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Introduction to Maximo

Online Help

I E———————— -
* Bulleting®(0) * GoTo [I'Reports # StartCenter & Profie > Sign Out ? Help

. 4

Need help? Click the Help icon in the upper right-hand corner of your screen. This will open
application-specific help.

Maximo Navigation Basics: User Interface map

Online Help

Go To menu Toolbar

Select Action Menu

,  Work Order Tracking * Bulleting(0) ™ GoTo It Reports  StartCenter 2 Profie

? §|gnllJut ? Help

& [+] P b~ [sect Acton M@ a2 e > G R0 @ X .
B List ork Orde I ‘External Customer Plans . Related Records  |Actijais Lag e F‘aiﬁr?iepc‘rﬁn'g b Specmt':a-tim; :f
Remaeen TemssEEssmssEEsREREREERERREEEEEESEEEEEEEEE Tessmsssssann Sesnnssafansfsnafansfsrnspansfpansnnnnnnnnnn Teasssmmann Ty
Change Status
Next Record

Previous Record
Clear Changes
Save Record

Insert New Record

Maximo Modules versus Applications

In Maximo 7, the modules and applications are accessed from the Go To menu. Modules are a
categorized grouping of work. Applications are where you actually perform tasks.

Modules Applications
I 1

| o * Buletins:(0) /GoTo IWR¢ joris # StartCenter 2 Profle  Sign Out 7 Help
Administration 3
[ |+] Fing:| | #  [seiect acton v @ | |l s meses e
@ Contracts v
st |_PO PO Lines. Ship To i
= Data Import (Tr) v
# Agvanced Search -l Save Query © + Bookmarks be  Financial .
®  Inventory » g
e Motor Pool (Tr) v
O Description Status : Company Company Name & Planning JE : ’nwimI_| : Section :
- e e Preventive v 2|
To find records, use the fiter fiekds abo
; a Purchase Requisitions
For more search ptians, use the Advancell & Furehasing 0 eq)
To enter a new record, select the Il & Service Desk » Purchase Orders.
<2 System Configuration » Receiving
[ select Records. = s g ‘
Gx  Warranties (Tr) f nvoices
@ Work Orders » Companies
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For example, in the Purchasing module, there are the following applications:

e Purchase Requisitions
e Purchase Orders

e Receiving

e Invoices

e Companies

Select Action Menu

Each application has a customized Select Action menu. For example, in the Work Order
application, there is a Select Action menu action for Apply Route, but this action doesn’t exist in
the Purchase Requisition application.

You often have the option of using icons on the toolbar as a shortcut to the Select Action menu.
See the example below of changing the status of a work order.

[ALL_wapPR [v] Fin: | v B = A B len ] i
List Work Ordel External Customer i, Changs Status i

DRIy SLAS [Change Status  CTRL+ALT+A

View SLAs

SelectDeselect SLAs

Create 3
View 3

Create Job Plan from Work Plan
Remove Work Plan
Select Safety Hazards

List tab

When you first open an application, you arrive at the List tab. You can use the List tab to locate
and select records. You can also use the List tab to bookmark records for later use. See the
Bookmarks section later in this guide for more information about bookmarking records.

If you hit the Enter key in a blank field in the List tab, it will open up all active records. In the
section below, we discuss how to refine your searches for records.

Profile

(€ Work Order Tracking ! Bulefii§ (o) GoTo ¥ Reports M Starl Center > Sign Out  ? Help

oof - HEE

] (&) |61 BhIen o ] @ X IEs |

ok Order External Customer Plans Related Records Actuals Log Failure Reporting Specifications

[+] Fing: | # = [select Action

-—
# Advanced Search + ldl Save Query - 4 Bookmarks

| sFilter - | 41} 4 ;! 41-200f39740

Vork Orger = Description Location Description Asset Department Division Section

I |2 | | [ |# | |# | 2 [wwater »
433pm PSE requesting locates 261807 4531 SOMERSET PL SE 209536 uTIL om WASTEWATER
4 @ &30 for emergency locate
4848 Eii“d @420 for emergency locate for 281862 2527 SOMERSET AL SE uTL o WATER
4829 \ 2icral pipe from mainiine needs fo be 208153 10812 SE 6TH 5T uTL o VWASTEWATER
paired
=
4850 I Hit the Enter key in a blank field l 1070 102ND PL SE 124240 uTL o WATER
4352 high consumption notice, owner concerned 222200 1370 118TH AVE NE 128828 uTL ou WATER
4853 241122 2210 85TH AVE NE 115880 uTL ou WATER
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Navigation in the List tab

When the records are displayed in the List tab, you can navigate between the records using the

direction arrow keys.

e Toopen arecord, click the underlined Record ID.

e Click Next Row “*and Previous Row “* to move up and down rows of the result set.

e C(Click Next Page =#*and Previous Page “#" to navigate to other pages of the result set.

