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Lesson goals

AT T T

» This lesson will cover the following specifics within
IA-FMS:

Logging into the system

Understanding user profile settings

Understanding the user interface and screen elements

Navigating within the system
« Querying and searching for data
« Attached Documents

e Bookmarks
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IA-FMS Overview
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Logging into IA-FMS (Maximo)

D ol

Tivoli. IEs

| Sign In ‘

Forgot Password?
New User? Register Now

& Copyright IBM Corp. 2007-2012. All rights reserved. See product license for details.

Hyperlink to BIA Intranet Maximo BIA User Login for PRODUCTION:
https://maximo.bia.gov/maximo/
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https://maximo.bia.gov/maximo/
https://maximo.bia.gov/maximo/

IA-FMS - Start Center

BlA User Template S0D0D WESTERN USER 4 1
U@ Change Content/Layout Display Settings IEE Update Start Center

Favorite Applications # 5 ¥ || Bulletin Board : ier > O :
|4 Loc ations Subject Post Date Expiration Cate Viewed
14 Assets
4 Work Orger Tracking == |A-FMS Help Desk Contact Info to |A-FMS [ Maxime 7.5).. D8MTI2015 :4% PM DSMTI2017 11:47 PM M
I~ Deferred Maintenance Tracking == WELCOME TO MaXIMO 7.5 For assistance, pleass contact the DWP ... DE6/01/2015 217 PM 06/01/2016 12:00 AM N
1A Job Plans [ = 1
= B o 1 = =
& Pravéiive Manienanie Your DM Work Orders in Approval Process - 7 Filter Q S (| @ x
Work Order Description Categony Location Site Status Status Date
Quick Insert # = X
i";New Work Order’ Mo Data Found.
KPI Graph =
| Last Run: 05/31/2015 5:00 A Updste
WESTERN PRICRITY 5§ WORK ORDERS
Status KPI Actual Target \arianc e
20 2 a3
- WESTERN PRICRITY 5§ WORK ORDERS 38 ) 38
10
L
[ — e
KPI List =
I Last Run: 05/31/2016 5:00 &AM
Status KPI Actual Target
38 ] 38

- WESTERN PRIORITY 5 WORK ORDERS

‘Menu’ bar. 5. Result Set (or filter).
‘Favorite Applications’. 6. ‘KPI (Key Performance Indicator)

1

2

3. ‘Quick Insert'. Graph’.

4. ‘Bulletin Board'. 7. 'KPI List'.
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User Profiles - Updating

Blmm — 1. Select ‘Profile’.

Perzonal Information 2 Select ‘Default

EJ Password Information 5 ,
Information’.

U@ Change Content/Layout (81 Display Settings = Upcate Start Center

3_ Select ‘Default Default Information

Insert Site’.
4. Select j =

‘Storeroom Defautt Insert Site: IE150 ©, |ST STEPHENS INDIAN SCHOOL

SItE’ Location #: | C58-10
5_ SEleCt ‘Default Use Default Insert Site as a Display Fitter? [ p

b}
Sto reroom . Storeroom Site for Self-Service qumsmc.ns IE150 I‘—:]\‘.ﬁ ST. STEPHEMS INDIAM SCHOOL

Dsfault Storeroom for Seli-Service Reguisitions:| AB223384 "\ ||E150 STORE ROOM

User Default Applic ation:
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Navigation — List tab

|

% ==

Specifications

Safety Plan Log

Related Records Actuals

10

1. This lets the User know what 6.

application they are currently using.

2. This field stores/displays the list of 7.

‘Saved Queries’.
3. ‘Find’ field. The user inserts the exact

record ID to display a record. 8.

4. ‘Select Action’ list. This displays

additional actions a user can perform 9,

to a record.

‘Navigation Bar’. These values are

always displayed.

Additional ‘Tabs’. These display

additional values related to the current

record.
‘Advanced Search’ a more in depth

searching tool.
‘Saved Query’. Users can store queries

they have created.

