so
that you can reuse it at a later time.

v View/Manage Queries — Click to view and manage your saved queries
for the current application.

This section describes the different ways to search the Maximo database for
records. You do not need to know SQL to perform these basic searches.

Using Saved Queries to Search

Saving a Query

The Query field in the Maximo toolbar contains a menu that includes any
queries you have created and saved for an application, and two additional
search options:

v All Records
v All Bookmarks

When you select a query from this menu, Maximo executes it immediately.

If you perform a saved query from the List tab the name of the saved query
shows in the menu, but when a search performed from the List tab is not a
saved query the menu is empty as no query name exists.

If you frequently execute the same searches, you can save time by creating
saved queries. You can also define a default saved query for Maximo to
execute every time you open an application. For example, if your job involves
approving work orders, you might define a default query to find all work
orders with a status of WAPPR (waiting for approval) when you open the
Work Order Tracking application. If Maximo does not find any records that
match your query it displays the message "No records found that match the
specified query."

Saved and default queries are specific to each application. For example, a
query created in the Work Order Tracking application is not available in
Quick Reporting unless you also create and save it in that application.

To save a query, complete the following steps:

1 Use the List tab to create a query. For more information about
constructing queries see “Searching the Maximo Database,” on page 2-6.

Maximo displays the query results.
2 Click Save Query in the Search Toolbar.

The Save Current Query dialog box appears.

2-8
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Enter a name for the query in the Query Name field. You can also enter a
Description.

NOTE: Each saved query must have a unique name.

Select the Public? check box to make the query available to other Maximo
users.

Select the Default? check box to make the query your default.

NOTE: You can also make a query your default by selecting the Default?
check box in the View/Manage Saved Queries dialog box.

Click OK.

Maximo saves the query and adds it to the Query menu. If you selected the
Default? check box, the next time you launch the application, Maximo
will execute the query.

Managing Saved Queries

The View/Manage Saved Queries dialog box displays all queries that you have
saved and named. These queries are also available from the Current Query
menu on the toolbar.

View/Manage Saved Queries Dialog Box

~Filter = iy ¢ 20 | % » | #41-4.4% . Download | !
duer;.;.Néhe Deécriﬁtiu}n - - - Default? F‘ub.li.l.:?-
[ ﬁ - |Quer':.f fu.:ur”all fire extinguishers ||:| o 'ifn'
b TSTOCH IT Stock in Stock Locations (non-Storeroom) [ i |
F MOTOR cuiery for all motors N I |
b PUMPS Guery for all pumps [l [ |

L OK J [ Cancel J

To execute a saved query, click the Query Name.

To delete a saved query, click the Mark Row for Delete button for the query.

Using the Find Field to Search

You can use the Find field in the Maximo toolbar to search for a single record
by the record ID or key field. For example, in Work Order Tracking, the search
is by work order number. You can use the Find field to search from any tab in
the application.
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NOTE: You must know the exact record ID to search using the Find field.
Entering a partial record ID will not return any results.

To search using the Find field, complete the following steps:
1 Enter a record ID in the Find field.
2 Click the Quick Key Search button (binoculars).

For more information about key fields, see “Key Fields,” on page 1-7.

Using the Table Filter to Refine Search Results

Table Filter

Description
[pump
Centrifugal Pump 100GPMGOFT HD

Centrifugal Pump 100 GPM, 60 FT-HD CEMTRAL PURP100 BEDFORD

The List tab displays query results in a table window. For more information
about table windows see “Table Windows,” on page 2-19. Maximo table
windows include a filter to help you locate specific rows in large tables by
reducing the number of rows displayed.

The table filter appears at the top of the table window as a row of editable
fields appearing between the column headers and the first row of the table, as
shown in the following figure.

31 T e ¥ | ®1-505% . Download |

Location Parert Rotating tem Person
[ ] [ [ | [-BEDFORD |/
BR430 11400 PUMP100 BECFORD

¥y

To filter a table window, complete the following steps:
1 If necessary, click the P Filter icon.
The filter opens and the Filter Table button appears.

2 Enter a value in one or more of the filter fields. You can enter partial
values.

Tip: Use the equals sign (=) for an exact match. For example, filtering
records with a status of "APPR" will also return records that have a
status of "WAPPR" unless you type "=APPR" in the status field.

3 Click the Filter Table button (binoculars) or press Enter.

Maximo filters the table window and the Clear Filter Fields button
appears.

If there are no rows that match your filter criteria, a message displays in
the table window, for example "No work orders found."

4 To filter using different criteria, click the Clear Filter Fields button to

return to the original result set.

NOTE: The Clear Filter Fields button only appears when the rows
displayed in a table has been filtered.

2-10
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Field Buttons

Fields can have actions associated with them. A field can have a long
description, a select value lookup, or a menu of actions associated with it. In
all cases, you access these actions via a field button.

Field Buttons

Button Name and Function

Detail Menu— Displays a menu of actions available for the

A
field. Specific choices vary by field.

E! Long Description — Provides room for entering more data
than can fit in a field.

=l After a long description entry is created, the button changes
color to indicate that more information is available.

i Select Date — Displays the Select Date dialog box. Click a
date to return the selected value to the Date field.

&l Select Date and Time — Displays the Select Date and Time
dialog box. Click a date to return the selected date and time to
the Date field.

y. Select Value — Displays a page showing available values for

the fields. Select Value pages are often lists of records created
in other applications, for example, item records created in the
Item Master application.

Special Characters and Maximo

A character is a letter, number, or symbol. Most database programs use a
selection of special characters as operators. An operator is a symbol that
represents a specific action that the database program should take.

The following list contains characters that Maximo uses as operators and
some guidelines on how to use them when you are constructing queries:

v

ampersand (&) — AND. You use the AND operator to search for records
that contain at least one occurrence of all of your query terms. The
operator must be placed between two query terms otherwise Maximo will
display an error message.

hyphen (-) — MINUS. You use the MINUS operator to search for records
that contain one query term, but you want the presence of your second
query term to cause the document to be ranked lower in the result set. The
operator must be placed between two query terms otherwise Maximo will
display an error message.

pipe (|) — OR. You use the OR operator to search for records that contain
at least one occurrence of any of your query terms. The operator must be
placed between two query terms otherwise Maximo will display an error
message.

semicolon (;) — You use a semicolon to indicate the end of a SQL
command line. Using a semicolon as part of your query text may generate
an error message.
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v tilde (~) — NOT. You use the NOT operator to search for records that
contain one query term and not another. The operator must be placed
between two query terms otherwise Maximo will display an error message.

Your database may use additional special characters as operators. For
additional information about other characters that are used as operators,
refer to the documentation provided with your database.

Using Wildcard Characters

Sometimes you do not know the exact value for a field you want to use in a
query. For example, you remember only part of a work order number, but not
the exact number. When you do not know the exact value, you can search
using the partial value plus a wildcard character. A wildcard character is a
special symbol that stands for one or more characters. A character is an
individual letter or number.

Maximo Wildcard Characters

Maximo uses two wildcard characters:
v Use the underscore (_) to substitute for a single character.
v Use the percent sign (%) to substitute for a string of characters

A string is any grouping of letters, numbers, or both. A word is an example of
a string of letters.

Placement of Wildcard Characters

Searching for Null Values

When you use a wildcard character in a search field, place the wildcard
character exactly where the unknown character(s) would occur. You can use
more than one wildcard character in a single search.

Placement  Finds Example

%X all instances where X is the = %ing would return all
last in the string of instances where a word
characters ended in -ing

X% all instances where Xis the = M% would return all

first in a string of characters instances where the word
started with the letter M

%X% all instances where X falls %3% would return all
anywhere within the string records with the number 3
of characters anywhere in the field

A null value is the absence of a value in a field. Nulls indicate missing or
unknown data, and are not the same thing as the number zero (0) or a blank
space.

Because a null indicates a lack of data, searching for null values is different
from searching for other values. When using the List tab or the Advanced
Search/More Search Fields dialog box to search for records containing null
values you use the following syntax:

2-12
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v To search for records that contain a NULL value for a field enter:

~null~

v To search for records that do not contain a null value for a field (known as
a NOT NULL value) enter:

I=~null~

NOTE: When searching for null values using the WHERE Clause dialog box
you use the SQL comparison values IS NULL and IS NOT NULL to
select and compare null values.

Advanced Searching

In addition to searching using the Query field, the Find field, and the table
filter, you have two additional options for searching the Maximo database.
You can use the Advanced Search option to search additional fields beyond
those available in the table window, or if you know Structured Query
Language (SQL) you can use the WHERE Clause option to construct a SQL
query.

Using the Advanced Search Option

The More Search Fields dialog box is for querying by example (QBE), meaning
that you enter values in the on screen fields to provide Maximo with an
example of the type of records you are searching for. For example, if you want
to find all work orders with a status of waiting for approval, you would enter
WAPPR in the Status field. You can enter values for each field that you want
to have included in your query.

You can give examples of records you want to find by entering values in one or
more fields in the dialog box. Doing so narrows your search. If no records
match your query, Maximo displays a message.

TiP: You can enter more than one value in a field. The values must be
separated by commas, and cannot exceed the length allowed for the field.
For example, to find work orders that list either pumps or motors you
could enter "pump, motor" in the Description field.

Using a SQL WHERE Clause to Search

You use the WHERE Clause dialog box to conduct advanced queries of the
Maximo database using Structured Query Language (SQL). To perform
advanced queries, you should be familiar with both SQL and the Maximo
database. A SQL tutorial is not within the scope of this manual. Constructing
SQL queries 1s something that is more commonly performed by system
administrators and database administrators.

The WHERE Clause dialog box displays the SQL. WHERE clause for your
current query in the Current Query field. You can use any of the search
methods available to you and see the WHERE clause Maximo created based

Maximo 6, 08/2006
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on your query values in the WHERE Clause dialog box. If you know SQL you
can also modify the WHERE clause to change your search parameters.

Viewing Search Results

The List tab displays all records that match the current query in a table
window. For more information about table windows see “T'able Windows,” on
page 2-19. You can perform the following actions on the Results subtab:

v Use the Filter to filter the results displayed in the table window.

v Click the Next Row or Previous Row buttons to navigate the rows in
your results set.

v Click the Next Page and Previous Page buttons to navigate the pages of
your result set.

v Click the Download button to download the result set.

v Click an underlined column header to sort the column. For more
information, see “Sorting Columns,” on page 2-22.

v Select the Select Records check box, then check the Select Row check
boxes to select multiple records to perform batch actions from the Select
Action menu.

v Click the Add to Bookmarks button for a record to include the record in
your personal list of bookmarks for the application.

Using Bookmarks

The My Bookmarks dialog box displays all records that you have
"bookmarked" for later review. The My Bookmarks dialog includes the
record ID (key field), the Description of the record, and a Delete button for
each bookmark.

Bookmarks are associated with your user name. If you were to sign in under a
different name, you would see a different Bookmarks list. Each application
has a separate bookmark list. So for example, work orders bookmarked in the
Work Order Tracking application will not be bookmarked in the Quick
Reporting application.

Adding a Bookmark

You can add a record to your list of Bookmarks in two ways:

v From the List tab — Click the Add to Bookmarks R button for the
record.

v From any application tab — Select Add to Bookmarks from the Select
Action menu to add the current record to your bookmarks.
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Managing Bookmarks

Click Bookmarks on the Search toolbar to view the My Bookmarks dialog
box, which lists all of the records you have bookmarked for a particular
application.

To remove a bookmark, click the Delete X button for the record, The
bookmark is deleted when you close the dialog box. This does not delete the
record, only the bookmark.

NOTE: If you choose All Bookmarks from the Current Query menu, Maximo
does not show a deleted record.

Maximo Application Pages

Most Maximo applications have a similar look and feel. The Maximo

application page starts below your browser’s address bar and contain the

following areas:

v Maximo Navigation Bar — Identifies the application and provides
navigation links. For more information, see “Maximo Navigation Bar,” on
page 2-3.

¥ Maximo Toolbar — Contains search options, action menu, and buttons
for frequently used actions.

v Application Tabs — Contains groupings of similar fields and actions
within an application.

¥ Record Heading — Contains the key field, Description, and one or
more additional fields that identify the current record. Heading fields

appear at the top of every tab of the application.

¥ Sections — Contains groupings of fields that contain similar or related
data within an application page.

v Table Windows — Displays multiple records from the database
simultaneously.

Maximo Toolbar

Immediately below the Navigation Bar is the Maximo toolbar.

WorK Order Tracking Toolbar

| Find: #h  |Select Action v ja o d @ la B I | workflow " | Repons [ [E]
The toolbar contains four sections:
¥ Query menu

v Find field and button (binoculars)
v Select Action menu
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Query Menu

Find Field

Select Action Menu

Toolbar Buttons

v Toolbar Buttons

The Query menu is described in “Using Saved Queries to Search,” on page 2-8.

Using the Find field to perform a quick key search is described in “Using the
Find Field to Search,” on page 2-9.

The Select Action menu contains all application-specific actions that are
available to you. Select an action from the menu to perform it. These actions
are listed in chapters that appear later in this guide.

NOTE: Action menu options appear only if your system administrator gives you
security access.

The Maximo toolbar contains buttons that are common to most Maximo
applications, as well as application specific buttons. You see buttons only for
actions your system administrator has authorized you to perform.

NOTE: The tool tip text for some buttons can change based on the application,
but the button performs the same function. For example, in the Work
Order Tracking application the "New Record" button is labeled "New
Work Order."

2-16
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Tabs and Subtabs

Maximo Toolbar Buttons

Button Name and Function

) New Record — Inserts a new record.
If your system administrator has set the application to
4 automatically create numbers for new records the button

displays a number sign (#).

= Save Record — Saves a record. Maximo displays a message if
a required field is empty.

P Clear Changes — Clears changes to the page and returns you
to the List tab. Maximo notifies you if unsaved changes exist
and gives you the option to save them.

a Previous Record — Takes you to the previous record in the
result set. Displays a message in the Navigation bar if you are
at the first record. Maximo notifies you if unsaved changes exist
and gives you the option to save them.

Next Record — Takes you to the next record in the result set.

+ . . S .
Displays a message in the Navigation bar if you are at the last
record. Maximo notifies you if unsaved changes exist and gives
you the option to save them.
™ Change Status — Displays the Change Status dialog.
#
£\ Create KPI Option — Displays the Create KPI dialog box,

allowing you to create a Key Performance Indicator report.

NOTE: Some applications include a subset of these toolbar buttons. And some
applications include additional application specific toolbar buttons.
Application specific toolbar buttons are documented with their
respective applications in the following chapters.

Most applications display two or more tabs at the top of the page’s working
area. Data entry fields are arranged in logical groupings within each
application, and tabs organize and display the groupings.

The List tab appears first for all applications. The second tab contains the
main information for that application. Subsequent tabs contain secondary,
related information. The selected tab appears as a lighter color than the
inactive tabs.

To change application pages, select a tab. A message may appear if you have
unsaved changes on the current page.

Tabs in turn can have subtabs that display additional information. Subtabs
contain data pertinent to their parent tab. For example, the Plans tab of the
Work Order Tracking application contains four subtabs: Labor, Materials,
Services, and Tools.

Maximo 6, 08/2006
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Work Order Tracking application, showing tabs and subtabs

Work Order Tracking @ Bulleti

v| Find: | | #h |etect Action v] B o\ @ @ L[ e | wokflow Y | Repons [F
Lizt ‘Wiork Crler [ Plans ] Related Recards Actuals Safety Plan Lo Failure Reporting
Work Order |1 ooy | |Packaging Mach. Elevator & Drainpan Inspectiu| E Site Status
Parent WO l:l #
| cEiterc @bt 3| # 4 «» 0¥ bl 7 B
| ~Eilter>d@h : 53§ # ;| *1-6of9+ . Download | |
Sequence Task SuUMmmary Estimated Duration Status
r | | [ 0] [IMSPECT SWITCHES.. |& | o:on] APPR e |
3 20 INSPECT DRIVE MOTOR AMD MOUMNTS E 0:00 APPR {:1 ﬁ
» 30 CLEAN MOTOR E 0:00 APPR oo
» 40 INSPECT GEAR REDUCER LIMIT. CHECK GEAR | = gl APPR {:1 0}
3 a0 INSPECT, CLEAN, AMD LUBRICATE DRIVE CHA =] 0:00 APPR {:1 ﬁ
3 B0 CHECK CONYEYOR BELT AMD PULLEYS... = 0:00 APPR {:.f fl
|_Hew Row )
m tiaterials Services Toals
| oFiter:giy: 3] # 4] w1101 . Download = |
Task Craft Skill Lewvel “endor Guartity  Labor Reqular Hours  Rate Lire Cost
» | £ |mECH A FRSTCLASS |+ A [ | A [ 300 1850) | s550]

|_Select Craft | | Hew Row |

Record Heading

Many Maximo applications include more than one application tab in addition
to the List tab. In order to identify the current record when you move from one
tab to another, a Maximo record contains a heading section that appears on
each application tab. This section contains the key field (record ID),
Description field, and one or more additional fields.

Sections

The fields on an application page are grouped together into sections. Each of
these sections contains a button to Minimize the section.

Icon Function

= Minimize

= Maximize

Minimizing a section hides all of the fields in the section from view. When a
section is minimized, only the section heading appears with the Maximize
button as shown in the following image.
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Purchase Order Record with Collapsed Dates Section

Purchase Orders ® Bu o teports Cenfer — &=Profile ot 7 Help

~| Find: | |#h  [Select Action viEg @ @@ o I5len | repons [F
Lizt PO PO Lines Ship To £ Bill Ta Terms and Conditions:
PO |1DDD | |St0re Replenishment | E] Site Status Attachments &
Type # Pretax Total
originalpo [ |~ Total Tax
Buyer Company l:l # Total Cost
Buyer # Currency P
Priority El Total Base Cost
Receipts
Contract Reference l:l s
Contract Type l:l
Contract Revision l:l
Release # l:l
Company |ATI | . |At|antic: Trading, Inc = Internal? [ ]
Address |39 MAPLE AVE | storeroom | |/
City [SOMERVILLE | Storeroomsite | |/
State Province |MA | Freight Terms | | =
ZIP Postal Code |l321 44 | Payment Terms
Contact |BRIAN ARENA, | 4 Ship Via 7
Customer FOB Point
Phone Pay Tax te Vendor ?

[
Pay on Receipt? [ |
O

Inspection Required ?

Tip: If all of the fields in a section appear to be missing on the screen, click the
Maximize button to display them.

A section can also contain a table window, which are described in the next
topic.

Table Windows

Maximo uses table windows to display multiple records from the database
simultaneously. In some cases, for example on the List tab, a table window
will display a result set. A result set is the set of records that matches the
criteria specified in a query to the database. For more information about
queries, see “Searching the Maximo Database,” on page 2-6.

Maximo tables generally contain more rows and columns than a single screen
can display. For this reason, Maximo table windows include the following
features:

v Navigation buttons that allow users to navigate the table window

v Table Filter that allows a user to temporarily reduce the number of
records displayed in the table window

v Expandable Row Details that allow editing of all record fields

v Editable table windows that allow quick data entry on selected fields of
some tables.
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Assets Application - Spare Parts Tab Showing Two Table Windows

2 Bulletins: (2)

- Stert Certer

~|  Fina: |

|t  [Select action E] O e T WO [ W= SR I SO 7 P, I 2. W | Reports
List Asset Spare Parts | Safety heters Specifications
Asset [11430 | |Centritugal Pump 1 D0GPIMBOFT HD |2 Site |BEDFORD
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i ~Fliter > il ¢ 20 | # & | *a-10t1% » Download | 0 | =
Asset Description Location Description
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b 20778 Housing- Certrifugal Pump = 1.00 o
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NOTE: Some table windows are read-only; you use them only to view
information.

Most table windows have a label which is located just above the table window.
The top row of the table window displays column headings, which are selected
field labels, designed to give you an overview of each row. The rest of the table
window displays rows of data, each row representing one record. Maximo

highlights the record in the table after you select it. By default the first row is
highlighted.

Navigating Table Rows (Records)

Table Row Navigation Buttons

ool

-~ 21-400fG34

Several navigation aids appear on each Maximo table window. The colored
heading of the table window contains a table filter which is described in
“Using the Table Filter to Refine Search Results,” on page 2-10.

Next to the table filter are Previous Row and Next Row buttons that allow
you to move the focus up and down the rows of the table window. Click the
Next Row button to move the focus to the next record in the list. Click the
Previous Row button to return the focus back to the previous record. If you
are at the first record, you cannot use the Previous Row button. If you are at
the last record, you cannot use the Next Row button.

The number of records that can be displayed in a table window at one time is
limited. Next to the Previous Row and Next Row buttons are the Previous
Page and Next Page buttons which allow you to display additional records in
a result set. Between these buttons there is a number range indicating the

records currently being displayed and the number of records in the table or
current result set.

" Download | 0
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Table Window Buttons

Click Next Page to show the next page of records; click Previous Page to
show the previous page. If you are at the first set of records, you cannot use
the Previous button. If you are at the last page of records, you cannot use the
Next button.

To learn about navigating table rows from the keyboard, see Appendix A,
"Keyboard Shortcuts," on page A-1.

The following buttons commonly appear on Maximo table windows. Since
table windows appear as part of the List tab, application screens, value lists,
and action menu options, the buttons that appear on each table window will

vary.

Button

Name and Function

“ Filter

[ T

Table Filter — Click to open the table filter. The table filter
appears as a row of editable fields between the column headings
and the first row in the table.

Find — Click to filter the table contents based on the entries in
the filter fields.

Clear — Click to clear the filter fields and restore the original
rows displayed in the table.

Previous Row — Click to move the focus to the previous
record in the table. Disabled (gray) if you are at the first row in
the table or result set.

Next Row — Click to move the focus to the next record in the
table. Disabled (gray) if you are at the last row in the table or
result set.

Previous Page — Click to show the previous page of records.
Disabled (gray) if you are at the first page of records, or if all
records in the result set are currently displayed.

Next Page — Click to show the next page of records. Disabled
(gray) if you are at the last page of records, or if all the records
in the result set are currently displayed.

Download — Click to download the contents of the table.
Hide Table — Click to minimize or hide the table.

Show Table — Click to maximize or show a hidden table
window.

Help icon — Click to display table window help. Application
Help is available via the Help link in the Navigation Bar.

View Details — Click to open the Row Details, displaying all
fields in a record so that you can enter, view, or modify data.

Close Details — When the Row Details are open, the View
Details button changes to the Close Details button. Click to
close the Row Details.
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Sorting Columns

Filtering Table Windows

Button Name and Function

S Add to Bookmarks — Marks a document or record for later
viewing. You can access bookmarked records from the
Bookmarks subtab of the List tab.

i Mark Row for Delete — Marks a record for deletion. Maximo
does not delete the row until you click Save.

™ Undo Delete — Restores a row that you marked for deletion.

This button indicates that you marked the row for deletion.

New Row — Inserts a new row and opens the Row Details if it
is not already open.

For information about keyboard shortcuts for these buttons, see Appendix A,
"Keyboard Shortcuts," on page A-1.

You can sort columns with underlined headings. To sort a column, click the
heading.

Click Function

First Sorts the column in ascending order. An arrow pointing up
appears in the column header.

Second Sorts the column in descending order. An arrow pointing
down appears in the column header.

Third Returns the column to the database sort default. No icon

appears.

You can sort only one column at a time, and that column displays an icon in
the column header. If you select a second column to sort, the sorting on the
first column is lost. If no icon appears in the table, you are not sorting.

Maximo tables contain a filter to help you locate specific rows in large tables
by reducing the number of rows being displayed. The table filter appears as a
row of editable fields between the column headers and the first row of the
table. If the table filter is hidden, click the click the » Filter icon to display it.

Closed Table Filter

i Filter = dfy | % 1.20 0f438 Download
wiork Orcer Description Location Aszet Status Scheduled Start Priority Site
2005 Check-out Leaking BPM3100 13145 WAPPR g BEDFORD W
2006 Check-out Alignment of Steel Support Bracket BPM3100 13143 WAPPR 5 BEDFORD W
2007 Air Filter - Check-out BOILER WAPPR a3 BEDFORD e
Open Table Filter

{ Filter - gy . 1-200f438 Download |
Wark Orcer Description Location Asset Status Scheduled Start Priority  Site
[ ' [ _ [ I i __|[seororo
2005 Check-out Leaking BPh3100 13145 WAPPR g BEDFORD R
2008 Check-out Alignment of Steel Support Bracket BPh3100 13143 WAPPR 5 BEDFORD R
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Using the Row Details

Row Details

Seguence

Sequence |

Activity
Status

Location |

Asset

Service Group |

Service

Use of the table filter is described in “Using the Table Filter to Refine Search
Results,” on page 2-10.

The number of columns that you can display in a Maximo table window is
limited, and most records contain more fields than you can display on a page
at one time. You can access all fields in the record by using the » View
Details button for an existing record, or the New Row button if adding a
record.

NOTE: Row Details are not available on some table windows, for example table
windows on the List tab.

Clicking the P View Details button next to a row opens the Row Details
beneath the rows in the table window. When the Row Details are open, you
can enter, view, or modify any data that is not read-only.

In the following example from a work order work plan, the Tasks table
window shows an open Row Details. Note the v Close Detail button to the
left of the third row.

| Filter © @ ¥ | *1-3ofzw Download |
Task Summary Estimated Duration Status
10 Check pressure. E o0 WAPPR oo
20 Inspect guage. = o0 VWAPPR E N |
30|  [Complete inspection tag. IS} oo [ceppR | LR |
Task Information
Task [ 30| Complete il.';;pé.c.tion tag 7.: =l Estimated Duration * 0:00 Inherit Status Changes? [v]
Accepts Charges? [v]
Work Reference Information Measurement Information
[Tz Observation | ]
WAPPR Inspector
=l Measurement Point
i =l Measurement Value
- Measurement Date
| #
Scheduling Information
Target Start | & Actual Start | | &
Target Finish | Actual Finish . i

Scheduled Start |

Scheduled Finish

Default Table Data

Time Remaining

Hew Row |

Some pages containing table windows also include a Default Table Data
section at the bottom of the page. If you are entering a series of similar entries
you can speed the data entry process by entering values in the Default Table
Data fields. Values you enter as default table data are used as field defaults
when you insert new rows into the table. For example, if you are creating a
purchase requisition for materials for a work order, you could enter default
values for the work order number, the asset, location, and storeroom.

Default table data for some table windows might contain system supplied
values. For example, in the Receiving application, the Received By field
might default to your user name, and Received Date might default to the
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system date. When you create a new row in the table window, the default
values are copied to the appropriate fields, but remain editable, allowing you
to modify them.

NOTE: Maximo does not save entries in the default table section when you close
an application.

Editable Table Windows

Most Maximo tables contain editable table windows, which allow you to edit a
limited number of columns without opening the Row Details.

Inventory Reorder Details Showing an Editable Table Window

| oFiter @t Dl %, | +1-30i3e Download |
“endar Manufacturer tdoclel Catalog # Order Unit Last Price Last Order Date Crganization Site
»lam |4 |pesmne |4 [z REE | [ach s - Ja [Eacens |4 BEDFORD |/ 0}
oAl CHESTER 0-414, 53771 EACH 4 27000 472500 B EAGLENA U BECFORD i}
b HELWIG «  CHESTER : 20414 4302 EACH 12900 141959 G EAGLENA 4 BEDFORD o
]

Hew Row

Clicking anywhere in a row in an editable table will highlight it and put the
row into "edit mode." When in edit mode, each editable column appears as an
editable field. If a column is read-only, the column cannot be edited while in
edit mode. For more information about the buttons that appear next to a field,
see “Field Buttons,” on page 2-11. When a table window is in edit mode
existing rows may be edited.

You can navigate an editable table window from the keyboard using the
following keys:

¥ Press the Tab key to move through the visible fields in a row. The field
focus will move through the visible fields from left to right, then move the

focus to the next row. Press Shift + Tab to move from right to left.

NoOTE: Click View Details to edit the fields not currently visible in the
table window.

¥ Press Ctrl + ¥ to move down a row in a single column, for example when
editing the Quantity column.

¥ Press Ctrl + T to move up a single column in the table window.

CAUTION: Maximo does not automatically save changes made in table
windows. You must click Save.

Creating New Rows
For a simple record with few fields, you may be able to enter data directly into
the editable table window. More complex records will require that you to use
the Row Details section to access all of the possible fields when creating a new
record.

To add a new row to a table window, complete the following steps:

1 Click New Row at the bottom of the table window.
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Paired Table Windows

Maximo opens the Row Details if it is not already open. Some fields bay
display default values.

2 Fill in additional fields as needed. An asterisk (¥) indicates a required
field.

3 If appropriate, click New Row to enter another new row.

NoOTE: When you click New Row after adding or modifying a row, Maximo
automatically updates the previous row changes to the table, but
does not save them.

4 If appropriate, click Close Details to close the Row Details.
5 Click Save.

CAUTION: Maximo does not automatically save changes made in table
windows. You must click Save.

The Maximo applications contain a number of paired table windows, where
the row selected in the first table window determines the records that are
displayed in the second table window. The name of the second table window in
a pair is dynamic, and will change to reflect the row that is selected in the first
table window.

The Failure Codes application contains two sets of paired table windows. Note
how the name of the second table window (Causes for) reflects the row
selected in the first table window, and the name of the third table window
(Remedies for) reflects the row selected in the second table window.
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Paired Table Windows in the Failure Codes Application

Failure Codes (2 Bulle i ™ GoTo It Reports - Start Center 2=Frofile > Sign Out 7 Help
| ~| Find: | | #h  [setect Action v 7] @ @@ & len | Repons
List Failure Codes ]
Failure Class  |PIPES | |Pipe Failres IE Organization |[EAGLENA Attachments &
| oFilter » iy ¢ 23| # 4 | *1-30f3% I} Download | =~ | =
Failure Code Description
» LOWPRES P |LDW Pressure | = in |
b LE&K P Leaking B il
»  STOPPED P Stopped E] 0]
| New Row |
il oFiters iyt 31 # % | ®1-qor1® © . Download | |
Failure Code Deszcription
> |oesTR s | & ]
| Hew Row
lie PooFiter @ Sl % % *+1-10t1% |t s Download § +/ | =
Failure Code Description
»  [RemossTR |/ | (=] ]
|_Hew Row |

Maximo Fields

Maximo application pages contain multiple fields and check boxes. As you
work with the applications you will encounter a variety of different types of
fields.

Field Characteristics

Each Maximo application field has at least three characteristics:
1 A field is either read/write or read-only.

v Read/Write — Data entry fields that allow you to enter, view, modify,
and delete data.

v Read-only — Fields that allow you to view data, but not enter,
modify, or delete data. For example, some default values, or values on
a saved record might be read-only.These fields are indicated by a gray
background.

2 A field is either a required field or not required.
v Required — Fields where you must enter data before Maximo can

save the record to the database. The key field is always a required
field. An application can have one or more required fields in addition to
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v

the key field.These fields are indicated by an asterisk (*). If a required
field is not filled in when you attempt to save a record Maximo displays
an error message.

CAUTION: Your business processes may also require data entry in fields
that are not marked with an asterisk.

Accepts Nulls — Does not require data entry before the record can be
saved in the database. The field can be left null or empty.

3 A field will only accept or display a specific type of data:

v

Upper — Field accepts alphanumeric text. Text is displayed with all
letters in uppercase.

Mixed-case — Field accepts alphanumeric text. Text is displayed with
both uppercase and lowercase text.

Integer — Field accepts and displays only positive or negative whole
numbers. If decimal values are entered, they are rounded to the
nearest whole number.

Decimal — Field accepts and displays positive or negative decimal
values.

Amount [or cost] — Field accepts or displays currency amounts. Can
be configured to display a currency symbol, for example the dollar sign

($).

Date — Field can contain only dates. The display format of dates is
determined by your system administrator.

Date/Time — Field contains date and time. Your system
administrator can configure Maximo to display times in 12 hour or 24
hour format.

Yes/No (YORN) Check Boxes — Field accepts only "yes" value
(checked) or "no" value (unchecked). When the field is read-only, for
example in a table, Maximo displays a graphic of a check mark when
the value is positive (Y), and an empty check box when the value is
negative (N).

Fields can have additional characteristics, including:

v calculated values — Some fields contain a numeric value that is
calculated based on data stored in Maximo, for example Total Cost. These
values are read-only. You cannot modify them.

v default values — Your system administrator can configure Maximo so
that some fields already have values entered when new records are
created. For example, the Reported By field might default to your user
name, and Date fields might default to the current system date and time.
You might be unable to modify default values.

v long description field — A field may be paired with a long description
field to accept and display additional data that cannot be displayed in the
on-screen field due to field size limits.
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Field Help

NOTE: Although they are paired fields, the on-screen field (for example a
Description field) and the long description field are not the same
field. Data that appears in the on-screen field does not appear in the
long description field, and vice versa.

v value list — A field may only accept or display predefined values, which
are stored and selected from a value list. Your system administrator can
modify Maximo’s default value lists to better fit your business needs.

Maximo includes context sensitive field help for each on-screen field and check
box, including fields found in dialog boxes. The field help topics include a brief
description of the field and database table and column information for each
field. You access the field help by placing the cursor in the field and pressing
Alt + F1.

Creating Records

The process for creating new Maximo records is similar for each type of
application.

Types of Maximo Records

There are three types of Maximo applications (which are discussed briefly in
“Maximo's Application Types,” on page 2-6). The process for creating a new
record varies depending on which type of application you are using:

v Self-Service applications — New records are created automatically
when you open the application, for example when you open the Create
Service Request application. For more information about creating this
type of record, see Appendix B, "Maximo’s Self-Service Applications," on
page B-1.

v Simple applications — New records are created using the New Row
button at the bottom of the table window to insert a new row into the table
window. For more information about creating this type of record, see
“Creating New Rows,” on page 2-24.

v Standard applications — New records are created using the New
<record> button in the Maximo toolbar. For more information about
creating this type of record, see “Creating a Record,” on page 2-29.

Automatic Numbering of Records

When you create a new Maximo record, the record needs to have a unique
value in the key field to identify it. (For more information about key fields, see
“Key Fields,” on page 1-7.) Record identifiers can be a combination of letters
and numbers.
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Your system administrator can configure Maximo to automatically generate a
new record ID for applications that generate large numbers of records, for
example the Work Order Tracking and Purchase Requisitions applications, to
ensure that each new record has a unique ID and to streamline the record
creation process.

There are two different Insert New <record> buttons. The button that
appears indicates if the application has been configured to automatically
generate record IDs or not.

Icon

) Maximo automatically creates the record ID for new records.

) You must create a unique record ID for new records. Maximo will
display a message if the record ID you choose has already been
used.

Default Field Values

Creating a Record

When you create a new record, Maximo may fill in some of the record fields
with default values. Some common types of default data include the current
date and time in a Date field, and your user name in a Requested By or
Reported By field. In most cases you can edit this default data.

When you are creating new rows in a table window, some applications allow

you to enter default table data to be copied to each new row. For more
information about default table data, see “Default Table Data,” on page 2-23.

The basic procedure for creating a record is similar for most applications. The
most common difference is that some applications automatically generate a
numbered record ID (key field) value for each new record, while other
applications let you create the name or number for the record ID.

To create a Maximo record, complete the following steps:

1 Open the application.

2 On the Maximo toolbar, click the New <record> button.

NOTE: The name of this button varies by application. For example, in Work
Order Tracking it is labeled "New Work Order."

Maximo displays a new record.
3 Ifthe key field is empty, enter a value.

4 Enter a description in the Description field. To enter additional
information, click the Long Description button.

5 Fill in additional fields as needed. An asterisk (*) indicates a required
field.
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NOTE: An asterisk (¥) indicates that a field requires a value for Maximo to
save the record. For more information about any field, refer to the
field help.

6 You can edit default values that are not read-only.

7 Click Save.

Entering Values in Fields

Maximo applications are linked, letting you select values from lists of existing
records when you fill in fields in other applications. For example, when you fill
in the Asset field on a work order, you can select from the list of asset records
in the Assets application.

