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Introduction to Maximo

Online Help

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

. 4

Need help? [tk the Help icon in the uppeight-hand corner of your screen. This will open
applicationspecific help.

Maximo Navigation BasicdJser Interface map

Online Help

Go To men Toolbar

* Bulleting(0) ™ GoTo It Reports  StartCenter 2 Profie

? §|gnllJut ? Help

& [+] P b~ [sect Acton M@ a2 e > G R0 @ X
k Orde I 'E;(;e'r;al'({u'stor;ér- i Plan; e R’el;t;;‘Re::;r‘d's i A::t als Lag g F‘aiﬁr?iepc‘rﬁn'g E Specmt':a-tim; :f

—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
| [

| o * Bulletiisi(0} % GoTo IR joris  # StartCenter 2 Profie © Sign Out ? Help
- @ admiistration
[ [ Fina: [ | #  [seiect action [v] @ | |11 d  assets
@ Contracts
st |_PO PO Lines. Ship To i
= Data Import (Tr)
# 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 :
2Ll = [— . L s
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) nvoices
@ Work Orders » Companies
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For example, in the Purchasimpdule, there are the following applications:

1 Purchasd&requisitions
1 Purchase Orders

1 Receiving

1 Invoices

1 Companies

Select Action Menu

Each application has a customized Select Action menu. For example, in the Work Order
application, there i Select Action menu action for Apply Rotite 6 dzi (G KA & | OGA2Yy R2S:
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.

N
[ALL_wappR [~ | Fing: 98 (S=ect Activ v @ M A Byl o ] |
™
List Work Ordel External Customer tyi  Changs Status Log f i i
|change Status CTRL+ALT+&

Apply SLAs

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 ¥ducanuse the List tab to locate
and select records. You can also use the List tab to bookmark records for lat8eagbe
Bookmarkssection later in this guide for more information abdagokmarking 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.

I‘Eﬁ Work Order Tracking * Bulietins: (0) I‘:‘ﬁnTu I Reports ™ Start Center & Profle ™ Sign Out  ? Help

oar HHL

[iv] Finc |#h  [select Acton v] & GG B v @ XIE
st | gWork Order External Customer Plans Related Records Actuals Log Falure Reporting Specifications
LA
# Advanced Search + ldl Save Query - 4 Bookmarks
| sFilter - | 41} 4 ;! 41-200f39740
Vork Orger = Description Location Description Asset Department Division Section
[y Il I |2 | | [ |# | |& | & [water £
4845 433pm PSE requesting locates 261807 4531 SOMERSET PL SE 209535 uTIL oM VIASTEWATER
4848 Eiiﬂ @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
pa-wed
2850 I Hit the Enter key in a blank fleldl 1070 102ND BL SE 124240 uTL oM WATER
4253 high consumption notice, owner cancemed 222200 1370 116TH AVE NE 123555 uTL oM WATER
4353 221122 2210 55TH AVE NE 115890 uTL oM WATER
Introduction to Maximo Page3 of 25
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Navigation in the List tab

When the records are displayedtime List tab, you can navigate between the records using the
direction arrow keys.

1 To open arecord, click the underlined Record ID.
1 Click Next Rov.’and Previous Rov:* to move up and down rows of the result set.
9 Click Next Page+*and Previous Pagu* to navigate to other pages of the result set.

Advanced Search
To search for a record:

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

8 More Search Fields] Current Query:

Inveice ||§.| Type £
Qriginal Invoice Status -
Vendor Invoice Higtory? |N e
Contract Reference
Entered By Fa
Department Fe
Division »
Section &
Status Date |nﬁl
Voucher/Doc #
Woucher GL Date &
= = =
ttem #
Description PO # Total Base Cost
Work Order z Receipts Fe Total Tax
Location # Total Cost Invoice Total
Asset A
GL Debit Account »
Energy Uzage
Energy UoM Fe
=
From To
EntercdDate [ |® [ ®
Invoice Date l:ld l:ld
bwcDate [ | (I
Padbate [ @ [ =
©) ) o
Ns ) g
[ Find ] [ Restore Application Defaults ] [ Revize : ¥ ] [ Cancel ]

2. Enter or select a value for the fields you wanuse in the search.

Introduction to Maximo Pages of 25
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Click one of the following buttons:

3. ClickFindto perform the search. The system displays the search results in the List tab table
window.

4. ClickRestore Application Defaults 2 Of S NJ 6 KS FASt Ra @&2dzQ@S
restart entering in your advanced search criteria.
5. ClickCancelo 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.
=, Work Order Trackng _ B0 £ GoTo e Sicei e S i

JL:“ i SR -

[ [e] Fing: |dh = [seect Act [v] @ | 1510 B e il @ X

Lst | rk Order External Customer Plan Related Records Actuals Log Failure Reporting Specifications

d Advanced 55® @ Query + 4 Bockmark

| Filter - gy + ier ry

Uop Qe | DESCUOn. L Ly nnnnnns 1= R Ll Y- - SR SR 1 SR JAR .- SN

L‘“..l | L L2l 1 I @I_ U |LI & zan T 12 ] 2 a3
T I ,|F|Iterf|elds,I I
[] Select Records

To look for a row or record that contains a particular value:
1. Open the application you want to work within.

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

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

4. Click Filter Tablélh.
OR
Hit the Enter key.

5. Search results are displayed based on your criteria.

6. If there are no records that match yoifilter 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, clickGlear Filter Fielda icon.

NOTETheClear Filter Fieldson is only active (is no longer grayed oub)en a table has been
filtered.

Introduction to Maximo
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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 thiiter (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

GD Query Name* |APPR Storm W0s | [2PPR storm wios

@ Public? [ ]

@ Default? [ ]

@

4. Enter a name in th®ueryNamefield, and enter a description in the next field.

NOTEIf this query is to be public, make suregive the query a clear and understandable
name.

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

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

7. Click OK.

8. The query is now included in the list available in the left hand dimpn menu for records
gueries.

Work Order Tracking

|+ Find: |

[‘ All Records

Al Bookmarks

APPR Storm Wi/0S

Q&N Work Qrders
Q&N Work Orders APPR

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

1 <elect a query to perform a search
1 Modify a query
91 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 dregown menu, selecView/Manage QueriesThe
systemdisplayghe View/Manage Queries dialog box.

2. Click tle 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 droglown menu:

1. From the records droglown menu, click the query you want to run.

|+ 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 sehrresults on the List tab.
To modify a query:

1. From the List tabg in the Save Query dregown menu, selecView/Manage QueriesThe
system displays the View/Manage Queries dialog box.

You can edit the following fields:

91 Description
1 Default? checkbox
9 Public? checkbox

NOTEYou are able to edithe SQL WHERE claus¢he details section.

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

Introduction to Maximo Page7 of 25
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To delete a query:

1. From the List tabi# in the Save Query dregown menu, selecViewManage Queries The
system displays the View/Manage Queries dialog box.

2. Click Mark Row for Deletdin 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

youdo not want to mark this query for deletion, click Undo Delii.

=] View/Manage Queries

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

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

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

Select multiple records to perform batch actions

NOTETo 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 theSelect Recordsheck box at the bottom dhe List tab table window.

2. Select theSelect Rowcheck box foeach record on which you want to perform the action.

Introduction to Maximo PageB of 25
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Bookmarks

You can bookmark a record to quickly access it later via the My Bookmarks dialog box. The

al EAY2 . 221YFN)] TFdzyOilAazy Aa G(GKS aFV@®2NRIBELLYy (S
FdzyQGA2yd® LF &2dz ¢l yid G2 NBOGdNY G2 |y AYRAQGARZ f
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, mthe farright hand side of a row, click the Add to Bookmatkscon.

2. The system adds the record to the My Bookmarks dialog box, and the blue message area
NBII Ra awSO2NR KIFa 0SSy 06221VYIN] SRbé
To add a bookmark via th8elect Action Menu

1. Display the recat that you want to bookmark.

2. From the Select Action menselect Addo 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 b remove a bookmark from your listOTE The My Bookmarks dialog box includes

SOSNE aAy3aftS NBO2NR &2d2Q@S 0221 YFN] SRE AYRSLISYRS
Retrieve a bookmarked record:

1. From the List tab, click tHBookmarks

@

] 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 Page9 of 25
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2. The system displays the My @amarks 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 (ksfdnd column) to retrieve a bookmarked record.

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

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

2. Click DeleteX in the row containing the bookmark you want to delete (rigtaind column).

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

4. ClickYes 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 withfumther notice.

5. To close the dialog box and return to the application, ci&k The system returns to the
List tab

Introduction to Maximo Pagel0of 25
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Start @&nter

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 insenew 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 Applcations 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).