5. ‘“Tool Bar’ icons. These are short cuts 10. ‘Bookmarks’ allow the user to create a

to performing actions on a record.

direct link to an individual record.
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The Toolbar

C{i w Select Action

W u
| Access Saved Queries

Find: Q Find a Specific Record

|Select Action v |

Use the Select Action Menu

i OR lj Insert New Record

Save Record

Clear Information

View Previous / Next Record

Change Record Status

Initiates Workflow process.
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Application Tabs and Subtabs

* | Find: C‘!b » Select Action E .dé c%; Ig

List Work Order Flans Related Records | Actuals | Safety Plan Log Failure Reporting Specific ations I

Work Order:| AB131865 REFPLACE METAL PAMEL ROOF, 300 SF AND OWVER E, M al n ‘Tabs’

Parent WO: by ‘SUb'tabS’

Children of Work Order AB131665 © |> Fitter- =

Tasks for Work Order AB131665 D Filter

SeqUENCE = Task Summary

Labor Iiaterials Senvices Tools

Labaor - [P Fiter

Start Date Start Time
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Table Windows

| Labor | Iiaterials Tools

Labor = [p Fiter >

Task Labor

i TJONES

7

1-10f1

Name

Tom Jones

4 Download =

Approved? Start Date Start Time End Time Reqular Hours Rate
=] 05/21/2016 ( 5 £
[=F (| 05/31/2016 E‘_J @ @ 2:00 30.00 ]
| Select Labor | | Select Planned Labor | | New Row |

‘ Labor | Iaterials Tools

Labor P Fiter >

ask Labor

(1 TJONES
Labor
Task: | ':Q
Details

% Craft; CONTRACTC 3%

Skill Level: >

Outside Labor

Outside? [

\endor: ”
Contract: >
Revision:

>

Premium Pay Code:
Premium Pay Hours:
Premium Pay Rate:

Premium Rate Type:

-10of1 G4 Download : &
Tom Jones = O 05/31/2016 il Q) Q) 2:00 3; 435
e 1. To expand a Table window click on the ‘blue’
triangle to view additional information about the
e record.
2. After expanding the table the triangle will turn

orange and face down. Click on the triangle again
return to the original format.

L'} Azzet: ”

hemo:

Recorded as Received:

| Selectlabor | | SelectPlanned Labor | | New Row |
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Field Types

"~ Find: (), v select Action TR S @it

List Location Building Detail Assets History Safety Meters FEMS Data
= Attac hments
2

ngimgm;lﬁmmz% | *lS:hool. Elementary, Day | =

site{ IE150 ST, STEPHENS INDIAN SCHOOL = Location & |C58-10

Structure #:| 86 n £P|:[100
Room # Mission Dependency:| 1
}'USE «1 BUILDING \ SCHOOL \ ELMNTARY \ DAY »| DM Cost|  14,896.00
FEMS ID:|IB14001000340420000005 L crv| 7433298
FRPP # |BDCSER 1000066 FCI: D.20
# Location Type: 1100 Q ﬂ FCI Based Condition:| Poor

# Type: OPERATING | @,

Maintained By: BIA Educ ation @

# Owned By: BIA @ Statys: OPERATING

Tribal Reference |D: FBMS Status: NONE

05G (Y7 | FundsiCost Center:| AADDSEC100

1. Data Entry fields — Fields that can 3. Required fields (*). You cannot save the
be edited. record until these fields are populated.
2. Default Values — Values that are 4. Calculated fields. These are calculated

iInserted automatically when the values and cannot be edited.
record is created. 5. Read-Only fields.
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Work Type Field Assistant Buttons

. .

1. ‘Select Value’ displays a list of
#* \Work Type: selectable data items.