Maximo contains several options for selecting a value for a field. These options
appear on a separate page that lets you select a value and return it to the
application where you were working. Your options vary by field. This section
describes some common ways to select a value for a field.

Entering Partial Field Values

Entering Dates

Maximo has a feature that allows you to enter a partial value in a field, and
Maximo will attempt to find a valid value that matches the portion that you
entered. When you exit the field, Maximo displays a Select Value dialog box
that displays records that match the partial value that you entered. You can
use the table filter in the Select Value dialog to search for additional values if
Maximo did not match the value exactly.

Partial Value Entered in a Labor Field

A S G R S L Download 0 o
Mame Organization
~ Roland Smith EAGLENA
Mike: Srnal EAGLENA,
SMITHERS Julie Srmithers EAGLENA,
| Cancel |

Many Maximo records contain one or more date fields. For example work
orders contain fields for Target Start, Target Finish, Scheduled Start,
Scheduled Finish, Actual Start, and Actual Finish dates. Some date
fields do not require you to enter a value, as Maximo automatically enters the
current date and time for you.

2-30

Maximo 6, 08/2006



Chapter 2: Getting Started

You can use the following keyboard shortcuts to enter a date into any Date
field:

Function Keyboard Shortcut

Insert today’s date Ctrl + =
Move back one day Ctrl + Minus Sign

Move forward one day Ctrl + Plus Sign

You can also click the Select Date button or the Select Date and Time
button to display the Select Date dialog box. The Select Date dialog displays
the current month, with the current date highlighted. The Select Date and
Time dialog box displays the current date and the current system time. You
use the arrows to navigate forward and backwards by month or year, and by
hour, minute, or second.

To select a date, complete the following steps:

1 Click Select Date next to a field that requires a date.
The Select Date dialog box appears.

2 If necessary, navigate to the correct date.

TiP: You can use the following keyboard shortcuts when using the Select
Date dialog.

Button Function Keyboard Shortcut
Next Month Ctrl + =
Previous Month Ctrl + €
Next Year Ctrl + 4
Previous Year Ctrl + T

3 Click a date to select it.

Maximo returns the value to the field.

Using the Select Value Button

When you click the Select Value button Maximo displays a Select Value list.
This list consists of either of records created in another Maximo application,
or created by your system administrator.

To select field values using the Select Value button, complete the following
steps:

1 Click Select Value next to a field.
The Select Value dialog box appears.

2 If appropriate, you can use the table filter to locate a record.if there is a
lengthy list of values.
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3 Click the Select Record button beside a value.

Maximo returns the value to the field.

Using the Detail Menu Button

When you click the Detail Menu button, Maximo displays a menu of options
for locating a value for the field. The options vary depending on the
application and field you are using. Some common Detail Menu options
include the following:

¥ Open Drilldown — For more information about the Drilldown, see
“Using the Drilldown,” on page 2-32.

v Classification — For more information about Classifications, see “Using
Classifications,” on page 2-35.

v Go To <Application Name> — Allows you to go to another application
and create a new record or retrieve an existing record as a value for the
field.

¥ Move To — Allows you to navigate up a record hierarchy by moving to the
parent record.

In addition, Detail Menus can contain context specific options that will vary
by field. For example many Asset and Location fields will include the option
to View Work Orders and PMs.

Using the Drilldown

The Drilldown is a Maximo feature that allows you to use a graphical tree to
navigate your location and asset hierarchies, much like Windows Explorer®
lets you find files on your computer hard drive. The Drilldown is available
from the Detail Menu on the Asset, Location, and some Belongs To fields
throughout Maximo, and from the Select Action menu in the Assets and
Locations applications.

The location hierarchies displayed in the Drilldown are created in the
Locations application, and the asset assembly structures displayed are built
in the Assets application.
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Drilldown

79 Select [ to show children. Select B to hide children. Select Bt return location | asset.

Locations Assets
Location [MEEDHAM | [Hezaham ste |E status [OPERATNG Site |[BEDFORD | /

Asset in Location | | | | =5 Mo assets found at this location.
System PRIMARY =] M NEEDHAM: Headham Site -
3 [ M BOILER: Boiler Room Il
| Show All Systems [ WFLTGAR: Fleet Garage

(= M OFFICE: Office Building - Address Unit#2010 Oak St.
| Show Pathto Top ] M FIELDSTAFF: Field Users
=] Ml MOFLOORA: 15t Floor, Main Office —
| Wiew Work Crders & Phis ) =] Bl CONF100: Conference Room #100
[-] MPC-CONF1: Computer#1 in 1st Floor Conference Room
[-] MPC-CONFZ: Computer#2 in 1st Floor Conference Room
[ B OFF101: Office #101
Lo B OFFANZ: Office #40

|_Cancel ]

Understanding the Detail Display

The Drilldown contains two tabs, Locations and Assets. Read-only fields in the
header for each tab display the details of the location or asset currently in
focus.
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Navigating the Hierarchy

Locations Tab Details Fields

Field

Description

Location
Description
Status

Site

Asset in
Location

Description

System

Location ID

Description (including long description) of the location.
Status of the location (for example planned or operational).
Site listed on the location record.

Asset ID of the asset at the location currently in focus. An
asset ID is only displayed if there is a single asset or a
single top-level asset at the location. A message is displayed
if either no asset or more than one top-level asset exists at
the location. A top-level asset is an asset that does not have
a parent in the same location.

Description (including long description) of the asset.
Displayed only if an asset ID is displayed.

Field indicating all the systems that are associated with the
selected location. The system for the hierarchy tree
currently displayed is highlighted.

Assets Tab Details Fields

Field

Description

Asset
Description

Asset Up?

Site

Location
Description
Rotating Item

Failure Class

Asset ID
Description (including long description) of the asset.

Check box indicating if the asset is up and running
(checked) or experiencing downtime (unchecked).

Site listed on the asset record.

Location of the asset.

Description (including long description) of the location.
Item ID if the asset is a rotating asset.

Failure Class for the asset.

You can switch back and forth between locations and asset by selecting the
appropriate tab on the Drilldown. You can select a location, then switch tabs
to view the asset(s) at that location. Or you can drill down to an asset, then
switch tabs to see its location, and the system(s) that location belongs to.

A plus sign & next to an entry in the Drilldown indicates that there are
further levels in the hierarchy. Click the plus sign to display the next level of

the hierarchy.

A minus sign

next to an entry in the Drilldown indicates that the level is

open and displaying the next hierarchy level. Click the minus sign to close the

hierarchy level.
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A dot ! indicates that the location or asset does not have any children and
there are no further levels in the hierarchy.

Actions Available from the Drilldown

The Locations tab of the Drilldown contains the following button:
v Show All Systems — Click to show all systems in the selected Site.

Both the Locations and Assets tabs of the Drilldown contain the following
buttons:

v Show Path to Top — Click to display the direct path from the selected
location or asset to the top of the current hierarchy.

NOTE: Networked location systems display the Networked Systems icon
next to the Show Path to Top button, and the button is disabled.

v View Work Orders & PMs — Click to display all work orders, PMs,
routes, and service contracts for an asset or location.

v Select Record — Click the Select Record icon to select a location or
asset and return the value to the application page. If the Drilldown is
called from an application that contains both Location and Asset fields
you can call the Drilldown from either field, select either a location or an
asset, and the value will be returned to the appropriate field, regardless of
which field the Drilldown was launched from. If permitted by the business
rules of the application, both the location and asset values are returned to
the application.

Using Classifications

Maximo includes a feature called Classifications which can be used to
structure records into organized hierarchies. Using classifications helps you to
more easily locate records, and help to ensure that records are not duplicated
unintentionally.

Your system administrator creates one or more different classification
hierarchies using the Classifications application. By default Classifications
allows you to classify and search the following types of records:

assets

items

locations

solutions

tickets (service requests, incidents, problems)

work orders (activities, changes, releases, work orders)

444144

You can classify solutions, tickets, and work orders by entering a value in the
Classification field on a record.

You can add new asset, location, or item records to Classifications by
associating a specification template with the record on the Specifications tab
in the Assets, Locations, or Item Master applications. After assets, locations,
and items are associated with specification templates, you can use the
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Classification Search dialog to search through Maximo to find the records you
are looking for.

Multisite and Classifications

Searching Classifications

Classification Search - Assets

The Classification structure exists at the System or database level in
Multisite. Classification records include an Organization and Site field,
which are null (empty) by default, but allow classifications to be defined for
specific Organizations or Sites. When a classification is defined for an
Organization or a Site, all of the levels of the classification below that one
must be for the same Organization or Site.

You can use Classifications to locate values when you are creating records.
For example, when you are creating a work order record if your company has
created Classifications for assets and locations, you can use Classifications to
enter values in the Asset and Location field on the work order.

Similar to the Drilldown, the Classification Search dialog box allows you to
use a graphical tree to navigate classification hierarchies. For more
information about how to navigate the hierarchy see “Navigating the
Hierarchy,” on page 2-34.

NoTE: The Classification hierarchy displayed will vary depending on the
application or field you access the dialog box from, and will only show
classifications that can be used with a specific type of record, for
example assets or work orders.

2000000 1T (UNSPEC)

7: Pharmaceutical Facility lssues
BEARING:

FAMS: Fans

FLOW AL

MOTORS:
= PUKP:
[ CHTRF&L:
[ RECFRCTH:
[ ROTARY:
SEAL:
TANDEM:
TRACTOR:

ITAM_ALT: Custom classification

= { ~Fiter> iy : = | # 5 | #®1-50fT-~ I Download !
Attribute Description Section Alphanumeric Yalue
CAPACITY | Capacity I &
DRIVER Drriver F
MPZH MP=H &
SIZE Size #
SPEED Speed F

| Clear | | Refine |

| ~Filter> iy : 51§ % ; | *1-505%

. Download ¢

Azzet Description

11450 Centrifugal Pump 10MGPM/G0FTHD

11470 Centrifugal Pumgp 100 GPR, 60 FT-HD

11480 Centrifugal Pumg 100 GP, 6D FT-HD

1222 Centrifugal Pumg 100 GP, 6D FT-HD

11430 Centrifugal Pumg 1 00GPRWEOFT HD

. Cancel |
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Classifying a Record

To search Classifications from an application field, complete the following
steps:

1 Click the Detail Menu button and choose Classification.
The Classification Search dialog box appears.

2 Click a Classification category in the Classification tree on the left.
The next level of the hierarchy opens. Any Attributes defined for the
classification are displayed in the Attributes table window. Any records
that have the selected classification are displayed in the table window

below the Classification tree.

3 If appropriate, open additional levels of the classification until you find the
record you are searching for.

4 Click a record ID in the table window below the Classification tree to
return a value to the field.

You will need to search Classifications when you want to classify solution,
ticket, and work order records. The Classification field on a record contains
a the following options:

v Classify — Click to view the Classify dialog box.

¥ Clear Classification — Click to clear the current value in the
Classification field.

¥ Go To Classifications — Click to go to the Classifications application.
You might need security authorization to perform this action.

NoOTE: The Classification hierarchy displayed will vary depending on the
application or field you access the dialog box from, and will only show
classifications that can be used with a specific type of record.

To classify a record, complete the following steps:

1 In the Classification field, click the Detail Menu button and select
Classify.

The Classify dialog box appears.
2 Click a Classification category.
The next level of the hierarchy opens.

3 If appropriate, open additional levels of the classification until you find the
classification you are searching for.

4 Click the blue Select Record button for the classification to return a
value to the Classification field.
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Understanding General Ledger Account Codes

Your company creates General Ledger (GL) accounts to track expenses. Your
company’s accounting department can create GL accounts for various entities
within a company (locations, assets, tools, and so on). Numeric or
alphanumeric GL account codes can be used to identify GL accounts.

Many Maximo records include one or more GL Account fields. The values in
these fields allow your company’s accounting department to track specific
costs. For example GL account codes can be used to track total maintenance
costs for an asset, or to track the variance between purchase order price and
invoice price for items received into a storeroom. The GL account(s) entered on
a record specify which account should be charged or credited for financial
transactions related to the record.

GL account codes are typically used only when Maximo interacts with a
separate accounting system. If your company uses a separate financial
system, your system administrator may have configured Maximo to enter
default values for GL Account fields or if you have security authorization to
do so, you may enter account codes manually using the Select GL Account
dialog box. For more information about entering GL account codes, see
“Selecting GL Account Codes,” on page 2-41.

GL Account Codes and Maximo

GL Account Components

GL Account Codes are defined and stored at the Organization level in the
database.

Since companies typically charge the cost of a work order to the location where
work is performed, Maximo automatically charges work costs to a location
rather than to assets at that location. However, if the asset on a work order
has a GL account specified, Maximo overrides the GL account code for a work
order location with the code for asset entered at that location. The
assumption is that this asset has its own GL account because all work costs
for it should be charged directly to the asset.

When you enter a location on a work order, the GL account code that Maximo
copies to the work order is usually the one established for that location. If your
company has established GL account codes for assets, however, and you enter
an asset that has a GL account specified, Maximo uses the asset GL account
code rather than the location GL account code.

Each general ledger account code consists of several distinct segments (also
called components). Each component relates to a specific part of your
company’s accounting system and can be used to charge a particular
transaction, for example the purchase of an item, to a particular cost center,
department, type of account, or any other category of costs that exists within
your accounting system.

Your system administrator can create GL account components using the
Chart of Accounts application, or the components may be imported into the
Maximo database from an external financial system using the Maximo
Enterprise Adapter (MEA).
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To simplify identifying account components, a delimiter or special separator
character is often used between components when account codes appear on
the page. For example, your company might use hyphens to separate
components: 6200 - 229 - SAF.

Mandatory and Optional Components

Valid Account Definitions

Within an account, a component can be mandatory or optional.

v A mandatory component requires a value to define the account fully.
When you display an account, any unknown mandatory components
contain the placeholder character set by the system administrator, for
example a question mark (?).

v An optional component does not require a value in order to define the
account fully. When you display an account, no unknown optional
components appear. For example, in Maximo’s DEMO database, the fourth
component is optional so there are many account codes in the DEMO
database consisting of just the first three components.

When establishing rules for general ledger accounts, your system
administrator specifies whether an account code is valid if it is only partially
defined, or whether it must be fully defined for Maximo to accept it as valid.

v A fully defined account has no unknown characters in mandatory
components. A fully defined GL account exactly matches an entry in the
Chart of Accounts table. For example, the account 6100-200-450 in the
DEMO database is considered fully defined as the fourth component is
optional.

v A partially defined account can contain an undefined mandatory
component, that is a mandatory component that consists of placeholder
characters. For example, the account 6100-???-450 in the DEMO database
is considered partially defined because while the second component is
mandatory, placeholder characters are acceptable.

Depending on how your company creates GL accounts and the status of the
record you are working with, you may or may not be required to define all
components in a GL Account field.

For example work order and purchase order records can be created with
undefined or partially defined GL Account fields, but the GL: accounts must
be fully defined before you can change the status of a work order or a purchase
order to approved.

Your system administrator uses the Chart of Accounts application to define
account code components. Your system administrator can also restrict the
combination of components that you can enter.

If your system administrator specifies that only certain component
combinations are valid then even if all of the individual components are valid,
Maximo will only consider the account code valid if it can match the exact
combination of components to an existing account in the Chart of Accounts.

Maximo 6, 08/2006

2-39



Creating Records

Component Sequences

The various components of a GL account code appear in a set order or
sequence, with the highest level component appearing first in the sequence.
For example, the Maximo DEMO database has four component or segment
levels defined for GL account codes:

Segment 1 Segment 2 Segment 3 Segment 4
Cost Center Activity Resource Element
6200 229 SAF

The Select GL Account dialog box guides you through the component
sequence. When you use the Select GL Account dialog box to find and select
GL account components, each time you select a component the value in the
Segment field changes and the dialog box refreshes to display the next level
of components in your company’s sequence.

Select GL Account Dialog Box

Organization  |E&GLEMA ’ Site |BEDFORD P!

2?7 Build your GL Account by selecting values for each component from the table
belasey . Click O to return the GL Accaunt.

GL Account: 8400 _ 300 _ 277 _ 2777777777

Segment

s Filter > iy ¢ 531 | # ; | % 1-100f24 I Download |
GL Componernt Value Descrigtion
G000 Heedham

100 A drminiztration

110 Management

170 Adminiztration Services

200 Mairtenance

210 Environmertal Maintenance

220 Facility Mairtenance

2430 Avuxiliary Maintenance

=00 Guality Contral

400 Packaging

( Clesr J | OK J | Cancel J
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Entering GL Account Codes

You use the Select GL Account dialog box to select or modify values in GL.
Account fields on Maximo records.

Selecting GL Account Codes

Editing GL Account Codes

You use the Select GL Account dialog box to build or edit an account code from
valid components previously established by your system administrator. To
enter an account code in a GL Account field, complete the following steps:

1 In the GL Account field click the Select Value button.

The Select GL Account dialog box appears. The GL Account displays
placeholder values for all components. The name of the first component,
for example COST CENTER, appears in the Segment field and the table
window displays all the valid values available for this component.

2 To select a GL Component Value, click the underlined component ID.

Maximo refreshes the dialog box. The selected component appears in the
GL Account code, the next component in the sequence, for example
ACTIVITY, appears in the Segment field, and the table window displays
all the valid values available for this component.

3 Select a value for each component in the sequence as described in Step 2.

4 Click OK to return the account code to the GL Account field.

NOTE: The number of components required to build a valid account code varies,
depending on how your company implements its accounting system.
Also, your system administrator can restrict the account codes you can
enter to only valid combinations of components—and the values
displayed in the Search Results table window are only those values that

form valid combinations with the account code’s other defined
components.

To edit an account code in a GL Account field, complete the following steps:

1 In the GL Account field click the Select Value button.
The Select GL Account dialog box appears. The GL Account may display
placeholder values for some components. The name of the component, for
example COST CENTER, appears in the Segment field and the table
window displays all the valid values available for this component.

2 To view valid values for a component, select one of the following options:
¥ Click the underlined component in the GL Account display

v Select the component from the Segment menu.

3 To select a GL Component Value, click the underlined component ID.
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5

Maximo refreshes the dialog box. The selected component appears in the
GL Account code, the next component in the sequence, for example
ACTIVITY, appears in the Segment field, and the table window displays
all the valid values available for this component.

Select values for the other components you want to edit as described in
Steps 2 and 3.

Click OK to return the account code to the GL Account field.

Using Attached Documents

Types of Attachments

The Attached Documents feature is found in most Maximo applications. You
can use Attached Documents to attach many types of relevant information to
a record in the form of a file or Uniform Resource Locator (URL) address.
These attached documents can be located on your company’s network, on the
Internet, or in a Document Management System (DMS) and might include
text files, spreadsheets, images, or Web pages.

The Attached Documents feature allows you to:

v

attach a copy of a document to a record, for example an owner’s manual
could be attached to an asset

attach individual documents to records, for example attaching a permit to
a work order

attach an image to a record, for example attach a photo to a service
request

view documents attached to a record, or to related records
print one or more documents attached to a record

manage the Library of documents available to be attached to records

The Attached Documents feature includes two kinds of attachments:

v

Direct Attachments — documents that are attached directly to an
application record. For example in the Work Order Tracking application
all of the documents attached to the work order are direct attachments.
When working with Attached Documents you can attach, view, modify,
and print documents that are part of the current record’s document
collection.

Referential Attachments — documents that are attached to other
application records, which are associated with the current record. For
example a work order record might also display document collections for
the asset and location associated with the work order. You can view and
print documents that are referential attachments, but you cannot add or
modify attachments to related document collections.
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Attached Documents Administrative Actions

If Attached Documents is enabled for an application, there are three actions
that appear in the Select Action menu:

NOTE: You might need security authorization to perform these actions.

v Attachment/Library Folders > Manage Library — Use to register
new documents to the Library and manage the document properties of
existing documents in the Library.

v Attachment/Library Folders > Manage Folders — Use to create
document folders and set a default file location for storing documents
associated with each folder.

v Attachment/Library Folders > Associate Folders — Use to associate
existing document folders with the current application.

Because creating document folders and associating them with applications are
functions that are often performed by a system administrator, these
procedures are described in the Maximo System Administrator’s Guide.

Attaching Documents

You can attach documents to Maximo records using either of the following
methods:

v First create a document Library using the Attachment/Library Folders
> Manage Library action, then attach documents to Maximo records
using the Add From Library option available from the Attachments
menu.

v Attach a document using either the Add New File or Add New Web
Page option available from the Attachments menu. Documents can also
be added to the Library via these actions.

NOTE: Your system administrator can configure Maximo to connect to a
Document Management System (DMS). This option is hidden by
default. Once enabled, documents that physically reside in a DMS can
be registered to the Library.

For more information about creating and using attachments, refer to the
Maximo Help.

Managing Records

While the process of creating records is similar for most of Maximo’s
applications, what happens to the record after it has been saved often varies
depending on the type of record.
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Editing an Existing Record

You ability to edit a record after it has been saved depends on your security
authorizations, the application, and the effect that modifying that record
could have on business processes. In some cases records must be maintained
for auditing purposes, and Maximo does not allow you to edit some or all of the
fields on the record.

The status of a record often dictates which fields on a record may be edited.

Understanding Record Statuses

Some records are created once and remain unchanged, while other undergo
changes as they move through various stages of a record life cycle, for example
"record creation," "record approval, " and "record closed." Many Maximo
records contain a Status field which is used to indicate a record’s position in
the record’s life cycle.

In some cases there are a very limited number of possible statuses, for
example, DRAFT, ACTIVE, INACTIVE. In other cases, for example work
orders and purchase orders, the processing cycle for the record is more
complicated and therefor includes more statuses. Chapters that appear later
in this guide describe specific record statuses in more detail.

When you change the status of a record, Maximo records the date and time of
the status change, and lets you record a memo. In some cases changing the
status of a record means you can no longer edit certain fields. Changing the
status of a record to INACTIVE means that the record can no longer be used
when creating new Maximo records.

NOTE: You might need security authorization to change the status for a record.

Making a Record Inactive

Because of the interaction between Maximo applications, records created in
one application often appear as values in fields on other applications. There
may be cases where a record in the database is no longer needed, but it cannot
be deleted because it is listed on other Maximo records, or you want to retain
the record for some other reason.

Certain Maximo applications allow you to disable a record by changing its
status to INACTIVE. Making a record inactive retains the record in the
database, but the record no longer appears in value lists that display the
record. For example an inactive labor record no longer appears as part of the
Select Labor value list.

The following types of records can have their status changed to INACTIVE:

Labor records

Job plans

Person records

Qualifications

Service level agreements (SLAs)
Ticket templates

444944
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Deleting Records

Much like the ability to edit a record, the ability to delete records varies by
application, and how the deletion could affect your business processes. In
some cases you must maintain records for auditing purposes, and you cannot
delete.

When an application allows the deletion of records, there are usually rules
governing when a record may and may not be deleted. For example, hierarchy
associations affect the ability to delete records. You cannot delete parent
records if children are associated with the record. You must break the child
associations before you can delete the record.

For more information about the record deletion rules, refer to the Maximo
System Administrator’s Guide.

NOTE: You might need security authorization to delete records.

Maximo 6, 08/2006
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You can use Maximo to manage assets from purchase to salvage — from the
beginning to the end of an asset’s life cycle. You can track assets at a
temporary location, or even in transit between locations. The Asset module
contains applications designed to manage the assets and locations owned or
leased by your company.

The Asset Module consists of the following applications:

Application Function

Assets Used to create and store asset numbers and
corresponding information, such as parent, location,
vendor, up/down status, and maintenance costs for

each asset.
Condition Used to define measurement points for assets or
Monitoring locations, and to specify alarm limits and associated

work to be performed after reaching those limits.

Failure Codes Used to define failure codes and define the Problem,
Cause, Remedy hierarchy.

Locations Used to create location records and track assets
that exist at the location. Also used to build
hierarchical or networked systems.

Meters Used to define meters that can be used to track
asset and location performance.

Meter Groups Used to create groups of meters that can then be
applied to assets or locations at the same time.

You use the Assets application to create records for any equipment,
machinery, or technology that your company owns or leases that you will be
managing and maintaining using Maximo. You use the Locations application
to create records for any physical location where equipment, machinery, or
technology is located, or locations that you will be managing and maintaining
using Maximo.

There are some similarities between asset and location records. For example
you can define failure codes and safety information for both assets and
locations, and associate meters with both types of records. But each
application also includes features designed for either asset management or
facilities management.

Failure codes allow you to capture data about the reasons why assets or
locations fail to operate as they should, as well as data about the possible
causes of those failures.
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In order to monitor the performance of assets and locations, you can define
measurement points in the Condition Monitoring application and meters in the
Meters application. Measurement points and meters can be used together or
separately, depending on the needs of your business. Meter groups are a
simplified way to apply multiple meters to an asset or location.

Assets and Deployed Assets

An asset is any piece of equipment that has either moving parts or circuitry,
that needs to be maintained, and where you will be using Maximo to track the
maintenance history. Assets can be either owned or leased by your company.
You create and manage asset records in the Assets application. For more
information about assets, see “Asset Records,” on page 3-4.

Deployed assets are information technology (IT) assets that have been
discovered on a network. Asset discovery tools scan computers, network
devices, and network printers deployed at your company and record
information about the hardware and software installed on those assets.
Maximo Fusion assembles the collected data and imports it into Maximo
which creates deployed asset records from the imported data. Each deployed
asset record should have a corresponding record in the Assets application. You
use the Reconciliation Results application to view the discrepancies found
when your deployed asset records are compared to asset records. Deployed
asset records are managed using the applications in the Deployed Assets
module. For more information about deployed assets, see Chapter 5, "The
Deployed Assets Module," on page 5-1.

Using Classifications

The Specifications tab on asset and location records can be used to add
Classification information to asset and location records. Using Classifications
lets you structure your assets and locations in organized hierarchies so that:

¥ records can be easily located via Classifications.
¥ records are not duplicated unintentionally.
¥ your company’s asset and item lists are consistent with vendors’ lists.

Classifications use attributes to define the classification category. When you
list a rotating item that has a classification on an asset or location record,
Maximo copies the Classification and Attributes to the Specifications tab of
the asset or location record.

For more information about Classifications, see “Using Classifications,” on
page 2-35.

Interaction Between Asset and Location Records

There are several different ways that the applications in the Assets module
can be implemented. When choosing how to classify their assets and locations
different companies choose different strategies depending on their needs. The
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The Drilldown

correlation between asset and location records depends on how your company
implements Maximo. Possible implementations include creating records for
the following:

v A mix of asset and location records — one or more asset records may exist
for each location record.

v A one to one correlation between asset and location records — each asset
has a matching location record.

v All asset records, no location records — no correlation between asset and
location records.

v All location records, no asset records — no correlation between asset and
location records.

The Drilldown is a graphical tool available from the Asset or Location fields
of an application. You use it to view and navigate asset and location
hierarchies, and to select a record to be returned as a value to the field.

The Locations tab on the Drilldown is built by creating location hierarchies in
the Locations application. The Asset tab on the Drilldown is built by creating
asset assembly structures in the Assets application. When some correlation
exists between asset and location records it allows you to use the Drilldown to
navigate to a location, then click the Assets tab to view the assets at the
location, or to locate an asset, then click the Locations tab to view its location.

NOTE: Spare parts are not displayed as part of the Drilldown.

For more information about using the Drilldown, see “Using the Drilldown,”
on page 2-32.

Asset/Location Priority

Maximo uses values between 0 and 999 to indicate priority for work orders,
assets, and locations. Maximo can use these different priority values to
generate a calculated priority to help schedulers determine the overall
priority of a work order among "competing" work orders for similar assets or
locations.

You should assign a higher priority value to assets and locations you can least
afford to have down. Assign a lower priority value to those assets or locations
whose repairs can wait until more important work is finished.

When assigning priorities to assets that may move between different locations
("rotating assets") note that in Maximo asset priority supersedes location
priority. The Asset/Location Priority value that Maximo uses when
calculating work priority uses the location priority only if there is no value
specified for asset priority.

For more information about recommended priority values, see “Work Order
Priority,” on page 14-4.

Maximo 6, 08/2006
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Asset Records

An asset is any equipment, machinery, or technology that your company owns
or leases that you will be managing and maintaining using Maximo. Some
examples might include:

Production — motors, pumps, winches, presses, and so on.
Facilities — plumbing, lighting, fire extinguishers, and so on.
Fleet — forklifts, trucks, buses, trains, aircraft, and so on.
Technology — computers, routers, hubs, servers, and so on.

4 4 < <

The Assets application stores asset numbers and other related information,
such as location, parents and children, vendor or manufacturer, up/down
status, and maintenance costs for the asset.

Tabs on the Assets application let you build an asset hierarchy, which is an
arrangement of assets, subassemblies, and spare parts that make up the
asset. The asset hierarchy provides a convenient way to roll up maintenance
costs so that you can check accumulated costs at any level, at any time. It also
makes it easy to find a particular asset number.

NOTE: This application was known as the Equipment application in previous
releases.

Multisite and Asset Records

Asset records are at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations.

¥ Records can only be viewed by users who have security permission to the
Site and the application.

Assets and Classifications

Using Classifications allows you to sort your assets into organized categories
of assets. The categories of classifications used by your company are created in
the Classifications application. For more information about creating
classifications, refer to the Maximo System Administrator’s Guide.

You use the Specifications tab on an asset record to add Classification
information to an asset record.

NoOTE: The Classification of a rotating asset record is copied from the
Rotating Item record.

CAUTION: If you are using Maximo to manage IT assets, there must be a value
in the Classification field to allow Maximo to filter for IT assets
when performing reconciliation.

For more information about Classifications, see “Using Classifications,” on
page 2-35.

34
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Assets and Companies

Asset records contain a Vendor field. Before you can list a company as a
vendor on an asset record you must first create a record for the company in
the Company Master application.

Assets and Condition Monitoring

Maximo uses measurement points as one possible criteria for generating PM
work orders. If a measurement is entered that reaches an upper or lower
action limit, a PM work order can be generated for the asset, either
automatically via a cron task, or manually via the Generate Work Order
action in the Condition Monitoring application.

You create measurement points in the Condition Monitoring application. Each
measurement point is associated with a meter. Meters are created in the
Meters application. When you create a measurement point for an asset
Maximo copies the measurement point to the Meters tab of the asset record.
You can record readings using the Enter Meter Readings and Manage
Meter Reading History actions available from the Select Action menu.

For more information about creating measurement points, see “Using the
Condition Monitoring Application,” on page 3-17.

Assets and Contracts

Asset records can be associated with the following types of contracts:

Lease Contracts

Pricing Contract
Purchase Contracts
Rental Contract

Service Contract

Software License Contract
Warranty Contracts

4d 44194

For more information about contract types, see “Contract Types,” on page 4-2.

You can view all contracts associated with an asset using the View
Contracts action in the Assets application.

Assets and Deployed Assets

An asset record can represent any type of strategic asset: production,
facilities, fleet, or technology. The term "deployed assets" refers specifically to
information technology (IT) assets, for example computers, network devices,
and network printers, that are discovered on the network by an asset
discovery and tracking tool. You use Maximo Fusion to import the discovered
data into Maximo and create records for your deployed assets. You use
Reconciliation to match asset records to deployed asset records and to identify
any discrepancies or variances.

Maximo 6, 08/2006
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Assets and Items

You can use the Asset Details action available from the Select Action menu
to compare the record in the Assets application with the record for the same
asset in the Deployed Assets module.

Records for IT assets must always include a value in the Rotating Item field
and the Classification field. Your company may also require that IT asset
records contain a value in the Serial # field.

NoTE: Maximo copies the Classification and Attributes from the Rotating
Item to the Specifications tab of the asset record.

Rotating assets are a special category of asset records, used to refer an any
asset record that contains a value in the Rotating Item field. Rotating assets
consist of multiple interchangeable assets, with each asset having the same
item number and a different asset number.

These items are tracked both by their item numbers in the Inventory module
and by their individual asset numbers in the Assets module. The term
rotating item is used when referring to inventory records and management,
and the term rotating asset is used when referring to asset records and
maintenance.

Once you save an asset record the Rotating Item field becomes read-only.
You must use the Change Item Number action to change the value in the
Rotating Item field.

Assets and Locations

Assets and Meters

If an asset is associated with a particular location you can indicate that by
entering a value in the Location field on the asset record.

You use the Move/Modify Assets action to make changes to an asset’s
location, including it’s parent/child relationship with other assets, modify
existing Users and Custodians for the asset, and modify Attributes for the
asset.

You use the Swap Assets action to replace one or more assets with a
replacement asset.

NOTE: You cannot use the Swap Assets or the Move/Modify Assets action to
move rotating assets from inventory locations; you must use the Issues
and Transfers application.

You use the View Asset Move History action to view the history of the
assets movement within and between Sites, hierarchies, and locations.

Maximo uses meters as one possible criteria for generating PM work orders.
PM frequency is based on elapsed time in days or in meter units since the last
work order was completed or targeted to start.
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Once meters have been created in the Meters and Meter Groups applications,
you can associate individual meters or meter groups with an asset record on
the Meters tab. An initial meter reading may be entered when the meter is
attached to the asset record. The Meters tab lets you track readings for an
unlimited number of meters per asset record.

You use the Enter Meter Readings action to record meter readings for an
asset. You use the Manage Meter Reading History action to view or update
historical meter readings. You use the Reset/Replace Meters action to reset
a meter’s readings, for example when you replace a continuous meter.

Assets and Preventive Maintenance

You use the Preventive Maintenance application to create PM records for
periodic maintenance and inspections to be performed on an asset.

You can use the View WO and PMs action to view all of the PM records that
list the asset.

Assets and Safety

You use the Safety tab to record safety information for an asset, including
safety related assets. Safety related assets are assets and locations in the
general vicinity of the asset that may also pose a safety hazard to workers.

You use the applications in the Safety module to create records that can be
associated with asset records to provide safety information to workers. You
create hazard records in the Hazards application. You create precaution
records in the Precautions application, and associate them with hazard
records in the Hazards application. You use the Lock Out/Tag Out application
to write tag out procedures to eliminate a specific hazard for a specific asset.
You can associate records from all of these applications with an asset on the
Safety tab of the asset record.

¥ You use the Hazards and Precautions subtab to associate precaution
enabled hazards with the asset record. Maximo automatically copies the
precautions associated with the hazard to the record. If you list a hazard
that is also hazardous material enabled, Maximo automatically copies the
hazardous materials data to the record.

¥ You use the Hazardous Materials subtab to associate hazardous material
enabled hazards with the asset record. If you list a hazard on that is also
precaution enabled, Maximo automatically copies the precautions to the
record.

¥ You use the Lock Out / Tag Out subtab to associate tag out enabled
hazards with the asset record. Once you have created a tag out for the
asset and hazard, you can associate it with the asset record.

v You use t}
that are in the immediate vicinity that have safety implications for
workers. For example, if you must shut down another machine to be able
to safely work on an asset.
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Assets and Work Orders

Asset Types

You can use several different methods to create work orders for assets:

v Maximo can generate work orders based on condition monitoring data

v Maximo can generate PM work orders for preventive maintenance or
periodic inspections

¥ You can create work orders manually using one of Maximo’s work order
applications. For more information about the applications that can be used
to create work orders, see “Creating Work Orders Using Maximo,” on
page 14-2.

You can use the View WO and PMs action to view all of the work order
records that list the asset.

Maximo supports a wide variety of industries and asset types. If you are using
Maximo to track a variety of asset types, you may find it useful to include a
value in the Type field when adding asset records. The Type field is an
optional field, and is null by default, but Maximo can use the value in the
Type field to filter asset records during searches.

Maximo has four default asset types:

v Facilities — building assets, for example lighting, plumbing, heating,
ventilation, and air conditioning (HVAC) systems.

v Fleet — transportation assets, for example trucks, buses, trains, and
aircraft.

v IT — information technology (IT) assets, for example computers, routers,
and printers.

v Production — production assets, for example assembly lines, conveyor
belts, and packaging machinery.