Advanced Search

To search for a record:

1. From the List tab, click # Advanced Search. The system displays the More Search Fields
dialog box.

8 More Search Fields] Current Query:

Invoice | E Type pal

Qriginal Invoice Status -

Vendor Invoice Higtory? |N e
Contract Reference

Entered By

Department

Divizion

Section

Status Date |nﬁl
Voucher/Doc #
Woucher GL Date &

Yrvhvw

ttem #

Description PO

# Total Base Cost
Work Order # Receipte ol

Total Tax

~

Location
Asset A
GL Debit Account »

Total Cost Invoice Total

Energy Uzage

Energy UoM Fe

From To
Entercglate [ |® L »
nvoiceDate [ ad (I
bwcDate [ | (I
PadDate [ | (I
(3) (3) () |
NS
[Find ] [ Restore Application Defaults ] [ Revize : ¥ ] [Canoe\]

2. Enter or select a value for the fields you want to use in the search.

Page 4 of 25
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Click one of the following buttons:

3. Click Find to perform the search. The system displays the search results in the List tab table
window.

4. Click Restore Application Defaults to clear the fields you've added. This allows you to
restart entering in your advanced search criteria.

5. Click Cancel to return to the List tab without performing a search.
Queries and Searching

Using filter fields

When you open an application, you are usually looking for a particular record.

Quick Find

(@ Work Order Tracking * Buletis:(0) #GoTo I Reporis # Start Center & Profle ™ Sion Out 2 Hep

g
[ [e] Fine | dh = [select Action [v] @ I 1510 B e il @ X

Lst | Vork Order External Customer Plans Related Records Actuals Log Failure Reporting Specifications

d Advanced 55® i@l Save Query + 4 Bookmarks

Lo @ s 4 er = 7 =

Work Order  _ Description Location Location Dascrigtion

.y I .l

R W s S W S|

To look for a row or record that contains a particular value:

[ Sekect Records

1. Open the application you want to work within.

2. [If the filter is not already open, click * Filter to open the filter field.

3. Enter avalue in one or more of the filter fields (see instructions on search criteria below for
wild cards).

4. Click Filter Table ﬁ
OR
Hit the Enter key.
5. Search results are displayed based on your criteria.

6. If there are no records that match your filter criteria, a message displays in the center of the

.No rows to display... ‘

table window:

7. To clear the filters and begin a new search, click the Clear Filter Fields :j icon.

NOTE: The Clear Filter Fields icon is only active (is no longer grayed out) when a table has been
filtered.

Introduction to Maximo Page 5 of 25
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Save Query

If you want to reuse this advanced search filter (i.e. find records at a later time using the same
search criteria), you can save it as a query record.

To save a query,

1. Perform a search in the filter (such as the above example).
2. Click the Save Query icon on the toolbar.

3. The Save Current Query dialog box opens.

B8 save Current Cuery

(‘D Query Name* |APPR Storm W0s | [2PPR storm wios

@ Public? [ ]

@ Default? [ ]

@

4. Enter a name in the Query Name field, and enter a description in the next field.

NOTE: If this query is to be public, make sure to give the query a clear and understandable
name.

5. Do you want this query to be available to all Maximo users? If so, click the Public? checkbox.

6. Do you want this query to be the default query in your Start Center? If so, click the Default?
Button.

7. Click OK.

8. The query is now included in the list available in the left hand drop-down menu for records
queries.

Work Order Tracking

|+ Find: |

[‘ All Records

Al Bookmarks

APPR Storm Wi/0S

Q&N Work Qrders
Q&N Work Orders APPR

Introduction to Maximo Page 6 of 25
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View/Manage Queries
You use the View/Manage Queries dialog box to perform the following:

e Select a query to perform a search
e Modify a query

e Delete a query

To select a query to perform a search:

From the View/Manage Queries dialog box:

1. From the List tab, = in the Save Query drop-down menu, select View/Manage Queries. The
system displays the View/Manage Queries dialog box.