Work Subtype:

Work Type

Friter > O " G4 Download | =

Description Crganization

Capital Improvement

Facility Maintenance

Facility Operations

Preventive Maintenanc e
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Field Assistant Buttons

Work Order | Plans Related Records Actuals Safety Plan Log Spec ific ations

Work Order: AB207484 Deficiency Sequence - 1 REPLACE WATER COOLER, WALL

1. ‘Long Description’ icon. Displays the hidden long description
dialog box.

Long Description

Deficiency Sequence - 1 REPLACE WOOD, 30LID CORE, INTERIOR DOOR AND HARDWARE, (DAMAGED), IN ROOM

Y|4 BE U S |E Se9=4 =g @~ A- @R~ DR

Font ~ | Size ~ | Format Mone -

Deficiency Seguence - 1 REPLACE WOOD, S0LID CORE, INTERIOR DOOR AND HARDWARE, (DAMAGED), IN ROOMS 22, 23, 244 3TE, AND
7Tk Additional Info LOCATION_MUMBER: C58-10, INWENTORY _TYPE: Building, STRUCTURE_MUMBER:
9 ROOM_MNUMBER: MULL, STRUCTURE_USE: School, Elementary, Day, COST_CODE:  Mon-Quarters, WOREK_TYPE: MULL,
MAINTENF-.NEE CODE: UM - Unscheduled Maintenance, REQUESTOR_MAME: Flease Provide, REQUESTOR_ PHOME: Please Provide,
REQUESTOR SUPEHWSDH Flease Provide, WORK_COMPLETED: MULL, INVENTORY_ITEM: MULL
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chedule Start Fleld Assistant Buttons

Seheduled Start g 1 1. ‘Select Date’ icon displays a
Select Date window containing a
Scheduled Finish: G calendar

11:30 AM

12:30 PM

R 51 01:30 PM

2014 2015 2016 v

| ]34 | Cancel |
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Detall Menu Fleld Assistant Buttons

Loc ation Ty pe:

#* Maximo [D: _

1. Detail Menu Button displays a drop-down menu of options for sources of
data.

Select Value
Open Drilldown
Classification

Attributes

o To |4 Locations
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Navigating Between Applications

| |

[ % j Administration k

_.rrl-tr .. _

Planning b

oreventive Maintenance » [0t L8 Display Settings 4 Update Start Cent

Work Orders |A Work Order Trac king

Post Date |A Deferred Maintenance Trac king

This example is used to show how to navigate to the ‘IA Deferred Maintenance
Tracking’ app (from the ‘Start Center’).

1. Select ‘Go To'.

2. Select ‘Work Orders.

3. Select ‘IA Deferred Maintenance Tracking'.
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Field Assistant Buttons

Select Labor

| [ Fitter : & |1-150f1320 & G4 Download @ =

Labor Mame Craft Skill Lewel “endor Contract
JUJACKSON Judge Jackson LABORER
LMORRIS Morriz | Leonard LABORER

BBYRE Bill Byre CONTRACTOR

1. The Filter icon allows a user to search a list if values using words or
numbers.

Select Labor

Labor : #Fiter > O : & 9 ¥ |1-130f13 4 Download @ =

[] Labor = Mame Skill Level Vendor Contract

| Keith

[[] BENJAMIMK  Keith, Benjamin MMNTSUPER
[ KAPACHITO  Apachito, Keith MNTCRAFT

[ KBOYD Keith Boyd MNTWORK
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Select Value and Return with Value

Upon selecting ‘Go To IA Locations’ the
user will be taken to that application.
. After selecting a record in the ‘IA
Work Order:| AB380051 L Locations’ app. The user will select
Site: IE150 ST. STEPHENS INDIAN ‘Return with Value’. This will return the
Loc ation #: selected value back to the ‘Maximo ID’
@ field.
> If the user does not find the value they are
=~ looking for then the user would select
3: I ‘Return’. This will take the user back to
heet G atributes the ‘Maximo ID’ field with no value.