Your system administration can create any number of additional asset types,
for example "computer hardware" and "computer software."

NOTE: You should enter a value in the Type field when you are creating asset
records that will be managed using the applications in the Service Desk
module.

Using the Assets Application

To access the Assets application, click the application link on your Start
Center, or select Assets > Assets from the Go To menu.

The Assets application contains the following tabs:

v List — to search Maximo for asset records.
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v Asset — to enter, view, or modify the main record for an asset.

v Spare Parts — to create the asset hierarchy and view the subassemblies
and spare parts of an asset.

v Safety — to add, view, modify, or delete safety information associated

with an asset.

¥ Meters — to add, view, modify, or delete meters for an asset.

v Specifications — to classify an asset and add, view, modify, or delete
specifications that give details about the attributes of the asset.

Asset Buttons

The following table lists application specific buttons that appear in the Assets

application.
Icon  Function Location
(i Move/Modify Asset v Toolbar
N Swap Assets v Toolbar
Associate Users and Custodians v Toolbar

ke

Assets Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Assets application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Assets Help.

How Do ...

apply an item assembly structure to an asset
record?

associate a service or service group with an
asset?

bookmark a record so that I can view it at a
later time?

change a record’s status?

compare asset and deployed asset records for
information technology (IT) assets?

create an asset record?

delete an asset record?

Select Apply Item Assembly Structure from
the Select Action menu.

Select Associate Services from the Select
Action menu.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Select Asset Details from the Select Action
menu.

Click the New Asset button in the toolbar.

Select Delete Asset from the Select Action
menu.
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How Do ...

designate one or more people as a custodian for
an asset?

designate one or more people as a user for an
asset?

duplicate an asset record?

enter meter readings for an asset?

modify the attributes for one or more assets?

modify the rotating item ID listed on an asset
record?

modify the users or custodians for one or more
assets?

move one or more assets to another bin,
location, parent, Site, or storeroom?

replace one asset with another asset?

replace meters on an asset record?

reset a meter on an asset record?

reset the year-to-date and/or total costs for an
asset?

run reports?

update the meter history on an asset record?
view the asset downtime history for an asset?
view asset and location hierarchies displayed
graphically?

view contracts associated with the asset?
view the history of an asset’s movements?
view reconciliation details for an information

technology (IT) asset?

view work orders and PMs associated with the
asset record?

Select Associate Users and Custodians from
the Select Action menu.

Select Associate Users and Custodians from
the Select Action menu.

Select Duplicate Asset from the Select Action
menu.

Select Enter Meter Readings from the Select
Action menu.

Select Move/Modify Assets from the Select
Action menu.

Select Change Item Number from the Select
Action menu.

Select Move/Modify Assets from the Select
Action menu.

Select Move/Modify Assets from the Select
Action menu.

Select Swap Assets from the Select Action
menu.

Select Reset/Replace Meters from the Select
Action menu.

Select Reset/Replace Meters from the Select
Action menu.

Select Zero Asset Costs from the Select Action
menu.

Select Run Reports from the Select Action
menu.

Select Manage Meter Reading History from
the Select Action menu.

Select View Asset Downtime History from
the Select Action menu.

Select Open Drilldown from the Select Action
menu.

Select View Contracts from the Select Action
menu.

Select View Asset Move History from the
Select Action menu.

Select Asset Details from the Select Action
menu.

Select View Work Orders and PMs from the
Select Action menu.
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Creating Asset Records

The Assets application lets you create and maintain records for assets leased,
managed, or owned by your company You can specify the location of an asset,
its vendor, and its manufacturer. You can also associate an asset with an
asset hierarchy, define safety information and meters, and classify an asset.

You use the Assets application to create asset records. When you create asset
records, they fall into one of two categories:

v Standard assets — assets that you want to keep a repair history for, but
that will not be stored in inventory.

v Rotating assets — assets that are interchangeable, for example, motors,
pumps, or computers. Rotating assets have both an asset number and an
inventory item number. This lets you track the asset as it moves from an
operating location to a storeroom and vice versa.

NOTE: You can also create asset records for rotating items in the Receiving
application via the Receive Rotating Items action.

Understanding Rotating Assets

Rotating assets are interchangeable assets that are moved in and out of
service as needed. The term is generally applied to assets that can be repaired
or refurbished rather than replaced, and can be used interchangeably at
different locations or as subassemblies on different assets. Some examples of
rotating assets might include the following:

¥ Production — pumps, motors

v Facilities — fire extinguishers

v Fleet — motors, transmissions, aircraft engines

¥ Technology — laptops, network printers

Other terms for this kind of asset include "rotating equipment," "rotating
parts," "stocked equipment," "serialized equipment," "serialized assets,"
"rotables," and "rotatable spares."

Rotating asset records also have a Rotating Item number to track the asset
as 1t moves from a storeroom to an asset or location, to repair, and so forth.
Having both an asset and item number lets you track identical assets both
individually, via their unique asset numbers, and as a group, via their shared
item number.

For example, a company might have fifty identical fire extinguishers (same
manufacturer, same model), so all fifty have the same item number. However,
each fire extinguisher has a unique history of when it was purchased, placed
in the facility, inspected, used, and recharged, so each extinguisher has a
unique asset number to let you track it individually.

NOTE: Before creating rotating asset records, the rotating item first must be
defined in the Item Master application.

NOTE: Once you have saved a rotating asset record, you must use the Change
Item Number action to change the value in the Rotating Item field.
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Understanding Asset Hierarchies

You use the Spare Parts tab of an asset record to define the asset assembly
structure or asset hierarchy for an asset record. You create asset
hierarchies when you want the records you create in Maximo to reflect the
physical connection of the actual assets.

Building an asset hierarchy serves the following functions:

v

It lets you track maintenance costs. Costs get "rolled up" the hierarchy to
the asset responsible for assuming the maintenance cost.

It builds the Asset/Location hierarchy, letting you use the Drilldown to
visually navigate the hierarchy to locate a specific asset.

Asset hierarchies consist of asset records and item records for spare parts and
other inventory items.

Asset Assembly Structure Elements

Three kinds of possible elements exist in an asset assembly structure:

v

Top Level Elements — A single record is at the top level of each asset
assembly structure. Any asset record in the ASSET table that does not
have a value in its Parent field (that is, any record that is not the child of
another asset record) is a top level element.

Subassemblies — Subassemblies are entities that “belong to” another
asset. A subassembly can have one or more other subassemblies belonging
to it. This type of relationship is referred to as a “parent-child
relationship.” A parent asset can have one or more subassemblies
(children) belonging to it, but a subassembly belongs to only one parent.

Spare Parts — An inventory item can belong to any asset — the top level
element or a subassembly, or both. Unlike individual assets spare parts
can be entered multiple times in an asset assembly structure. For
example, both a motor and the motor housing might require two half-inch
nuts as parts.
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Simple Asset Assembly Structure

Top Level Element

Spare Part Subassembly

Spare Part

Creating Asset Assembly Structures

Asset assembly structures can be built on either the Asset tab or the Spare
Parts tab in the Assets application.

v Asset Tab — Use the Detail Menu button to specify an asset in the
Belongs To field. This makes the asset shown in the Asset field a child of
the asset in the Belongs To field, thereby building a hierarchy for new
asset records.

v Spare Parts Tab — Use the New Row button in the Subassemblies or
Spare Parts table window to add existing assets or item records to the
asset assembly structure for a new asset record.

v Move/Modify Assets action — Use the Move/Modify Assets action to
specify a new parent for an existing asset record. You can also use this
action to modify the parent for a saved asset record.

Applying Item Assembly Structures

Item assembly structures (IAS) are created in the Item Master application
and can be used as templates for creating asset assembly structures. After you
apply an IAS to an asset record, the rotating and non-rotating items are
copied into the asset’s Spare Parts tab.

You typically apply an item assembly structure to assets when you first create
the asset record. You can apply an IAS to an asset by specifying the top-level
item number in the Rotating Item field, then choosing the Apply Item
Assembly Structure action. The rotating item at the top level of the IAS
becomes a rotating asset after the IAS is applied to an asset record.

Any lower-level elements in the IAS that are themselves rotating items must
be given asset identifiers after the IAS is applied. Any children of nonrotating
items in the IAS are treated in the asset hierarchy as belonging to the closest
rotating asset above the item in the IAS.

NOTE: While the IAS can have multiple levels of nonrotating items, the asset
assembly structure can have only one level of nonrotating items below
an asset number.
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Viewing Asset Hierarchies

Using the Spare Parts tab on the Assets application you can see the parents
and the children of the current record. You can also see the spare parts that
have been defined for the asset.

To view the: Look in the:

Current asset Asset field

Parent of the asset Parent field

Subassemblies Subassemblies table window
Spare Parts Spare Parts table window

Instead of viewing the current asset record, you might want to view the record
for its parent or for one of the subassemblies.

v To view the parent record, click the Detail Menu button in the Belongs
To field (if that field has an entry) and select Move To. Maximo moves up
the hierarchy to the parent record.

v To view the record for a subassembly, click the View Details button
(triangle) for the subassembly. Click the Detail Menu button in the Asset
field and select Move To. Maximo moves down the hierarchy to the
subassembly record.

Managing Asset Records

Once you have created asset records and changed their status to ACTIVE, you
use a number of different applications to manage your assets including
Condition Monitoring and Preventive Maintenance. You can use the View
Asset Downtime History action to view a history of when the asset has been
out of service for maintenance or other reasons.

Asset Users and Custodians

In the context of asset records a user is someone who uses an asset and a
custodian is someone who is responsible for the care of the asset. In the
Assets module you can use the Associate Users and Custodians action to
associate a person record with an asset as a user, a custodian, or as both user
and custodian.By default the first person record associated with an asset is
designated as the primary user or custodian, but this can be modified if
necessary.

If an asset does not have a user or custodian specified for it, it is considered a
public asset. You can only use the Create Service Request application to
create a self-service service request for public assets or assets where you are
listed as the user or custodian.

Deleting Meters

If a meter is attached to an asset in error the meter can be deleted, but only if
there have not been any readings entered for the asset/meter combination. To
delete a meter, click the Mark Row for Delete button next to the row in the
Meters table window, then click Save. Meters can only be deleted if there are
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Asset Statuses

no readings for the asset/meter combination recorded on any of the following
tables:

METERREADING
WOMETER
PMMETER
MEASUREMENTS

Assets have an associated status to designate whether or not they are
operational. An asset record can have one of the following statuses:

v NOT READY — Default status for new asset records. Asset records can
be created before assets have been received, installed, configured,
inspected, or otherwise approved for their intended use.

v OPERATING — Asset has been received, installed, configured, inspected,
or otherwise approved for use or operation.

v DECOMMISSIONED — Asset has been retired from service and moved
to scrap or salvage.

CAUTION: You should only select DECOMMISSIONED as the new status if
you intend that status change to be permanent.

Decommissioning an Asset

If an asset is going to be permanently retired from service, you can change it’s
status to DECOMMISSIONED. Decommissioned asset do not appear in select
value lists or in the drilldown, but are still maintained in the Maximo
database as historical records.

Before an asset record can be decommissioned, the following must be true:

¥ The asset cannot be referenced on any open work orders.

v The asset cannot be referenced on any open desktop requisitions, purchase
requisitions, requests for quotation or purchase orders.

¥ The asset cannot be referenced on any job plans.

CAUTION: You should only select DECOMMISSIONED as the new status if you
intend that status change to be permanent.

Once an asset record has had its status changed to DECOMMISSIONED the
following actions are not allowed:

adding children, subassemblies, or spare parts

updating meter readings

modifying the Rotating Item or apply an item assembly structure
associating specifications or specification values

referencing the asset on new desktop requisitions, purchase requisitions,
requests for quotation, or purchase order lines

issuing items that will be charged to the asset

creating work orders for the asset

adding the asset to job plans or preventive maintenance records.

4 4 4 <4«

4 <4 4

You can, however, still perform the following actions for a decommissioned
asset:
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Asset Reports

¥ Return items issued or charged to the asset.
v Move/Modify the asset record using the Move/Modify Assets action.
Vv Zero the Year to Date costs for the asset.

The Change Status dialog box allows you the following options when
decommissioning an asset:

v Roll New Status to All Child Assets? — Checked by default when you
are changing the status of an asset to DECOMMISSIONED.
Automatically changes the status of all child assets to
DECOMMISSIONED.

v Remove asset reference from active routes? — Select to remove the
asset record from all routes with a status of ACTIVE.

v Remove asset reference from active safety plans? — Select to
remove the asset record from all safety plans with a status of ACTIVE.

v Change status of all associated PMs to inactive? — Select to change
the status of all PMs associated with the asset record to INACTIVE.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Condition Monitoring

Condition monitoring is tracking measured data for an asset or location
and using that data to predict when preventive maintenance needs to be
performed. The type of data, for example, vibration, pressure, or temperature,
depends on the asset or location.

You use the Condition Monitoring application to create and view
measurement point records for your assets and locations. A measurement
point record defines the acceptable limits for condition and performance
measurements for a point or place on an asset or location. You can generate
preventive maintenance (PM) work orders for assets or locations whose
measurements are outside acceptable limits.

Multisite and Condition Monitoring

You create measurement points for assets and locations, which are at the Site
level. Thus Condition Monitoring is at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations.

¥ Records can only be viewed by users who have security permission to the
Site and the application.
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Condition Monitoring and Assets/Locations

You can have an unlimited number of measurement points for each asset or
location record, but you can only create one measurement point for each meter
that exists for the asset or location.

Condition Monitoring and Meters

Gauge and characteristic meters can be used to drive condition monitoring.
Continuous meters can not be used with condition monitoring.

When you create measurement points, each meter can only be used once on an
asset or location. You may need to create duplicate meters with different
names if you have multiples of the same meter on an asset or location. For
example, if a piece of equipment has three temperature gauges, you would
need to create three meters that measured temperature, TEMP1, TEMP2, and
TEMP3, to be able to create three temperature measurement points for the
asset.

Condition Monitoring and Preventive Maintenance

You can create PMs that describe the preventive maintenance that should be
performed when the readings for a measurement point reach a certain limit or
value. You use the Preventive Maintenance application to create PM records.

Conditions measured by gauge and continuous meters might require different
maintenance at the upper and lower action limits. You can specify a different
PM in the Upper Limit PM field and the Lower Limit PM field.

Conditions measured by characteristic meters can have a different PM
specified for each characteristic value by entering a row for each value in the
Characteristic Action Value table window.

Condition Monitoring and Work Orders

You can generate a work order from a measurement point using the
Generate Work Order action available from the Select Action menu. You
can also select multiple measurement points on the List tab and generate
work orders as a batch action.

Work orders generated by condition monitoring have a work type of CM
(corrective maintenance).

Using the Condition Monitoring Application

To access the Condition Monitoring application, click the application link on
your Start Center, or select Assets > Condition Monitoring from the Go To
menu.

The Condition Monitoring application contains the following tabs:

Maximo 6, 08/2006

3-17



Using the Condition Monitoring Application

v List — to search Maximo for condition monitoring records.

v Condition Monitoring — to create, view and modify measurement
points, and to generate PM work orders.

Condition Monitoring Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Condition Monitoring application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Condition Monitoring Help.

How Do I...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

Action menu.

create a measurement point record? Click the New Measurement Point button in

delete a record?

the toolbar.

Select the Delete Measure Point action from
the Select Action menu.

generate a work order from a measurement Select Generate Work Order from the Select

point record?

run reports?

Action menu.

Select Run Reports from the Select Action
menu.

Creating Measurement Points Records

Measurement points are records that you create in the Condition
Monitoring application that define the acceptable limits for condition and
performance measurements for a point or place on an asset or location. The
measurement data and acceptable conditions depend on the type of asset or
location. For example you might measure vibration, pressure, and
temperature on two different pieces of equipment, but the acceptable
measurements might be different for each machine.

You create a measurement point for a specific asset or location. Each
measurement point has an associated Meter. Before you can create
measurement points in the Condition Monitoring application you must create
meters in the Meters application.

You can only create one measurement point using a particular meter record
for each asset or location. For example, if you have a PRESSURE meter, you
can only use it to create one measurement point for a particular asset. If you
have multiples of the same type of meter on an asset or location, you must
create duplicate meters with different names. For example if you want to
create three measurement points for pressure gauges on the same asset, you
would need to create three separate meters, PRESSURE1, PRESSURE2, and
PRESSURES3.
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Measurement Point Limits - Gauge Meters

Measurement Point Limits

A measurement point record for a gauge meter contains a range of values.
There is an acceptable, safe operating range, as well as the upper and lower
warning and action limits. The upper and lower limits are defined as follows:

v Lower Warning Limit — indicates potential trouble and a need for
closer monitoring. This value always should be higher than the Lower
Action Limit.

v Lower Action Limit — indicates a need for corrective action. Maximo
can generate a PM work order after this point is reached.

v Upper Warning Limit — indicates potential trouble and a need for
closer monitoring. This value always should be lower than the Upper
Action Limit.

v Upper Action Limit — indicates a need for corrective action. Maximo
can generate a PM work order after this point is reached.

You can specify a different PM in the Upper Limit PM field and the Lower
Limit PM field. You can specify a different job plan in the Upper Limit Job
Plan field and the Lower Limit Job Plan field. When Maximo generates
work orders, the work order will be based on the PM and job plan for the
appropriate action limit.

NoOTE: PMs are created in the Preventive Maintenance application.

- Characteristic Meters

A measurement point record for a characteristic meter contains a specific list
of values. One or more of the values represents an acceptable, safe operating

range. To indicate that a characteristic value requires maintenance, you enter
a value in the PM field. Maximo can generate a PM work order when readings

are entered that match the characteristic value.

NOTE: PMs are created in the Preventive Maintenance application.

Managing Condition Monitoring Records

Generating a Work Order

You use the Condition Monitoring application to modify and delete
measurement points.

You enter meter readings using the Enter Meter Readings action available
from the Select Action menu in the Assets, Locations, Quick Reporting, and
Work Order Tracking applications.

from a Measurement Point

You can generate PM work orders from a measurement point in two ways:

¥ automatically via a cron task. Cron tasks are created in the Cron Task
application.

¥ manually via the Generate Work Order action available from the Select
Action menu.
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The History table window displays work orders that have been generated from
the Condition Monitoring application in response to measurements that have
been recorded that fall outside of the acceptable limits. The History table is
read-only. All work orders shown were generated from the Condition
Monitoring application. This table does not display work orders generated
from anywhere else, even if they involve work on the measurement point.

Tip: You can generate work orders for multiple measurement points from the
List tab.

Condition Monitoring Reports

Failure Codes

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A failure code is an element of a failure hierarchy. In Maximo a failure
hierarchy consists of Problems, Causes, and Remedies. An individual failure
code can be used at more than one level of a failure hierarchy. For example
"high temperature" could appear in one failure hierarchy as a Problem, and in
another as a Cause.

You use the Failure Codes application to build and display failure hierarchies.
A failure hierarchy is identified on other Maximo records by a Failure Class
name. Failure classes can be associated with assets, locations, and work
orders.

Using failure hierarchies can help you to construct an accurate history of the
problems that lead to asset and location failures. You can also use failure
hierarchies to record the different solutions to failures. After reporting and
analyzing failure trends, you can take preventive measures to help reduce
future failures.

Understanding the Failure Code Hierarchy

A Failure Class is the name used to identify a failure hierarchy. By default
Maximo uses a three level hierarchy that is built on a Problem—Cause—
Remedy framework.

v The PROBLEM is the symptom. What looks or feels broken? Problem
failure codes are added, viewed, modified, and deleted in the Problems
table window on the Failure Codes tab.

v The CAUSE creates the problem. Why did the problem occur? Cause
failure codes are added, viewed, modified, and deleted in the Causes for
table window on the Failure Codes tab. Note that the Causes for table
window is paired with the Problems table window.

v The REMEDY is the correction. What will fix the problem? Remedy
failure codes are added, viewed, modified, and deleted in the Remedies for
table window on the Failure Codes tab. Note that the Remedies for table
window is paired with the Causes for table window.
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Each level in the failure hierarchy beneath the failure class can contain one or
more failure codes, which "belong to" the failure code in the next higher level.
An individual failure code can have multiple children; each child in turn can
have one or more child failure codes.

NOTE: You company may choose to use a different structure for its failure
hierarchies.

Multisite and Failure Codes

Failure Codes are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.

Failure Codes and Assets/Locations

You can associate a Failure Class with an asset or location record.

Failure Codes and Work Orders

When work orders are created for the asset or location that has a Failure
Class specified on the record, the Failure Class data is copied to the work
order. You can then select a Problem Code for the work order. You can
specify a Failure Class for a work order even if the asset or location record
does not specify one.

Tip: Using failure codes on work orders can help reduce the number of
duplicate work orders that are entered in the system. Maximo displays a
message if a work order with the same Problem Code already exists for
the asset or location.

You use the Failure Reporting subtab of the Quick Reporting application, and
the Failure Reporting tab of the Work Order Tracking application to record
failure data.

Using the Failure Codes Application

To access the Failure Codes application, click the application link on your
Start Center, or select Assets > Failure Codes from the Go To menu.

The Failure Codes application contains the following tabs:
v List — to search Maximo for failure code records.

v Failure Codes — to create, view, modify, and delete failure hierarchies.
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Failure Codes Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Failure Codes application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Failure Codes Help.

How Do ...

bookmark a record so that I can view it at a
later time?

copy one or more existing failure hierarchies to
a failure code record?

create a failure code record?

delete a record?

duplicate a record?

run reports?

Select Add to Bookmarks from the Select
Action menu.

Select Copy Failure Hierarchy from the
Select Action menu.

Click the New Failure Code button in the
toolbar.

Select Delete Failure Code from the Select
Action menu.

Select Duplicate Failure Code from the Select
Action menu.

Select Run Reports from the Select Action
menu.

Creating Failure Codes

You use the Failure Codes application to create and view failure hierarchies.
These hierarchies represent the identified causes of asset and location
failures, and the identified solutions to these failures.

Tip: Because failure codes include data about known problems, causes, and
remedies for asset failures, maintenance workers can use a failure
hierarchy as a troubleshooting checklist.

Building a Failure Hierarchy

Failure hierarchies are built from the top down. You navigate the failure
hierarchy from top to bottom. A Failure Hierarchy can be created all at once,
or completed partially and added to later as necessary. You can use existing
failure codes and/or create new ones to build the hierarchy.

¥ You can select existing failure codes by clicking the Select Value icon

next to the field.

¥ You can create new failure codes by typing a value into the field. Maximo
will attempt to match the value you entered with an existing failure code
value. If one already exists, Maximo copies it into the field. If one does not
exist, Maximo displays the Select Value dialog box. Click Continue to

accept the value.

NOTE: Failure codes can be used at any level of the hierarchy. For example,
"jammed" could be both a Problem and a Cause.
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The procedures for adding Problem, Cause, and Remedy level failure codes are
the same with one exception: selecting the parent for Causes and Remedies.
All Problem failure codes are children of the Failure Class, but note the labels
for the Cause and Remedy tables, which indicate the parent levels for the
records in each table window. The Cause and Remedy table windows are both
paired table windows, their labels reflect the selected row in the table above.
For more information about paired table windows, see “Paired Table
Windows,” on page 2-25.

CAUTION: Before entering Causes or Remedies, check that the table window
label reflects the correct parent for the failure code you are about to
enter. To change the table label, click the appropriate row in the
parent table window.

Managing Failure Codes

Failure reporting lets you identify and track asset and location failures.
Entering Failure Class and Problem Code data on work orders provides
data that can be used for failure analysis. You use the Failure Reporting
subtab of the Quick Reporting application, and the Failure Reporting tab of
the Work Order Tracking application to record failure data.

Failure analysis is how you examine your failure history data, reported over
a significant period of time. You use asset or location failure reports to look for
breakdown trends, average time between failures, and so on.

By correlating this failure information with other data available to you, for
instance, preventive maintenance schedules for an asset or location, you can
develop ways to reduce or limit future failures. For example, you might want
to review your preventive maintenance schedule, or you might be able to
identify a branch of faulty inventory items.

Failure Codes Reports

Locations

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A location is generally defined as a place where assets are operated, stored,
or repaired. Generally locations are defined as a means of tracking assets, but
if your company does not use asset records to track equipment, you may define
a location as any facility (or portion of a facility) that you want to create a
maintenance record for using Maximo.

You use the Locations application to add, view, modify, and delete location
records for assets, and organize these locations into logical hierarchical or
network systems. Using systems of locations and specifying the location for
assets on asset records provides the groundwork for gathering and tracking
valuable information on the history of assets, including asset performance at
specific sites, and as an asset is moved from location to location. When you
organize your locations into systems, you can quickly find a location using the
Drilldown and then identify the assets at a specific location.
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You also can use the Locations application to create repair locations, courier
locations, salvage locations, vendor locations, and labor locations.

Multisite and Locations

Locations are at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations. For example, if each
facility is a separate Site, you could have a location record named "Second
Floor" at each Site.

v Records can only be viewed by users who have security permission to the
Site and the application.

Locations and Assets

You use the Assets tab of a location record to view a read-only list of assets
that have the current record listed as a value in their Location field.

Locations and Condition Monitoring

Maximo uses measurement points as one possible criteria for generating PM
work orders. If a measurement is entered that reaches an upper or lower
action limit, a PM work order can be generated for the location, either
automatically via a cron task, or manually via the Generate Work Order
action in the Condition Monitoring application.

You create measurement points in the Condition Monitoring application. Each
measurement point is associated with a meter. Meters are created in the
Meters application. When you create a measurement point for a location
Maximo copies the measurement point to the Meters tab of the location
record. You can record readings using the Enter Meter Readings and
Manage Meter Reading History actions available from the Select Action
menu.

For more information about creating measurement points, see “Using the
Condition Monitoring Application,” on page 3-17.

Locations and Contracts

Location records can be associated with the following types of contracts:

v Service Contract
v Warranty Contracts

For more information about contract types, see “Contract Types,” on page 4-2.

You can view all contracts associated with a location using the View
Contracts action in the Locations application.
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Locations and Inventory

Location records are generally defined to track assets, but sometimes you
create location records to track inventory when it is not in a storeroom. For
more information about locations and inventory, see “Location Types,” on
page 3-26.

Locations and Meters

Maximo uses meters as one possible criteria for generating PM work orders.
PM frequency is based on elapsed time in days or in meter units since the last
work order was completed or targeted to start.

Once meters have been created in the Meters and Meter Groups applications,
you can associate individual meters or meter groups with a location record on
the Meters tab. An initial meter reading may be entered when the meter is
attached to the location record. The Meters tab lets you track readings for an
unlimited number of meters per location.

You use the Enter Meter Readings action to record meter readings for a
location. You use the Manage Meter Reading History action to view or
update historical meter readings. You use the Reset/Replace Meters action
to reset a meter’s readings, for example when you replace a continuous meter.

Locations and Preventive Maintenance

You use the Preventive Maintenance application to create PM records for
periodic maintenance and inspections to be performed at a location.

You can use the View WO and PMs action to view all of the PM records that
list the location.

Locations and Safety

You use the Safety tab to record safety information for a location, including
safety related assets. Safety related assets are assets and locations in the
general vicinity of the location that may also pose a safety hazard to workers.

You use the applications in the Safety module to create records that can be
associated with location records to provide safety information to workers. You
create hazard records in the Hazards application. You create precaution
records in the Precautions application, and associate them with hazard
records in the Hazards application. You use the Lock Out/Tag Out application
to write tag out procedures to eliminate a specific hazard for a specific
location. You can associate records from all of these applications with a
location on the Safety tab of the location record.

¥ You use the Hazards and Precautions subtab to associate precaution
enabled hazards with the location record. Maximo automatically copies
the precautions associated with the hazard to the record. If you list a
hazard that is also hazardous material enabled, Maximo automatically
copies the hazardous materials data to the record.
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v

v

You use the Hazardous Materials subtab to associate hazardous material
enabled hazards with the location record. If you list a hazard on that is
also precaution enabled, Maximo automatically copies the precautions to
the record.

You use the Lock Out / Tag Out subtab to associate tag out enabled
hazards with the location record. Once you have created a tag out for the
asset and hazard, you can associate it with the location record.

You use the Safety Related Assets subtab to associate assets and locations
that are in the immediate vicinity that have safety implications for workers.
For example, if you must shut down another machine to be able to safety work
on a location.

Locations and Work Orders

Location Types

You can use several different methods to create work orders for locations:

v
v

Maximo can generate work orders based on condition monitoring data
Maximo can generate PM work orders for preventive maintenance or
periodic inspections

You can create work orders manually using one of Maximo’s work order
applications. For more information about the applications that can be used
to create work orders, see “Creating Work Orders Using Maximo,” on
page 14-2.

You can use the View WO and PMs action to view all of the work order
records that list the location.

You can create the following types of locations using Maximo:

v

Courier — Courier location. This is an inventory location, used to indicate
an individual who is responsible for inventory items while in transit from
one inventory location to another.

Holding — Holding location. This is an inventory location, used to hold
items received with a status of WINSP (waiting for inspection). You can
only create one holding location per Site.

Labor — Labor location. This is an inventory location, used when
inventory is issued to a worker, for example a mobile repair worker.

Operating — Operating location. This is an asset location, used to
indicate a location where assets are located or equipment is operated.

Repair — Repair location. This is an asset location, used to indicate a
location where assets are repaired or refurbished.

Salvage — Salvage location. This is an asset location, used to indicate a
location used to store retired or decommissioned assets.

Vendor — Vendor location. This is an inventory location, used to indicate
the source of items, materials, and rotating assets, and may be used to

3-26

Maximo 6, 08/2006



Chapter 3: The Assets Module

indicate the location of an asset returned to the vendor for repair or
refurbishment.

Using the Locations Application

To access the Locations application, click the application link on your Start
Center, or select Assets > Locations from the Go To menu.

The Locations application contains the following tabs:

v

v

List — to search Maximo for location records.

Location — to enter, view, or modify detailed information specific to a
location.

Assets — to view assets at the location.

History — to view the history of move transactions into and out of the
location.

Safety — to add, view, modify, or delete safety information associated
with a location.

Meters — to add, view, modify, or delete meters for a location.

Specifications — to classify a location and add, view, modify, or delete
specifications that give details about the attributes of the location.

Locations Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Locations application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Locations Help.

How Do I...

add a new system?

Select Manage Systems from the Select Action
menu.

apply an item assembly structure to a location Select Apply Item Assembly Structure from
record containing a rotating item ID? the Select Action menu.

associate a location with a system?

Select Associate Systems with Location
from the Select Action menu.

associate a service or service group with an Select Associate Services from the Select

asset?

Action menu.

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

Action menu.

change a hierarchical system to a network Select Manage Systems from the Select Action

system?

menu.
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How Do I...

change a record’s status?

create a location record?

delete a record?

designate one or more people as a custodian for

a location?

designate one or more people as a user for a
location?

disassociate a location from a system?
duplicate a record?

enter meter readings for a location?

modify the parent for a location in one or more
systems?

replace meters on a location record?

reset a meter on a location record?

run reports?

select a system to be the primary system?
update the meter history on a location record?
view asset and location hierarchies displayed
graphically?

view the parents for a location across systems?

view the status history of a location?

view work orders and PMs associated with the
location record?

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Click the New Location button in the toolbar.

Select Delete Location from the Select Action
menu.

Select Associate Users and Custodians from
the Select Action menu.

Select Associate Users and Custodians from
the Select Action menu.

Select Associate Systems with Location
from the Select Action menu.

Select Duplicate Location from the Select
Action menu.

Select Enter Meter Readings from the Select
Action menu.

Select View/Modify Parents from the Select
Action menu.

Select Reset/Replace Meters from the Select
Action menu.

Select Reset/Replace Meters from the Select
Action menu.

Select Run Reports from the Select Action
menu.

Select Manage Systems from the Select Action
menu.

Select Manage Meter Reading History from
the Select Action menu.

Select Open Drilldown from the Select Action
menu.

Select View/Modify Parents from the Select
Action menu.

Select View History from the Select Action
menu.

Select View Work Orders and PMs from the
Select Action menu.

Creating Locations

Locations are typically the places where assets operate, but include any
building, place, or position that contains assets, or where maintenance work
might need to be performed. For example, a hallway might include lighting
fixtures and a fire extinguisher, and would need to be painted periodically.
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Work order costs are typically charged to the location itself or to the asset at a
location.

In addition to operating locations, assets can be located in other "asset type"
locations. Other asset type locations are vendor locations, salvage locations,
and repair locations. You can track an asset not only as it moves from one
location to another, but also as it moves to a vendor or repair location, and
eventually, to salvage.

Along with "asset type" locations, there are "inventory type" locations such as
labor and courier. Like a storeroom, these "locations" can maintain a balance
of items issued from a storeroom. For example, if a courier is holding a
number of parts, he is responsible for them until they are received into
another location.

Understanding Locations Terms

The following are some common terms that are used when discussing location
hierarchies:

v hierarchy — Any system of places ranked one above another. Each
parent location can have many child locations, but each child location can
have only one parent location.

v location — Locations are typically the places where assets operate, but
include any building, place, or position that contains assets, or where
maintenance work might need to be performed.

¥ network — Any system of interconnected locations. Unlike hierarchies, in
a network each location can have multiple parents and children.

v operating location — In Maximo, the places where equipment operates.

¥ primary system — The default hierarchy of locations. Each Site may
have only one primary system. Your primary system must be hierarchical,
that is there must be a single top-level location that is the parent of all
other locations in the system. If assets in different locations are part of an
asset hierarchy, their locations must exist in the primary system.

v Site — Term used to define a work location in Maximo, such as a plant or
facility. A Site belongs to a single Organization, but more than one Site
can share the data defined for the Organization. For more information
about Sites, see “Multisite Levels,” on page 1-9.

v system — A grouping of locations, organized into either hierarchical or
network relationships. A hierarchical system could define location
relationships of a plant, having a plant site as a parent to plant buildings,
which are parents of sublocations within the building areas. A network
system could define the location relationships of a system of pipes or ducts,
where there are some locations that feed back into others.

Preparing to Create Locations

Carefully review all topics on locations and systems in this guide and in the
Locations Help before creating locations. Inserting location records and
specifying parents and systems for the new locations creates relationships
that are not easily undone after you establish them.
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The time and thought you invest in planning your locations and systems
simplifies creating them, and makes it easier for users to navigate the
Drilldown.

CAUTION: The first location you create in a hierarchical system becomes the top
level location. You cannot change this.

Operating locations are most useful when organized into systems. A location
can be in more than one system at the same time. If you have selected a
system you can specify a parent for the location. If you are specifying both a
system and a parent, the parent must belong to the system.

Understanding Location Systems

Location hierarchies let you group assets and locations into areas of
responsibility. A location hierarchy can be designed to include all locations in
your plant against which work orders are written, and can track the
movement of assets into and out of locations. Maximo calls location
hierarchies systems.

Establishing one or more systems lets you build a logical model of the
locations at your site by specifying their parent(s) and/or children. Locations
can be placed into more than one system. Your primary system might divide
an office building into floors, and the floors into offices. In this example, an
office might belong to the primary system, the heating system, and the
electrical system.

You can add location records without organizing them into systems. However,
organizing locations into named systems can help you manage your
maintenance work more effectively by letting you see how a work order can
affect assets, locations, or systems beyond the specific asset or location the
work is to be done on.

With operating locations organized into systems, you can find a location
quickly via the Drilldown and identify the assets at that location.

CAUTION: Plan carefully before creating systems.

Planning Location Hierarchies

If the Drilldown is intended to be a primary means of accessing location data,
proper planning of location hierarchies is necessary. While a large number of
location or asset records will not necessarily affect the performance of the
Drilldown, a poorly constructed hierarchy can have a negative impact on
Drilldown performance.