2. Click the underlined query name in the Query Name column of the table window. The
system displays the search results on the List tab.

From the records drop-down menu:

1. From the records drop-down menu, click the query you want to run.

Work Order Tracking

|+ Find: |
All Records

Al Bookmarks

p— L —

APPR Storm Wi/0S

Q&N Work Qrders
Q&N Work Orders APPR

2. The system displays the search results on the List tab.

To modify a query:

1. From the List tab, @ in the Save Query drop-down menu, select View/Manage Queries. The
system displays the View/Manage Queries dialog box.

You can edit the following fields:

e Description
e Default? checkbox
e Public? checkbox

NOTE: You are able to edit the SQL WHERE clause in the details section.

2. After making the changes, click OK to update the query and return to the list tab.

Introduction to Maximo Page 7 of 25
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To delete a query:

1. From the List tab, '@ in the Save Query drop-down menu, select View/Manage Queries. The
system displays the View/Manage Queries dialog box.

2. Click Mark Row for Delete Win the View/Manage Queries table window row containing the
guery you want to delete. The system marks the row for deletion. NOTE: If you decide that

you do not want to mark this query for deletion, click Undo Delete i

8 viewM anage Queries

i oFilter -y {0} ; ¥ %1-20f24 "/ Downlosd | /| =
Query Name Descripticn Default Public
| | | [ ]»

b UNAPPR UTILWDO AllWAPPR Utilitiy workorders O ) i} (2:)
NOswithloestions o it eatien byt Roaes 9.

3. Click one of the following buttons:
4. Click OK to delete the query and return to the List tab.
5. Click Cancel to return to the List tab without deleting the query.

Select multiple records to perform batch actions

NOTE: To select multiple records, the total result set must be less than 200 rows.

List ] Work Order External Customer Plans Related Records Actuals Log Failure Reporting Specifications
# Advanced Search Il Save Query 4 Bookmarks
i . 3 il .4 si®wl1-50f5a E.’IZh:m'nIt:ladi':'iﬂ
[] Work Order * Description Location Description Azset  Department Divizion Section Status
[0 PK-63063 Lewis Creek Planting Annuale 357903 5808 LAKEMONT BLWD SE 104775 PARKS RM R VAPPR W
[ PK-79252 Skyridge Park -Contracted PARENT WO 319545 13501 SE 20TH ST 105280 PARKS RM R WAPPR T
Woodridge Water Tower -Contracted >
®® PK-T9430 General Maintenance PARENT WO 3374458 1843 125TH AVE SE 105573 PARKS RM R WAPPR S
Spiritridge Elementary School - School . =
@ PK-83261 Sports Fields - Soccer -PARENT WO 341833 15401 SE 24TH ST 104228 PARKS RM R WAPPR
Cougar KMountain #1 - Water Site - - - " 2
_|:| PK-83620 Grounds Contract Management 341530 16431 SE 57TH PL 104317 PARKS RM R WAPPR A
@ [] Select Records I

1. Select the Select Records check box at the bottom of the List tab table window.

2. Select the Select Row check box for each record on which you want to perform the action.

Introduction to Maximo Page 8 of 25
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Bookmarks

You can bookmark a record to quickly access it later via the My Bookmarks dialog box. The
Maximo Bookmark function is the same as an Internet browser “bookmark” or “favorites”
function. If you want to return to an individual record at some future time, you can “bookmark”
it so that the record will be included in the bookmark list.

You access a bookmark within the application; for example, in the Work Order Tracking
application, you can bookmark word order records.

Add Bookmark

There are two ways to add a record to your Bookmarks list: using the List tab, or using the Select
Action menu within the record itself.

To add a bookmark via the List tab:
1. From the List tab, on the far-right hand side of a row, click the Add to Bookmarks e icon.

2. The system adds the record to the My Bookmarks dialog box, and the blue message area
reads “Record has been bookmarked.”

To add a bookmark via the Select Action Menu:

1. Display the record that you want to bookmark.

2. From the Select Action menu, select Add to Bookmarks. The system adds the record to the
My Bookmarks dialog box.

Use Bookmarks

You use the My Bookmarks dialog box to retrieve a bookmarked record. You also use it when
you want to remove a bookmark from your list. NOTE: The My Bookmarks dialog box includes
every single record you’ve bookmarked, independent of when you added them.