Go To 14 Lot ations
Configuration Item: 3 2

‘iew Contracts

Loc ation Ty pe:

# Maximo 1D - -
I Select WValus

Use:

Open Drilldown

Structure #:

Launch Entry Name:
Wiew Work Details

Farent Wo:
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Maximo Help Menu

1. Click on the word ‘Help’

Maximo Asset Management Help
|4 Deferred Maintenance Tracking Help

|EM Electronic Support

System Information

2. The ‘Help’ support is based on the application the user is
currently in. If the user was working it the ‘1A Deferred

Maintenance Tracking’ app. Then the ‘Help’ will reflect
this application.
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Start Center Help

Information center

Search: |

|[E% Search scope: All topics

Contents

EMEAER-E -

RS RN

¥ Assets module

4 Change module

i Contracts module

i Financial module

24 Integration module

i Inventory module

T Infrastructure module

24 Planning module

4 Preventive Maintenance module
td Purchasing module

¥ Release module

4 Security module

4 Self Service module

[ Service Desk module

4 Service Level module

4 System Configuration module
4 Task Management module

= 24 Work Orders module

[ Work Order Tracking application’

¥ Labor Reporting application
4 Quick Reporting application

i Assignment Manager application

[ Service Requests application

FY

Maximo Asset Management = Modules and applications = Work Orders module
Work Order Tracking application

In the Werk Order Tracking applicaticn, you create and manage work orders for assets and locations. A work order specifies a particular task, and the labor,
materials, services, and tools needed to complete the task.

When you create a work order, you initiate the maintenance management process and create a histerical record of the work requested and performed.

You can create work orders in applications cther than Werk Order Tracking. These applications include the Changes application, Cendition Menitoring
application, Incidents application, Preventive Maintenance application, Problems application, Quick Reporting application, Releases application, and
Service Requests application.

Work orders overview
A work order specifies a particular task and the labor, materials, services, and tools required to complete the task.

Working with work orders
Work orders initiate the maintenance process and create a historical record of the work that is performed.

Related concepts:
Working remotely with Maximo Everyplace

Feedback
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Field Help

.

Field Help

Field: Site
Table.Column: LOCATIONS.SITEID

Specifies the site where this location or storeroom resides.

OK

In Order to look up information about a particular filed simply place the
curse in the field and select the keys ‘ALT-F1’ at the same time. This
will display the database table and column information plus any
description concerning the purpose of the field.
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Searchinﬁ forRecords —List Tab

1 Fingd: C!\}. w | Select Action | J f:{ ] J‘_ﬂ ._ﬁ

List Asset Spare Parts Safety Meters

Qﬁdvanned Search :w Save Query v HBnnkmarks
Assets | 7 Fit -k . 0-DofD

Asset ‘ Description Maximo [D Location Type Structure # Location # Room # Parent

| | %

1. Every application in IA-FMS opens up with a ‘List’ tab. This is the first screen
you will see when you access any application.
2. All the fields boxed in are searchable (this applies to the ‘List’ tab Only).

If the user wants to retrieve all available records then the user should place
their curser in the first box (in this case is would be the ‘Asset’ field) and hit

Enter on your keyboard. This will retrieve all the records you currently have
access to in that application.
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Searching for Records - Advanced Search

~ 1. Inthe upper left corner on the ‘List’ tab of every
application is the ‘Advanced Search’ option. After
clicking on the word ‘Advanced Search’ a pop up will
appear.

This pop-up provides additional fields the user can
use to narrow down the search by adding greater
detail to the search information.

More Search Fields| Current Query: -
Work Drder:l:l Problem Code: Work Type: Q

Description: Failure Class: Status: Q

Parent WO: Senvice Group: Class:| =WORKORDE (T
Maximo [D: Service: Site: Q

Search Location Hisrarc hy: “Yendor: History?| N Q
Structure #: Criginating Record: Pricrity

Room # Originating Record Class: Is Task?|M Q
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Search Operators and Wildcards

T T

These operators can be used in all ‘Searchable’ fields in 1A-
FMS:

e Equal (=) finds only records that match that word or
number exactly

« Greater Than ( > ) finds records greater than the number

Less Than ( <) finds records less than the number

NULL values are found using ~null~

Any value that is not NULL are found using !=~null~

Underscore () substitutes for a single character.