A perfectly symmetrical hierarchy, containing 10 children at each level, and
containing five levels below the top level could have over 100,000 records and
have very good performance. But performance can be negatively affected if
there are hundreds of children for any given parent. In addition, users may
have difficulty finding locations if there are a large number of records at any
given level of the hierarchy.

When planning the shape of your location hierarchies, consider how your
locations can be subdivided and categorized. For example, a large building
could be divided into floors. A floor containing a large number of offices could
be divided into wings, or quartered into North, South, East, and West
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quadrants. And consider how future growth will be accommodated, for
example if a large space were to be partitioned to create several new offices.

Creating Hierarchical Systems

If you are entering location records for the first time, and no systems currently
exist, you must create one. You use the Manage Systems action to create a
new system, and also to designate your primary system.

In general, first create the primary system for each Site. If assets in
different locations are part of an asset hierarchy, their locations must exist in
the primary system. Having all your operating locations tied together in one
complete primary system provides a solid foundation for using locations and
systems. It might be the only system your site needs for tracking assets.

The primary system must be hierarchical, that is, it must have one top-level
location as the “ancestor” of all other locations in the system. You can call this
system Primary, Main, Plant, or whatever is appropriate for your site.

NOTE: The first location you add to a new hierarchical system becomes the top-
level location in the system; for every location you add to the system
after that, you must specify a parent location. Plan carefully before
adding the first location to any new system.

After defining the location, you can use the Associate Systems with
Location action to specify each system that the location is associated with.

Building a Location Hierarchy from an Item Assembly Structure

Creating Network Systems

You can use an item’s item assembly structure to create location records for
rotating assets associated with the item. When the same IAS is applied to
both a location and an asset, a location hierarchy is created that matches the
asset hierarchy. An IAS can be applied multiple times, to different locations
that require the same kind of assets.

To apply an IAS to a location, specify the top-level item number in the Item
field on a location record, then choose the Apply Item Assembly Structure
action. You then can create location records for any rotating items in the
structure. Non-rotating items in the IAS are ignored in the location hierarchy.

NOTE: You can only apply an item assembly structure (IAS) to a location if the
location belongs to the primary system.

When you define a system using the Manage Systems action, you can specify
whether it is Hierarchical or Network using the Network? check box. If an
association requires the system to be networked, Maximo does not
automatically change the system to network. You must change the property of
the system using the Manage Systems action, and then associate the
location with the system.

Examples of locations that might be organized as a network include a
ventilation system or piping system.

NOTE: You can change a system from a hierarchy to a network but not from a
network back to a hierarchy.
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Viewing Location Hierarchies

The Locations tab displays three table windows:

v Systems — displays the systems associated with the location. Click a
system to populate the other two table windows.

v Parent of — displays the location’s parent in the selected system.
Additional parents can be added using the New Row button only if the
selected system is a network.

v Children of — displays the location’s children that belong to the selected
system. New children can be added using the New Row button.

If a system is a network, the Network column of the System table window

contains a check. If a system is hierarchical, the Network column is not
checked.

Managing Locations

Location Statuses

When you disassociate a location from a system, the location should not have
any children that are associated with the same system. Delete the children
from the Children table window present in the Locations main page, and then
disassociate the system.

NOTE: Deleting children from the Children table window removes the
association between the child and parent records, it does not delete the

child location records from Maximo.

You can delete a system only when it is not associated with any locations.

A location record can have one of the following statuses:

v NOT READY — Location records can be created before locations have
been built, leased, or purchased.

v OPERATING — Default status for new location records.
v DECOMMISSIONED — Location is no longer in use.

CAUTION: You should only select DECOMMISSIONED as the new status if
you intend that status change to be permanent.

Decommissioning a Location Record

If a location is going to be permanently retired from service, you can change
it’s status to DECOMMISSIONED. Decommissioned locations do not appear
in select value lists or in the drilldown, but are still maintained in the Maximo
database as historical records.

Before a location record can be decommissioned, the following must be true:

v The location cannot be referenced on any open work orders.
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Locations Reports

Meters

¥ The location cannot be referenced on any open desktop requisitions,
purchase requisitions, requests for quotation or purchase orders.

¥ The location cannot be referenced on any job plans or routes.

¥ The location cannot be reference on any preventive maintenance record.

Once a location record has had its status changed to DECOMMISSIONED the

following actions are not allowed:

adding children to the location

associate systems with the location

updating meter readings

modifying the Rotating Item value or apply an item assembly structure
associating specifications or specification values

referencing the location on any new desktop requisitions, purchase
requisitions, requests for quotation or purchase order lines.

issuing items that will be charged to the location

creating work orders for the location

adding the location to job plans or preventive maintenance records.

44 4qade
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For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A meter record in Maximo is a virtual identifier used to record
measurements. You associate meter records with assets and locations to
record measurements, for example run hours, temperature, or pressure, that
are used to track asset and location performance. You use the Meters
application to add, view, modify, and delete meter records.

Meter readings may be recorded for a variety of reasons, including:
v determining the next time an asset is due for maintenance

v performing efficiency comparisons between similar asset performing
similar work

¥ tracking production costs, for example tons per hour in the mining
industry

¥ tracking service costs, for example odometer readings for a trucking fleet
v tracking efficiency indicators, for example miles per gallon

v conforming to regulatory requirements, for example maintaining cradle to
grave details of time controlled components in the aviation industry

When you use the Meters application to define a meter record you can define
the type of meter, the unit of measure used by the meter, and the type of
reading (delta or actual) that the meter should record. Meter records can be
associated with assets, inventory items, and locations, and can be used to
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drive condition monitoring and preventive maintenance. Meters can be
applied individually, or as part of a meter group.

Multisite and Meter Records

Meters are at the System, or database level. This means that:
v Key fields for new records must be unique within the Maximo database.

¥ Records are available to all users of the database who have security
permissions to the application.

Meters and Assets/Locations

You can associate one or more meters with an asset or location record. Meters
are associated with assets in the Assets application, and with locations in the
Locations application.

You use the Enter Meter Readings action to record meter readings for an
asset or location. You use the Manage Meter Reading History action to
view or update historical meter readings. You use the Reset/Replace Meters
action to reset a meter’s readings, for example when you replace a continuous
meter.

Meters and Condition Monitoring

When you create a measurement point in the Condition Monitoring
application you associate it with a meter. Gauge and characteristic meters can
be used to drive condition monitoring. Continuous meters can not be used
with condition monitoring.

When you create measurement points, each meter can only be used once on an
asset or location. You may need to create duplicate meters with different
names if you have multiples of the same meter on an asset or location. For
example, if a piece of equipment has three temperature gauges, you would
need to create three meters that measured temperature, TEMP1, TEMP2,
andTEMP3, to be able to create three temperature measurement points for
the asset.

Meters and Inventory

You can associate a single meter with an inventory item. Individual meters
can not be associated with rotating items unless it is via a meter group.

When you issue an item that has a meter associated with it to an asset that
has a corresponding meter, Maximo automatically enters a meter reading for
the asset. For example, if you create an item record for fuel, and attach a fuel
gauge to the item, when you issue fuel to assets that also include a fuel gauge,
Maximo will automatically enter meter readings for the fuel gauge on the
asset.
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Meters and Meter Groups

Meters and PMs

Meter Types

Meter records can be associated with assets, rotating items, and locations, and
can be used to drive condition monitoring and preventive maintenance. Often
more than one meter might be applied to a particular type of record. For
example, a truck might include meters for temperature, pressure, odometer
readings, and fuel consumption. Rather than apply each meter individually,
you can group them together in a meter group. When a meter group is applied
to a record, Maximo copies all of the data about individual meters in the group
to the record.

Meter groups are created in the Meter Groups application, and meter records
are assigned to groups in the Meter Groups application.

Meters can be used as a criteria for how often Maximo should generate
preventive maintenance work orders from a PM record. When you associate
one or more meters with a PM Maximo generates work orders based on the
meter readings and the frequency settings on the Meter Based Frequency
subtab of the PM record.

Meters are associated with PMs in the Preventive Maintenance application.
For more information about creating PMs with meter based frequency, refer
to the PM Help.

Meters can have one of three types:

v Continuous — Meters where the readings increase continuously, for
example odometers. These meters might be used to track miles, hours,
engine starts, pieces produced, fuel consumed, and other continuous
readings.

v Gauge — Meters where the readings may fluctuate, for example
thermometers or pressure gauges. These meters might be used to track
temperature, pressure, noise levels, oil levels, and other readings that
fluctuate.

v Characteristic — Meters where an observed state is being tracked, for
example a color change. These meters might be used to track Brick/
Refractory Color (Yellow, orange, white), or oil color (Clear, Turbid, Dark).

Using the Meters Application

To access the Meters application, click the application link on your Start
Center, or select Assets > Meters from the Go To menu.

The Meters application contains the following tabs:

v List — to search Maximo for meter records.
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¥ Meter — to add, view, modify, or delete meter definitions.

¥ Where Used — to view a read-only list of any asset, locations, PMs, items,
or Condition Monitoring points that use the meter.

Meters Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Meters application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Meters Help.

How Do I...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?
create a meter record?

delete a record?

duplicate a record?

run reports?

Action menu.
Click the New Meter button in the toolbar.

Select Delete Meter from the Select Action
menu.

Select Duplicate Meter from the Select Action
menu.

Select Run Reports from the Select Action
menu.

view the meter groups that the meter belongs Select View Meter in Groups from the Select

to?

Action menu.

Creating a Meter Record

Managing Meters

You can use the Duplicate Meter action to create a copy of an existing meter,
for example if you need to create multiple measurement points with similar
meters. Once you duplicate a meter you can then modify it as needed.

The only fields that may be modified after a Meter Definition has been saved
are the Description and Unit of Measure.

Deleting a Meter Definition

You can delete a meter record using the Delete Meter action available from
the Select Action menu. A meter may not be deleted if it is associated with
records in any of the following applications:

Assets

Condition Monitoring
Item Master

Locations

Master PM

Meter Group

Preventive Maintenance

d4d 44 qqaad
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Meters Reports

Meter Groups

For more information about the record deletion rules, refer to the Maximo
System Administrator’s Guide.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A meter group is two or more meters that are commonly used on the same
types of assets or locations. You use the Meter Groups application to create
groups for meters that are commonly used together. For example all of the
vehicles in your fleet use meters to track mileage, usage, fuel, and oil
consumption. Rather than attach these four meters to a vehicle one at a time,
you can define a meter group and use it to associate all four meters to the
vehicle at the same time.

Meter Groups can also be associated with rotating items in the Item Master
application to designate the meters commonly associated with a rotating item.

Multisite and Meter Groups

Meter Groups are at the System, or database level. This means that:
v Key fields for new records must be unique within the Maximo database.

¥ Records are available to all users of the database who have security
permissions to the application.

Meter Groups and Assets/Locations

Meter groups can be associated with asset or location records in one of the
following ways:

¥ the record includes a Rotating Item that has an associated meter group

¥ you enter a value in the Meter Group field for the record

¥ anitem assembly structure that contains rotating items with an
associated meter group is applied to the record

When a meter group is associated with an asset or location record Maximo
copies the meters in the group to the Meters table window on the record.

Meter Groups and Items

You can associated meter groups with rotating items records in the Item
Master application. When you list that rotating item record on an asset or
location record, Maximo copies all of the meters associated with the rotating
item to the asset or location record.
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Meter Groups and Meters

For information about Meter Groups and the Meters application, see “Meters
and Meter Groups,” on page 3-35.

Using the Meter Groups Application

To access the Meter Groups application, click the application link on your
Start Center, or select Assets > Meter Groups from the Go To menu.

The Meter Groups application contains the following tabs:
v List — to search Maximo for meter group records.

v Meter Group — to enter, view, or modify meter groups.

Meter Groups Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Meter Groups application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Meter Groups Help.

How Do ...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

create a meter group?

delete a record?

duplicate a record?

Action menu.

Click the New Meter Group button in the
toolbar.

Select Delete Meter Group from the Select
Action menu.

Select Duplicate Meter Group from the Select
Action menu.

Creating Meter Groups

NOTE: Meters must be defined in the Meters application before they can be
added to a meter group.

You can use the Meter Groups application to create groups of two or more
meters. You cannot add an individual meter to a group more than once. If
there is a requirement for more than one of the same type of meter you will
need to create duplicate meters with different names. For example, if a meter
group requires three temperature gauges, you would need to create three
meters that measured temperature, TEMP1, TEMP2, and TEMP3, to be able
to create a meter group with three temperature gauges.

NOTE: A Meter Group can be created that has no meters in the group.
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You can use the Duplicate Meter Group action to create a copy of an
existing meter group. Once you duplicate a meter you can then modify it as
needed.

Managing Meter Groups

Modifying Meter Groups

Deleting a Meter Group

Once you have defined a meter group you can add or remove meters from the
group as needed.

When you add meters to an existing meter group you can select the Apply
New Meter to Existing Assets? check box if you want to add the new meter
to existing assets or locations that use the meter group. If you do not select the
box then the new meter will only be added to assets or locations that use this
meter group in the future.

To delete a meter from a group, click the Mark Row for Delete button next
to the row in the table window, then click Save.

If a meter group record is not listed on any asset, location, or rotating item
records it can be deleted by selecting Delete Meter Group from the Select
Action menu. Maximo will display an error message if the meter group can not
be deleted.

For more information about the record deletion rules, refer to the Maximo
System Administrator’s Guide.

Meter Groups Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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The Contracts Module

The Contracts Module is one of the Maximo modules devoted to financial and
purchasing functions. The Financial Module allows administrators to set up
currency codes, exchange rates, the Chart of Accounts that users access via
the GL Account Navigator, and to perform cost management. The Purchasing
Module tracks requests for and purchases of materials and services. And the
Contracts Module allows you to create a variety of different types of contracts.

The Contracts Module consists of the following applications:

Application Function

Labor Rate Used to define labor rates to be paid to specific
Contracts crafts and skills when hiring workers.
Lease/Rental Used to define the terms and conditions and
Contracts payment information for lease or rental agreements

for rotating assets, including information
technology assets.

Master Contracts Used to define the contractual relationship with a
vendor. A master contract links all contracts with
the vendor, as well as containing the terms and
conditions that apply to the associated contracts.

Purchase Used to create, modify, and view contracts for items

Contracts or services with outside vendors. You can include
detailed information about a contract's shipping
and financial terms, contact information, item and
service pricing, and delivery times.

Terms and Used to enter and maintain a library of terms and

Conditions conditions to be used on contracts and purchasing
documents. These terms can contain information
such as liability concerns, shipping and handling
details, or delivery time expectations.

Warranty Used to create warranty and service contracts

Contracts where vendors maintain one or more assets for a
fixed fee, or regularly scheduled payment over a
time period; or to track warranty information for
multiple assets or locations by time or meter.

You use the Terms and Conditions application to define the terms and
conditions that apply to contracts and purchasing interactions between your
company and vendors.

You use the Master Contracts application to create a master contract that
defines the relationship between your company and a vendor, for example
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Contract Types

whether contracts can be extended, cancelled by the vendor, or cancelled by
the customer.

Once you have defined the master contract, you can create associated
contracts of any type from within the Master Contracts application. Maximo
copies the properties from the master contract to the associated contract. You
can then use the Labor Rate Contracts, Lease/Rental Contracts, Purchasing
Contracts, or Warranties Contracts application to fill in the specific details of
each associated contract.

NOTE: Your ability to enter, view, or modify contracts is determined by your
system administrator.

You use the Contracts application to create different types of contracts, and to
define the rules that govern the contracts. The default Maximo installation
contains the following types of contracts:

v Blanket (volume) contract — A blanket contract is an agreement that
specifies a vendor, a total dollar amount, and valid dates for the
agreement. Typically a blanket is used to purchase services and/or
materials at an agreed upon price and terms. You can create release
purchase orders in the Purchase Orders application that reference the
blanket contract. Blanket contracts are created in the Purchase Contracts
application.

v Labor contract — A labor contract is a way to define the rates that will
be paid for craft and skill combinations, and also rates to be paid to specific
contract laborers. You can set up a labor rate contract to create invoices for
all approved labor transactions within a specified time period, for example
every month. Labor contracts are created in the Labor Rate Contracts
application.

v Lease contract — A lease contract is an agreement to lease one or more
assets from a vendor. Lease contracts specify lease period, payment
schedules, and other conditions of the contract. Maximo can generate
invoices based on the payment schedule intervals. This type of agreement
may involve more than two parties, as one vendor may sell the assets and
another may hold the lease. Lease contracts are created in the Lease/
Rental Contracts application.

v Pricing contract — A price agreement contract specifies the prices to be
paid for specific items purchased from a specific vendor. Typically a price
agreement is used to purchase services and/or materials at agreed upon
prices and terms. Pricing contracts are created in the Purchase Contracts
application.

v Purchase contract — A purchase contract specifies the terms and
conditions for a purchase. Purchase contracts are created in the Purchase
Contracts application.

v Rental contract — A rental contract is similar to a lease contract. Rental
contracts specify the time period for the rental, payment schedules, and
other conditions of the contract. Unlike a lease, a rental contract can be
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Contract Details

v

terminated at will, and does not include a buy-out option in the terms of
the contract. Rental contracts are created in the Lease/Rental Contracts
application.

Service contract — A service contract is similar to a warranty except
that some of the items are billed on a per-incident basis. This contract will
contain the details of the services to be provided, and if a payment
schedule is associated with the contract. Service contracts are created in
the Warranty Contracts application.

Software license contract — Master contract — A master contract is
a way to associate many contract types together for the same vendor and
define terms and conditions for the relationship with the vendor. A master
contract lists all contracts that you have with a particular vendor. For
example, a master contract might list rental contracts for tools or
equipment, purchase contracts for materials, a labor rate contract, and a
warranty on parts and labor. Master contracts are created in the Master
Contracts application.

Warranty contract — A warranty contract is created in conjunction with
the purchase of an asset and generally has no cost associated with it. This
contract will contain the details of what is covered by the warranty. If a
warranty contract is purchased, this is considered an extended warranty
by Maximo. Warranty contracts are created in the Warranty Contracts
application.

NOTE: Your system administrator can define an unlimited number of contract

types using the Organizations application.

When you enter a contract in Maximo, you can include the following general
information about the contract:

d4 4

Contract identifier and Description

Contract Type

Status

Vendor Reference # and details about the vendor
Buyer

Start Date and End Date

Total Cost or Maximum Amount

Contract lines

Terms and conditions

In addition, you can specify properties that are specific to each contract type.

NOTE: The applications in the Contracts Module are not intended for contract

negotiation. Contracts should not be entered into Maximo until the
contract is final.

Contracts and Terms and Conditions

You use the Terms and Conditions application to create and maintain a
library of terms and conditions that describe the legal obligations between a
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Contract Statuses

buyer and a seller. Terms and conditions appear on records in the following
applications:

All contracts (Contracts Module)
Invoices

Purchase Requisitions

Purchase Orders

Requests for Quotation

4 4 4 < <«

NoOTE: If the Editable on Use? check box is selected for a term you cannot edit
the term once it has been copied to a record.

The terms and conditions in the library can be added to a contract from the
Terms and Conditions tab of the individual applications. You can also create
terms via the New Row button on the Terms and Conditions tab, but terms
created in this manner are saved to the record and are not added to library.

For more information about terms and conditions, see “T'erms and
Conditions,” on page 4-20.

Contract records have a status to indicate where the record is in a contract life
cycle. Because contract records have statuses, you can create Workflow
processes for contracts to manage approvals, expirations, renewals and so
forth.

NOTE: You might need security authorization to perform status changes.
A contract record can have one of the following statuses:

v DRAFT — Draft. Default status for new contracts. All fields can be edited
when a contract is in a status of DRAFT. You can change a contract’s
status from DRAFT to APPR, CLOSE, or CAN.

v WAPPR — Waiting on Approval. All fields can be edited when a contract
is in a status of WAPPR. You can change a contract’s status from WAPPR
to APPR, CLOSE, or CAN.

v APPR — Approved. You must specify a Company and a Start Date for a
contract before you can change its status to APPR. Maximo does not
require an End Date for contract approval. A master contract must be
approved before you can associate other contracts with it. Lease/rental,
purchase, and warranty contracts require at least one authorized Site be
associated with the contract prior to contract approval. If you need to
modify an approved contract, you use the Revise Contract action. You
can change a contract’s status from APPR to SUSPEND, EXPIRE,
CANCEL, or CLOSE.

v WSTART — Waiting to Start. Maximo automatically assigns a contract to
a status of WSTART when a contract has been approved and the Start
Date is in the future. You can change a contract’s status from WSTART to
APPR.

v PNDREV — Pending Revision. Default status for contract revisions
created via the Revise Contract action. This status is similar to DRAFT,

4-4
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Revising Contracts

except that only a portion of the contract fields can be edited. You can
change a contract’s status from PNDREV to WAPPR or APPR.

v REVISD — Revised. When you change the status of a contract revision
from PNDREV to APPR, the previous version of the contract changes
status to REVISD and that version of contract becomes a history record
and cannot be edited. Receipts and invoices can still be processed against a
contract with a status of REVISD. You cannot change a contract’s status
from REVISD to any other status.

v SUSPND — Suspended. The contract cannot be edited. You can change a
contract’s status from SUSPND to APPR, CAN, or CLOSE.

v EXPIRD — Expired. The End Date of the contract has passed without
the contract being renewed. The contract cannot be edited, but a revision
can be created against an expired contract. You cannot change a contract’s
status from EXPIRD to any other status.

¥ CAN — Canceled. You cannot cancel a lease/rental or purchase contract if
it has any outstanding scheduled payments or approved purchase orders
against it. Maximo notifies you if unapproved purchase orders exist
against a contract. Unapproved purchase orders cannot have their status
changed to approved once the contract is cancelled. Cancelling a lease/
rental or warranty contract cancels any outstanding scheduled payments
for the contract. You can only cancel a master contract if all of its
associated contracts are closed or cancelled. When you change a contracts
status to CAN the contract becomes a history record and cannot be edited.

v CLOSE — Closed. You cannot close a lease/rental or purchase contract if
it has any outstanding scheduled payments or approved purchase orders
against it. Maximo notifies you if unapproved purchase orders exist
against a contract. Unapproved purchase orders cannot have their status
changed to approved once the contract is closed. Closing a lease/rental or
warranty contract cancels any outstanding scheduled payments for the
contract. You can only close a master contract if all of its associated
contracts are closed or cancelled. When you change a contracts status to
CLOSE the contract becomes a history record and cannot be edited.

When you change the status of a contract, Maximo records the date and time
of the status change and lets you record a memo. This information can be
viewed using the View History action.

Once you have changed the status of a contract to APPR (approved) the only
field that can be edited on the contract is the Status field. You cannot "un-
approve" a contract you need to make changes to the contract, you must use
the Revise Contract action. The Revise Contract action is available for
contracts with a status of APPR that do not already have an existing revision
(that is, a revision with a status of PNDREV).

The Revise Contract action creates a copy of the current contract. Maximo
copies all of the information from the original contract, including contract
lines, terms and conditions, associated service level agreements, commodities,
and authorized Sites. The Contract number is the same as the original
contract, and the value in the Revision field is the Revision number of the
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original contract plus one. For example, the original contract has a Revision
number of zero, so the first revision has a Revision number of 1 (0+1=1). The
Status of the revision is PNDREV.

The status of the original contract does not change when you create a revision.
The original contract is available for use and can have new transactions
created against it. When you change the status of the revision from PNDREV
to APPR, Maximo changes the status of the original contract from APPR to
REVISD and that version of the contract becomes a history record.

NOTE: If you approve a contract revision whose Start Date is in the future,
Maximo will change the revision status to WSTRART and the original
contract will not change status from APPR to REVISD. Maximo
includes escalations that check for contracts in a status of WSTART
whose start date is the current date and automatically changes the
status of the contract to APPR.

You can use the View Revision History action to view every revision that
has been made to the current contract via the revision process. The Contract
Details table window displays every version of the contract. Maximo displays
the most current revisions first. The Contract Line Details table window
displays contract lines that have been changed or added in the version of the
contract that is highlighted in the Contract Details table window and the
previous version of the contract. Each changed line is followed by the previous
version of that line, so that you can see the changes.

Tip: When searching the database for a contract record, the contract with the
highest Revision number is the most recent version of the contract.

Labor Rate Contracts

A Labor Rate Contract is a contract for outside labor that specifies the rates
to be paid for crafts and skill levels, and any laborers associated with the
contract. You use the Labor Rate Contracts application to define multiple
labor rates for specific crafts and skills, and optionally for laborers.

You can only create contracts where Type = LABOR in the Labor Rate
Contracts application. For more information about contract types, see
“Contract Types,” on page 4-2.

Multisite and Labor Rate Contracts

Labor and craft records are at the Organization level, so labor rate contracts
are at the Organization level as well. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.
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Labor Rate Contracts and Company Records

Before you can create a contract for a company you must create a record for
the company in the Company Master application.

You can view all contracts associated with a vendor using the View
Contracts action in the Companies application.

Labor Rate Contracts and Crafts

You use the Rate Schedule tab in the Labor Rate Contracts application to
establish the contracted Standard Rates for any Craft or Craft / Skill Level
that has been defined in the Craft application. Standard Rates for contracts
may also be established within the Craft application in the Outside Rates
table window. The business rules for establishing rates is the same in both the
Labor Rate Contracts and Crafts applications.

Labor Rate Contracts and Invoices

You can create invoices from labor transactions reporting using the Labor
Reporting application when the labor transaction references a labor rate
contract.

Labor Rate Contracts and Labor

You can use the Labor application to create labor records for contract labor.
When you associate labor records with a labor rate contract you can either
select the Inherit Rate from Contract? check box, or specify a specific rate
for the laborer.

Labor Rate Contracts and Labor Reporting

You can enter labor transactions by contract or vendor in the Labor Reporting
application.

Labor Rate Contracts and Work Orders

You can create work order plans and report actuals that reference contract
labor. When Maximo calculates work order costs for contract labor, it uses the
rates listed on the labor rate contract.

Maximo also uses the Start Date and End Date on the contract when it
validates labor rates on work orders. Labor rates associated with a contract
whose status is WSTART (waiting to start) can be used for planning purposes.
Labor actuals can be reported against a contract whose status is EXPIRD
(expired) only if the reported labor hours are for work time that occurred prior
to the contract expiration.
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Using the Labor Rate Contracts Application

To access the Labor Rate Contracts application, click the application link on
your Start Center, or select Contracts > Labor Rate Contracts from the Go
To menu.

The Labor Rate Contracts application contains the following tabs:

v List — to search Maximo for labor rate contract records.

v Contract — to create, view, or modify labor rate contract records.

v Properties — to enable or disable properties for the contract.

v Rate Schedule — to add, view, or modify standard rates of pay for crafts
and skill levels.

v Associated Labor — to add, view, or modify the labor records associated
with the contract.

v Terms and Conditions — to add, view, or delete terms and conditions
that have been associated with the contract.

Labor Rate Contracts Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Labor Rate Contracts application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Labor Rate Contract Help.

How Do I...

associate service level agreements (SLAs) with Select Associate SLAs from the Select Action

a contract? menu.

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time? Action menu.

change a record’s status? Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

create a labor rate contract record? Click the New Labor Rate Contract button in

the toolbar.

duplicate a record? Select Duplicate Labor Rate Contract from
the Select Action menu.

modify an approved contract? Select Revise Contract from the Select Action
menu.

modify the rate for one or more lines on a Select Apply Price Adjustment from the

contract? Select Action menu.

NOTE: A contract must have a status of DRAFT,
WAPPR, or PNDREV to use this action.
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How Do l...

run reports? Select Run Reports from the Select Action
menu.

view the status change history for a contract? Select View History from the Select Action
menu.

Creating Labor Rate Contracts

Creating a Rate Schedule

You create labor rate contract records in Maximo once the negotiations for the
contract are complete and you are ready to record the details of the final
contract.

You can use the Duplicate Contract action to create a copy of an existing
labor rate contract, for example if you have negotiated similar contracts with
more than one vendor. Once you duplicate a contract you can then modify it as
needed.

You use the Rate Schedule tab to create, view, and modify the standard rates
that are paid for contract labor. You can use the Select Crafts button to
select from crafts and skill levels that have been defined in the Crafts
application.

Associating Labor with a Contract

You use the Associated Labor tab to list the laborers whose rates are
determined by the contract. Labor records are created in the Labor
application. The craft and skill levels for the associated labor must be listed
on the Rate Schedule tab for you to be able to add a laborer.

NOTE: Revising a contract does not break the association between laborers and
the contract. The laborers listed in the Associated Labor table window
are associated with the contract and not a specific revision.

Managing Labor Rate Contracts

Once a contract record is approved, if you need to make modifications to it,
you will need to use the Revise Contract action. For more information about
creating revisions, see “Revising Contracts,” on page 4-5.

If the contract has a status of APPR the Rate Schedule table window is read -
only. Lines may not be added, modified, or deleted. A contract rate may not be
deleted if it is referenced by a labor record.

You can use Apply Price Adjustment action to modify the pay rates
associated with one or more lines in a labor rate contract that has a status of
DRAFT, WAPPR, or PNDREV. You use the Revise Contract action to
change the contract status to PNDREV.

You can use the View History action to view the status change history for a
contract.
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NoTE: Contract records cannot be deleted.

Labor Rate Contracts Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Lease/Rental Contracts

A Lease/Rental contract defines the agreement between a vendor and a
customer regarding the lease or rental of assets or locations. You use the
Lease/Rental Contracts application to define the terms and conditions of the
agreement and the assets or locations to be leased or rented.

You can create the following types of contracts using the Lease/Rental
Contracts application:

v LEASE
v RENTAL

For more information about contract types, see “Contract Types,” on page 4-2.

Multisite and Lease/Rental Contracts

Lease/Rental contracts are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

¥ Records can only be viewed by users who have security permission to the
Organization and the application.

A contract cannot be utilized until you use the Authorize Sites action to
indicate that the contract may be used by one or more Sites. You can add Sites
from other Organizations to the contract so long as they use the same
Company Set and Item Set. If your company uses a single Company Set and
Item Set contracts can be used by all of your Organizations.

Lease/Rental Contracts and Companies

Before you can create a contract for a company you must create a record for
the company in the Company Master application. You can view all contracts
associated with a vendor using the View Contracts action in the Companies
application.

Lease/Rental Contracts and Invoices

When you set up a payment schedule for a contract, Maximo automatically
generates an invoice with a status of SCHED (scheduled) for each Payment
Period listed on the contract. Maximo includes an escalation to change the
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status of the invoice to WAPPR (waiting on approval) when the invoice
reaches its Due Date.

Using the Lease/Rental Contracts Application

To access the Lease/Rental Contracts application, click the application link on
your Start Center, or select Contracts > Lease/Rental Contracts from the

Go To menu.

The Lease/Rental Contracts application contains the following tabs:

v List — to search Maximo for lease/rental contract records.

v Contract— to create, view, or modify lease/rental records.

¥ Properties — to enable or disable properties for the contract.

v Contract Lines — to create, view, modify, or delete line items listed on a

contract.

v Associated Assets — to add, modify, or delete asset records associated
with a lease or rental contract.

v Terms and Conditions — to add, view, or delete terms and conditions
that have been associated with the contract.

Lease/Rental Contracts Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Lease/Rental Contracts application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Lease/Rental Contract Help.

How Do I...

associate commodity codes with a contract?

associate service level agreements (SLAs) with
a contract?

authorize a Site to use a contract?

bookmark a record so that I can view it at a
later time?

change a record’s status?

change the status of one or more lines on a
contract?

Select Associate Commodities from the
Select Action menu.

Select Associate SLAs from the Select Action
menu.

Select Authorize Sites from the Select Action
menu.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Select Change Line Status from the Select
Action menu.
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How Do l...

create a lease/rental contract record? Click the New Lease/Rental Contract button
in the toolbar.

create a payment schedule for a contract? Select Manage Payments from the Select
Action menu.

run reports? Select Run Reports from the Select Action
menu.

view the status change history for a contract? Select View History from the Select Action
menu.

Creating Lease/Rental Contracts

You create lease/rental contract records in Maximo once the negotiations for
the contract are complete and you are ready to record the details of the final
contract.

Associating Assets with a Contract

A lease/rental contract must be approved before you can associate assets or
locations with it. You associate assets and locations with a lease or rental
contract on the Associated Assets tab.

Setting up Payment Schedules

Maximo requires values in the following fields when creating a schedule for a
contract:

¥ Term in Months — Length of the lease or rental in months. For example
a two year lease would be entered as 24 months. Lease contracts must
have a term specified before they can be approved.

¥ Number of Payments — Number of payments to be made during the
term of the loan. For example, if the term of the loan is 24 months, and the
payment schedule is quarterly, the number of payments would be 8.
Maximo uses this value to determine the estimated Lease Rate Factor
for the contract.

v Payment Period — Specifies when the payment is due, for example on
the first of every month. You use the Set Schedule dialog box to select a
schedule for when payments are due.

v Lease Rate Factor — Maximo calculates the lease rate factor as 1
divided by the number of payments. Maximo multiplies the Lease Rate
Factor by the cost of the contract when calculating the periodic payment
amount.

You use the Manage Payments action to schedule payments, generate
invoices, and view payment information.
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Lease/Rental Contracts Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Master Contracts

A master contract is a means of creating one document that defines your
relationship with a vendor for all contract types.

The information that can be included on a master contract includes vendor

information, effective dates, cost information, and the terms and conditions
that will apply to all contracts that are created as associated contracts from
the master contract.

You can only create contracts where Type = MASTER in the Master
Contracts application. For more information about contract types, see
“Contract Types,” on page 4-2.

Multisite and Master Contracts

Master Contracts are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.

A contract cannot be utilized until you use the Authorize Sites action to
indicate that the contract may be used by one or more Sites. You can add Sites
from other Organizations to the contract so long as they use the same
Company Set and Item Set. If your company uses a single Company Set and
Item Set contracts can be used by all of your Organizations.

Using the Master Contracts Application

To access the Master Contracts application, click the application link on your
Start Center, or select Contracts > Master Contracts from the Go To menu.

The Master Contracts application contains the following tabs:

v List — to search Maximo for master contract records.

v Contract — to create, view, or modify master contact records.
v Properties — to enable or disable properties for the contract.

v Associated Contracts — to view contracts associated with the master
contract.

Maximo 6, 08/2006

4-13



Using the Master Contracts Application

v Terms and Conditions — to add, view, or delete terms and conditions
that have been associated with the contract.

Master Contracts Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Master Contracts application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Master Contracts Help.

How Do I...

associate commodity codes with a contract?
associate service level agreements (SLAs) with
a contract?

authorize a Site to use a contract?
bookmark a record so that I can view it at a
later time?

change a record’s status?

create a master contract record?

create a contract that will be automatically
associated with the master contract?
duplicate a record?

modify a contract?

run reports?

view the revision history for a contract?

view the status change history for a contract?

Select Associate Commodities from the
Select Action menu.

Select Associate SLAs from the Select Action
menu.

Select Authorize Sites from the Select Action
menu.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Click the New Master Contract button in the
toolbar.

Select Create Associated Contract from the
Select Action menu.

Select Duplicate Master Contract from the
Select Action menu.

Select Revise Contract from the Select Action
menu.

Select Run Reports from the Select Action
menu.

Select View Revision History from the Select
Action menu.

Select View History from the Select Action
menu.

Creating Master Contracts

You create master contract records in Maximo once the negotiations for the
contract are complete and you are ready to record the details of the final

contract.

