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https://test.mms.indiana.edu/fmax-stg�

Log in
Below you will see the FMAX log in screen. You will use your network id and
password. You will not have a separate log in for MMS.

FacilityMAX™ MAXIMUS

User Name |blgentry

Login Q]l

After you log into MMS you will see what we call a WORK DESK. Your work
desk is a page that can sum up the activity in MMS that relates to you. If you
have reports that you run regularly, you can access them from here. If you
have user filters on your searches, they can show up on this page. If there is a
message that we as administrators need to get out to all users, you will see it at

the top under Administrator Messages.

/= WorkDesk - Windows Internet Explorer

"| % 2| X |Live Search | Fiks

&\‘;;’ hd htkps: jitest.mms.indiana.eduffrax-skgiscreenWoORKDESK
File Edit Wiew Fawvorites Tools Help @Cnnvert - Select
>
o [ warkDesk, ] l & - B deh ~ |izk Page - (0F Tools -
FacilityMAX Hello, BRIDGET  Logout About Help
Module «
[ Repeort Listing edit_x | [ Administrator Messages edit x|
[ WM REPORTS | [¢ 2r18i00 2:22 PM ~ BLGENTRY ~WWELGOME TO FMAX |
Personal Query Listing - Wide edit  x
= Work Management ~ YWiork Crder ~ 10EMTERED B
& Work Managemert ~Wark Ordet ~ NEW B-SR ASBESTOS REQUESTS
Personal Query Count edit x
= 3953 Work Management ~ WWork Crder ~ 10ENTERED B
& 4WWaork Management ~ Work Order ~ MEW B-SR ASBESTOS REQUESTS
o) 2008 MAXIMUES
€ Internat HA00% -
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{= WorkDesk - Windows Internet Explorer,

QL » = | https: es-nd. ucs.indiana, ;9000 Fma-unkiscrasn/WORKDESK DEBEIES

)
file Edt View Favorites Tooks Help & -
* & ‘wm@esk ‘ ‘ v B v [hpame v (BTack o
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module v |

Accounts Payable

Asset Management

Capital Planning & Assessment
Contract Administration
Customer Service
Environmental Health & Safety
Estimating

Finance

Human Resources

Inventory

Key & Access Control

Key Performance Indicators
Lease

Preventive Maintenance
Project Management
Property

Purchasing

Space Management

Time Management

Utility Management

System Administration

avaseript imenuclickmainForm:menu:mainChidIem: WORKMET,_WKIMG_"); & Internst 100w -

The picture above shows the Module menu. You will only see modules that
you have access to. As you can see, | have full access so the full list shows
up. Click on Work Management.

= Work Order - Windows Internel Explorer

e~ @ ne.indiana,eduff :_[XOCUMENT_SERRCH v & 4] x Bl
Bie Edt Wew Fowebss ek Hep ot = [ Select
W | ok order | -0 &3

FacilityMAX Helio, BRIDGET  Logout Aout

Mudule « |\'.'u|k Setup - FORK ORDLR
Vitark Oridur
Daibe Ansianments SCAN
aterial Request
Shop Stock Approval
oy Slock Adistment
Planreed Work Qrder
[Eipia Status Update tor Work Drdér
[Eapio Seatus Update For Phase

() 2008 MAKINUS

My WK ] _wrkOrnder) & Ireemet s -

You should now see a work management menu just to the right of the
Module Menu. Click on Work Order
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{= Work Order, - Windows Internet Explorer g@@

@ o« |1l https:/fes-nd. ucs. indiana, edu: 8000, Frnax-untfscreenWORKDESK b ﬁ | X P
File Edit ‘“ew Favorites Tools  Help @ w
. 0 . »
o0 g0 | work order f B = v [hPage v 0 Took -
FacilityMAX Hello, BRIDGET  Logout About Help
Modulev Work Managementv Setupw Reportsy VWORK ORDER WO 2220003 REPORT
Work Order View: Bl
‘Work Order Created By Status
Date Created Project
Description
Desired Date
Budget
(Jrganization Region Problem Code
R 1
S Facility Type
Contact
Pi
Contact Phone ropery ST
Contact Email
Phase
Phase Description Location Shop Work Code Priority Status
[ I
Dane & mternet H100% -

This is what the new work order page looks like. You no longer have to

scroll left and right, only up and down. Over in the upper right corner you will
notice 2 icons.

The magnifying glass is your search icon

Il ]

The sheet of paper is your insert or new icon.

Lets create a new work order. Start by clicking on the New icon in the upper
right corner of your screen.
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You should now see a blank work order with several red boxes and a number
in the yellow work order field. The work order number is highlighted .