Percent sign ( % ) substitutes for a string of characters

IA-FMS - Navigation



Saved Queries

o
"~ | Fina: '::;“ w|Select Action = @ f:L Dl @
List Work Order Plans Related Records Actuals Safety Plan Log Specific ations
Q\. Advanced Search - w E SaveQuery | w H Boockmarks
Work Orders | 7 Fiter > CL © & [N ©1-200f66 B
Work Order = Description Structure # Room # Maxime 1D Location Type Work Type Status
1001 » [=100 = | & Q
Daily systems check-Check heat system to see its working properly, check
AB186929 building for any ! 1001 AB100585 1100 FM APPR
PM 0847101950 Fan, axial, up to 5,000 CFM 1 Start and stop fan
AB18T145 with local switch. 2 1001 AB104588 1100 FM APPR
R ted to perform daily syst heck
AB187389 iS5G 0 PEMIONT Caly SYSIEMS chet 1001 AB1DDS85 1100 Fid APPR
AB189175 fhglsﬁg 01550 Exterior door and hardware - routine preventive maintenance 1001 AB104588 100 = APER

1. Once a user has performed a search for records and decides to save
the search it can be saved for future use by creating a ‘Saved Query’

2. To save a query select ‘Saved Query'.
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Save Current Query

# Cluery Mame: My Query #* My Query

E\

| oK | | Cancel |

-

Enter a query name in the ‘Query Name'’ field

Enter that same name in the query ‘Description’ field

3. If you check the box ‘Public?’ then all users who log into IA-FMS will
be able to user the query.

4. If you check ‘Default?’ the every time you view data in this application
it will reflect only the records found by this query (not a good idea).

5. If you leave both boxes unchecked then you will be the only one to
see and use this query.

6. Click ‘OK’ when you are finished.
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Attached Documents

Attachments allow users to
attach a document such as
a:. PDF, JPEG, Work Doc.
as well as web pages to a

_ individual record.

K 1. Click on the

Work Subtype: Q Status:| AFFR ‘Attachments’ icon. This
a
@

Work Type: Fid Aftac hments

Category: Status Date:|0B/01/2016 5:08 AM will usually be in the upper

Rank: Inherit Status Changes? [+ rlght corner of the screen.

2. Select ‘Add New File’
to add an new record.

N\ | el Altachm
Attac hmentm@ fiew Aftac hments

Work Type:| FM &= : _
J Add New File Add Mew Attachments p
!

Work Subtype: , |3 Add New Web Page B Add from Library

Category: (] Statys Date: 00172016 5:08 AM
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Attached Documents — Adding a Document

Create a File Attachment

Only files with the following formats can be enabled for printing: _pdf, xls, csv, txt, doc, gif, jpg, ppt.

Clear the check box beside the Print attac hed document with report if printable ty pe option {Advanced
diond i =ing aftached j t in one of these formats.

Select a Folder: Images

Specify a file | Choose File | Jellyfish.jpg |

Mame the docu ment:IJELL‘f’F I=H Jelly Fish

Advanced Qption

Copy document to the default location set by your administrator (recommended)? R
Add document to the document library for others to use? []

Print attached document with report if printable type? R

n I DK I | Cancel |

Select a Folder.
Specify a File.

Name the Document.
Click ‘OK’.
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Attached Documents — Viewing a Document

1. Click on the word
‘Attachments’

The menu below will appear.
Then select the record you
would like to view.