You can use the Duplicate Contract action to create a copy of an existing
master contract, for example if you have negotiated similar contracts with
more than one vendor or use the same terms and conditions with multiple
vendors. Once you duplicate a contract you can then modify it as needed.
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Creating Associated Contracts

Master Contracts can have one or more child contracts and can contain
multiples of a particular type of contract. Once a master contract is approved,
you can use the Create Associated Contract action to create child
contracts. When you create associated contracts from a master contract,
Maximo copies the following information to the new contract:

v Vendor information — Maximo copies all vendor information from the
master contract to the child contract.

v Authorized Sites — Maximo copies authorized Sites from the master
contract to the new contract. You can modify this Site information on the
child contract.

v Commodities — Any associated commodities are copied from the master
contract to the new contract. You can modify this commodity information
on the child contract.

v Effective Dates — Maximo copies the Start Date from the master
contract to the new contract. The Start Date for the child contract cannot
be before the Start Date or after the End Date of the master contract.
You can edit the End Date on the child contract, but it cannot be after the
End Date on the master contract.

v Extensions — Maximo copies the values in the Extendable? check box,
Condition for Extension and Extension Period fields to the new
contract. You can modify the values in these fields on the child contract.

v SLAs — Any associated service level agreements are copied from the
master contract to the new contract.

v Terms and conditions — Maximo does not copy terms and conditions
from the master contract to the new contract.

NOTE: When a purchase order references a contract, Maximo copies the
terms and conditions from both the contract and its master contract
to the purchase order.

You can view associated child contracts on the Associated Contracts tab of the
Master Contracts application. You can view and modify each associated
contract in the appropriate contract application.

Managing Master Contracts

Once a contract record is approved, if you need to make modifications to it,
you will need to use the Revise Contract action. This creates a duplicate
copy of the original contract with a different Revision number and a status of
PNDREV, maintaining the original contract for auditing purposes. Once the
status of the new revision is changed to approved, Maximo changes the status
of the previous version of the contract to REVISD.

You can use the View History action to view the status change history for a
contract.

NoTE: Contract records cannot be deleted.
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Master Contracts Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Purchase Contracts

A purchase contract is a contract that details the terms for the purchase of
assets, items, materials, services, or tools. You use the Purchase Contracts
application to create, modify, and view contracts with outside vendors.

You can create the following types of contracts using the Purchase Contracts
application:

v PRICE

v BLANKET

v SWLICENSE

v PURCHASE

For more information about contract types, see “Contract Types,” on page 4-2.

Multisite and Purchase Contracts

Purchase Contracts are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.

A contract cannot be utilized until you use the Authorize Sites action to
indicate that the contract may be used by one or more Sites. You can add Sites
from other Organizations to the contract so long as they use the same
Company Set and Item Set. If your company uses a single Company Set and
Item Set contracts can be used by all of your Organizations.

Purchase Contracts and Companies

Before you can create a contract for a company you must create a record for
the company in the Company Master application. You can view all contracts
associated with a vendor using the View Contracts action in the Companies
application.

Purchase Contracts and Invoices

When you set up a payment schedule for a contract and purchases are made
against the contract, Maximo automatically generates an invoice with a status
of SCHED (scheduled) for each Payment Period listed on the contract.
Maximo includes an escalation to change the status of the invoice to WAPPR
(waiting on approval) when the invoice reaches its Due Date.
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Purchase Contracts and Purchasing

You can use the View Contracts button on the PR Lines tab of the Purchase
Requisitions application and the PO Lines tab of the Purchase Orders
application to view a list of contracts for the line item. If you have not
specified a vendor on the record, the View Contracts dialog box lists all
vendors with whom you have a contract for the line item. If there is a vendor
specified on the record, the View Contracts dialog box lists only contracts that
contain that item/vendor combination.

When you are creating a purchase requisition or purchase order that lists a
purchase contact in the Reference Contract field you can use the Contract
Items button on the PR Lines or PO Lines tab. The Contract Items dialog box

allows you to view and select from the line items listed on the contract.

You can create contracts based on information contained on records in the
Purchasing module.

¥ You can create Blanket (Volume), Pricing, and Purchase type contracts via
the Create Contract action in the Purchase Requisitions and Purchase

Orders application.

¥ You can create Blanket (Volume), Pricing, and Purchase type contracts via
the Create Contract button in the Request for Quotations application.

Using the Purchase Contracts Application

To access the Purchase Contracts application, click the application link on
your Start Center, or select Contracts > Purchase Contracts from the Go
To menu.

The Purchase Contracts application contains the following tabs:

v List — to search Maximo for purchase contract records.

v Contract — to create, view, or modify purchase contract records.

v Properties — to enable or disable properties for the contract.

v Contract Lines — to create, view, modify, or delete line items listed on a
contract.

v Terms and Conditions — to add, view, or delete terms and conditions
that have been associated with the contract.

Purchase Contracts Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Purchase Contracts application. For more detailed information,
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including prerequisites to performing an action and detailed procedures, refer

to the Purchase Contracts Help.

How Do I...

add a conversion factor, for example from “case”
to “each,” to the database?

add a unit of measure, for example feet or
gallons, to the database?

associate commodity codes with a contract?

associate service level agreements (SLAs) with
a contract?

authorize a Site to use a contract?

bookmark a record so that I can view it at a
later time?

change a record’s status?

change the status of one or more lines on a
contract?

copy line items from a purchase order (PO) to a
contract?

copy line items from a purchase requisition (PR)
to a contract?

create a purchase contract record?

create a release purchase order from a contract?

create a request for quotation (RFQ) from a
contract?
duplicate a record?

modify a contract?

modify a conversion factor?

modify a unit of measure?

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.

Select Associate Commodities from the
Select Action menu.

Select Associate SLAs from the Select Action
menu.

Select Authorize Sites from the Select Action
menu.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Select Change Line Status from the Select
Action menu.

Select Copy PO Lines to Contract from the
Select Action menu.

Select Copy PR Lines to Contract from the
Select Action menu.

Click the New Purchase Contract button in
the toolbar.

Select Create Release PO from the Select

Action menu.

NOTE: The Create Release check box on the
contract must be selected to be able to
perform this action.

Select Create RFQ from the Select Action
menu.

Select Duplicate Purchase Contract from
the Select Action menu.

Select Revise Contract from the Select Action
menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.
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How Do I...

modify the price for one or more lines on a
contract?

record additional details for a software license
contract?

run reports?

view additional details for a software license
contract?

view all PR lines that were used to create the
purchase contract?

view related invoice lines for a contract?

view all RFQ lines that were used to create the
purchase contract?

view the revision history for a contract?

view the total costs for release purchase orders
(POs) generated from a purchase contract?

view the status change history for a contract?

Select Apply Price Adjustment from the

Select Action menu.

NOTE: A contract must have a status of DRAFT,
WAPPR, or PNDREV to use this action.

Select Software License Details from the
Select Action menu.

Select Run Reports from the Select Action
menu.

Select Software License Details from the
Select Action menu.

Select View PR Line Items from the Select
Action menu.

Select View Invoice Lines from the Select
Action menu.

Select View RFQ Line Items from the Select
Action menu.

Select View Revision History from the Select
Action menu.

Select View Release Costs from the Select
Action menu.

Select View History from the Select Action
menu.

Creating Purchase Contracts

You create purchase contract records in Maximo once the negotiations for the
contract are complete and you are ready to record the details of the final
contract. Purchase contract records can be created in more than one

application:

¥ Purchase Contracts application — Click New Purchase Contract on

the toolbar.

v Purchase Requisitions application — Select Create Contract from
the Select Action menu.

¥ Purchase Orders application— Select Create Contract from the
Select Action menu.

You can also use the Duplicate Contract action to create a copy of an
existing purchase contract, for example if you have negotiated similar
contracts with more than one vendor. Once you duplicate a contract you can
then modify it as needed.

Maximo 6, 08/2006

4-19



Terms and Conditions

Adding Lines to a Contract

You use the Contract Lines tab to define the items, materials, services, and/or
tools that can be purchased under the terms of the contract. You create a
separate line for each item, material, service, or tool listed on the contract.

You can use the Copy PR Lines to Contract action to use existing PR lines
as the basis for contract lines or you can use the Copy PO Lines to Contract
action to use existing PO lines as the basis for contract lines.

Creating Software License Contracts

For information about Software License Contracts, see “Managing Software
Licenses,” on page C-18.

Managing Purchase Contracts

Once a contract record is approved, if you need to make modifications to it,
you will need to use the Revise Contract action. This creates a duplicate
copy of the original contract with a different Revision number and a status of
PNDREV, maintaining the original contract for auditing purposes. Once the
status of the new revision is changed to approved, Maximo changes the status
of the previous version of the contract to REVISD.

You can change the status of individual lines on an approved contract using
the Change Line Status action available from the Select Action menu.

If you need to modify the prices associated with one or more lines on a
purchase contract you can use the Apply Price Adjustment action to do so.
(Note that you must first use the Revise Contract action to change the
contract status to PNDREV.)

You can use the View Revision History action to view the dates and
contract lines that were changed in each revision of the contract.

You can use the View History action to view the status change history for a
contract.

NoTE: Contract records cannot be deleted.

Purchase Contracts Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Terms and Conditions

Terms and conditions are requirements that are defined for contracts and
purchasing records, often by a legal department. You use the Terms and
Conditions application to enter and maintain a library of terms and conditions
that can be added to a purchasing record or contract. These terms can contain
information such as liability concerns, shipping and handling details, or
delivery time expectations.
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The terms entered in the Terms and Conditions application are available from
the Terms and Conditions tabs in purchasing and contract applications. From
the tabs, you can select a term from the library to associate with that
purchasing or contract record.

Multisite and Terms and Conditions

Terms and Conditions are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.

Terms and Conditions and Contracts

Each of the contracts applications contains a Terms and Conditions tab,
allowing you to list the terms and conditions that will apply to that contract.
When you list terms and conditions on a contract, Maximo copies them to
records generated from the contract.

Terms and Conditions and Purchasing

The Invoices, Purchase Requisitions, Request for Quotations, and Purchase
Orders applications each contains a Terms and Conditions tab, allowing you
to list the terms and conditions that will apply to the purchase.

Using the Terms and Conditions Application

To access the Terms and Conditions application, click the application link on
your Start Center, or select either

v Contracts> Terms and Conditions
¥ Purchasing > Terms and Conditions

from the Go To menu.

The Terms and Conditions application contains a single page with two table
windows.

Terms and Conditions Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Terms and Conditions application. For more detailed information,
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including prerequisites to performing an action and detailed procedures, refer
to the Terms and Conditions Help.

How Do I...

create a term or condition?

delete a term or condition?

Click an Organization, then click New Row in
the Terms and Conditions for <Organization>
table window.

Click the Mark Row for Delete button next to
the row in the table window, then click Save.

Creating Terms and Conditions

When creating terms you have the option to enter a Type for the term.This
gives you the ability to filter records in the Terms and Conditions library by
Type.

The Editable? check box specifies whether the term can be edited once it has
been applied to a contract or purchasing record. If the check box is selected,
you can edit the term once it has been applied to a record. If the check box is
cleared you cannot edit the term when it is copied to records.

The Default on PO? check box specifies whether the new term will appear on
new purchase orders by default. If the check box is selected, Maximo will copy
the term to new purchase orders automatically. If the check box is cleared, the
term will not appear by default on new purchase orders.

Managing Terms and Conditions

You can modify an existing term in the Terms and Conditions application at
any time. Modifying a term will not update existing contracts or purchasing
documents that reference the term.

You can delete a term from the library at any time by using the Mark Row
for Delete button next to the term. This does not remove the term from any
contracts or purchasing documents.

Terms and Conditions Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Warranty Contracts

A warranty contract is a contract that details the maintenance of one or
more assets or locations by a manufacturer, or an outside service provider.

You can create the following types of contracts using the Warranty Contracts
application:
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v SERVICE
v WARRANTY

For more information about contract types, see “Contract Types,” on page 4-2.

Multisite and Warranty Contracts

Warranty contracts are at the Organization level. This means that:

v Key fields for new records must be unique for the Organization, but may
duplicate record IDs used by other Organizations.

v Records can only be viewed by users who have security permission to the
Organization and the application.

A contract cannot be utilized until you use the Authorize Sites action to
indicate that the contract may be used by one or more Sites. You can add Sites
from other Organizations to the contract so long as they use the same
Company Set and Item Set. If your company uses a single Company Set and
Item Set contracts can be used by all of your Organizations.

Warranty Contracts and Companies

Before you can create a contract for a company you must create a record for
the company in the Company Master application. You can view all contracts
associated with a vendor using the View Contracts action in the Companies
application.

Warranty Contracts and Invoices

When you set up a payment schedule for a contract, Maximo automatically
generates an invoice with a status of SCHED (scheduled) for each Payment
Period listed on the contract. Maximo includes an escalation to change the
status of the invoice to WAPPR (waiting on approval) when the invoice
reaches its Due Date.

Warranty Contracts and Work Orders

Your system administrator can configure Maximo to display the warranty
status of work assets when you create work orders. When you create a new
work order for a work asset that is covered by a warranty contract Maximo
displays a message that the asset or location is under warranty. You can use
the View > Warranties action to view the warranty contracts that reference
the asset or location.

Using the Warranty Contracts Application

To access the Warranty Contracts application, click the application link on
your Start Center, or select Contracts > Warranty Contracts from the Go
To menu.
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The Warranty Contracts application contains the following tabs:

v List — to search Maximo for service contract records.

v Contract — to create, view, or modify warranty contract records.

¥ Properties — to enable or disable properties for the contract.

v Contract Lines — to create, view, modify, or delete line items listed on a

contract.

v Associated Assets — to add, modify, or delete asset or location records
associated with a warranty or service contract.

v Terms and Conditions — to add, view, or delete terms and conditions
that have been associated with the contract.

Warranty Contracts Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Service Contracts application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Warranty Contracts Help.

How Do I...

authorize a Site to use a contract?
associate service level agreements (SLAs) with

a contract?

bookmark a record so that I can view it at a
later time?

change a record’s status?

create a warranty contract record?

duplicate a record?

manage payments for a contract?

run reports?

view the status change history for a contract?

Select Authorize Sites from the Select Action
menu.

Select Associate SLAs from the Select Action
menu.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Click the New Warranty Contract button in
the toolbar.

Select Duplicate Warranty Contract from
the Select Action menu.

Select Manage Payments from the Select
Action menu.

Select Run Reports from the Select Action
menu.

Select View History from the Select Action
menu.

Creating Warranty Contracts

You create service contract records in Maximo once the negotiations for the
contract are complete and you are ready to record the details of the final
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contract. You create warranty contracts when you purchase assets that
include a warranty from the manufacturer.

Defining Contract Lines / Meter Lines

Contract lines can only be added to service or warranty contracts that have a
status of DRAFT, PNDREV, or WAPPR.

CAUTION: Once the contract has been approved contract lines and meter lines
are read-only and new contract lines can be added to the contract.

You use the Contract Lines tab to define all of the services and standard
services that are provided under the terms of the service or warranty contract.
You can define the duration of the coverage, if child assets are covered, and
the coverage percent or amount for labor, materials, and tools. If there is a
meter associated with the coverage, for example a warranty for 5 years or
50,000 miles, you can list the meter in the Meter Lines for Contract Line table
window.

Associating Assets with a Contract

Once you have defined Contract Lines and Meter Lines for the contract and it
has been approved, you can associate assets or locations with the contract.
When you associated an asset or location with a contract, Maximo
automatically associates all of the contract lines with that asset or location
record.

Maximo only copies meter lines to the associated asset or location if the meter
has the same Unit of Measure as an existing meter for the asset or location.
For example, if you have a metered asset where the Unit of Measure for the
meter is "miles", Maximo will copy all of the contract lines that have a meter
where Unit of Measure = "miles" to the Contract Lines for Asset/Location
table window.

Duplicating Warranty Contracts

You can use the Duplicate Contract action to create a copy of an existing
warranty contract, for example if you have similar contracts for more than one
asset. When you duplicate a service or warranty contract, Maximo copies all
contract lines, authorized Sites, associated service level agreements, and
terms and conditions to the new contract. Maximo does not copy associated
assets or meters to the new contract. Once you duplicate a contract you must
specify the Start Date for each asset or location, and the Start Reading for
any meters associated with the assets or locations.

Managing Warranty Contracts

You cannot edit or revise a service or warranty contract once it has been
approved.

You can use the View History action to view the status change history for a
contract.

NoTE: Contract records cannot be deleted.
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Warranty Contracts Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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Module

The applications in the Deployed Assets module let you search the Maximo
database and view information collected by an asset discovery tool about
hardware and software installed on computers, network printers, and
network devices deployed at your company.

The Deployed Assets Module consists of the following applications:

Application Function

Computers Used to view data about specific computers
deployed at your company.

Network Devices Used to view information about deployed network
devices such as routers, switches, and hubs.

Network Printers  Used to view information about deployed network
printers.

Maximo maintains two distinct sets of data about information technology (IT)
assets in two different Maximo modules, the Assets module and the Deployed
Assets module.

v Assets Module — Asset records for purchased or leased IT assets are
created in the Assets application or via the Receive Rotating Items
action in the Receiving application. Asset records for IT assets are
rotating assets, that is they contain a value in their Rotating Item field,
and should be created with a value in the Classification field on the
Specifications tab to allow the reconciliation function to distinguish them
from other types of asset records. IT asset records in the Assets application
are considered authorized assets.

v Deployed Assets Module — Computer, network device, and network
printer records are created automatically from data collected about your

IT assets. To gather this data, asset discovery tools (Maximo® Discovery,

or another tool, such as Microsoft® SMS or IBM® Tivoli Inventory) scan
computers, network devices, and network printers deployed at your
company and record information about the hardware and software
installed on those assets. Maximo Fusion assembles the collected data and
imports it into Maximo. The records that you view in the Deployed Asset
applications list discovered or deployed IT assets.

NOTE: There are several different discovery tools that can be used with
Maximo.

Administrators use the applications in the Deployed Asset Administration
module to control how Maximo displays data about deployed IT assets.
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After Maximo Fusion imports deployed asset data into Maximo, an
administrator uses the Reconciliation module applications to set up rules for
comparing authorized with deployed assets, to define a reconciliation task
that can be run as a cron task, and to view the results of the reconciliation.

Deployed Asset Administration

Because of variable hardware and software naming conventions, data
collected by asset discovery tools is often inconsistent. For example,
sometimes a computer may be described as a Computer Type 4 and sometimes
as a Computer Type IV. In addition, sometimes asset discovery tools include
version and release numbers in product names, such as Maximo 4.1 or
Maximo 5.2. Your organization may only want to track instances of a product
without specifying a version number.

The Deployed Assets Administration module applications let you control how
Maximo displays the data collected by your asset discovery tool in the
Deployed Assets module applications. Deployed Assets Administration
includes five conversion applications that let you translate inconsistent names
used by asset discovery tools to standard naming conventions, a Software
Suite Setup application that lets you assemble software applications into
software application suites, and a Software Usage Setup application to control
how Maximo displays data about software usage frequency.

The Deployed Assets Administration module consists of the following

applications:
Application Function
Adapter Use to establish standard adapter naming conventions for adapters used in
Conversion computers, both media adapters (such as video and sound cards) and network
adapters.
The Adapter Conversion application determines how Maximo displays deployed
asset adapter data in reports and in the Computers and Network Devices
applications.
Manufacturer Use to establish standard manufacturer naming conventions for hardware and
Conversion software manufacturers.

Operating System

The Manufacturer Conversion application determines how Maximo displays
deployed asset manufacturer data in reports and in the Computers, Network
Devices, and Network Printers applications.

Use to establish standard naming conventions for operating systems used in

Conversion computers.
The Operating System Conversion application determines how Maximo displays
deployed asset operating system data in reports and in the Computers
application.

Processor Use to establish standard processor naming conventions for central processors

Conversion (CPUs) used in computers.
The Processor Conversion application determines how Maximo displays deployed
asset processor data in reports and in the Computers application.
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Application Function
Software Use to establish standard naming conventions for software applications used in
Conversion computers.

Software Suite
Setup

Software Usage
Setup

The Software Conversion application determines how Maximo displays deployed
asset software names in the Computers application.

Use to define which software applications should be considered part of a suite. A
software suite is a group of software applications licensed as a single unit.
Maximo displays data about software suites on the Suites subtab of the Software
tab in the Computers application.

Use to specify a range for usage frequency and to assign that range a user-
friendly, textual description that is displayed in the Computers application. For
example, administrators can use the word "frequently" to describe software that
is used between 10 and 20 times or "rarely" to describe software that is used
between 0 and 4 times.

Maximo provides usage frequency data for both individual software applications
and application suites. The frequency for a software suite is determined based on
the component application with the highest usage count.

NOTE: Access to the Deployed Asset Administration module is generally
restricted to system administrators. Refer to the Maximo System
Administrator’s Guide or the Maximo Help for more information about
this module.

Reconciliation Administration

The Reconciliation module includes five applications that allow you to
configure a behind-the-scenes process, executed via a cron task, that compares
the IT asset information maintained in the Assets application with the data
maintained in the Deployed Assets module applications, and then view the
results of the comparison.

NoOTE: Maximo only applies the reconciliation process to assets that have a
Classification that indicates they are IT assets.

The reconciliation process compares the authorized assets records in the
Maximo database with the deployed assets records and identifies
discrepancies and variances between the two. Your enterprise can use this
reconciliation to determine whether the IT assets actually deployed comply
with corporate plans and whether the changes over an asset's life cycle are in
compliance with corporate policies.

Discrepancies you discover can result from a variety of factors, including:

incorrect data entry
reconfigured equipment
retired equipment

theft

unauthorized use of hardware and software

44444
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The Reconciliation module consists of the following applications:

Application Function
Reconciliation Use to define the task to be performed as part of a reconciliation. You use
Tasks this application to combine one or more link rules and, if necessary, a task

filter, and one or more comparison rules into a reconciliation task. The task
filter and comparison rules are optional. This application also lets you
specify how Maximo displays results for comparison rule evaluations: all
results, failed reconciliations, or successful reconciliations. You use the
Cron Task Setup application to create a cron task to schedule the execution
of a reconciliation task.

Task Filters Use to define the subset of either assets or deployed assets that should be
included in a reconciliation, for example only reconcile network printers.
Setting up a task filter is optional. If you do not define a task filter, Maximo
compares all IT assets in authorized assets with deployed assets.

Link Rules Use to define the link rule that establishes a basis for comparison between
a top-level authorized IT asset and a computer, network printer, or network
device in deployed assets. A link rule is generally based on serial number or
asset tag.

Comparison Rules Use to identify attribute(s) of parent or child IT assets to compare with
attributes of parent or child deployed assets when a reconciliation task is

executed.

Link Results Use to view all successful one-to-one links between a top-level authorized
IT asset and a computer, network printer, or network device in deployed
assets.

Reconciliation Use to view results of a reconciliation. This application lists link failures

Results and the results of comparison rule evaluations. A link failure occurs when

Maximo applies a link rule and finds no link or finds multiple links between

a top-level IT asset and a deployed asset. Based on specifications defined in

the Reconciliation Tasks application, this application also displays one of

the following sets comparison rule results:

v all reconciliation results (both failed and successful)

v instances where authorized IT assets successfully reconciled against
deployed assets

v instances where authorized IT assets failed to reconcile against
deployed assets

NOTE: Access to the Reconciliation module is generally restricted to system
administrators. Refer to the Maximo System Administrator’s Guide or
the Maximo Help for more information about this module.

Computers

A computer record is a record of information about a specific computer
deployed at your company. A computer record contains information collected
by an asset discovery tool and imported into Maximo using Maximo Fusion.

Information contained on a computer record includes data about the following:

v random access memory (RAM)
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basic input/output system (BIOS)

motherboard

software applications

storage devices (such as hard disks and floppy drives)
central processing unit (CPU)

media adapters (such as sound and video cards)
communication devices (such as modems and network adapters)
network settings for TCP/IP and IPX protocols

image devices (such as printers and scanners)
displays

individual users

d4d 444 ada

A computer record also displays information about the hardware and software
discovery tools used to collect data and the last date on which the hardware
and software data was gathered. In addition, the record displays the Site at
which the computer is located and the Role or function assigned to the
computer, such as desktop, notebook, server, and so forth.

NOTE: Empty fields on a computer record indicate that the data for the field
was not provided by the asset discovery tool or that administrators did
not map the data for import into Maximo.

Multisite and Computer Records

Computer records are at the System, or database level. The Deployed Asset
applications contain a Site field, but not an Organization field. In most
cases the Site field will be empty.

NOTE: Most asset discovery tools do not provide data about Sites and
Organizations. In order to be able to differentiate computers, network
devices, and network printers by Sites and/or Organizations, your
system administrator must specifically set these values when creating a
mapping in the Maximo Fusion application.

Computer Records and Maximo Fusion

Computer records are created when data gathered by an asset discovery tool
is imported into Maximo using Maximo Fusion.

Computer Records and Deployed Asset Administration

The applications in the Deployed Assets Administration module determine
how Maximo displays values in certain computer record fields. Because
discovery tools do not use consistent naming conventions when they collect
data about deployed assets, the Deployed Assets Administration module
includes conversion applications that let an administrator configure how
Maximo displays adapter, manufacturer, operating system, processor, and
software names.

For example, the discovery tool might encounter variations such as MRO
Software, MRO Software, Inc. and MRO Software Incorporated in the
manufacturer name. Your company may want to use only the name MRO
Software. The Manufacturer Conversion application can be used to control
how this data is recorded on a computer record.
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In addition to the conversion applications, the Deployed Assets
Administration module also lets administrators define which applications are
combined into the software suites displayed on the Suites subtab on the
Software tab and how Maximo displays data about software usage frequency
on the Applications subtab on the Software tab.

This administrative application

Determines the value in this field

Manufacturer Conversion

Adapter Conversion

Operating System Conversion

Processor Conversion

Software Conversion

Software Suites Setup

Software Usage Setup

Manufacturer field on the
Computer tab

Media Adapter Type field on the
Media Adapters tab

Operating System field on the
Operating Systems subtab of the
Software tab

Make/Model field on the Processors
tab

Application field on the
Applications subtab of the Software
tab

Suite field on the Suites subtab of
the Software tab

Usage field on the Application
subtab of the Software tab

Computers Records and Reconciliation

Using the Computers Application

The applications in the Reconciliation module determine how authorized asset
and deployed asset records are matched during the reconciliation process. For
more information, see “Reconciliation Administration,” on page 5-3.

To access the Computers application, click the application link on your Start
Center, or select Assets > Deployed Assets > Computers from the Go To

menu.

The Computers application contains the following tabs:

v List — to search Maximo for computer records.

v Computer — to view computer records.

¥ Processors — to view information about central processing units (CPUs)

associated with the computer.

v Storage — to view information about physical storage components such
as hard disks, floppy drives, tape devices, and Universal Serial Bus (USB)
removable storage, as well as data about logical drives, for example local
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partitions or mapped network drives, that are associated with the
computer.

Software — to view information about installed software applications,
operating systems, software suites, and files.

Network — to view information about network adapter settings
(Transmission Control Protocol/Internet Protocol (TCP/IP) and
Internetwork Packet Exchange (IPX) settings) for the computer.

Communication — to view information about network adapters and
communication devices, for example modems, installed on the computer.

Media Adapters — to view information about media adapters, such as
sound and video cards, associated with the computer.

v Displays — to view information about monitors associated with the

computer.

v Image Devices — to view information about image devices, such as
printers or scanners, associated with the computer.

v Users — to view information about the users associated with the

computer.

Computers Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Computers application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Computers Help.

How Do I...

bookmark a record so that I can view it at a
later time?

create a computer record?

delete a record?

match a computer record to an asset record?

run reports?

Select Add to Bookmarks from the Select
Action menu.

Computer records are created from data
collected by an asset discovery tool and
imported into Maximo using Maximo Fusion.

Select Delete Computer from the Select
Action menu.

Use the Reconciliation module to define a
reconciliation task for the match and run the
reconciliation cron task.

Select Run Reports from the Select Action
menu.

Creating Computer Records

Computer records are not created using the Computers application; they are
created when data collected by an asset discovery tool is imported into
Maximo using Maximo Fusion.

Maximo 6, 08/2006
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Managing Computer Records

Computer records displayed in the Computers application are read-only; they
cannot be edited.

A computer record can be deleted using the Delete Computer action in the
Select Action menu.

NOTE: If you delete a computer record and the same computer is detected by
your asset discovery tool at a later date when Maximo Fusion imports
data into Maximo, the computer record will be re-created in the
database.

Computers Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Network Devices

A network device record is a record of information about a specific network
device, for example a router, hub, or switch. Network device records contain
information collected by an asset discovery tool and imported into Maximo
using Maximo Fusion.

A network device record contains information collected about the device,
device cards installed on the network device, the Role or function assigned to
the device (such as router, switch, or hub), the hardware discovery tool used to
collect data, and the last date on which data was gathered.

NoTE: Empty fields on a network device record indicate that the data for the
field was not provided by the asset discovery tool or that administrators
did not map the data for import into Maximo.

Multisite and Network Devices

Network Devices are at the System, or database level. The Deployed Asset
applications contain a Site field, but not an Organization field. In most
cases the Site field will be empty.

NOTE: Most asset discovery tools do not provide data about Sites and
Organizations. In order to be able to differentiate computers, network
devices, and network printers by Sites and/or Organizations, your
system administrator must specifically set these values when creating a
mapping in the Maximo Fusion application.

Network Devices and Deployed Asset Administration

The value displayed in the Manufacturer field on the Device Cards tab and
on the Network Device tab is determined by parameters defined by an
administrator in the Manufacturer Conversion application. The value
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displayed in the Make/Model field on the Device Cards tab is determined by
parameters defined by an administrator in the Adapter Conversion
application.

Network Devices and the Reconciliation Application

The applications in the Reconciliation module determine how authorized asset
and deployed asset records are matched during the reconciliation process. For
more information, see “Reconciliation Administration,” on page 5-3.

Using the Network Devices Application

To access the Network Devices application, click the application link on your
Start Center, or select Assets > Deployed Assets > Network Devices from
the Go To menu.

The Network Devices application contains the following tabs:
v List — to search Maximo for network device records.

v Network Device — to view information about a network device, such as
a hub, router, or switch.

v Device Cards — to view information about cards, such as Ethernet or
Token Ring cards, that are installed on the network device.

Network Devices Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Network Devices application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Network Devices Help.

How Do I...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time? Action menu.

create a Network Device record? Network Device records are created from data
collected by an asset discover tool and imported
into Maximo using Maximo Fusion.

delete a Network Device record? Select the Delete Network Device action from
the Select Action menu.

run Network Device Reports? Select Run Reports from the Select Action

menu.
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Creating Network Device Records

Network device records are not created in the Network Devices application;
they are created when data collected by an asset discovery tool is imported
into Maximo using Maximo Fusion.

Managing Network Device Records

Network device records displayed in the Network Devices application are
read-only; they cannot be edited.

A network device record can be deleted using the Delete Network Device
action in the Select Action menu.

NOTE: If you delete a network device record and the same network device is
detected by your asset discovery tool at a later date when Maximo
Fusion imports data into Maximo, the network device record will be re-
created in the database.

Network Devices Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Network Printers

A network printer record is a record of a network printer that has been
discovered on the company network via an asset discovery tool. Network
printers service more than one computer. A printer connected to only one
computer will be listed as part of the record for that computer on the Image
Devices tab of the Computers application.

A network printer record also contains information about the Role or function
assigned to the printer, the hardware discovery tool used to collect data, and
the last date on which hardware data was gathered.

NOTE: Empty fields on a network printer record indicate that the data for the
field was not provided by the asset discovery tool or that administrators
did not map the data for import into Maximo.

Multisite and Network Printers

Network Printers are at the System, or database level. The Deployed Asset
applications contain a Site field, but not an Organization field. In most
cases the Site field will be empty.

NOTE: Most asset discovery tools do not provide data about Sites and
Organizations. In order to be able to differentiate computers, network
devices, and network printers by Sites and/or Organizations, your
system administrator must specifically set these values when creating a
mapping in the Maximo Fusion application.
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Network Printers and Deployed Asset Administration

The value displayed in the Manufacturer field in a network printer record is
determined by parameters defined by an administrator in the Manufacturer
Conversion application in the Deployed Assets Administration module.

Network Printers and the Reconciliation Application

The applications in the Reconciliation module determine how authorized asset
and deployed asset records are matched during the reconciliation process. For
more information, see “Reconciliation Administration,” on page 5-3.

Network Printers and the Computers Application

Only network-based printers are included in the Network Printers
application. Information about printers installed locally on specific computers
is displayed in the Computers application on the Image Devices tab.

Using the Network Printers Application

To access the Network Printers application, click the application link on your
Start Center, or select Assets > Deployed Assets > Network Printers from
the Go To menu.

The Network Printers application contains the following tabs:

v List — to search Maximo for network printer records.

v Network Printer — to view information about a network printer.

Network Printers Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Network Printers application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Network Printers Help.

How Do l...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time? Action menu.

create a Network Printer record? Computer records are created from data
collected by an asset discover tool and imported
into Maximo using Maximo Fusion.

delete a Network Printer record? Select the Delete Network Printer action
from the Select Action menu.

run Network Printer Reports? Select Run Reports from the Select Action

menu.
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Creating Network Printer Records

Network printer records are not created in the Network Printers application;
they are created when data collected by an asset discovery tool is imported
into Maximo using Maximo Fusion.

Managing Network Printer Records

Network printer records displayed in the Network Printers application are
read-only; they cannot be edited.

A network printer record can be deleted using the Delete Network Printer
action in the Select Action menu.

NOTE: If you delete a network printer record and the same network printer is
detected by your asset discovery tool at a later date when Maximo
Fusion imports data into Maximo the network printer record will be re-
created in the database.

Network Printers Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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Managing your spare parts inventory is an important part of maintaining any
asset. The Inventory module in Maximo tracks materials needed for
maintenance. Maximo keeps track of items in stock, indicates when stock falls
below user-defined reorder points, creates purchase requisitions and purchase
orders to restock needed items, and reports items received.

The Maximo Inventory module works to balance two opposing objectives:

¥ maximizing the availability of items for upcoming work tasks

v reducing excess inventory balances and related carrying costs

The goal is to find a balance of inventory stock that lets maintenance work be
performed with minimum delays due to unavailable materials, without

keeping unnecessary or seldom used items in stock.

The Inventory Module consists of the following applications:

Application Function

Condition Codes Used to define the codes used to describe the
condition of items.

Inventory Used to manage items in inventory, including
tracking stock levels, reordering items, and
tracking rotating assets.

Issues and Used to issue stock from inventory (with or without
Transfers a work order), and to transfer stock from one
storeroom location to another.

Item Master Used to define inventory items, and add them to a
storeroom’s stock list.

Service Items Used to define services that your company
requisitions, either as part of the purchasing
process, or as part of a work order.

Stocked Tools Used to manage tool inventory.

Storerooms Used to define storeroom locations, and view a read-
only list of items stocked at each storeroom location.

Tools Used to define tools and add them to storerooms.

Inventory is a central module in Maximo. It functions in a dynamic
relationship with the Preventive Maintenance, Work Orders, Contracts,
Purchasing, and Assets modules, and with the Companies and Company
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Master applications in the Resources module. These other modules affect the
quantity of items in inventory, identify where those items are used, and the
vendors who supply them to your company.

System administrator privileges are required for the necessary setup in the
administrative Chart of Accounts, Organizations, and Cron Task Setup
applications. Refer to the Maximo System Administrator’s Guide and the
Organizations Help for additional information about these applications.

Maximo’s inventory management applications include applications for
creating item records and separate applications for managing those items in
storerooms.

Create ltem Records

Itemn Master Service ltems Tools

Manage Item Records

lssues and -
Storerooms Transfare Condition Codes
Imvertory Stocked Tools
Manage Ierms Manage Tools

You use the Storerooms application to define financial and billing information
for storeroom locations, for example the General Ledger (GL) account codes
and Ship To Address for each storeroom location. Storerooms can be
physical locations, or employees who are responsible for transporting or
holding inventory item, for example a mobile worker who stores spare parts in
their vehicle.

Before you create item records you should define all of the units of
measurement and the conversion values for those units of measurement. And
if you are using condition codes for inventory items, you should also define the
master list of conditions for each Item Set before creating item records.