Retrieve a bookmarked record:

1. From the List tab, click the Bookmarks.

©)

] Work Order External Customer T Plans Related Records
i Advanced Search @l Save Query % Bookmarks
| «Filter : iy i20 | 4 | 1-200me0rie,
Work Order = Description Location
| | | | ’
Introduction to Maximo Page 9 of 25
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2. The system displays the My Bookmarks dialog box containing your bookmarked records for
this application.

i ~Filter - {234 ,i41-Tof7T4% */ Download '

Work Order Description
3864 Maximo Development & Maintenance X

WESTERN FIRE PROTECTION REQUESTS FLOW
T 243 TEST AT ABOVE ADDRESS - PLEASE CALL

WITH INFQ
Sewerbiling = No STR 102405 TAXLOT 8 E
UT-00-08521 1/2 OF NW 1/4 OF ME 1/4 LESS S 20 FT X
THOF
Craft Ainzley Architecture Michasl
UT-00-07618 Ainsley 206-720-7001 WORK X
Sewerbiling = No See Comments
10940 Parallel Process Test - Planning X
10700 Parallel Process Test - WVacation X
10881 Parallel Process Test - BSC Tle X

3. Click on the underlined record number (left-hand column) to retrieve a bookmarked record.

4. The record opens in the application tab.
Delete a bookmark:

1. From the List tab, click Bookmarks. The system displays the My Bookmarks dialog box
containing records bookmarked for this application.

2. Click Delete % in the row containing the bookmark you want to delete (right-hand column).

3. The system displays a dialog box that states, "Are you sure you want to delete this
bookmark?".

4. Click Yes. The system deletes the bookmark from the table window.

NOTE: Unlike other functions, the My Bookmarks dialog box does not cross out the record
with a line; clicking Yes removes the record with no further notice.

5. To close the dialog box and return to the application, click OK. The system returns to the
List tab.

Introduction to Maximo Page 10 of 25
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Start Center

The Maximo Start Center is your door to all Maximo applications. It is the first screen you see
after you log in.

You can personalize your Start Center with links to applications you use frequently. You can also
set up buttons that will quickly insert new records such as work orders, service request tickets,
purchase requisitions, etc. with the click of one button. The Start Center Inbox/Assignments
window is used for purchase requisition and

Favorite Applications window

1. In Favorite Applications, you are able to set up a hyperlink to applications you frequently
use. To add an application to the Favorite Applications window,

2. Click the Edit Portlet icon (pencil icon on the gray window bar).

! Bulleting:{0) ™ GoTo L Reports ™ StartCenter 2 Profile * Sign Out 7 Help

Wg Update Start Center]
Favorite Applications (1) = & |auickInsert P

This portiet has not been set up. To set up, select This portiet has not been set up. To set up, select the editicon ¢ in the portlet header
the editicon ¢ in the portiet header.

Inbox | Assignments P
Refresh

This portlet has not been set up. To set up, select the editicon ¢ in the portlet header.

Result Set | # Filter > @ i 0 | # 2 =m

This portlet has not been set up. To set up, select the editicon ¢ in the portlet header.

3. Click the Select Applications button. The Select Applications window opens.

Favorite Applications Setup * Bulkting:(0) M GoTo I Reports # StartCenter & Profie * Sign Out  ? Help

Portlet |FﬂVDFﬂE Applications Display Name |Favorite Applications ‘
i oFiter > (D04 ¥iew 4 2 =
Application Description Order

No rows to dizplay.

[(Finished | [cancel] [ Select Applications |

B select Applications o

| oFiter @y it o, ;le1-30f38 s losd | |

O Description
|wu rk order

Facilties Work Order Tracking

]
G) ¥ Work Order Tracking
O Work Order Tracking (Tr}

Maximo Start Center Page 11 of 25
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4. Check the box beside the application you are adding, then click OK.
5. To add more applications, repeat steps 2 through 4 above until you are finished.

6. You can specify what order you want the applications to appear. To specify a sequence,
enter an order number in the Order column. Applications that do not have an Order number
are arranged alphabetically.

Favorite Applications Setup * Bulletins: (0) P GoTo UfReports # Start Center & Profie * Sign Out  ? Help
Portlet |Favnr'rte Applicationz Display Name |Favorite Applications |
i Filter: {0 ; #i%1-50f54 E}@E?Eﬂ

Application De=cription QOrder

RECEIFTS Receiving 3 1
Pi Preventive Maintenance 4 i
INVISSUE lzzues and Transfers 1 i
INVENTOR Inventory 2
UTILWO Work Order Tracking @ IER:

[ Finished | [cancel] [ Select Applications |

7. Click the Finished button.
8. When you return to the Start Center screen, your favorite applications will be listed.

Quick Insert

In Quick Insert, you are able to set up a link to create a new record in a specific application. This
is helpful if you repeatedly create records such as service request tickets or work orders.