¥ sign Out 7 Help

! Buleting:(0) ™ GoTo UL Reports ™ Start Center 2 Profile
Fir ;

g Update Start Center]
Favorite Applications ( 1 ) = 1 |Quick Insert & 5 m
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 > g | 1 | @ & =2 m
This portlet has not been set up. To set up, select the editicon ¢ in the portlet header.

3. Clickthe SelectApplications button The SelecApplications window opens.

* Bulkting:(0) M GoTo I Reports # StartCenter & Profie * Sign Out  ? Help
Sk T

Portlet |FﬂVDFﬂE Applications Display Name |Favorite Applications ‘
i oFiter > (D0 i4 & ®® =3 2 =
Application Description Order

No rows to dizplay.

B select Applications e

[(Finished | [cancel] [ Select Applications |

| sFilter @y il ,i41-30f34 T/ losd | |

O Description

|wurk order

Facilties Work Order Tracking
Work Order Tracking
Work Order Tracking (Tr}

MaximoStart Center

Work sample for Susan Kaltenbach
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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 apgtiicns 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 * sign Out 7 Help

* Bulkting:(0) ™ GoTo Ut Reports # Start Center & Profie

Portlet |Favnr'rte Applications Display Name |Favorite Applications |

i ~Fitter: {00, #i%1-5cf5+

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 theFinishedbutton.

8. When you return to the Start Center screen, your favorite applicatiwill 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.orde

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

2. Clickthe Edit Portlet icon on thgray window bar.

! Bulletins:(0) P GoTo [ifReports # StartCenter & Profile * SignOut ? Help

wig Update
Favorite Applications il Quick Insert P
lssues and Transfers This portiet has not been set up. To set up, sekect the edticon ¢ i the portiet header.
Inventory Inbox | Assignments P
Refresh
Receivil )
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
MaximoStart Center Pagel2 of 25
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3. Clickthe Select Actions buttorThe Selecctions window opens.

Quick Insert Setup

! Bulletins:(0) ™ GoTo UWtReports # StartCenter 2 Profie °

Sign Out  ? Help

...Mo rows to display...

B Select Actions e

Portlet |Quick Insert Digplay Name |Quick Inzert |
[ oFiers (i ¥ e B o i S
Action De=cription Application Template ID Order

[ Finished |

[ Cancel ]

[ Select Actions |

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
@) [v] Hew Purchase Requisition PR

Cone

Check the box beside the action you are addihgn click OK.
To add more actionsepeat steps 2 through 4 above until you are finished.

You can specify what order you want thetionsto 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 Ut Reportz # Start Center & Profie °

Quick Insert Setup Sign Out 7 Help

Portlet |Quick Insert Display Name | Quick Insert |
[ cFilers 0, 4 i%1-30i3 Unmg:kid
Action Description Application Template ID Order
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. Clik theFinishedoutton.

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

* Bulletins: (0) ™ GoTo G0 Reports # Start Center 2 Profie

* Sign Out 2 Help

UWig Update Start Center

Favorite Applications & = | Quick Insert F Bm
lssues and Transfers @; Hew PM
nventory Lg New Purchase Reguisition @
\_49 MNew Service Reguest
MaximoStart Center Pagel3of 25
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Result Set Portlet

The Result Set Portlet is a window that displays a query that you seldsb tiffers some

options for how it displays the records. You can select the columns to disjdaycan also set a
color for a row based on a field and a ftetermined value. For example, if an item is a priority
one (1) it can display as red; if it ispaiority 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 custordizearches are provided in the Introduction
to Maximo volume.

St up a Result Set:

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

* Buletins: (0) GoTo Il Reports  # Start Center & Profile  ** Sign Out 7 Help
i

ik - i

W8 Update Start Center

Favorite Applications & = 0 Quick Insert g B

lssues and Transfers S new P

L§ New Purchase Requisition
Inventory

;/;) New Service Request

Receiving

Inbox [ AsSiC £ 5 MW

Preventive Maintenance Refresh

This portlet has not been set up. To =&t up, select the edit icon ¢ in the portlet header.

Work Order Tracking @

Result Set |  Filter - @ | 0 | w # S

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

2. Click to skect a query fronthe Available Querietab.

Result Set

-_—

3. This will automatically open thédumn Displayab.

MaximoStart Center Pagel4 of 25
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