You use the Item Master application to create records for items and materials
that your company uses for maintenance purposes. You also use the Item
Master application to define the characteristics and specifications of rotating
items that can be used to create rotating asset records, for example
information technology (IT) assets. Items are added to the master stock list for
a storeroom in the Item Master application.
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Item balances are managed in the Inventory application. Maximo’s reorder
process can automatically reorder items when item balances reach a specified
point. When the receipt of ordered items is recorded in the Receiving
application, Maximo updates inventory balances for the items.

You use the Service Items application to create records for the standard
services that your company purchases. Service items can be used on job plans,
work orders, purchase requisitions, and purchase orders.

You use the Tools application to create records for tools that will be issued
from and managed in a tool storeroom. Tool balances are managed in the
Stocked Tools application.

You can list items, services, and tools on job plans and work orders. Inventory
reservations are created for items and tools when a work order status is
changed to approved (APPR). You use the Issues and Transfers application to
issue and transfer items, and the Stocked Tools application to issue and
transfer tools. Items and tools can be issued to an individual if they are listed
in the Locations application as a labor type location. Costs for items and tools
can be charged to a work order, asset, location, or GL account code.

Inventory and Multisite - Item Sets

Commodity Groups

Inventory items and materials, service items, and tools are created as part of
an Item Set. An Item Set consists of an ID that identifies a list of items that
can be shared by one or more Organizations. Only one Item Set can be
specified for an Organization, but more than one Organization may use the
same Item Set. [tems and tools can be transferred between Organizations that
share the same Item Set.

When creating item records, all item identifiers must be unique within an
Item Set. Everywhere that an item ID is referenced on a Maximo record there
is also an Item Set ID.

Conversion values between Order Units and Issue Units are defined at the
Item Set level via the Add/Modify Conversions action available from the
Select Action menu of several of the inventory and purchasing applications.

Units of measurement for Order Units and Issue Units are defined at the
Organization level via the Add/Modify Units of Measure action available
from the Select Action menu of several of the inventory and purchasing
applications.

NOTE: It is recommended that all possible combinations of units of measure
and their conversion values be defined before creating item master
records.

A commodity is a thing or product that you purchase. Some companies
organize their purchasing departments by commodity. Purchasing managers
may create budgets, create and manage purchase orders, and manage vendor
relationships based on commodities.
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Condition Codes

Kits

You can create commodity group and commodity code records in Maximo that
can be applied to item, company, and contract records. When you associated a
Commodity Group and Commodity Code with an item record it allows
users, for example planners or purchasing agents, to search for items by
commodity code.

Commodity codes are defined and managed using the Add/Modify
Commodity Codes action available from the Select Action menu of the
following applications:

Companies

Item Master
Purchase Orders
Service Items
Tools

4 4 4 <4«

Commodity codes are defined at the Item Set level. Commodity group names
must be unique for the Item Set. A commodity code can only belong to a single
commodity group. You cannot delete commodity groups or codes if they are
associated with other Maximo records.

You can also create service type commodities to help you categorize and
manage services. For more information about service type commodities, see
“Service Catalog,” on page 13-1.

A kit is a collection of items that can be issued as a single unit. A kit record is
created in the Item Master application, and consists of a parent item record,
and associated child item records that are listed on the Item Assembly
Structure tab. Using kits allows you to put all the items needed for a job plan
or maintenance task into one container and manage them as a single unit.

Kits are defined in the Item Master application, and managed in the
Inventory application. You cannot create kits that contain items that are
condition-enabled, lotted, or are defined as rotating items.

NOTE: The individual items that make up a kit are considered part of the kit,
and are not tracked separately in inventory once they have been
assembled into a kit. This means that balances for an item record do not
include any instances of that item that have been assembled into a kit.

Condition Codes

A condition code enables you to specify that an item record has a different
value depending on the physical condition of an item. For example, an item
that has been damaged, worn, used, or rebuilt would not have the same value
as a new item. A condition code has a rate associated with it, which can be
used to calculate the value of non-new inventory items. For example, you
might create two conditions for an item, "new" where the value of the item is
100%, and "used" where the value of the item is 50% of the full value.

You use the Condition Codes application to create a master list of condition
codes for each Item Set defined in your database. For more information about
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Item Sets refer to the Maximo System Administrator’s Guide. The condition
codes you create can be applied to the following types of Maximo records:

Vv item records created in the Item Master application
¥ rotating asset records created in the Assets application

Multisite and Condition Codes

Condition Codes are defined at the Item Set level. Item Sets exist below the
System level, but above the Organization level so that Organizations can
share data. This means that:

v Key fields for new records must be unique within the Item Set.

v Records are available to all users in the Organizations that share the Item
Set and who have security permissions to the application.

Each Item Set has a separate list of condition codes. Item Sets can be shared
by more than one Organization.

Condition Codes and Assets

Condition codes are an inventory function, but they can be applied to rotating

assets, since rotating asset records include a value in the Rotating Item
field.

For more information about rotating items, see “Item Master Records and
Assets,” on page 6-20.

For more information about rotating assets, see “Understanding Rotating
Assets,” on page 3-11.

Condition Codes and Inventory

Condition codes are used to indicate the value of inventory items in various
physical conditions. They are also used to help calculate the value of worn or
used items that have been returned to inventory.

When you are managing a condition enabled item record, entering a condition
code value is mandatory when using the following inventory actions:

v Issue Current Item

v Transfer Current Item

v Inventory Adjustments > Current Balance

v Inventory Adjustments > Physical Count

NOTE: You cannot apply a condition code to a kit, because each item in the kit
could potentially have a different condition.

Condition Codes and Issues and Transfers

A new item received into inventory in the Receiving application has a
condition code equivalent to "new" with a rate of 100%. The item can be
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Using the Condition Codes Application

Condition Codes an

issued, used, and returned to inventory, at which point the condition would no
longer be "new" and the value or rate would no longer be 100%. When an item
is returned (issued back to) to a storeroom, the existing condition code is
displayed in the From Condition Code field for the item, and the new
condition can be entered in the To Condition Code field.

d Item Records

When you create item records that will have condition codes applied to them
you must first select the Condition Enabled? check box, then enter a row in
the Condition Codes table window for each condition you want to apply to the
item.

Condition Codes and Tools

You cannot apply a condition code to a tool record.

Using the Condition Codes Application

To access the Condition Codes application, click the application link on your
Start Center, or select Inventory > Condition Codes from the Go To menu.

Condition Codes Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Condition Codes application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Condition Codes Help.

How Do I...

create a new condition code?

delete a condition code?

Click the Item Set, then click New Row in the
Condition Codes table window.

Click the Mark Row for Delete button next to
the row in the table window, then click Save.

Creating Condition Codes

When you create a condition code the code is added to a master value list that
can be applied to all items in the Item Set.

Managing Condition Codes

You cannot modify a condition code after it has been saved.

To delete a condition code, click the Mark Row for Delete button next to the
row in the table window, then click Save. You cannot delete a condition code if
it 1is associated with an item record.
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Condition Codes Reports

Inventory

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

An inventory is a listing of all items, materials, and rotating assets that are
stored in your storerooms. With Maximo you create item records in the Item
Master application, and you create storeroom records in the Storerooms
application, but you manage your inventory in the Inventory application.

Using the Inventory application you can track item balances down to the bin

and lot level for a storeroom, as well as item costs using condition codes. You

can track vendors that supply an item as well as reorder details such as price
and lead time for orders. You can view rotating assets that list a rotating item
record, as well as assets that list the item as a spare part.

You use the Inventory application to view information about a specific item at
a specific storeroom location. The fields on an inventory record refer to item/
location records. Current Balance, for example, means the current balance
of the item at the storeroom in the Storeroom field. Like Current Balance,
the fields listed under Balance Summary, Issue History, and Balances all
apply to the item in a specific storeroom.

Multisite and Inventory

The Inventory application tracks items and materials in storerooms, which
are at the Site level. Thus the Inventory application is managed at the Site
level.

Inventory and Condition Codes

Condition codes are created in the Condition Codes application, and applied to
item records in the Item Master application.

When you are managing a condition enabled item record, entering a condition
code value is mandatory when using the following inventory actions:

Issue Current Item

Transfer Current Item

Inventory Adjustments > Current Balance
Inventory Adjustments > Physical Count

<4 4 € <

Inventory and Item Records

With Maximo you create item records in the Item Master application, but you
manage your inventory in the Inventory application.
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Inventory and Purchasing (Reordering)

When you reorder items either manually (using one of the reorder actions in
the Inventory application), or automatically (via a reorder cron task set up by
your system administrator), Maximo automatically creates one or more
purchasing records for the reorder. Exactly what type of purchasing records
are created is based on settings controlled by your system administrator. Your
system administrator can configure Maximo so that when purchase requests
are received one of the following types of records is created:

Unapproved purchase requisitions (PRs)
Approved purchase requisitions (PRs)
Unapproved purchase orders (POs)
Approved purchase orders (POs)

<4 4 € <

Inventory and Storerooms

Inventory records refer to an item/location combination, usually an item at a
storeroom location. Storeroom records are created using the Storerooms
application. Items are added to storerooms using the Add Item to
Storeroom action in the Item Master application.

Using the Inventory Application

To access the Inventory application, click the application link on your Start
Center, or select Inventory > Inventory from the Go To menu.

The Inventory application contains the following tabs:
v List — to search Maximo for inventory records.

v Inventory — to enter, view, or modify item balances, costs, balances, bins
and lots, and to view storeroom locations where the item is stocked.

v Reorder Details — to enter, view, or modify reorder details, such as the
reorder point, lead time, and issue units of an item. In addition, you can
enter or view information about one or more vendors for a item, as well as
information about multiple manufacturers or models for each vendor.

v Rotating Asset — to identify and track rotating assets associated with a
rotating item record.

¥ Where Used — to list all assets on which an item is listed as a
subassembly or spare part.

Inventory Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Inventory application. For more detailed information, including
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prerequisites to performing an action and detailed procedures, refer to the

Inventory Help.

How Do ...

add a conversion factor, for example from “case”
to “each,” to the database?

add a unit of measure, for example feet or
gallons, to the database?

adjust the current balance in a storeroom based
on a physical count of the item?

assemble items into a kit?

bookmark a record so that I can view it at a
later time?

break up a kit into individual items?

clear a lock on the reorder process associated
with my user name?

compare information for multiple vendors for an
item?

create an inventory record?

enter a physical count for an item?

issue an item to an asset, general ledger
account, location, or work order?

modify the average cost for the item at this
storeroom location?

modify a conversion factor?

modify the current balance of an item at this
storeroom location?

modify the standard cost for the item at this
storeroom location?

modify a unit of measure?

reorder items that will be issued without being
received into inventory?

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.

Select Inventory Adjustments > Reconcile
Balances from the Select Action menu.

Select Assemble Kit from the Select Action
menu.

Select Add to Bookmarks from the Select
Action menu.

Select Disassemble Kit from the Select Action
menu.

Select Reorder > Clear Reorder Locks from
the Select Action menu.

Select View Vendor Analysis from the Select
Action menu.

Item records are created in the Item Master
application. Storeroom records are created in
the Storerooms application. You add items to
storerooms using the Add Items to
Storerooms action in the Item Masters
application.

Select Inventory Adjustments > Physical
Count from the Select Action menu.

Select Issue Current Item from the Select
Action menu.

Select Inventory Adjustments > Average
Cost from the Select Action menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Inventory Adjustments > Current
Balance from the Select Action menu.

Select Inventory Adjustments > Standard
Cost from the Select Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.

Select Reorder > Reorder Direct Issue Itms/
Sves from the Select Action menu.
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How Do ...

reorder stocked items?

reset the year-to-date issue history for an item?

run reports?

transfer items from one bin to another?

transfer items from one Site to another Site?

transfer items from one storeroom to another?

view all of the storerooms that stock an item?

view inventory transactions (adjustments,
issues and transfers, receipts, and returns)

Select Reorder > Reorder Items from the
Select Action menu.

Select Inventory Adjustments > Zero Year
to Date Quantities from the Select Action
menu.

Select Run Reports from the Select Action
menu.

Select Transfer Current Item from the Select
Action menu.

Select Transfer Current Item from the Select
Action menu.

Select Transfer Current Item from the Select
Action menu.

Select View Item Availability from the Select
Action menu.

Select View Inventory Transactions from
the Select Action menu.

related to the current record?

Using the Inventory Application

You use the Inventory application to enter, display, and update information
for a specific item at a specific storeroom location. With Maximo you create
item records in the Item Master application, and you create storeroom records
in the Storerooms application, but you manage your inventory in the
Inventory application.

Stocked, Nonstocked, and Special Order Items

Maximo uses the Stock Category field as part of the reorder process, as a
means of determining which items should be reordered on a regular basis.By
default Maximo recognizes three categories of inventory items:

v NS —Non-stocked item. Nonstocked items are items you do not stock on a
regular basis, need only occasionally, or do not want to maintain in your
storerooms throughout the year. Nonstocked items are not automatically
reordered, but because you order these items as needed you want to retain
the item records in the database. These records are useful both for cost
tracking purposes and for future reference (for example, the vendor's
name, the price, and so on).

Example of non-stocked items include items needed once a year for
inspections, or items that are only stocked during certain seasons of the
year.For example, each spring you replace your air filters. Since you only
need the air filters once a year, you do not stock them in your storerooms,
you only order them just before they need to be replaced. But because you
order the air filters every year, you want to keep the record for the item in
your database for reference next spring.
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¥ SP— Special Order Item. Special order items are typically items that are
ordered only once, often for unexpected needs or for a one-time work order.
These items are not kept in stock, and you do not expect to order them
again, thus you do not need a permanent record of the item in your
database. In most cases, after the item is received, you want to delete
special order item records from the database. For more information about
deleting item records, see “Managing Item Master Records,” on page 6-26.

v STK — Stocked Item. This is the default value for a new item added to a
storeroom. A stocked item is an item that you stock on a regular basis, and
want to keep on hand because it has a regular turnover rate and is
frequently needed. Stocked items are automatically included in Maximo’s
reorder process. Stocked items have a reorder criteria (for example, a
reorder point and an economic order quantity) which is specific to each
storeroom location.

Examples of stock items include bearings, gaskets, valves, and belts.

Creating Inventory Records

Creating Kits

You use the Inventory application to view information about a specific item at
a specific storeroom location. Item records are created in the Item Master
application. Storeroom records are created in the Storerooms application. You
add items to storerooms using the Add Items to Storerooms action in the
Item Masters application.

A kit is a collection of items that can be issued as a single unit. Kits are
defined in the Item Master application, and managed in the Inventory
application.

After you define the contents of a kit in the Item Master application, you use
the Assemble Kit action in the Inventory application to create kit records for
a single storeroom location. Maximo calculates the number of kits that can be
build based on current balances for the kit components, and allows you to
enter the quantity of kits you want to assemble.

NOTE: You cannot assemble kits from items located in different storerooms.

Managing Inventory

Many companies are moving to a just-in-time system to reduce their inventory
levels and associated carrying costs. When using a just-in-time system for
maintenance, you base your purchasing and stock levels on upcoming work,
rather than on past usage. Because parts and assets can become obsolete and
your company’s process can change, looking back might not be as useful as
looking forward when considering your inventory needs.

Maximo can accommodate a just-in-time system by letting you set reorder
quantities. Using the Preventive Maintenance application to plan upcoming
maintenance and inspection work also can help to determine which items will
be needed in the future.

Maximo 6, 08/2006



Using the Inventory Application

Viewing Item Availability

ftem

11453
11453
11453
11453

The Inventory application displays separate item records for each storeroom
location.

Filter * @ | *®41.30i2% Download |
Description Storeroom Current Balance  Commodity Group Rotating?  Hit? ABC Type Site
Seal, Mechanical, Self Aligning- 1 In 1D MACHSHOP 1.00 SEALS H H B BEDFORD Fe
Seal, Mechanical, Self Aligning- 1 In I GARAGE 0.00 SEALS ] i BELFORD e
Seal, Mechanical, Self Aligning- 1 In I CEMTRAL 21.00 SEALS ] ] B BELFORD Hp

[[] select Records

Maximo’s Reorder Process

If you are trying to locate stock for an item or material you can use the View
Item Availability action to view balances for all storeroom locations that
stock the item, all lots of the item, all PRs and POs that list the item,
alternate items that can be substituted for the item, and approved work
orders that have created reservations for the item.

NOTE: Items that have been assembled into kits do not appear in item balances
displayed in this dialog box.

When Maximo reorders inventory stock, the amount to be ordered is based on
Maximo’s reorder logic, which uses the following formula:

(current balance + quantity on current purchase requisitions and purchase
orders) — (quantity reserved for work orders and internal purchase orders
+ quantity expired) < = Reorder point

"Current Purchase Requisitions and Purchase Orders" are any PRs and POs
with a status of waiting for approval (WAPPR), approved (APPR), or in
progress (INPRG). Maximo checks to see how many units of this item are
listed on current PRs and POs, adds this number to the current balance, then
subtracts any items on approved work orders, internal POs, and any expired
items. If the resulting number does not exceed the reorder point (ROP),
Maximo will reorder the item.

You can reorder items either manually by using on of the reorder actions in
the Inventory module, or via a reorder cron task set up by your system
administrator. A cron task is a software command to execute a task at a
particular time. For more information about configuring the reorder cron task,
refer to the Maximo System Administrator’s Guide.

CAUTION: The reorder process does not check to see if items appear inside kits
when reordering an item.

Determining the Reorder Point

The reorder point (ROP) is the point when items should be reordered so that
the item balance does not fall below the number designated as safety stock
during the lead time for the order. Ideally the calculation of the ROP is based
on the following variables:

v Safety stock is the minimum number of the item that you must have on
hand at all times.

v Lead time is the amount of time it takes between placing an order and
receiving it.
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v

Reordering Items

Economic Order Quantity (EOQ) is the number of an item that should
be reordered at one time, usually based on the vendor’s price for a
particular quantity ordered. For example, buying a case of an item can
cost less per item than buying the item individually.

Reordering is done separately for each individual storeroom. Your system
administrator can use the Cron Task Setup application to create a cron task to
automatically reorder items or you can reorder items manually using one of
the reorder actions available from the Inventory Select Action menu:

v

Tip:

Tip:

Reorder > Reorder Items — Use to reorder one or more inventory items.
All items selected must be from the same storeroom location.

Reorder > Reorder Direct Issue Itms/Sves — Use to reorder items or
service items listed on approved work orders.

Reorder > Clear Reorder Locks — Use to remove a lock on the reorder
process logged against your user name.

When a user runs the reorder process (even if preview mode). Maximo
places a lock on the process against the storeroom being reordered. This is
to prevent other users from running reorder against the same storeroom at
the same time. Occasionally, users running the reorder process in preview
mode may inadvertently lock the reorder process and prevent themselves
and others from running reorder against a certain storeroom.

NOTE: This action only clears Preview Mode reorder locks, created by the
current user. Users running the full reorder process are not affected.

You can set the reorder process to run in the background and notify you by
e-mail after the process ends. This lets you do other work while running a
lengthy reorder process.

You can repeat the reorder process for additional storerooms without
exiting the Reorder Items page.

Managing Inventory Item Counts and Costs

The balances and costs fields on an inventory record are calculated fields, and
are read-only. You may occasionally need to adjust the balances or costs for an
inventory item to accommodate a variety of circumstances. For example:

v
v
v

v

after a routine physical count

at the end of the year

when items have entered or left a storeroom without a Maximo
transaction

when item costs have changed due to inflation

You use the following inventory adjustment actions available from the Select
Action menu to make modifications to item balances or costs for a storeroom.

v

Inventory Adjustments > Reconcile Balances — Use to adjust the
current balance for an item based on a physical count of the item. This
action updates only the selected item in the selected Storeroom.

Maximo 6, 08/2006
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Issues and Transfers

Managing Kits

Inventory Reports

v Inventory Adjustments > Zero Year to Date Quantities— Use to
change the values in the Issue History section of an item record. This
action moves all Year to Date quantities back one year and changes the
current Year to Date quantity to zero. Typically this action is used only at
the end of a fiscal year. This action updates only the selected item in the
selected Storeroom.

v Inventory Adjustments > Current Balance — Use to change the
Current Balance of an item listed in the Balance Summary section of an
item record. Maximo automatically adjusts balances when items are
issued, transferred, received, assembled into kits, and so forth. However,
you can use this action if you are aware of a change in the current balance
that has not been reflected in any other inventory transaction. This action
updates only the selected item in the selected Storeroom.

v Inventory Adjustments > Physical Count — Use to change the
Physical Count of an item listed in the Inventory Balance table window.
This action updates only the selected item in the selected Storeroom,
Bin, and/or Lot.

v Inventory Adjustments > Standard Cost — Use to adjust the read-
only Standard Cost listed in the Inventory Costs table window.

v Inventory Adjustments > Average Cost — Use to adjust the read-only
Average Cost listed in the Inventory Costs table window. You might
want to adjust the average cost value if you issue items at average cost
and want any price increases reflected immediately in the issue cost. This
action updates only the selected item in the selected Storeroom.

A kit is an item record that "contains" other item records and can be issued as
a single unit. Item kit records are created in the Item Master application. You
use the Assemble Kit action in the Inventory application to record changes to
item balances when you assemble all of the components and create a kit. Kits
can only be assembled from components stored in the same storeroom.

Likewise you use the Disassemble Kit action when you need to break a kit
into its individual items, for example when you need to return a partially used
kit. The parts from a disassembled kit must be returned to a single storeroom,
Maximo will not allow kits to be disassembled across storerooms.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Issues and Transfers

You use the Issues and Transfers application to manage the movement of
inventory items out of your storerooms. You issue an item when it is moving
out of a storeroom to be used. You transfer an item when it is moving
between storerooms.

6-14
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Using the Issues and Transfers application you can

¥ issue items directly to a work order, asset, location, or charge to a GL
Account.

¥ return previously issued items to a storeroom
v transfer items out of one storeroom and into another storeroom location
v transfer items to a courier location or a labor location

¥ receive items previously issued to a courier location or a labor location for
transport

Multisite and Issues and Transfers

Since the Inventory and Storerooms applications are at the Site level, Issues
and Transfers are also managed at the Site level.

You can issue or transfer items within a single Site, or between any Sites and
Organizations that share the same Item Set.

Issues and Transfers and Condition Codes

When you issue, return, or transfer a condition enabled item Maximo prompts
you to specify the condition of the item. Maximo calculates the cost of the item
based on the condition code and rate.

Issues and Transfers and Inventory

After you create a job plan for a work order, the materials needed for the work
order are reserved in inventory. After the work order is approved, you can
issue the reserved items.

When you issue an item, Maximo updates the balance for the issuing
storeroom. When you transfer items:

v If the item is transferred out to or in from a courier location or a labor
location, Maximo only updates the storeroom balance.

v If the item is transferred out to or in from another storeroom, Maximo
updates the item balances for both storerooms.

You can issue or return an item from the Inventory application using the
Issue Current Item action.

You can record physical counts for items when issuing or transferring by
entering a value in the New Physical Count field. Maximo updates the
physical count information for the item in the specified storeroom.
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Issues and Transfers and Purchasing

You can transfer items between storerooms with the same Site or between
Sites within the same Organization without creating an internal purchase
order.

If you are transferring items across Organizations, Maximo requires that the
Organizations share the same Item Set, and that you create an internal
purchase order.

Issues and Transfers and Work Orders

When you record item use on a work order, Maximo creates a material
transaction record in the database. Item usage on work orders can be recorded
in one of two ways:

¥ record material issue to work order using the Issues and Transfers
application.

¥ record material usage using the Actuals tab of the Work Order Tracking
application.

Because Maximo updates inventory balances when you perform either of
these actions, it is possible for the same item to be subtracted from inventory
twice, thereby causing inaccurate item counts. To ensure accurate inventory
records, your company should establish a policy for each site regarding
whether item use will be recorded in the Issues and Transfers application or
in the Work Orders module.

No matter where the materials issues/usage are originally recorded, the
information is copied to the Materials subtab on the Actuals tab in Work
Order Tracking.

Using the Issues and Transfers Application

To access the Issues and Transfers application, click the application link on
your Start Center, or select Inventory > Issues and Transfers from the Go
To menu.

The Issues and Transfers application contains the following tabs:

v List — to search Maximo for storeroom records.

v Issue — to issue items directly to a work order, asset, location, or against
a general ledger account. Also used for returning items to the storeroom.

¥ Transfer Out — to transfer items out of your storeroom to another
storeroom, a courier location, or a labor location.

v Transfer In — to transfer items from another storeroom, a courier
location, or a labor location.
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Issues and Transfers Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Issues and Transfers application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Issues and Transfers Help.

How Do ...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

Action menu.

create a new inventory reservation? Select Add/Modify Reservations from the

Select Action menu.

modify an existing inventory reservation? Select Add/Modify Reservations from the

run reports?

Select Action menu.

Select Run Reports from the Select Action
menu.

Direct Issue Iltems

A direct issue item is an item that you have ordered that will be issued
immediately upon receipt to an asset, location, or work order rather than
stocked in the storeroom. These items might be special order items, or regular
stock that is needed immediately to complete maintenance work.

NOTE: Service item records are always direct issue items.

Because they are issued directly upon receipt, direct issue items are managed
in the Receiving application, not the Issues and Transfers application.

Creating Issue Transactions

In order to be able to issue items using the Issues and Transfers application
you must specify which storeroom you want to issue from, and you must be
authorized to issue items from the selected storeroom.

Although items are generally specified in a job plan and issued in conjunction
with specific work orders, it is also sometimes necessary to issue them directly
to a location, or against an asset, or against a General Ledger account,
without a work order number. For example, you might want to charge the cost
of items such as soap, grease, or rags to a location or GL account rather than
to a work order or specific asset.

To allow Maximo to track inventory costs, you must make an entry in at least
one of the following fields when issuing items:

Asset
GL Debit Account
Location

v
v
v
v Work Order
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In general, after you make an entry in one field, one or more other fields are
filled in with default values associated with the first specified field. For
example, if you specify a work order, the asset and/or location and/or GL
account named on the work order are also filled in.

v Select Items for Return — Click to select from a list of items and
materials previously issued from the selected storeroom.

v Select Reserved Items — Click to select items to issue from a list of
items that have been reserved for approved work orders.

v Select Asset Spare Parts — Click to select from the spare parts
associated with a particular asset.

v New Row — Click to issue items directly to an asset, location, or charge
against a General Ledger account, or issue unreserved items (items that
are not included in a work order work plan).

Creating Transfer Transactions

Items can be transferred from one storeroom location to another inventory
location using the Transfer Out and Transfer In tabs. Transfers can be made
within a Site, or to another Site within your Organization. You also can
transfer items from a storeroom to a courier location or a labor location.

Transferring items to another storeroom is done on the Transfer Out tab. You
have the following options for selecting items for transfer out to another

storeroom:

v Select PO Items — allows several options to filter your search when you
transfer items on an internal PO to another company storeroom.

v Select Items for Transfer — allows you to filter your search by Item,
Bin, and Lot.

v Select Asset Spare Parts — allows you to select from the spare parts
associated with a particular asset.

v New Row — allows you to enter items to be transferred individually.
Receiving the transfer into a storeroom is done on the Transfer In tab.

You have the following options available when transferring items into a
storeroom:

v Select PO Items — allows several options to filter your search when you
transfer items on an internal PO to another company storeroom

v Select PO Items in Transit — allows you to select items from internal
purchase orders that are in transit with a courier.

v Select Items for Transfer — allows you to filter your search by Item,
Bin, and Lot.

v Select Asset Spare Parts — allows you to select from the spare parts
associated with a particular asset.
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v New Row — allows you to enter items to be transferred individually.

Managing Issues and Transfers

You use the Issues tab to return previously issued items and materials, for
example, if some parts on a work order were not needed. Note the following
restrictions on returns:

¥ You cannot return rotating asset that has been modified (moved or worked
on) since its original issue.

¥ You cannot return a partial kit. The remaining kit components should be
returned as individual items.

Issues and Transfers Reports

Item Master

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

An item record defines an item or material that is stocked in a company
storeroom.

When you use the Item Master application to create an item record you can
define the type of stock the item is, whether it is lotted or nonlotted, associate
hazards and Material Safety Data Sheets (MSDS) with the item, define the
item as a rotating item that can be listed on rotating assets, and identify
alternate items that can be used as substitutes for the item.

You also can define other information related to items, such as the storeroom
locations that stock the item, vendor information for the item, Classification
and Specifications for the item, item assembly structures, and documents
outside of Maximo that relate to the item record.

Multisite and Item Master Records

Item master records are defined at the Item Set level. Item Sets exist below
the System level, but above the Organization level so that Organizations can
share data. This means that:

v Key fields for new records must be unique within the Item Set.

v Records are available to all users in the Organizations that share the Item
Set and who have security permissions to the application.

Some of the data on an item record may be specific to a single Organization or
Site. For example, storerooms listed on the Storerooms tab are at the Site
level, and the companies listed on the Vendor tab are at the Organization
level.
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Item Master

You use the Item/Organization Details action available from the Select
Action menu to specify Organization specific data such as Hazards and Tax
Codes for each Organization that uses the Item Set.

Commodity codes are also defined at the Item Set level. For more information
about commodity codes, see “Item Master Records and Commodity Codes,” on
page 6-20.

Item Master Records and Assets

Item records are usually created for consumable items or materials. But you
can also create item records for items that can be reused or refurbished, and
therefore must also be tracked as assets so that you can keep a maintenance
history for the item. Maximo accomplishes this by allowing you to create
rotating item records that can be used to create rotating asset records.

A rotating item is a special category of item record, used to indicate items that
can be used interchangeably as a replacement for a like item, for example, fire
extinguishers, motors, or pumps, but that are repaired or refurbished when
they are removed from service. Rotating items can be managed like any other
item record; they can be stocked in storerooms, issued and transferred,
reordered and so forth.

Rotating assets are a special category of asset records, used to refer an any
asset record that contains a value in the Rotating Item field. Rotating assets
consist of multiple interchangeable assets, with each asset having the same
item number and a different asset number.

These items are tracked both by their item numbers in the Inventory module
and by their individual asset numbers in the Assets module. The term
rotating item is used when referring to inventory records and management,
and the term rotating asset is used when referring to asset records and
maintenance.

To illustrate how a rotating item record is used, let’s imagine that your
company purchases a dozen identical fire extinguishers. You would create a
single rotating item record for the model that you purchased, then create a
separate asset record for each individual fire extinguisher. All twelve asset
records would have the same item number in the Rotating Item field, but
different asset numbers. The asset records allow you to keep a maintenance
record for each extinguisher; you can list each fire extinguisher location on an
inspection route, record meter readings, generate preventive maintenance
work orders and so forth. The fact that the asset records share the same item
number allows you to easily find replacement fire extinguishers in your
storerooms when they are needed.

NOTE: An item cannot be both a spare part and a rotating item.

Item Master Records and Commodity Codes

The term commodity is used to describe classifications of inventory.
Commodity codes are used to distinguish groups of inventory items that can
be used for reporting and analysis. Your purchasing department might
include Commodities Managers who track spending by commodity and make
decisions about vendor relationships based on that data.
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When you create an item record you can associate the item with an existing
Commodity Group and Commodity Code by listing them on the item
record. Commodity codes can be defined and managed using the Add/Modify
Commodity Codes action available from the Select Action menu of the
following applications:

Companies

Item Master
Purchase Orders
Service Items
Tools

4 4 4 <<«

NoTE: Commodity Codes are defined at the Item Set level.

Item Master Records and Condition Codes

A condition code specifies the physical condition of an item, and is used to
indicate that an item 1s not new. Condition codes are also used to help
calculate the value of worn or used items that have been returned to
inventory. You use the Condition Enabled? check box on an item record to
indicate if condition codes can be applied to inventory records for the item.
Before saving a condition-enabled item record you must assign at least one
full value (100%) condition code to the item. You can assign multiple condition
codes to an item record, but only one can have a rate of 100%.

When an item is added to a storeroom via the Add Items to Storerooms
action in the Item Master application the condition code always defaults to the
100% rate.

When you are managing a condition enabled item record, entering a condition
code value is mandatory when using the following Inventory actions:

Issue Current Item

Transfer Current Item

Inventory Adjustments > Current Balance
Inventory Adjustments > Physical Count

<4 4 € <

NOTE: You cannot apply a condition code to a kit, because each item in the kit
could potentially have a different condition.

Item Master Records and Contracts

Item records may be specifically listed on purchase or lease contracts, or they
may be covered under a generic agreement with a vendor where you company
has agreed to spend an specific amount on purchases from the vendor.

Item Master Records and Inventory

Item records are created in the Item Master application, but item balances are
tracked in the Inventory application.
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Item Master and Safety

If an item record is for a hazardous material, you can list the Material Safety
Data Sheet number issued by the Occupational Safety and Health Association
(OSHA) in the MSDS field of the item record.

Because item records are at the Item Set level in Multisite and hazard records
are at the Organization level, you use the Item/Organization Details action
to associate hazards with an item record. The Can Have Hazardous
Materials? check box on the hazard record must be checked before it can be
associated with an item record. Associating a hazard record with an item
record allows warehouse and storeroom workers to view the hazard
information for the item. When an item with an associated hazard is listed on
a work order, Maximo automatically displays safety information to the work
order’s Safety Plan tab.

Item Master Records and Storerooms

You use the Storerooms tab of an item record to view storeroom information
about the item, including a list of all storerooms that have the item on their
stock list, balances, and costs for the item.

You use the Add Item to Storeroom action in the Item Master application to
add an item record to a storeroom location’s stock list. Adding an item to a
storeroom is one of the few times you make an entry in the Current Balance
field. Usually, this field is either calculated by Maximo or updated after
inventory is received in the Receiving application. Rotating item balances are
zero until an asset record is created for the rotating item number.

You can delete an item from a storeroom’s stock list if the item balance in the
storeroom 1is zero by deleting the storeroom on the Storerooms tab of the item
record.

Using the Item Master Application

To access the Item Master application, click the application link on your Start
Center, or select Inventory > Item Master from the Go To menu.

The Item Master application contains the following tabs:
v List — to search Maximo for item records.
v Item — to enter, view, or modify items, and to specify alternate items.

¥ Storerooms — to view a read-only list of information about storerooms
that stock the item.

¥ Vendors — to enter, view, modify, or delete information about vendors
and manufacturers for an item.

¥ Specifications — to classify an item and add, view, modify, or delete
specifications that give details about the attributes of the item.
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v Item Assembly Structure — to enter, view, or modify item assembly

structures.

Item Master Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Item Master application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Item Master Help.

How Do I...

add an item to the stock list for a storeroom?
add a commodity group to the database?

add or modify a commodity code in a commodity
group?

add a conversion factor, for example from “case”

to “each,” to the database?

add a unit of measure, for example feet or
gallons, to the database?

bookmark a record so that I can view it at a
later time?

change the capitalized status of an item?

copy an existing item assembly structure to an
item record?

create an item record?

delete a record?

duplicate a record?

modify a conversion factor?

modify a unit of measure?

run reports?

specify hazards for an item?

Select Add Items to Storeroom from the
Select Action menu.

Select Add/Modify Commodity Codes from
the Select Action menu.

Select Add/Modify Commodity Codes from
the Select Action menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Add to Bookmarks from the Select
Action menu.

Select Change Capitalized Status from the
Select Action menu.

Select Copy Item Assembly Structure from
the Select Action menu.

Click the New Item button in the toolbar.

Select Delete Item from the Select Action
menu.

Select Duplicate Item from the Select Action
menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Run Reports from the Select Action
menu.

Select Item/Organization Details from the
Select Action menu.
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How Do ...

specify tax codes for an item? Select Item/Organization Details from the
Select Action menu.

view contract information related to the item? Select View Contracts from the Select Action

menu.

Creating Item Master Records

MRO Software recommends that all possible combinations of units of measure
and their conversion values be defined before you create item master records.
You use the Add/Modify Units of Measure action and the Add/Modify
Conversions action available from the Select Action menu to define these
values.

You can use the Duplicate Item action to create a copy of an existing item
record, for example if you have similar items with different specifications.
Once you duplicate an item you can then modify it as needed.