1. To add a link to the Quick Insert window:

2. Click the Edit Portlet icon on the gray window bar.

! Bulleting®(0) ™ GoTo [ Reports # Start Center & Profile  * Sign Out 7 Help

g Updﬂt Center
Favorite Applications S = Quick Insert P

ksues and Transfers This portiet has not been set up. To set up, select the edticon # in the portiet header.

Inventory Inbox | Assignments £ 2 W
Refresh

Receivi )
sceiving This portlet haz not been =t up. To zet up, select the edt icon # in the portlet header

Preventive Maintenance Result Set | = Filter =gty | 51 | i & = oo

. This portlet has not been set up. To =et up, select the editicon # in the portlet header.
Work Order Tracking

Maximo Start Center Page 12 of 25
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3. Click the Select Actions button. The Select Actions window opens.

Quick Insert Setup

! Bulletins:(0) ™ GoTo WfReports # StartCenter 2 Profile * Sign Out 7 Help

Portlet |Quick Insert

Dizplay Name |Quick Insert |

[oFiters (D4 4iew  Dounlssa 7 S
Action De=cription Application Template ID Order
...Ho rows to display...
[(Finished | [cancel] [_SelectActions ]

B Select Actions o

i cFiller @i |11 b1 +1-60fB% " pownlosd | i

[]  Description Application
|uurcnase |

[ MNew Purchase Contract CONTPURCH

[ MNew Purchase Contract PLUSTPOCON

[[] MNew Purchase Order PLUSTPO

[[] MNew Purchase Order PO

[] MNew Purchase Requisition PLUSTPR
CB) [v] Hew Purchase Requisition PR

Cone

4. Check the box beside the action you are adding, then click OK.

5. To add more actions, repeat steps 2 through 4 above until you are finished.

6. You can specify what order you want the actions to appear. To specify a sequence, enter an
order number in the Order column. Actions that do not have an Order number are arranged

alphabetically.

! Bulleting: (0) * GoTo U Reportz # Start Center & Profie out 7 Help

Portlet |Quick Insert

Display Name | Quick Insert |

[ oFiltess {2, %1 3ci3e

E)Dum!gé : l_; =
Order

Action Description Application Template ID

New Service Reguest New Service Reguest Service Requests pel 3 E[

New Purchase Requisition New Purchase Requisition Purchase Reguisitions (Tr) pel z E[

New PM New PM @—| o i
[[Finished | [cancel] [ SelectActions |

7. Click the Finished button.

8. When you return to the Start Center screen, your Quick Insert icons will be listed.

* Bulletins:(0) ™ GoTo [UReports # StartCenter 2 Profie > Sign Out  ? Help

UWig Update Start Center

Favorite Applications &5 W

lssues and Transfers

Inventory

' [Quick Insert L

By New P

@ New Purchase Reguisition @

l_of'a MNew Service Reguest

Maximo Start Center
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Result Set Portlet

The Result Set Portlet is a window that displays a query that you select. It also offers some
options for how it displays the records. You can select the columns to display. You can also set a
color for a row based on a field and a pre-determined value. For example, if an item is a priority
one (1) it can display as red; if it is a priority two (2) it can display as yellow. You can also set the
number of rows to display in the result.

Result Set portlets use existing queries. If you want a custom Portlet, you first need to create a
customized query. Instructions on creating customized searches are provided in the Introduction
to Maximo volume.

Set up a Result Set:

1. Inthe Result Set window, click the Edit Portlet icon on the gray window bar.

* Buletins'(0) ™ GoTo Ui Reports # StartCenter & Profle  Sign Out 7 Help

W8 Update Start Center

Favorite Applications o = 1 Quick Insert P

lssues and Transfers S new P

L@ New Purchase Requisition

Inventory
1) New Service Reguest
Receiving
Inbox | Assig 7 = o
Preventive Maintenance Refresh

This portlet has not been set up. To set up, selectthe edit icon ¢ in the portlet header.

Work Order Tracking @

Result Set : 7 Filter » @ 5 | 7 & =

Thie portlet has not been =&t up. To =&t up, =elect the edit icon ¢ in the portlet header.