= Work Order - Windows Internet Explorer, Q@@

@_' https:/ﬂtest.mms‘ind\ana.edufFmax-stgﬂscreenﬂWO_EDIT e ﬁ || X -
Fle Edt Vew Favortes Tooks Help @Convert - 8] Sellct

w ok [ werk Order fi - B o= v [k Pags - 0 Took - =
FacilityMAX Hello, BRIDGET  Logout About Help
Module,  Work Management . Setup~  Reports 4
Work0rder View: EEEE v @ 1

Wiatk Order 1200302 Created By  |BLGENTRY Status |:| q

Date Created |Mar 02, 2009 07:27 AM

Description

Desired Date l:l w l:lJ
Budiet 50,00

Organization l:l Q Region I:I q Prokilem Code I:l Q

Contact l:l BLOOMINGTOMN PHYSICAL
Contact Email ‘ ‘
Phase o®
r Phase Description Location Shop Waork Code Priority Status
<

(c) 2008 MAXIMUS

Done & Internet *100% -

Fill out your Work Order Description. Jump down to fill out your category. (lower
right side of the screen) If you click on the small magnifying glass beside your

TYPE you will see a list of categories to choose from. I'm going to choose B-SR
in this case.

ff Category - Windows Internet Explorer

https:Htest.mms.indiana.Edu,l’Fmax-stg,l’screen,iZOOM_WORKORDER_CATEGORV?keep\I'iew=truE A %
‘Work Classification

Category Description

B-AR BPF OUTSIDE REPAIRISERYICE REQUEST

B-BSD BPP BUILDING SERVICES REQUEST

BdME BPP INSURAMNCE RELATED REQUEST

B-NC BPP NG CHARGE REQUEST

B-PM BPP PREY MAINT MON-GENERATED REQUEST

B-PMD BPF PEMNDING WORK ORDER

B-PRY BPP PREVEMTIVE MAINTEMANCE GENERATED REQUEST

B-RRG BPP REPAIR AND REMOVATIONS, GENERAL

B-RRI BFP REPAIR & REMOWATIONS, INFRASTRUCTURE RELATED

B-SR BPP SERVICE REQUEST
Page of 2 ! | I!. | 1 | ! | I_| | Records Found = 14

€ Internst H 1o -
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= Work Order - Windows Internet Explorer, E@@

@ > i https:ﬂftest‘mms‘indiana.eduﬂfmax-stgfscrean,iWO_EDIT - % *1 || XK 2=
Fle Edit View Favortes Tools Help @ Corvert ~ 1B Select
w o [ work order - B o v |- Page v () Tooks -
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module Work Management 5 Setupy  Reports -
Work Order (A Select v @ -1
Wark Order 1200302 Created By BLGENTRY Status 10-ENTERED Q
Date Created | Mar 02, 2009 07:27 AWM q
Description This is a work order for training

Desired Date

L]

$0.00

S —

Budget

Classification

Organization I:l Q Region I:I a Problem Code l:l Q
Requestor B-119
Contact I:l BLOOMINGTON PHYSICAL
CortectProne [ ] Poeey [ ] BRI
Contact Email | ‘ BPF SERVICE REQUEST
Phase L
I Phase Description Location Shop Work Code Priority Status
< >
() 2008 MAKIMUS
Dane & mtemet H100% <

Next, fill in the requestor. The requestor is what you used to enter into the
Customer field in Facility Focus. We are using B-119 in this example. Click
on the small magnifying glass on Organization just above requestor and the

information should auto fill.

{Z Work Order - Windows Internet Explorer E@@

@ I https:Ntest‘mms.\ndiana.edumeax-stgp’screem’WO_EDIT i ﬂ || R 2~
Fle Edit View Favorkes Tools Help @Corwert ~ [ Select
ok [0 wwork order - B g ~ |:-bPage v ) Took ~
FacilityMAX Hello, BRIDGET  Loyout About Help
Module »  Work Management Setup~  Reports -

Work Order View: ECEH v @ (|
Wark Order 1 200302 Created By BLGENTRY Status 10-ENTERED Q

Date Created | Mar 02, 2009 07:27 AM
Popct [ Ja

Description (THIZ 12 AWORK ORDER FOR TRAINING

Desired Date

L]

$0.00

Budget

Organization

Property

Classification

Organization | [BL-HPER Q Region a Prohlem Code l:l @
BLOCMINGTON-HEALTH, PHYS ED & RECREATION BLOOMINGTON
Reguestor B-119 .
Faclty HPER BUILDING L5 8
JOHM PEDEREEN
GContact JOHN FEDERSEN 1025 E TTH &T BLOOMINGTON PHYSICAL
Contact Phane | [325-3681 Property BL11g iy
Contact Email ‘ ‘ HFER BUILDIMNG BPP SERVICE REQUEST
Phase L
r Phase Description Location Shop Work Code Priority Status
< >
() 2008 MAXIMUS
Done & internet #100% -
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If you have a project number you can put that in just under the status. Problem code
is not the same in FMAX as it was in Facility Focus so you will not be filling in the
Problem code on the work order.

Now we are ready to add our first phase. At the bottom of your screen click on the
green plus sign. This will bring up a blank phase screen.