Designating Alternate Items

Creating Rotating Iltems

Alternate items are items that can be used interchangeably with other
inventory items, for example, two different brands of motor oil. You use the
Alternate Items table window to list any items that can be used as an
alternate for the current item.

In many cases, one item can be an alternate for another, but the oppose
relationship might not be desired. As a result, Maximo does not automatically
created matching rows in the Alternate Items table window when an item
record is listed as an alternate. If you want two items to be listed as alternates
for each other, you must go into both item records separately and assign each
item as an alternate for the other.

A rotating item is a special category of item record, used to indicate items
that can be used interchangeably as a replacement for a like item, for
example, fire extinguishers, motors, or pumps, but that are repaired or
refurbished as assets when they are removed from service. Rotating items can
be managed like any other item record; they can be stocked in storerooms,
issued and transferred, reordered and so forth.

You create a rotating item by selecting the Rotating? check box on an item
record. After you create and save an item record, the Rotating? field becomes
read-only and cannot be edited, and the Current Balance field becomes
read-only. If an item is defined as rotating, the values in the Balances fields
are controlled by the movement of the rotating items in and out of a
storeroom.

When you list a Rotating Item on an asset record, Maximo copies the
Classification and Attributes that are listed on the Specifications tab of the
item record to the Specifications tab of the asset record.

CAUTION: When you create rotating item records that will be used to create
information technology (IT) asset records, you must enter a value in
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the Classifications field to allow Maximo to filter for IT assets
when performing reconciliation.

Understanding Item Assembly Structures

An item assembly structure (IAS) is a list of individual items and
subassemblies that are required to build an asset or define the requirements
of a location. Rather than specify its components each time you enter an
individual asset or a location, you create an item assembly structure as a
template. You can use an IAS as a template when building multiple asset
assembly structures and their related location systems.

The IAS is built on an item record, and the IAS is then identified by the item
number at the top of the hierarchy. You can apply an item assembly structure
to an asset or to a location by specifying the top-level item number in the
Rotating Item field on an asset or location record, then choosing the Apply
Item Assembly Structure action.

For example, a five-horsepower motor and its associated spare parts can be
used in 10 asset assembly structures in a plant. Rather than entering 10 asset
records and specifying the spare parts for each one, you enter the asset
records and apply (copy) the IAS for a five-horsepower motor to the records.
The entire IAS is applied to the asset assembly structure. Similarly, you could
apply the same IAS to the 10 operating locations in the plant that require the
motor and its spare parts.

NOTE: Note that while you can use any item as the top level of an IAS, you can
only apply an IAS to asset or operating locations if the top level is a
rotating item.

Using Item Assembly Structures

Creating Item Kits

Item assembly structures are applied to asset and location records in the
Assets and Locations applications.

Item assembly structures can be applied when you create new asset records in
the Receiving application.

You also use item assembly structures when creating item Kkits in the Item
Master application.

A kit is an item record that contains other item records and can be issued as a
single unit.

Item records contain a Kit? check box that is used to indicate that the item
record will act as the virtual "container" for all of the other items contained
within the kit. After you create the item record for the kit "container" you then
define the components of the kit using the Item Assembly Structure tab. On
this tab you list items, and quantities for each item that are to be included in
the kit. Kits can be included as components of other kits.

NOTE: Maximo does not allow items that are condition-enabled, rotating, or
lotted to be added to a kit.

And item record cannot be included as part of a kit if it has any of the
following properties:
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v Condition Enabled? = Yes
v Rotating? = Yes
v Lot Type = LOT

NOTE: Kits are assembled in Inventory via the Assemble Kits action.

Tip: As a best practice you should include an Issue Unit for any item record
that may be included as part of a Kkit.

Managing Item Master Records

Managing Vendors

Managing Kits

You manage data about an item record, for example vendors and
classifications, in the Item Master application, but you manage item balances
in the Inventory application.

You use the Vendors tab of an item record to view or manage a list of vendors
or companies that supply the item. The list can include vendors you have

previously ordered from, as well as vendors you have not purchased the item
from. You can use the vendor data to compare prices and delivery information.

You use the Assemble Kit and Disassemble Kit actions available in the
Inventory application to create and dismantle kits. You can only assemble kits
from components available in an individual storeroom.

Kits can be issued and transferred using the Issues and Transfers application.
When returning kits you can only return complete kits. If some of the
components have been consumed, you should return the remaining items as
individual items, since Maximo does not recognize partial kits.

Linking Items to Classifications

Deleting Items

Maximo includes a feature called Classifications which can be used to
structure records into organized hierarchies. Using classifications helps you to
more easily locate records, and help to ensure that records are not duplicated
unintentionally.

You can add new item records to Classifications by associating a specification
template with the record on the Specifications tab. After items are associated
with specification templates, you can use the Classification Search dialog to
search through Maximo to find the records you are looking for.

For more information about Classifications, see “Using Classifications,” on
page 2-35.

You can delete an item record using the Delete Item action available from
the Select Action menu. You cannot delete an item record if any of the
following are true:

¥ inventory balances or reservations exist for the item.
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¥ the item is associated with an asset record as a Rotating Item or as a
spare part.

¥ the item is listed on a master PM record.
V¥ the item is listed as planned materials on a job plan or work order.

¥ the item is listed on a desktop requisition, purchase requisition, or
purchase order.

Maximo displays a message if the item cannot be deleted.

Item Master Reports

Service Items

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A service item is a special type of item used to define services that your
company utilizes. Service items cannot be issued, transferred, or contain
balances, but they can be used as part of job plans, work orders, and can be
used in the purchasing applications when creating purchase requisitions,
purchase orders, and so forth. Another way to think of service items is that
they are "planned services" or services that you plan to use or purchase.

You use the Service Items application to create records for any type of service
that your company uses or purchases on either a frequent or infrequent basis.
Some examples of service items include standard services associated with
purchasing such as freight or installation, or regular maintenance services
that you might purchase from a vendor, such as landscaping or janitorial
services.

Multisite and Service Items

Service Items are defined at the Item Set level. Item Sets exist below the
System level, but above the Organization level so that Organizations can
share data. This means that:

v Key fields for new records must be unique within the Item Set.

¥ Records are available to all users in the Organizations that share the Item
Set and who have security permissions to the application.

Some of the data on a service item record may be specific to a single
Organization or Site. For example the companies listed on the Vendors table
window are at the Organization level.

You use the Service Item/Organization Details action available from the
Select Action menu to specify Organization specific data such as GL Account
and Tax Codes for each Organization that uses the Item Set.
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Service Items and Job Plans

The Job Plans application includes a Services subtab on the Job Plan tab,

allowing you to include service items as part of a job plan.

Service Items and Purchasing

Service items can be requisitioned using Desktop Requisitions or the
Purchase Requisitions (PR) applications, and ordered using the Purchase
Orders (PO) application. When you order a service item, the PR or PO line
Type = STDSERVICE. Service items are always direct issue items because
they cannot be "stored" in a storeroom location.

Service Items and Work Orders

The Work Order Tracking application includes a Services subtab on both the
Plans and Actuals tabs. This allows you to plan for services when creating a
work plan, and record the actual costs for service items needed to complete the
work order.

Using the Service Items Application

To access the Service Items application, click the application link on your
Start Center, or select Inventory > Service Items from the Go To menu.

The Service Items application contains the following tabs:
v List — to search Maximo for service item records.

¥ Service — to create, view, or modify service item records.

Service Items Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Service Items application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Service Items Help.

How Do ...

add a commodity group to the database? Select Add/ Modify Commodity Codes from

the Select Action menu.

add or modify a commodity code in a commodity Select Add/ Modify Commodity Codes from

group?

the Select Action menu.

add a conversion factor, for example from “case”  Select Unit of Measure and Conversion >

to “each,” to the database?

Add/Modify Conversions from the Select
Action menu.
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How Do ...

add a unit of measure, for example feet or
gallons, to the database?

bookmark a record so that I can view it at a

later time?

clear a lock on the reorder process associated
with my user name?

create a service item record?

delete a record?

duplicate a record?

modify a conversion factor?

modify a unit of measure?

reorder items that will be issued without being
received into inventory?
run reports?

specify GL Account codes for a service item?

specify tax codes for an item?

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Add to Bookmarks from the Select
Action menu.

Select Reorder > Clear Reorder Locks from
the Select Action menu.

Click the New Service Item button in the
toolbar.

Select Delete Service Item from the Select
Action menu.

Select Duplicate Service Item from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Reorder > Reorder Direct Issue Itms/
Sves from the Select Action menu.

Select Run Reports from the Select Action
menu.

Select Service Item/Organization Details
from the Select Action menu.

Select Service Item/Organization Details
from the Select Action menu.

Creating Service Item Records

You can create a service item record for any type of service that your company
uses or purchases on either a frequent or infrequent basis. You can list the
vendors that you purchase the service from in the Vendors table window.

If you want to associate a GL. Account or a Tax Code with a service item, you
can use the Service Item/Organization Details action available from the
Select Action menu to do so.

You can use the Duplicate Service Item action to create a copy of an
existing service item, for example if purchase different services from the same
vendor. Once you duplicate a service item you can then modify it as needed.

Managing Service Item Records

Because they cannot be received into inventory or stored in a storeroom,
service items are always categorized as direct issue items. You can reorder a
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service item using the Reorder Direct Issue Itms/Svces action available
from the Select Action menu.

You can delete a service item record using the Delete Service Item action
available from the Select Action menu. For more information about the record
deletion rules, refer to the Maximo System Administrator’s Guide.

Service Items Reports

Stocked Tools

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A stocked tool is a tool that is tracked as inventory and stored on a
storeroom or tool crib. With Maximo you create tool records in the Tools
application, and create storeroom records in the Storerooms application, but
you manage the tools stocked in your storerooms using the Stocked Tools
application.

Using the Stocked Tools application you can track tool balances down to the
bin and lot level for a storeroom. You can track vendors that supply a tool, as
well as reorder details such as price and lead time for orders. You can view
rotating assets that list the tool as the rotating item on the asset, as well as
assets that list the tool as a spare part.

You use the Stocked Tools application to view information about a specific tool
at a specific storeroom location. The fields on a stocked tool record refer to
tool/location records. Current Balance, for example, means the current
balance of the tool at the storeroom in the Storeroom field. Like Current
Balance, the fields listed under Balance Summary, Issue History, and
Balances all apply to the tool in a specific storeroom.

Multisite and Stocked Tools

Like the Inventory application, the Stocked Tools application manages tool
inventory at the Site level.

Using the Stocked Tools Application

To access the Stocked Tools application, click the application link on your
Start Center, or select Inventory > Stocked Tools from the Go To menu.

The Stocked Tools application contains the following tabs:
v List — to search Maximo for tool/storeroom records.

v Stocked Tool — to enter, view, and modify information on the tools used
for maintenance work.
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¥ Vendors — to enter, view, modify, or delete information about vendors
and manufacturers for an item.

v Rotating Tool Assets — to identify and track rotating assets associated
with a rotating tool record.

¥ Where Used — to list all assets on which a tool is listed as a subassembly

or spare part.

Stocked Tools Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Stocked Tools application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Stocked Tools Help.

How Do I...

add a conversion factor, for example from “case”
to “each,” to the database?

add a unit of measure, for example feet or
gallons, to the database?

adjust the current balance in a storeroom based
on a physical count of the tool?

compare information for multiple vendors for a
tool?

create a tool record?

enter a physical count for a tool?

issue a tool to an asset, general ledger account,

location, or work order?

modify a conversion factor?

modify the current balance of a tool at this
storeroom location?

modify a unit of measure?

reset the year-to-date issue history for a tool?

run reports?

transfer tools from one bin to another?

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.

Select Adjustments > Reconcile Balances
from the Select Action menu.

Select View Vendor Analysis from the Select
Action menu.

Tool records are created in the Tools
application.

Select Adjustments > Physical Count from
the Select Action menu.

Select Issue Current Tool from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Adjustments > Current Balance from
the Select Action menu.

Select Unit of Measure and Conversion >
Add/Modify Units of Measure from the
Select Action menu.

Select Adjustments > Zero Year to Date
Quantities from the Select Action menu.

Select Run Reports from the Select Action
menu.

Select Transfer Current Tool from the Select
Action menu.
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How Do I...

transfer tools from one Site to another Site? Select Transfer Current Tool from the Select
Action menu.

transfer tools from one storeroom to another? Select Transfer Current Tool from the Select
Action menu.

view all of the storerooms that stock a tool? Select View Tool Availability from the Select
Action menu.

view inventory transactions (adjustments, Select View Inventory Transactions from

issues and transfers, receipts, and returns) the Select Action menu.

related to the current record?

Creating Stocked Tool Records

You use the Stocked Tools application to enter, display, and update
information for a specific tools at a specific storeroom location. With Maximo
you create tool records in the Tools application, and you create storeroom
records in the Storerooms application, but you manage your tool inventory in
the Stocked Tools application.

Stocked tool records can be created in any of the following ways:

¥ Tools can be added to a storeroom using the Add Tool to Storeroom
action available in the Tools application.

¥ Tools can be transferring from one storeroom to another using the Issues
and Transfers application.

v Newly purchased tools can be receiving into a storeroom using the
Receiving application.

Managing Stocked Tool Records

You can issue and transfer tool balances from a storeroom using the Issue
Current Tool and Transfer Current Tool actions available from the Select
Action menu. When you issue or transfer a tool, Maximo updates the tool
balances accordingly.

If you are trying to locate a tool in your inventory you can use the View Tool
Availability action to view balances for all storeroom locations that stock the
tool, all lots of the tool, all PRs and POs that list the tool, alternate tools that
can be substituted for the tool, and approved work orders that have created
reservations for the tool.

Stocked tool records may need to be adjusted from time to time, due to
damage, theft, or data entry errors. The following actions are available from
the Select Action menu that allow you to make adjustments to a stocked tool
record:

Zero Year to Date Quantities
Reconcile Balances

Physical Count

Current Balance

<4 4 € <
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NOTE: You might need security authorization to perform this action.
Stocked Tools Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

Storerooms

A storeroom is a location that contains inventory items. Storerooms have
General Ledger account codes associated with them to help track inventory
costs.

You use the Storerooms application to create new Storeroom records, define
the GL account codes to be associated with a storeroom, and view a read-only

list of items stocked at that storeroom location.

NOTE: Inventory stock can be issued to a courier or labor location, but these
"Inventory type" locations are not considered storerooms.

Multisite and Storerooms

Storeroom records are at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations. For example, you could
have a storeroom named "Central" at each Site.

¥ Records can only be viewed by users who have security permission to the
Site and the application.

Storerooms and Inventory

The records in the Inventory application are for an item/storeroom
combination. Balances for each item record are tracked separately for each
storeroom that stocks the item. Balances for all storerooms can be viewed
using the View Item Availability action in the Inventory application.

Items at Different Storeroom Locations

Filter * @ |+ | *1.-80i3% Download |
ttem Description Storeroom Current Balance  Commodity Group Rotating?  Wit? ABC Type Site
[11455 Al [ [ 1 [ J[ [ J» [eeororo
11453 Seal, Mechanical, Self Aligning- 1 In ID MACHSHOP 1.00 SEALS H H B BEDFORD e
11453 Seal, Mechanical, Self Aligning- 1 In 1D GARAGE 0.00 SEALS il i] BEDFORD e
11453 Seal, Mechanical, Self Aligning- 1 In 1D CEMTRAL 21.00 SEALS M M B BEDFORD Fe

[ select Records

Storerooms and Item Records

After a storeroom has been created you can create a master stock list by
associating items with the storeroom in the Item Master application using the
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Add Item to Storeroom action. Items are also deleted from a storeroom’s
master stock list in the Item Master application by deleting the storeroom
from the item records Storerooms tab.

Storerooms and Purchasing

Some companies do all of their purchasing at a central storeroom, and have all
other storerooms "purchase" their stock from that storeroom. Maximo refers to
this type of transfer as an internal purchase requisition or purchase order.
You select the Use in PO/PR? check box to indicate that a storeroom can be
used as a "vendor" for internal purchases.

Using the Storerooms Application

To access the Storerooms application, click the application link on your Start
Center, or select Inventory > Storerooms from the Go To menu.

The Storerooms application contains the following tabs:
v List — to search Maximo for storeroom records.

v Storeroom— to define storeroom locations and provide default GL
account code information.

v Items — to view a read-only list of items associated with the storeroom.

Storerooms Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Storerooms application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Storerooms Help.

How Do I...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

create a storeroom record?

delete a record?

Action menu.

Click the New Storeroom button in the
toolbar.

Select Delete Storeroom from the Select
Action menu.

Creating Storerooms

The Storerooms application lets you add new storeroom location records.
Storeroom locations are the names of your inventory storerooms, the places
inventory items are stored in and issued from.

This application is used to set the general ledger accounts to be associated
with each new storeroom location. You can indicate which GL Account code is
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to be charged for each type of inventory transaction associated with the
location. Check with your accounting department if you need information on
providing the proper GL account codes.

NOTE: Depending on your company’s business practices, you might need
security authorization to create storeroom locations and/or to provide
GL account code information for storeroom locations.

The Ship to and Bill to fields on a storeroom record are used as default
shipping and billing information by Maximo’s reorder process.

Managing Storerooms

Storerooms Reports

Tool Records

Items are added to and deleted from a storeroom’s master stock list in the
Item Master application.

You can delete a storeroom record using the Delete Storeroom action
available from the Select Action menu. You cannot delete a storeroom if there
are items or tools stocked in it.

For more information about the record deletion rules, refer to the Maximo
System Administrator’s Guide.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A tool is a special type of item record, where the item Type = TOOL. Because
tools are items, they can be managed in the same way that items are managed
in Maximo, that is, tracked in inventory, reserved in storerooms, issued and
transferred, charged to work orders, and so forth. The Tools application lets
you store information about the tools your company uses, both those tools
owned by your company and those leased from outside vendors.

Tools are typically non-consumable items that have an hourly rate charged
against them for their use. Some examples of tools include air compressors,
nail guns, calibration equipment, and heavy equipment such as cranes and
excavators.

Multisite and Tool Records

Tools are item records, which are defined at the Item Set level. Item Sets exist
below the System level, but above the Organization level so that
Organizations can share data. This means that:

v Key fields for new records must be unique within the Item Set.
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¥ Records are available to all users in the Organizations that share the Item
Set and who have security permissions to the application.

Some of the data on a tool record may be specific to a single Organization or
Site. For example, storerooms listed on the Storerooms tab are at the Site
level, and the companies listed on the Vendor tab are at the Organization
level.

You use the Tool/Organization Details action available from the Select
Action menu to specify Organization specific data such as Tool Rates, GL
Account, and Tax Codes for each Organization that uses the Item Set.

Tool Records and Assets

Tool records can be listed as a rotating item on an asset record. Asset records
where the value in the Rotating Item field is a tool can have a maintenance
record kept for them in the Assets application, and be tracked as tool
inventory using the Stocked Tools application.

For more information about rotating item records, see “Item Master Records
and Assets,” on page 6-20.

For more information about rotating asset records, see “Understanding
Rotating Assets,” on page 3-11.

Tool Records and Stocked Tools

You create tool records in the Tools application, but tool balances are tracked
using the Stocked Tools application.

Tool Records and Work Orders

Tools can be listed on job plans and work plans when you are estimating the
resources that will be required to perform specific work. Tools can also be
listed on work order actuals, when you are recording the actual costs for labor,
materials and so on that were required to complete the work order.

If you want Maximo to create a reservation for a tool listed on a work order,
check the Reservation Required? check box on the plans tab, and indicate
which Storeroom the reservation should be made against. All tool
reservations are deleted when the status of the work order changes to CLOSE.

Using the Tools Application

To access the Tools application, click the application link on your Start
Center, or select Inventory > Tools from the Go To menu.

The Tools application contains the following tabs:

v List— to search Maximo for tool records.
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v Tool — to enter, view, or modify tool records, and to specify alternate

tools.

¥ Storerooms — to view a read-only list of information about storerooms
that stock the tool.

¥ Vendors — to enter, view, modify, or delete information about vendors
and manufacturers for an item.

¥ Specifications — to classify a tool and add, view, modify, or delete
specifications that give details about the attributes of the tool.

Tools Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Rotating Tools application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the

Tools Help.

How Do I...

add a commodity group to the database?

add or modify a commodity code in a commodity
group?

add a conversion factor, for example from “case”

to “each,” to the database?

add a unit of measure, for example feet or
gallons, to the database?

add a tool to the tool list for a storeroom?
bookmark a record so that I can view it at a
later time?

create a tool record?

delete a record?

duplicate a record?

modify a conversion factor?

modify a unit of measure?

run reports?

Select Add/Modify Commodity Codes from
the Select Action menu.

Select Add/Modify Commodity Codes from
the Select Action menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Add Tools to Storeroom from the
Select Action menu.

Select Add to Bookmarks from the Select
Action menu.

Click the New Tool button in the toolbar.

Select Delete Tool from the Select Action
menu.

Select Duplicate Tool from the Select Action
menu.

Select Unit of Measure and Conversion >
Add/Modify Conversions from the Select
Action menu.

Select Unit of Measure and Conversion >
Add/Modify Measure Units from the Select
Action menu.

Select Run Reports from the Select Action
menu.
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How Do ...

specify GL Account codes for a tool? Select Tool/Organization Details from the

specify rates for a tool?

specify tax codes for a tool?

Select Action menu.

Select Tool/Organization Details from the
Select Action menu.

Select Tool/Organization Details from the
Select Action menu.

Creating Tool Records

Duplicating Tools

When creating tool records you can:
v add the tool to the tool list for one or more storerooms

v specify the tool rate, GL accounts, associated vendor, and tax codes to be
used by each Organization

v add a list of vendors that carry the tool
v list the specifications for the tool

v attach documents outside of Maximo that relate to the tool

You can use the Duplicate Tool action to create a copy of an existing tool
record, for example if you own similar tools with different manufacturers.
Once you duplicate a tool you can then modify it as needed.

Managing Tool Records

Deleting Tools

Tools Reports

You create tool records using the Tools application, but you manage tool
balances using the Stocked Tools application. Tools are added to storerooms
using the Add Tools to Storeroom action in the Tools application.

You can delete a tool record using the Delete Tool action available from the
Select Action menu.

For more information about the record deletion rules, refer to the Maximo
System Administrator’s Guide.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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The Planning Module consists of applications used to plan work and create
templates that can be copied to other Maximo records.

The Planning Module consists of the following applications:

Application Function

Job Plans Used to create a detailed description of how a job is
to be performed and the resources required to
complete it.

Routes Used to list related work assets (assets and/or
locations) that are considered "stops" along an
inspection or maintenance route.

Safety Plans Used to create a detailed plan of how to service
assets or locations safely.

NoOTE: The Safety Plans application is documented
in Chapter 11, "The Safety Module," on page
11-12.

You use the Job Plans application to create templates for preventive
maintenance, repairs, inspections, and other tasks. You include:

v the steps that must be performed to complete the work

¥ the number of workers needed to complete the work and the job skills they
must have

v the supplies and parts that will be needed

v the services required to complete the work

v the tools that must be available to complete the work

After these templates are created, they can be useful for planning worker
schedules, inventory stocks, and budgets.

You use the Safety Plans application to define the safety information that is
necessary to follow a specific job plan on a work asset. By identifying hazards,
precautions to be taken against those hazards, and any specified Tag Out
procedures for the asset or location, you can provide as much safety
information as possible for your maintenance personnel.

You use the Routes application to list related assets and/or locations that
require work to be performed along an inspection or maintenance circuit, for
example listing all the fire extinguishers in a building that require an annual
inspection. The stops along a route do not need to have the same job plan. A
route can also act as a simple list of assets or locations.
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Job Plans

A job plan is a template, with detailed description 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.

Multisite and Job Plans

Job Plans are at the System, or database level, but contain optional
Organization and Site fields that allow you to create job plans at the
Organization and Site levels.

The Job Plans application allows duplication of key fields, as long as it doesn’t
create conflicts. The Job Plan application uses the following rules to define
uniqueness:

1 Ifthereis ajob plan at the system level (that is with null values for the
Organization and Site fields) then no other job plan can share the
same job plan ID.

2 Ifthere is a job plan at the Organization level (that has a value in the
Organization field but the Site field is null) no other job plan within
that Organization can share the same job plan ID.

3 Ifthere is a job plan at the Site level (that has a value in both the
Organization and Site fields) all other job plans within that

Organization must have a Site specified if they share the same job plan
ID.

Job plan records contain optional Organization and Site fields for the job
plan, and for each job plan task. These fields may be used to specify that a job
plan or a task has been written for a particular Organization or Site. You can
use the Organization and Site fields when writing job plans where the task
details vary by Site. For example you can specify different laborers for
different Organizations, that materials should come from a different
storeroom depending on the Site, or that there are different tasks that must
be performed at a particular Site.

When the Organization and Site fields are null, the information is copied to
every work order that uses the job plan. When there is Organization and/or
Site information specified for all or part of the job plan, Maximo copies only
the job plan information that either matches the work order’s Organization
and Site or has a null Organization and Site.
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NOTE: Your access to Organizations and Sites determine how much of a job
plan record you can view. You cannot view job plan lines for
Organizations and Sites that you do not have security authorization for.

Job Plans and Preventive Maintenance

A job plan can be assigned to an unlimited number of preventive maintenance
(PM) or master PM records.

A job plan that does not have an Organization or Site specified for it may be
used on any PM. If the job plan has an Organization and/or Site specified,
then it can only be used for PMs for that Organization or Site, and cannot be
used for master PM records (which are at the System level).

Job Plans and Work Orders

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 a 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.

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.

Using the Job Plans Application

To access the Job Plans application, click the application link on your Start
Center, or select Plans > Job Plans from the Go To menu.

The Job Plans application contains the following tabs:

v List — to search Maximo for job plan records.

v Job Plan — to enter, view, or modify a job plan record. This tab displays
basic information about the job plan and is the tab where you specify the

job plan tasks, labor, materials, and tools.

¥ Work Assets — to associate work assets and their corresponding safety
plans with job plans.

Job Plans Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Job Plans application. For more detailed information, including
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prerequisites to performing an action and detailed procedures, refer to the Job

Plans Help.

How Do ...

add steps or tasks to a job plan?
associate the job plan with an asset or location?
bookmark a record so that I can view it at a

later time?

change a record’s status?

create a job plan record?

delete a record?

duplicate a record?

list the labor required for a job plan?

list the materials required for a job plan?

list services required for a job plan?

list tools required for a job plan?

run reports?

view the estimated costs for a job plan based on
the labor, materials, services, and tools listed on
the plan?

On the Job Plan tab, click New Row in the Job
Plan Tasks table window.

On the Work Assets tab, click New Row in the
Work Assets and Safety Plans table window.

Select Add to Bookmarks from the Select
Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

Click the New Job Plan button in the toolbar.

Select Delete Job Plan from the Select Action
menu.

Select Duplicate Job Plan from the Select
Action menu.

On the Labor subtab of the Job Plan tab, click
New Row to add a laborer or craft to the job
plan.

On the Materials subtab of the Job Plan tab,
click New Row or Select Spare Parts.

On the Services subtab of the Job Plan tab, click
New Row.

On the Tools subtab of the Job Plan tab, click
New Row.

Select Run Reports from the Select Action
menu.

Select View Costs from the Select Action
menu.

Creating Job Plans

Defining a Job Plan consists of the following steps:

¥ Defining the tasks by breaking the job down into steps in the Job Plan
Tasks table window.

¥ Defining the labor craft/skills and hours on the Labor subtab.

¥ Defining the materials needed on the Materials subtab.

¥ Defining the services needed on the Services subtab.

¥ Defining the tools needed on the Tools subtab.
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Defining Job Plan Tasks

After examining your company’s maintenance activities to identify the kinds
of work orders that are repeatedly generated, you can create job plans that
describe these common maintenance jobs. This can help you create estimates
for the labor, materials, services, and tools that are required for preventive
maintenance and periodic inspections.

Each maintenance job can be broken down into a series of steps that must be
performed to complete the job. Maximo calls these numbered steps or
operations tasks. The Tasks table window on the Job Plans page contains a
list of numbered tasks that have been defined for a job plan, along with a
description of the work to be done for that step, and the estimated time for its
completion.

For example, inspecting a fire extinguisher might include the following tasks:

¥ Check pressure
v Inspect gauge
v Complete inspection tag

You can assign the task’s number to any estimated labor, materials, services,
and tools that are associated with the task. This is helpful if you want to track
and report information by task.

Each maintenance job can be broken down into a series of steps that must be
performed to complete the job. You use the Job Plan Tasks table window to
define a list of numbered tasks for the job plan, along with a description of the
work to be done at that step and the estimated hours for its completion. Each
job plan task can include the following information:

v Sequence — Used to identify the order in which tasks should be
performed. Tasks can have the same sequence number if they should or
could be performed simultaneously. After you apply a job plan to a work
order, Maximo copies the sequence numbers to the work order's tasks.
This sequence number can then be used in Maximo Project Manager.

v Task ID — Unique identifier of the task. The default is for Maximo to
increment task numbers by 10, for example, 10, 20, 30, and so on. This
gives you the flexibility to add new tasks between existing ones.

v Description — Description of the work to be done for the task.
¥ Duration — Estimated number of hours to perform the task.

¥ Meter — The meter associated with the measurement point on an asset,
for example a pressure gauge.

Maximo sorts job plan tasks by Sequence, then by Task ID. If a job plan does
not have a Sequence indicated, the system sorts tasks in numerically
ascending order by Task ID, making the task with the lowest number the first
step of your job plan.

You can enter task numbers for estimated labor, materials, services, and
tools, although you are not required to do so. Task numbers on the subtabs do
not need to be unique, but must match existing tasks in the job plan.
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Defining Job Plan Labor

The task number you use for estimated labor, materials, services, or tools
corresponds to the job plan task where it is used. This lets you track estimates
by task through the use of reports, which can be valuable when the job plan is
lengthy or complicated.

Some tasks might be performed by any maintenance worker, while others can
require specialized skills to be performed safely, for example, working with
electrical current. You use the Labor subtab to define the labor and craft
needs of a job plan, including the required skill levels, vendor and contract,
number or workers needed, and estimated hours to complete the work. You
can specify either a labor or a craft on a line, but not both.

Tip: Since job plans are templates that can be reused, most planners specify
crafts rather than laborers when planning labor. This allows planners to
assign the work to laborers when work orders are created from the job
plan.

NOTE: Labor records are created in the Labor application. Craft records are
created in the Crafts application.

Defining Job Plan Materials

Defining Job Plan Services

Defining Job Plan Tools

If you know that a job requires certain items or materials, for example
replacement parts, you can record them as part of the job plan. You use the
Materials subtab to define a materials list for the job plan, including items
needed, quantity needed, and issuing storeroom and Site.

Each time you add, modify, or delete items or quantities on the Materials
subtab, Maximo updates the following fields automatically

v Line Cost (Materials subtab)
v Estimated Total Material Cost (View Costs action)
v Total Cost (View Costs action)

NOTE: Item records are created in the Item Master application.

If a job plan requires services that your company cannot provide and must
purchase from an outside vendor, you can record them as part of the job plan.
You use the Services subtab to define the services that must be purchased for
the job plan, including the service, quantity, and vendor.

Each time you add, modify, or delete a service or quantity on the Services
subtab, Maximo updates the following fields automatically

v Line Cost (Services subtab)
v Estimated Total Service Cost (View Costs action)
v Total Cost (View Costs action)

NOTE: Standard service records are created in the Service Items application.

If you know that specific tools are required for a job, you can record that
information as part of a job plan. You use the Tools subtab to define a list of
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tools needed by the job plan, including the number of tools needed, tool rate,
and estimated line costs.

Each time you add, modify, or delete a tool, quantity, hours, or rate on the
Tools subtab Maximo updates the following fields automatically

v Line Cost (Tools subtab)
v Estimated Total Tool Cost (View Costs action)
v Total Cost (View Costs action)

If you want Maximo to create a reservation for a tool listed on a job plan,
check the Reservation Required? check box. You do not need to indicate
which Storeroom the reservation should be made against, since job plans can
be used by different Sites.

NOTE: Tool records are created in the Tools application.

Associating Work Assets with a Job Plan

Ownership of Job Plans

Duplicating Job Plans

You use the Work Assets tab to associate locations, assets, and items to job
plans. You can assign Safety Plans to individual work assets at the same time.
The table window displays the assets that have been associated with the Job
Plan.

You can associate rotating items with a job plan.If you select the Create WO
When Purchasing This Rotating Asset? check box, Maximo will create a
work order each time the item is purchased, for example if the rotating asset
requires installation.

Individuals or groups can assume responsibility, or "ownership" of a work
order in Maximo. You can specify the Owner or Owner Group for a work
order when you create a job plan.

When a job plan is applied to a work order, the Owner or Owner Group field
is copied from the job plan to the work order if the Owner or Owner Group
field on the work order does not already contain a value.

The ownership value listed on a job plan has precedence over any ownership
value listed on a PM when you generate work orders from a PM.

For more information about ownership of work orders, see “Ownership of
Work Orders,” on page 14-5.

You can use the Duplicate Job Plan action to create a copy of an existing job
plan, for example if you want to create a similar job plan for two different
Sites. Once you duplicate a job plan you can then modify it as needed.

NoTE: When you duplicate a job plan, Maximo duplicates only the portions of
the job plan that you have security access to view based on your security
authorizations.
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Managing Job Plans

Job Plan Statuses

Deleting a Job Plan

Job Plan Reports

Routes

As a best practice, job plan records that are no longer needed should be
disabled by having their status changed rather than deleted.

A Job Plan record can have one of the following statuses:

v DRAFT — Default status for new records. Job plan is still being created
and has not yet been approved for use on work orders. Job plan records
with a status of DRAFT cannot be associated with PMs, routes, or work
orders.

v ACTIVE — Job plans that have been approved for use on work orders. A
job plan record must be active to be associated with PMs, routes, or work
orders

v INACTIVE — Job plans that are no longer required, for example one that
has been replaced by a different job plan. Inactive job plan records do not
appear in select value lists. Job plan records with a status of INACTIVE
cannot be associated with PMs, routes, or work orders

Before you can change the status of a job plan record to INACTIVE, the
following must be true:

¥ The job plan cannot be referenced on any PMs.
¥ The job plan cannot be referenced on any routes.

NOTE: When you are searching for a job plan to apply to a work order, job plans
that have a status of DRAFT and INACTIVE will not be visible. Only
ACTIVE job plans can be applied to PMs, routes, or work orders

If a job plan record is not listed on any other Maximo record (for example
listed on a work order) it can be deleted by selecting Delete Job Plan from
the Select Action menu. Maximo will display an error message if the job plan
can not be deleted.

NOTE: You can only delete a job plan if you have security authorization to view
all of the job plan, that is access to all Organizations and Sites listed on
the job plan.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.

A route is a list of related work assets, which can be considered “stops” along
the route. These route stops can be assets or locations, or a combination of the
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two. A route can be a simple asset list. You can also create a route that lists
assets that are related by location, for example all of the servers in a computer
lab, or by type of asset, such as all fire extinguishers located throughout the
site. Routes simplify building hierarchies of work orders for inspections.

You can use a route in the following ways:

v Apply the route to a preventive maintenance record to generate
inspection-type work orders for all work assets listed as stops on the route.

v Apply the route to a work order and generate child work orders for each
work asset listed as a stop on the route.

Multisite and Routes

Assets and Locations are defined at the Site level. Since Routes are a list of
assets and or locations, routes are defined at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations.

v Records can only be viewed by users who have security permission to the
Site and the application.

Routes and Other Applications

You can simplify your maintenance routines by creating a list of assets or
locations that require the same types of periodic maintenance. You also might
generate work orders for a list of assets or locations, so that the work can be
done at the same time, while the labor, materials, and tools are available. In
Maximo, this list of assets or locations is called a route.

Routes can be applied to records created in the following applications:

Changes

Preventive Maintenance
Quick Reporting
Releases

Work Order Tracking

4 4 4 <<«

Using the Routes Application

To access the Routes application, click the application link on your Start
Center, or select Plans > Routes from the Go To menu.