2. Click to select a query from the Available Queries tab.

lleting:(0) ** GoTo U Reports M Start Center & Profile  Si

Fortiet |Result Set Display Name |ResuItSet . Rows To Display
Column Display Display Options Chart Options
Current Query  |Stocked Inventory - Stocked inventory items fu-‘
i ~Filter > (D4 ;i+1-8BofE+ 4 load =
Query Name Description Application
Ercemineere All asset records associated with Coors
Crossroads
Work Order Tracking (Tr)
tocked Invento Stocked inventory items for all Inventory
departments
Finished | [ save | [cancel]
3. This will automatically open the Column Display tab.
Maximo Start Center Page 14 of 25
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Add or Change Which Columns Display

You can change the columns that display in the chart from within the Result Set portlet setup of
Start Center.

Add or change the Result Set columns

1. Inthe Column Display tab, in the Display? column, check the box for the columns you want
to display. NOTE: You can also change the order that the columns are displayed in the Order
column.

2. Click the Finished button.

Portiet [Result Set Dizplay Name |Result Set Rows To Display

Available Queries

Dizplay Optiong. Chart Options

Current Query  |Stocked Inventory - Stocked inventory items fo

| Filler > {1 | # ;| «1-150146

/ Download '

@ﬁ‘x = Query Column Description = Order =

¥l GLACCOUNT (6L Account | ]

& TEMNUM ttem

[ PLUSTICG Item Count Frequency

[ LASTISSUEDATE Last lesue Date

& LOCATION Storeroom

[ Finished | [ save ] [cancel]

3. After clicking Finished, you return to the Start Center.
Apply Colors to Result Set Rows

You can apply colors to rows in the Start Center Result Set portlet to meet user-defined
standards or set-points. You can only apply color to one condition attribute in a result set.

Before you apply color to a row, have in mind the circumstances for which you want to see rows
called out in a different color, for example, all work orders whose status is WAPPR.

To apply color to an attribute in a result set:
In the Display Options tab:
1. Inthe Condition Attribute field, click the Select Value # icon.
In the example below, records will be colored based on criteria of the item’s Last Issue Date.

2. Click the Add Color Alert button.
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3. Specify sort criteria in the Expression field and a value in the Expression Value field.

4. In the Color field, use the drop-down menu to select the color for this particular alert (you

can also type

in the hexadecimal manually).

In this example,

e Records issued before 12/10/08 will be blue
e Records issued between 12/10/08 and 12/10/09 will be colored red

Result Set Setup

* Bulletins:(0) ™ GoTo IifReports # StartCenter 2 Profie

Dark Blue
Portiet |Result Set Display Name  [ResultSet Blue
Dark Green
Available Queries Column Digplay Chart Options Teal
Current Query  |Stocked Inventory - Stocked inventory tems fo| Green
Condition Atiribute |LASTISSUEDATE |# Furple
Burgundy
PEE MDA BT Brown
Expression Expression Value Color Olive
» = 12110009 #FFO000 Dark Gray
Details Red
Expression Expression Value [12/10/08 Color Pink
Orange
Yelow

6

Finished Save

* Sign Out 2 Help

5. To specify another condition, repeat steps 5 through 8.

6. Click the Finished button. The Result Set portlet now displays records based on your sort
and color criteria.

* Bulletins (0) ™ GoTo L Reporis ™ Start Center £ Profile

* Sign Out 2 Help

Wig Update Start Center
Favorite Applications & = I |Quick Insert & =2
Issues and Transfers @ New PM
@ New Purchase Reguisition
Inventory
1) Mew Service Reguest
Receiving
Inbox / & =
Preventive Maintenance Refresh
This pertiet has not been set up. To =&t up, select the editicon ¢ in the portlet header.
‘Work Order Tracking
@Resmsm; v Filter > @y | 21 | @ ——
GL Account tem ltem Count Frequency Last lesue Date Storercom
L1 L] L1 L] L1
41512.534000 4860 FC-375X12X24 12/18/94 12:00 AM FLEET
FC-01-0482780-00 1027409 1:45 PK FLEET
FC-01-0887 9/15/09 10:27 AN FLEET
FC-023-434-00 B/Z5/02 12:00 AN FLEET
FC-04-0108 915409 10:27 AM FLEET
415 4000.4860 FC-04080-0011-00-1 QU597 12:00 AM FLEET
41512.524000.4860 FC-04080-0011-00-2 9ISI9T 12:00 AM FLEET
41512.524000.4380 FC-04020-0011-00-3 QUSI9T 12:00 AM FLEET
41512.524000.4380 FC-0426508 4/3i96 12:00 AM FLEET
41512.534000 4350 FC-06-038% 9/15/09 10227 AM FLEET
Set Graph Optiong 1-100f 6776 | Next Pane >
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Change the Display Name

You can change the name that the system displays on the Start Center page for the Result Set
portlet.