[ Eechiments|
-

Work Subtype: Status: APPR 2

Category: Status Date:|06/01/2016 9:09 AM

Rank: Inherit Status Changes? [

View Attachments

b Fiter > & G4 Download

Document Description Document Felder Decument “Wersion Print? Applic aticn

Elementary Day School Attachments + LOCATIONS

C58-10 95 5.JPG

C58-10 95 &

C58-10 89

C58-10 85

WJPG School, Elementary, Day - Morth “View

JELLYFISH

School, Elementary, Day - First Floor  Attachments
School, Elementary, Day - Second Floor Attachments
School, Elementary, Day - South View  Attachments
School, Elementary, Day - West View  Attachments
School, Elementary, Day - East View Attac hments
Attachments

Jelly Fish Images
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Bookmarks — Bookmarking a recor

'~ Fina: (), = Select Action =] ) ; W ) (¢ :

List Aszzet Spare Parts Safety Meters

QAdvanued Search :w E Save Query ‘v H Bookmarks

Assets | FFiter > O F: G i 1-200f3053 G Gk Download © =
Aszset Diescription Maximo 1D Location Type Structure # Location # Room # Parent Sit
| o Transformer ¥ aQ ¥
AB104244 Transformer, Dry, Single-Phase AB131784 1150 90 C51-01 10 1ADD1 -
AB104245 Transformer, Dry, Single-Phase AB131786 1150 90 €511 12 1ADD1 &
AB104245 Transformer, Dry, Single-Phase AB131796 1150 30 C31-01 22 1ADD1 &
AB104247 Transformer, Dry, Single-Phase AB13TTT 1150 90 511 3 1ADD1 &
AB104287 Transformer, Dry, Single-Phase AB107740 1100 1330 M35-01 14004 &
AB104238 Transformer, Dry, Single-Phase AB1D4252 1100 i N35-01 1ADD4 &
AB104322 Transformer, Dry, Single-Phase AB105331 1100 824 FO3-01 1ADDE &
AB104334 Transformer, Dry, Three-Phass AB133406 1150 & C52-01 B35 1ADDS &

‘Bookmarks’ allow a user to mark a record they may need to access on a regular
basis. Records that are ‘Bookmarked’ are only view by the user. No one else can
see a users ‘Bookmarked’ records.

1. To ‘Bookmark’ a record simple click on the ‘Bookmark’ icon associated with the
record.
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Bookmarks — Viewing a Bookmarked record

i
.
. _
;T T e e e e =
Buletins (1) = GO 10 Repos | ot =r  Profie  SignOul  Help I=

e e . - [l e .
~ | Find:| Q | Select Action | ﬂ o Cgd B =:£' | Lu) @ : |
J List H Asset | Spare Pﬁmmm I
Q Advanced Search  w Save Query  w I Bookmarks
‘ Assets | wFRiter > O ¢ 48 i 1.200f30s3 6 Gb Download © =
Assst Description Maximo |D Location Type Structure # Location # Room # Parent Site
| b | Transformer : - : - - : | | » | &
My Bookmarks
AB104244 Transformer, Dry, Single-Phase ' 1A001 N
AB104245 Transformer, Dry, Single-Phase 1ADDT &
Assets [ Filter 1-1ofi ok Download © =
AB104245 Transformer, Dry, Single-Phase 1ADDT &
Aszet Description
AB104247 Transformer, Dry, Single-Phase 1ADD1 &.
AB104244 Transformer, Dry, Single-Phase
AB104297 Transformer, Dry, Single-Phase 14004 &
AB104298 Transformer, Dry, Single-Phase 14004 &
AB104322 Transformer, Dry, Single-Phase 1AD0E &

1. To view a ‘Bookmark’ click on the term ‘Bookmarks’.

2. Select the record ID (in this case ‘Asset’) and IA-FMS will take the
user to that record.

3. Toremove a ‘Bookmark’ record just click on the disposal icon and

the ‘Bookmark’ will be removed from the view. The record will still
be in IA-FMS but will not display on the user’s list of ‘Bookmarked’
records.
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Maximo Navige
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