The Routes application contains the following tabs:
v List — to search Maximo for route records.

v Route — to enter, view, or modify routes.
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Routes Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Routes application. For more detailed information, including
prerequisites to performing an action and detailed procedures, refer to the
Routes Help.

How Do I...

add an asset or a location as a route stop? Click New Row in the Route Stops table
window.

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?
create a route record?

delete a record?

duplicate a record?

Action menu.
Click the New Route button in the toolbar.

Select Delete Route from the Select Action
menu.

Select Duplicate Route from the Select Action
menu.

remove an asset or location as a route stop? In the Route Stops table window, click Mark

run reports?

Row for Delete next to the stop you want to
remove.

Select Run Reports from the Select Action
menu.

Creating Routes

Managing Routes

Routes Reports

Before you can apply a route to a work order or PM, you must create it in the
Routes application. You can list both assets and locations on a single route.
You can also enter a Sequence number to indicate that the stops should be
worked on in a certain order.

NOTE: Before you can add assets or locations to a route, you must first create
records for them in the Assets or Locations applications.

Tip: Routes for rotating assets (for example fire extinguishers) should be
created by location, since actual assets at each location may change over
time.

You can add, modify, or delete route stops at any time. You can modify or
delete routes at any time.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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The Preventive
Maintenance Module

Preventive maintenance (PM) work is maintenance work performed on a
regular schedule in order to keep assets running efficiently. The applications
in the Preventive Maintenance module can help you to plan and budget for
regular maintenance work by planning the labor, material, service, and tool
needs of your regularly scheduled maintenance and inspection work orders.

The Preventive Maintenance module consists of the following applications:

Application Function

Master PM Used to create generic preventive maintenance
templates.

Preventive Used to plan periodic, preventive maintenance, and

Maintenance inspections for assets and locations.

You use the Master PM application to create generic maintenance templates.
These can be for preventive maintenance, inspections, or any other type of
periodic work. You can specify the frequency that the work should be
performed, seasonal dates that apply to the PM, and one or more job plans
that apply to the PM. Job plans are created in the Job Plans application. Job
plans list tasks, labor, materials, service, and tool requirements needed to
complete preventive maintenance, inspection, or other work that can be
planned in advance.

Once you have created a Master PM you can use it to create associated PMs.
Associated PMs are non-master PMs that are created and managed in the
Preventive Maintenance application and are for a specific asset or location.
Non-master PMs are used to generate preventive maintenance work orders
for assets and locations.

Master PMs vs. Preventive Maintenance Records

Master PM records are defined at the System, or database level in Multisite.
You use the Master PM application to define generic preventive maintenance
records, either for general maintenance, or for rotating items (For more
information about rotating items, see “Item Master Records and Assets,” on
page 6-20). You do not generate work orders with Master PMs or include
them in PM hierarchies. Master PM records can be used to create Site specific
associated PM records. When you use a Master PM to create an associated
PM, Maximo copies the data to the associated PM, which can then be modified
as needed.
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Preventive Maintenance (PM) records are defined at the Site level You create
PM records for a specific asset or location, at a specific Site. PM records can
only be used to generate PM work orders at their specified Site. You can group
PM records into hierarchies that reflect asset or location hierarchies.

Master PM Records

A Master PM is a template used to create other PM records. You can create
generic Master PMs for general preventive maintenance or inspection tasks,
for example a generic list to be used for a facilities inspection. You can also
create Master PM records for rotating items, which can be used to create
associated PM records for assets and locations that have the rotating item
listed on their records.

A Master PM record is not used to generate work orders, it is used to create
associated PM records, which are managed in the Preventive Maintenance
application. Associated PM records contain Site specific information and are
used to generate work orders for assets and locations. You can also use Master
PMs to automatically update information on associated PMs.

Multisite and Master PM Records

Master PMs are at the System, or database level. This means that:
v Key fields for new records must be unique within the Maximo database.

¥ Records are available to all users of the database who have security
permissions to the application.

When you list a rotating Item on a Master PM, you must specify which Item
Set the item belongs to. The same item record may appear in more than one
Item Set, but the selected Item Set will determine which Organizations can
use the Master PM. For more information about Item Sets, see “Inventory and
Multisite - Item Sets,” on page 6-3.

Master PM Records and Items

When you create new Master PMs Maximo enters a value in the Item Set
field based on the Site listed on your person record. You have the option of
specifying a rotating Item for the Master PM. By default Maximo checks the
Create Associated PMs for Item’s Location? and Create Associated
PMs for Item’s Asset? check boxes, which allows you to create associated
PMs for any asset or location record that lists the item in the record’s
Rotating Item field.

Master PM Records and Job Plans

You can specify one or more job plans on a Master PM record. A job plan
describes the tasks that need to be performed on a work order, and the labor,
materials, services, and tools that will be needed. Job plans are created in the
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Job Plans application. Job plans are usually asset specific, they are written for
a specific asset, item, or location.

Job plans are defined at the System level in Multisite, but can contain Site
specific details. When Maximo copies job plan data to a PM work order, it
copies the information on the job plan that applies to the work order Site.

NOTE: Job plans that have a Site specified for the record cannot be associated
with a Master PM because they are Site specific.

Master PM Records and Preventive Maintenance

Master PM records are templates, that are used to create other PM records
via the Create Associated PMs action in the Master PM Select Action menu.
Associated or non-master PM records are viewed and managed in the
Preventive Maintenance application. You can use the Update Associated
PM action in the Master PM application to copy updated information from a
Master PM to it’s associated PMs.

NOTE: The information that can be copied when you use the Update
Associated PM action is governed by settings on both the Master PM

and associated PM records. For more information, see “Updating
Associated PMs,” on page 8-7.

Using the Master PM Application

To access the Master PM application, click the application link on your Start
Center, or select Preventive Maintenance> Master PM from the Go To
menu.

The Master PM application contains the following tabs:

v List — to search Maximo for master PM records.

v Master PM — to enter, view, or modify master PM records.

v Frequency — to enter, view, or modify scheduling criteria to use when
generating work orders.

v Seasonal Dates — to specify a PM's active months or seasons.

v Job Plan Sequence — to add, view, modify, and sequence a progression
of job plans for PM work.

Master PM Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Master PM application. For more detailed information, including
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prerequisites to performing an action and detailed procedures, refer to the

Master PM Help.

How Do ...

bookmark a record so that I can view it at a
later time?

copy updated information from a Master PM
record to its associated PMs?

create associated PM from a Master PM record?
create a master PM record?

delete a record?

duplicate a record?

Select Add to Bookmarks from the Select
Action menu.

Select Update Associated PMs from the
Select Action menu.

Select Create Associated PMs from the Select
Action menu.

Click the New Master PM button in the
toolbar.

Select Delete Master PM from the Select
Action menu.

Select Duplicate Master PM from the Select
Action menu.

Creating Master PMs

Master PMs are templates for other PM records. You can create generic
Master PMs for general preventive maintenance or inspection tasks, for
example a generic list to be used for a facilities inspection. You can also create
Master PM records for rotating items, which can be used to create associated
PM records for assets and locations that have the rotating item listed on their

records.

When you create a Master PM you can specify

¥ how frequently work orders should be generated from the PM, based on
either elapsed time or meter readings

¥ the active days and dates when work orders can be generated

¥ one or more job plans that should be used when work orders are generated
from the PM, and the sequence be followed when applying multiple job
plans to work orders

Setting PM Frequency

You use the Frequency tab to specify how often work orders should be
generated from a PM. You must specify a frequency for a PM before Maximo
can use it to generate work orders. You do not generate work orders from a
Master PM, but the frequency data is copied to associated PMs created from

the Master PM.

The Frequency tab contains two subtabs

v Time Based Frequency — Used to define the Frequency Units (days,
weeks, months, and years) and Frequency that should be used when
generating time based PM work orders.

84
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Setting Seasonal Dates

Job Plan Sequencing

v Meter Based Frequency — Used to define one or more Meters and the
criteria that determines when PM work orders should be generated based
on meter readings.

NOTE: You can only list continuous type meters on a Master PM. For more
information about types of meters, see “Meter Types,” on page 3-35.

You can create PMs that generate work orders based on elapsed time between
work orders, or meter readings, or both. Typically PMs for assets measure
both elapsed time between work orders and changes to meter readings.
Although locations also support meters, typically PMs for locations are based
solely on elapsed time between work orders.

You use the Seasonal Dates tab to specify the active days, dates, or seasons for
a PM. For example, your plant runs a five day week, and does not run on
Saturday or Sunday. If you do not want Maximo to generate PM work orders
that are due on the weekend you would clear the Saturday? and Sunday?
check boxes.

If the PM is for seasonal work such as air conditioning maintenance, or
servicing snow removal equipment, you can use the Active Dates table
window to indicate the start and end dates for the period of time that the PM
should be active. You can list multiple active periods. When Maximo
generates PM work orders, it checks the active dates listed on the Seasonal
Dates tab.

CAUTION: Maximo only considers seasonal dates for PMs that are time based.
Meter based frequencies are not affected by seasonal dates.

You use the Job Plan Sequence tab to specify the order that job plans should
be applied to PM work orders. The value in the Sequence field indicates that
Maximo should use the job plan every Nth time that work orders are
generated, where n = the sequence number. For example, if you have a job
plan for monthly maintenance and a different job plan to be used once a
quarter, the sequence for the monthly job plan would be "1" (every month) and
the sequence for the quarterly job plan would be "3" (every three months). The
following table contains some examples of sequencing for time based monthly
maintenance.

Monthly Monthly Monthly
maintenance. maintenance maintenance,
with a separate with a separate
job plan for job plan for six
quarterly month and
maintenance. twelve month
maintenance.
Month Sequence Sequence Sequence
January 1 1 1
February 1 1 1
March 1 3 1
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Monthly Monthly Monthly
maintenance. maintenance maintenance,
with a separate with a separate
job plan for job plan for six
quarterly month and
maintenance. twelve month
maintenance.
Month Sequence Sequence Sequence
April 1 1 1
May 1 1 1
June 1 3 6
July 1 1 1
August 1 1 1
September 1 3 1
October 1 1 1
November 1 1 1
December 1 3 12

Managing Master PMs

Once you have created a Master PM, you can create and update associated
PMs based on information on the Master PM.

Creating Associated PMs

Associate PM records are records for specific assets or locations that are
created from a Master PM or contain a reference to the Master PM. For
example, you could create a master PM for regular oil changes for a certain
model truck. Using that master PM, you could then create one associate PM
for each truck of that model in your fleet.

Associate PMs can be created in two ways:

¥ Create associate PMs from a master PM using the Create Associated
PMs action.

v Associate existing PMs with a master PM by entering an identifier in the
record’s Master PM field.

The Create Associated PMs dialog box contains two tabs, assets and locations.
The tabs display all assets and locations that

Vv contain the rotating item listed on the Master PM

¥ do not already have a PM that references this Master PM

¥ have a status of NOT READY or ACTIVE

¥ Dbelong to Sites that you have permission to view

NoOTE: If the Create Associated PMs for Item’s Location? check box has
been cleared, you cannot create associated PMs for locations. If the
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Updating Associated PMs

Deleting Master PMs

Master PM Reports

Create Associated PMs for Item’s Asset? check box has been
cleared, you cannot create associated PMs for assets.

A Master PM can be associated with PMs at more than one Site. When you
use the Update Associated PMs action to update PM records, you can select
which Sites you want to update.

Maximo updates the associated PMs if the PM references the Master PM and
the Override Updates from the Master PM? check box on the associated
PM record is cleared

NOTE: Maximo only updates PMs for an asset or location if the meters on the
asset or location record match all of the meters listed on the Master PM.

Maximo copies information from the Master PM to the associated PM under
the following conditions:

v Ifthe Update Existing PMs? check box on the Frequency tab of the
Master PM is selected, Maximo copies the values from the Extended
Date and Adjust Next Due Date? fields to the associated PM.

v Ifthe Update Time Based Information on Existing PMs? check box
on the Time Based Frequency subtab of the Master PM is selected,
Maximo updates the Frequency, Frequency Units, and Alert Lead
(Days) fields.

v Ifthe Update Meter Based Information on Existing PMs? check box
on the Time Based Frequency subtab of the Master PM is selected,
Maximo updates the Frequency, Alert Lead, and Generate WO Ahead
By fields.

v Ifthe Update Existing PMs Seasonal Dates? check box on the Seasonal
Dates tab of the Master PM is selected, Maximo updates seasonal date
information.

v Ifthe Update Job Plan Sequence in Existing PMs? check box on the
Job Plan Sequence tab of the Master PM is selected, Maximo updates the
job plan sequence.

If a Master PM record does not have any associated PMs it can be deleted by
selecting Delete Master PM from the Select Action menu. Maximo will
display an error message if the Master PM can not be deleted.

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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Preventive Maintenance Records

A Preventive Maintenance (PM) record is a plan to perform periodic work
on an asset or location, or a group of assets and locations that are listed on a
route.

Many assets and locations require regular maintenance to ensure
uninterrupted efficiency and to guard against breakdowns. Assets and
locations may also require other non-preventive maintenance work that must
also be figured into maintenance schedules, for example, periodic inspections.

You use the Preventive Maintenance (PM) application to create PM records
for preventive maintenance, periodic maintenance, or periodic inspections or
certifications. You define how often work should be performed based on the
elapsed time and meter readings and seasonal dates. You can list job plans on
the PM, which estimate the labor, materials, services, and tools needed to
complete the work. When you generate work orders from the PM, Maximo
copies job plan and safety plan information to the work order.

You can also group PMs into hierarchies that match your asset or location
hierarchies. When you generate work orders from the PM, Maximo creates a
work order hierarchy from the PM hierarchy.

Ownership of Preventive Maintenance Records

Individuals or groups can assume responsibility, or "ownership" of a work
order in Maximo. When a group owns a work order, all members of that group
see the work order in their Work View. If a member of a group takes
ownership of a work order, they are responsible for managing the work order
until it is complete, or delegated to another group or person.

Job plan and preventive maintenance records contain Owner and Group
Owner fields, and when you generate a PM work order or apply a job plan to
a work order, Maximo automatically copies the values in these fields to the
work order. You can also assign ownership to a work order using the Select
Owner and Take Ownership actions available in the Work Order Tracking
application. Your company may also design a Workflow process that assigns
ownership of work orders.

NoOTE: When you generate a work order from a PM, the Owner or Owner
Group listed on a Job Plan takes precedence over the Owner or
Owner Group listed on a PM record.

Multisite and Preventive Maintenance

PM records are at the Site level. This means that:

v Maximo requires that key fields be unique to a Site, but allows duplication
of record IDs used by other Sites or Organizations.

v Records can only be viewed by users who have security permission to the
Site and the application.

8-8
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Preventive Maintenance Records and Assets/Locations

You create PM records for a specific asset or location record. You can create
multiple PMs for identical assets or locations using one of two methods:

v If the asset or location record lists a Rotating Item you can create a
Master PM with the same Item. You can use the Master PM to create
associated PMs for each individual asset or location.

v If the asset or location record does not list a Rotating Item you can create
a PM record for one of the assets or location, then use the Duplicate PM
action to create a PM for each additional asset or location.

Preventive Maintenance Records and Job Plans

You can specify one or more job plans on a PM record. A job plan describes the
tasks that need to be performed on a work order, and the labor, materials,
services, and tools that will be needed. Job plans are created in the Job Plans
application. Job plans are usually asset specific, they are written for a specific
asset, item, or location.

Job plans are defined at the System level in Multisite, but can contain
Organization and Site specific details. When Maximo copies job plan data to a
PM work order, it copies the information on the job plan that applies to the
work order Site.

Preventive Maintenance Records and Master PMs

You can create PM records from a Master PM, or associate existing PMs with
a Master PM. Master PMs can update information on associated PMs based
on settings on both the PM and the Master PM record. For more information,
see “Updating Associated PMs,” on page 8-7.

Preventive Maintenance Records and Routes

You use the Routes application to create lists of related work assets, which are
considered “stops” along the route. These route stops can be assets or
locations, or a combination of the two. When you list a route on a PM record
and generate work orders, Maximo creates a work order hierarchy with a top
level work order, and child work orders for each of the route stops.

Preventive Maintenance Records and Safety Plans

You do not define safety information on a PM record. Safety information is
defined on asset, item, and location records. You can also define safety
information on job plans.

When you include asset, item, job plan, or location records that contain safety
information on a PM, when you generate work orders Maximo copies the
safety information to the work order.
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Preventive Maintenance Records and Work Orders

You use PM records to generate work orders. Maximo generates work orders
based on options set by your system administrator and the frequency, date
criteria, and meters listed on the PM record. When Maximo creates work
orders, it copies job plans to the work orders based on the data entered on the
Job Plan Sequence tab of the PM.

Using the Preventive Maintenance Application

To access the Preventive Maintenance application, click the application link
on your Start Center, or select Preventive Maintenance > Preventive
Maintenance from the Go To menu.

The Preventive Maintenance application contains the following tabs:

v List — to search Maximo for PM records.

v PM — to enter, view, or modify Preventive Maintenance records and
associate them with assets, locations, or GL accounts.

v Frequency — to enter, view, or modify scheduling criteria for the
generation of work orders.

v Seasonal Dates — to specify a PM's active months or seasons.

v Job Plan Sequence — to add, view, modify, and sequence a progression
of job plans for PM work.

v PM Hierarchy — to enter, view, or modify PM hierarchies to generate
scheduled work order hierarchies.

Preventive Maintenance Application Quick Reference

The following chart provides a quick reference to common tasks you perform
with the Preventive Maintenance application. For more detailed information,
including prerequisites to performing an action and detailed procedures, refer
to the Preventive Maintenance Help.

How Do ...

bookmark a record so that I can view it at a Select Add to Bookmarks from the Select

later time?

change a record’s status?

Action menu.

Click the Change Status button in the toolbar.
Select Change Status from the Select Action
menu.

change the value in the Counter field?

create a preventive maintenance (PM) record?

delete a record?

Select Set PM Counter from the Select Action
menu.

Click the New PM button in the toolbar.

Select Delete PM from the Select Action menu.
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How Do I...

duplicate a record?

Select Duplicate PM from the Select Action
menu.

enter a meter reading after a work order has Select Set Reading at Last WO from the

been completed?

Select Action menu.

generate a work order based on one or more Select Generate Work Orders from the Select

PMs?

run reports?

Action menu.
Tip: You can use the List tab to generate work
orders from multiple PMs.

Select Run Reports from the Select Action

menu.
view the job plan sequence for work orders Select View Sequence from the Select Action
generated based on the PM? menu.

Creating PMs

Setting Priority for PMs

You use the Preventive Maintenance application to create PM records. You
can also create PM records in the Master PM application via the Create
Associated PMs action.

When you create a PM record you specify an Asset, Location, or Route for
the PM. You can create a PM record for either an asset or location, but not
both. You define how often work should be performed based on the elapsed
time and meter readings and seasonal dates. You can list job plans on the PM,
which estimate the labor, materials, services, and tools needed to complete the
work.

CAUTION: You must set a frequency for a PM before Maximo can generate work
orders from it.

Maximo uses values between 0 and 999 to indicate priority for work orders,
assets, and locations. Since preventive maintenance is designed to reduce
corrective work orders, the priority values set for PM records should be higher
than the values used for corrective maintenance. For information about
recommended priority values, see “Work Order Priority,” on page 14-4.

Priority values specified for PMs are copied to the work orders that are
generated from the PM in the following manner:

¥ When there is a PM hierarchy and the child PMs have priorities, the
priority of the parent PM is copied to the parent work order, and the
priorities of the child PMs are copied to the child work orders.

¥ When a PM has a job plan the PM priority is copied to the work order, and
the job plan priority is copied to the work order tasks.

m If the PM does not have a priority, the job plan priority will be copied to
the work order as well as the tasks.
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Setting PM Frequency

Setting Seasonal Dates

Job Plan Sequencing

m  Ifthe job plan does not have a priority, the PM priority will be copied to
the tasks as well as the work order.

When a PM has a route with priorities from a job plan, the PM priority will be
copied to the work order, and the job plan priorities will be copied to the child
work orders created for each route stop.

You use the Frequency tab to define the schedule for how often Maximo
should generate work orders for the PM. You can create a PM schedule to
generate work orders based on elapsed time between work orders or changes
to asset meter readings over time, or both. For example, you might want to
change the oil in a vehicle every three months or 3,000 miles, whichever comes
first.

For time based PMs you specify the number of days between generating PM
work orders using the following fields:

v Frequency — Number of time units (days, weeks, months, or years) to
elapse between work orders you generate from this PM.

v Frequency Units — Defines the time units (days, weeks, months, or
years) for the Frequency field.

v Estimated Next Due Date — Date the next work order is scheduled to
be generated from the PM. This field should contain a value for Maximo to
be able to generate work orders.

A typical PM schedule for an asset measures both elapsed time between work
orders and changes to meter readings. The Generate WO Based on Meter
Reading (Do Not Estimate)? check box allows you the option to generate
work orders based on either an estimated next due date, or on the actual
meter reading.

v checked (Yes) — This option does not allow Maximo to generate work
orders until the specified meter reading has been reached. This is useful
when the asset use schedule fluctuates, for example seasonal assets or
fleet vehicles.

v empty (No) — This option allows Maximo to use an estimated due date to
generate work orders. This estimate is based on elapsed time and average
changes in meter readings. This option allows work orders to be generated
even if meter readings are not entered as often as they should be. This is
useful if the asset is in continuous operation, for example manufacturing
plants.

For information about setting seasonal dates, see “Setting Seasonal Dates,” on
page 8-5.

For information about job plan sequencing, see “Job Plan Sequencing,” on
page 8-5.
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PM Hierarchies

A PM hierarchy is a group of PMs arranged in parent-child relationships. At
the highest level of a PM hierarchy, one PM that is the parent. This top-level
PM can have one or more child PMs. Each child PM can have one or more
children, and so on. A child PM can have only one parent PM. You can create
PM hierarchies that mirror your asset and location hierarchies.

You use PM hierarchies to generate hierarchies of scheduled work orders.
When one PM in the hierarchy is due to be generated, Maximo generates PM
work orders for every PM in the hierarchy. You can add a sequence number to
each PM in a PM hierarchy; the sequence number is copied to work orders you
generate from the PM.

You cannot delete a PM record that is part of a hierarchy. PM records that
have a parent or child PMs must be removed from their hierarchies before you
can delete them.

Managing PMs

Managing PMs includes generating PM work orders and keeping track of the
status of assets and locations.

Generating PM Work Orders
You can generate work orders from a PM record in one of three ways:

v Automatically (Time based) — Your system administrator can use the
Cron Task application to set up a PM cron task. A cron task is a software
command to execute a task at a particular time.

v Automatically (Meter based) — If you select the Generate WO When
Meter Frequency is Reached? check box, Maximo automatically checks
to see if PM work orders should be generated every time meter readings
are entered for an asset or location.

¥ Manually — Use the Generate Work Orders action available from the
Select Action menu to generate work orders from one or more PM records.
You can use the List tab to select multiple PMs to use to generate work
orders.

When you generate work orders from a PM, Maximo checks the frequency
criteria and determines if a work order should be generated. If the frequency
criteria has not been met, no work orders are generated. If the asset or
location does not have a status of ACTIVE, no work orders are generated. If
the frequency criteria have been met, Maximo creates PM work orders, which
can be viewed and managed using the Work Order Tracking application.

NOTE: Frequency must be set for a PM before work orders can be generated
from it.

PM Statuses

A PM record can have one of the following statuses:

Maximo 6, 08/2006 8-13



Using the Preventive Maintenance Application

v

Tip:

DRAFT — Default status for new records. PM is still being created and
has not yet been approved for use. PM records with a status of DRAFT
cannot be used to generate work order records.

ACTIVE — A PM record must be active before it can be used to generate
work orders.When you change a PM’s status to ACTIVE, Maximo
automatically checks to make sure that the asset or location listed on the
PM is in a status of either NOT READY or ACTIVE. You cannot change a
PM status to ACTIVE if the asset or location listed on the PM is
DECOMMISSIONED.

INACTIVE — PM records with a status of INACTIVE cannot be used to
generate work orders.

When you change the status of a PM record that is the top level of a PM
hierarchy, you can also change the status of all of the records in the
hierarchy by selecting the Roll new status to all child PMs? check box
in the Change Status dialog box.

Preventive Maintenance Reports

For information about the reports available with this application, refer to the
Report Administration and Development Guide.
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The Purchasing Module

The Purchasing Module is one of the Maximo modules devoted to financial
and purchasing functions. The Financial Module allows administrators to set
up currency codes, exchange rates, the Chart of Accounts that users access via
the GL Account Navigator, and to perform cost management. The Contracts
Module allows you to create master contracts, purchase contracts, lease/rental
contracts, labor rate contracts, and warranty contracts. The Purchasing
Module tracks requests for and purchases of materials and services, receipt of
the purchases, and invoices for the purchases.

The Purchasing Module consists of the following applications:

Application

Function

Companies

Company Masters

Invoices
Purchase Orders
Purchase
Requisitions

Receiving

Request for
Quotation

Terms and
Conditions

Used to manage records for manufacturers,
vendors, and other companies that do business with
you.

Used to define companies that belong to a Company
Set that can be shared by one or more
Organizations.

Used to record invoices and match against purchase
orders and receipts for approval.

Used to purchase materials or services from an
internal supplier or an external vendor.

Used to request the ordering of materials or
services.

Used to receive materials into inventory and record
the receipt of services.

Used to request and manage vendor quotations for
prices and delivery information for goods and
services.

Used to enter and maintain a library of terms and
conditions to be used on contracts and purchasing
documents. These terms can contain information
such as liability concerns, shipping and handling
details, or delivery time expectations.

NOTE: The Terms and Conditions application is
documented in "Terms and Conditions," in
Chapter 4, "The Contracts Module," on page
4-20.
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Obtaining the materials and services required to complete work is an
important part of any maintenance process. As inventory balances decrease in
the storerooms, you must replenish these balances.

You use the Company Master and Companies applications to create records

for the vendors that provide you with goods and contract labor, other service
providers, and asset manufacturers. Any value appearing in a Company or
Vendor field on a Maximo record should have a company record associated

with it.

You can use the Terms and Conditions application to create a library of terms
that can be used on purchasing records. These terms and conditions can also
be used in the Contracts module when you are creating records for labor rate,
lease/rental, master, purchasing, or warranty contracts.

Create Reference Records
Company Master Companies Terms and
Conditions
Manage Transaction Records
Purchase Reqguest for
Requisitions Cuolations Furchase Orders
Recaiving Irvaices

You use the Purchase Requisitions application to request the purchase or
goods or services. Purchase requisitions created automatically via the
inventory reorder process are also visible in the Purchase Requisitions
application. Purchase requisitions can also be created via Workflow from
material requisitions (MRs) created in the Desktop Requisitions application
described in “Desktop Requisitions Module,” on page B-9.

Depending on your business processes, Maximo may automatically create
purchase orders (POs) from PRs, or a purchasing agent may need to review
and approve the PR before creating a PO. Large purchases may require the
creation of a request for quotation (RFQ). You use the Request for Quotations
application to create RFQs, record the vendors that the RFQ is sent to and the
quotations received, and to award the quotation lines to one or more vendors.
Once you have awarded quotation lines, you can create purchase contracts
and POs from an RFQ.

You use the Purchase Orders application to create and manage purchase
orders for items, materials, services, tools, and so forth. Purchase orders

9-2
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Purchasing and

created automatically via the inventory reorder process are also visible in the
Purchase Orders application.

You use the Receiving application to record the receipt of ordered items and
materials. When you receive items, Maximo increases balances in the
Inventory application or issues direct issue items directly to an asset, location,
or work order. You can use the Receive Rotating Items action to create
records in the Assets application for rotating assets.

You use the Invoices application to record invoices received from vendors,
which can be matched to POs. You can also manage scheduled payments for a
contract in the Invoices application.

Inventory

The Purchasing module works closely with the Inventory module to maintain
balances of items and materials in company storerooms.

When you reorder items either manually (using one of the reorder actions in
the Inventory application), or automatically (via a reorder cron task set up by
your system administrator), Maximo automatically creates one or more
purchasing records for the reorder. Exactly what type of purchasing records
are created is based on settings controlled by your system administrator. Your
system administrator can configure Maximo so that when purchase requests
are received one of the following types of records is created:

Unapproved purchase requisitions (PRs)
Approved purchase requisitions (PRs)
Unapproved purchase orders (POs)
Approved purchase orders (POs)

<4 4 4 <«

Internal vs. External Purchases

In order to centralize purchasing all inventory purchasing might be done
through a central storeroom with all other storerooms "purchasing" their
stock from that central storeroom.

Maximo supports this type of purchasing by allowing you to create two
different types of purchase requisitions and purchase orders. Both PR and PO
records contain an Internal? check box in the Vendor section of the record
which is used to indicate if the PR/PO is an internal or external purchase.

v Internal PR/PO — requesting the transfer of materials from another
company storeroom. When making internal purchases select the
Internal? check box and enter Storeroom and Storeroom Site
information.

v External PR/PO — requesting the purchase of the necessary materials or
services from an outside vendor. When creating external PRs/POs you
should leave the Internal? check box empty and enter Company
information.

When creating a PR/PO you can fill in either the Vendor or the Storeroom
field, but you can not enter data in both fields. When the Internal? check box
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Line Types

is empty the Company field is editable and the Storeroom field is read-only.
Selecting this check box makes the Storeroom field editable and the
Company field read-only. You must specify either a Vendor or a Storeroom
on a purchase order.

You can create internal PRs and POs that specify a storeroom in a different
Site and Organization within Maximo. You use the Issues and Transfers
application in the Inventory module to transfer items from the "vendor"
storeroom to the "purchasing" storeroom. When you transfer items across
Organizations that require inspection, a courier must be used.

If your company uses a centralized purchasing department you can create
purchase orders from purchase requisitions created at different Sites in an
Organization. Maximo stores the Ship To information for an individual line
item on the PO line. When you combine multiple purchase requisitions into a
single PO, Maximo copies the Ship To information for each line from the PR.

Purchase requisitions (PRs) and purchase orders (POs) list each item or
service to be purchased on a separate line. Each PR or PO line must have a
Line Type specified for it. Maximo allows you to select from the following
default Line Types:

v ITEM — (the default) Use to order inventory items, that is items that
have item records created for them in the Item Master application.

v MATERIAL — Use to order items or materials on a one time basis, that is
items that do not have item records created for them in the Item Master
application. You must enter a description, quantity, cost, and charge
value. The charge value can be a work order, location, asset, or GL
Account code.

v SERVICE — Use to order services on a one time basis, that is services
that do not have records created for them in the Service Items application.
Services require a description, line cost, and charge value. The charge
value can be a work order, location, asset, or GL Account code.

v STDSERVICE — Use to order service items, that is services that have
records created for them in the Service Items application.

v TOOL — Use to order tools, that is tools that have records created for
them in the Tools application.

In addition there is one additional line type:

v SPORDER — Use to special order items or materials AND create an item
record in the Item Master application for the item.

NOTE: Your system administrator determines if this option is enabled.

94
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Commodity Codes

Purchasing and

Commodity codes can be defined and managed using the Add/Modify
Commodity Codes action available from the Select Action menu of the
following applications:

Companies

Item Master
Purchase Orders
Service Items
Tools

44444

Classifying items and services with commodity groups and commodity codes
provides a way for you to analyze spending by item type. Once you have
defined commodities you can associate them with company, contract, and item
records. You can also associate commodities with individual PR or PO lines for
items, service items, or tools that do not have commodity codes assigned to
them, including special order materials or services.

NoOTE: Commodity group or commodity code information added to a PR Line or
PO Line 1s not copied to item records.

Contracts

The Purchasing module works closely with the Contracts module to define the
specific financial relationship between buyer and seller.

Company records and contracts are both defined at the Organization level,
whereas most purchasing is done at the Site level. When you enter a contract
in one of the contracts applications, you must use the Authorize Sites action
to authorize each Site that you want to be able to use the contract.

Terms and Conditions

You use the Terms and Conditions application to create and maintain a
library of terms and conditions that describe the legal obligations between a
buyer and a seller. Terms and conditions appear on records in the following
applications:

All contracts (Contracts Module)
Invoices

Purchase Requisitions

Purchase Orders

Requests for Quotation

44444

NoTE: If the Editable on Use? check box is selected for a term you cannot edit
the term once it has been copied to a record.

The terms and conditions in the library can be added to a contract from the
Terms and Conditions tab of the individual applications. You can also create
terms via the New Row button on the Terms and Conditions tab, but terms
created in this manner are saved to the record and are not added to library.

Maximo 6, 08/2006

9-5



Purchasing and Contracts

For more information about terms and conditions, see “T'erms and
Conditions,” on page 4-20.

Purchase Contracts

You can use the View Contracts button on the PR Lines tab of the Purchase
Requisitions application and the PO Lines tab of the Purchase Orders
application to view a list of contracts for the line item. If you have not
specified a vendor on the record, the View Contracts dialog box lists all
vendors with whom you have a contract for the line item. If there is a vendor
specified on the record, the View Contracts dialog box lists only contracts that
contain that item/vendor combination.

When you are creating a purchase requisition or purchase order that lists a
lease/rental or purchase contact in the Reference Contract field you can use
the Contract Items button on the PR Lines or PO Lines tab. The Contract
Items dialog box allows you to view and select from the line items listed on the
contract.

You use the applications in the Contracts module to create contract records,
but you can also create contracts based on information contained on records in
the Purchasing module.

¥ You can create Blanket (Volume), Pricing, and Purchase type contracts via
the Create Contract action in the Purchase Requisitions and Purchase
Orders application.

¥ You can create Blanket (Volume), Pricing, and Purchase type contracts via
the Create Contract button in the Request for Quotations application.

Creating Purchasing Records from Contracts

Purchasing records can be created in the Contracts module. You can create
purchasing records using the following actions available in the Purchase
Contracts application:

v Create RFQ action
v Create Release PO action

Types of Purchase Orders

Maximo uses the following types of purchase orders:

v CHG — Change. A change order is a duplicate purchase order generated
from an approved purchase order. If you must change an approved PO that
has no receipts, you might prefer to do so by creating a change order. The
change order preserves the audit trail by retaining the original PO while
you make the necessary changes to the change order PO.

v PARTS — Parts. Used to indicate that the purchase order is for work
order parts.

v REL — Released. Maximo creates a release type PO when you use the
Create Release PO action available in the Purchase Contracts
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Payment Schedules

application. A blanket release is a purchase order that you generate
from a purchase contract. Your system administrator can set Maximo so it
automatically approves REL type POs generated from valid contracts.

NOTE: Release type POs cannot be duplicated using the Duplicate
Purchase Order action. They also cannot be changed to a change
(CHG) type PO.

v SERV — Service. Used to indicate the purchase order is for services.

v STD — Standard. This is the default type for purchase orders created in
the Purchase Orders application.

NOTE: You might need security authorization to change a PO type.

A payment schedule is a planned payment, usually a payment set up for a
leased or rented asset or location, or a payment for a service or warranty
contract. When you create a contract that requires a series of scheduled
payments you first define the Payment Period using the Set Schedule dialog
box. Then you use the Manage Payments action available in the Lease/
Rental Contract and Warranty Contracts applications to generate a payment
schedule for each asset listed on the contract. Maximo creates an invoice
with a status of SCHED (scheduled) for each installment payment in the
schedule.

If the Payment Schedule? check box on a purchase contract is selected, the
Payment Schedule button can be used to create a payment schedule for
purchases made against the contract. For example, if a purchase contract
requires a 50% down payment, with the remaining 50% due upon receipt of
the order.

If your system administrator activates the "invoice due" escalation, Maximo
automatically changes the status of an invoice from SCHED to either WAPPR
or APPR when the Due Date on the invoice is reached.

Company Records

A company master record in Maximo represents a vendor from whom yo