To change the display name:
1. From the Result Set portlet, click Edit Portlet +".

2. Type a new name in the Display Name field.

Result Set Setup ! Bulleting:(0) ™ GoTo Report= # Start Center & Profie > Sign Out 7 Help

Portlet |Result Set Dizplay @e |Stncked Inventory items w/ chron info D Rows To Display

Column Display Display Options Chart OMM\ /

leting: (0) ™ GoTo [l Reports 5
W Update Start Center
Favorite Applications = Quick Insert &2
lssues and Transfers Q Mews PM
@ Mew Purchase Requisition
Inventory
@‘D New Service Request
Receiving
Inbox | Assi it =@
Preventive Maintenance Refresh
This portiet has not been =&t up. To =et up, select the editicon ¢ in the portiet header
‘Work Order Tracking
Q 3 ) Stocked Inventory items wi chroninfo |« Filter - gy | = |7 P
GL Account tem =+ ttem Count Frequency Last lzsue Date Storeroom
i3 |
41512.524000.4280 FC-37SX12x24 12/19/94 12:00 &AM FLEET
41512.534000 4850 FC-01-0452780-00 10/27/08 1:45 PI FLEET
41512.534000 4850 FC-01-0987 S/15/09 10:27 AM FLEET
41512.524000.4860 FC-022-424-00 E/Z5/0Z 1Z:00 AN FLEET
41512.534000 4850 FC-04-0108 §/15/09 10:27 AM FLEET
41512 534000.4250 FC-04020-0011-00-1 SI5/97 12:00 AM FLEET
41512 534000 4860 FC-04080-0011-00-2 SI5/8T 12:00 AN FLEET
41512.524000.4850 FC-04080-0011-00-2 SI5/97 12:00 AN FLEET
41512.534000.4860 FC-0426508 4/8/96 12:00 AN FLEET
41512.534000 4850 FC-08-038% 915109 10:27 AN FLEET
Set Graph Options 1-10 of 6776 | Next Page >
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Return a Result Set to an Application

You can return a result set that is displayed in the Result Set portlet to the List tab of an
application associated with a query. This lets you continue to work in the associated application
using the result set.

To return a result set to the List tab of an application:

1. Inthe Result Set portlet, in the gray window bar, click the Open result set in the application
i icon.

2. The query will open in the original application (in this case, Inventory).

Set Result Set Chart Options

You can set chart options in the Start Center Result Set portlet. You can create a bar chartor a
pie chart.

To set chart options:
1. From the Result Set portlet, click Edit Portlet

2. Select the query that you want to work with on the Available Queries tab and open the
Chart Options tab.

3. If you want the chart to appear on the Start Center page automatically, select the Show
Chart by Default? check box.

4. Inthe Chart Type field, select the type of chart.
5. Inthe Display By field, select a column to base the chart on.
6. Click the Finished button.

NOTE: If you did not perform step 3, you can display the chart by clicking the Graphical View link
in the Result Set portlet.
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Change the Chart Type

You can change the chart type (bar or pie) from the Start Center by clicking the Chart Type link.
You can also change it in the Result Set portlet setup.

To change the chart type from Start Center:
1. With a chart displayed, click the link beside Chart Type.

2. Inthe Graph Options dialog box, select a new Chart Type. With this dialog box open, you can
also make any other changes, if necessary.

3. Click OK.

To change the chart type in the Result Set portlet setup:

1. Ensure that the proper query is listed in the Current Query field.

2. Select the Chart Options tab.

3. Inthe drop-down list Chart Type field, select the chart type you want.
4. Click the Finished button.

Display the Chart by Default

You can have either a list or the chart display by default on the Start Center page. You can set
this up within the Result Set portlet setup, but you can change which one displays while on the
Start Center page. For information about setting the display while on the Start Center page, see
Start Center help.

To display the chart by default:

1. Ensure that the proper query is listed in the Current Query field.
2. Select the Chart Options tab.

3. Check the Show Chart by Default? field.

4. Click the Finished button.
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Attachments

WARNING: Viewing, creating, or editing an attachment saves the record.

Before using the Attachments function, make sure that all fields are correct. If you
aren’t ready to save the entire record, don’t use Attachments.

Maximo records can have attached files or URLs for various reasons. Uses include:
e Photos of work done, including before and after photos
e Supporting documents for service requests or work orders
e Link to a Web page (URL) for a catalog page, MSDS information, etc.

Any time you see the Attachments paper clip icon &, you can add an attachment or URL to a
record.

IMPORTANT NOTE:

Only files with the following formats can be enabled for printing: .pdf, .csv, .txt, .jpg, .gif, .xls,
.doc, or .ppt (Microsoft XP/2003 format).

Attach a file to a record

1. Click the paper-clip icon # in the upper right-hand section of the record.
2. Click Add New Attachments, then select Add New File.

3. To add a new file, in the Create a File Attachment dialog box, click the Browse button to find
and open the file.

4. Inthe Name the document field, enter the name you want shown in a library folder. (This
field only allows 8 characters.) Enter a description next to the Name if desired.

5. Click OK. You return to the main record screen.
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6.

To see if the attachment was uploaded successfully, click the paper clip icon, then select
View Attachments.

NOTE: A record has an attachment when the paper clip is outlined in orange. &

Attach a URL to a record

1.
2.

Click the paper-clip icon & in the upper right-hand section of the record.
Click Add New Attachments, then select Add New Web Page.

In the Create a URL Attachment dialog box, enter the link to the Web site in the Specify the
URL field.

In the Name the document field, enter a file name for the URL. Enter a description next to
the Name if desired.

Click OK. The paperclip gets a red outline.

To see if the URL was uploaded successfully, click the paper clip icon, then select View
Attachments.

Add image to an Item Master record:

NOTE: Only .jpg and .gif formats are allowed.

1.
2.
3.

In the Select Action menu, select Add/Modify Image.
In the Add/Modify Image dialog box, browse for and open the image file for this item.
Click OK.

The image now displays in the upper right-hand record section.
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Appendix A — Search Basics
Wild cards
Wild card Description Example results:
~null~ No characters in the field (blank)
% Any character (Not blank.) Any record that
OR OR has a value for that field,
I= ~null~ Not null (equivalent) such as a number or name:
49EE
ABC-989
FRED
UTIL
123% Characters that start with 123 12345
1239-EE
12399990-004
%123 Characters that end in 123 S188123
WO0-9123
99990123
123 Characters that contain 123 PK-8123450
WO0-12394
123? Four-character record that starts with 123 | 1234
OR 123A
123_ 123#
123 Four-character record that ends with 123 2123
OR B123
?123 -123
=123 Record is exactly 123 123
1=123 Record does not contain 123 124
9987124599-ENG
$55955195

Maximo Search Basics and Icons

Work sample for Susan Kaltenbach

Page 22 of 25

All materials ©City of Bellevue March 2010



Maximo 7.0 User Guide
Maximo Basics

Appendix B — Maximo Icons and Buttons

Button | Name Maximo Button Function
Displays a menu of actions available for the field
Select Value - Use to select a value from a predefined list.
e Drilldown - Use to open the Equipment / Location Drilldown.
o Detail Menu P auip /
e C(lassification - Use to locate an item, asset, or location, if it
has been included in a classification within the system.
e Gotolink - Use to link to the listed application.
= Long Provides room for entering more data than can fit in the on-screen
B Description | field.
. Select Date . . .
i) and Time Displays the Select Date and Time dialog box.
] Select Date | Displays the Select Date dialog box.
# Select Value | Displays a dialog box showing available values for the fields.

Toolbar buttons

Button | Toolbar Button Name
) Insert New Record
4 Insert New Record with autonumber
= Save Record
= Clear Changes
- Previous Record
" Next Record
o Change Status
T Route
B Overview Report
E Details Report
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Table window buttons

Button

Table Window Button Name and Function

#Filter

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.

Next Row — Click to move the focus to the next record in the table.

Previous Page — Click to show the previous page of records.

Next Page — Click to show the next page of records.

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.

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.

Add to Bookmarks — Marks a document or record for later viewing.

Mark Row for Delete — Marks a record for deletion.

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

Delete — Click to delete a table window row.

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