(= Phase - Windows Internet Explorer

@ ) - mens inchans, edulf EorT ~ & | | X 2.

rhe  Edt  View Favorkes ook b @Conuert + [ Select

oS |[Metese f ~ B - i v [hBege - EhTgel - T
FacllityMAX Hello, DRIDGET Lo Abom  Help

Module »  Work Management - Sctup e Reportse

Bt -JO © |8
Phase 001 Crealed By | BLGENTRY Staluz 10-ENTERED o
Dl Crisatieed | Mo 02, 2009 07:49 AM T 1200302 |
Dusseriplion [THIS 1S A WORK ORDER FOR TRAINING Budget 000

Shop 1= Start [ ] ~ 1= Funding Source

WorkCode Oroup [ | &

Work Code a
Shop Paerson I End — ) 1
Procty —

Request Method | | |
Fupron——— e ]
Equipment | | & Asset a Type -
Equipment Group

Aszet Type

Template "
PM a Assel Group

Here you will add a shop, shop person, and priority. You can click on the magnifying
glass by the shop to choose a shop or you can type in the name. This time | will type
in the shop name. b-electric and then click the magnifying glass. By typing in the name,
it will not bring up the zoom table.

| will now click on the zoom magnifying glass for shop person to see who | can assign to
the phase.

{; Shop Person - Windows Internet Explorer

. https:fftest.mms indiana. edufmax-stg/screenZ00M_SHOP_PERSON?keepiisw=trus
BN L
Shop Person First Name Last Hame

ADAGLEY ALCIDE DAGLEY B-ELECTRIC SHOP
BORAMM BRIAN MM B-ELECTRIC SHOP
BECSTER BARRY FOSTER B-ELECTRIC SHOP
BERAMNKLA BRADLEY FRANKLAND B-ELECTRIC SHOP
BGATYODA BRLUCE GAINVODA B-ELECTRIC SHOP
LOAYHUFE DOMNALD DAYHUFF B-ELECTRIC SHOP
CDLCRIDER DIANE CRIDER: B-ELECTRIC SHOP
LAY OLIMT DANVID *FOUNT B-ELECTRIC SHOP
GREM GREG MARTIM B-ELECTRIC SHOP
JAPTAYL O Y TAYLOR B-ELECTRIC SHOP
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| chose DDAYHUFF for this phase. Now | can choose a priority. Zoom on the priority
and choose the priority for this phase.

{Z Phase - Windows Internet Explorer EEX
’Q v | hetpsiditest mms. indliana, ecuufmas-stajscreen/PHASE_EDIT v & |4 (x =
File Edit ¥iew Favorites Tools  Help @ncomert - B Select

s [rrase G- 8 o - |5p Page Tool:
FacilityMAX Hello, BRIDGET  Logout About  Help
Module ,  Work Management o Setup~  Reportsy
e Com—
Phase 001 Created By | BLGENTRY Status 10-ENTERED

Date Created (Mar 02, 2009 07:49 AM Work Ordar 1200302 |
Description THIS IS AWORK ORDER FOR TRAINING Budget 3000
BPP ELECTRIC SHOP Waork Code Group l:lq
Shop Person DOAYHUFF a \Work Code &
End 3 1
DONALD DAVHUFF L] L@

Priority B-03-ROUTE a ReguestMetnod | &
T
e — e 1

Eguipment Group

Asset Type
Template ”
PM Standards I:l Q Asset Group

(c) 2008 MAXIMUS

Dane € mternet H100% v

Now we need to choose our funding source. If this is just a maintenance charge
and you do not have a customer account number, choose Shop on the funding
source field. This defaults to the shop accounts. If you are asking for a customer
account number you need to choose custom. Since shop is fairly straight forward,
lets look at custom on this example. Before we define the account number, choose
a work code. You can click on the zoom icon to see your choices.

{= Work Code - Windows Internet Explorer

https Jfkest, mms indiana.edujfmax-stgfsoreenfZO0M _WORK_CODE_FOR_PHASE keepiisw=true oy
.o
Work Code Description Category
B-ADhr BPF ADMIM (B-5R) B B-=R
B-ASBESTOS BPF ASBESTOS ABATEMENT (B-5R) B B-5R
B-BLOG SERVICES BPF BUILDIMG SERVICES (B-5R) B B-5R
B-CaMPLIS BPP CAMPUS - GROUMDS WORK (B-5R) B B-5R
B-CARP-LOCK BPP LOCKSHOPWWORK (B-5R) B B-5R
B-CARP-PAINT BPP CARPEMTRY PAINT WORK (B-SR) B B-5R
B-CARP-LMIT 1 BPF CARPEMTRY UMIT 1 WWORK (B-SR) B B-5R
B-CARP-UMT 2 BEP CARPEMTRY UNIT 2 WWORK (B-SR) B B-5R
B-CARP-UMIT 3 BPF CARPEMTRY UMIT 3WWORK (B-5R) B B-5R
B-CARP-LIMIT 4 BPP CARPEMTRY UMIT 4 WORK (B-SR) B B-5R

3/2/2009 FMAX WORK ORDER ENTRY 8



Ok, now that we have custom in the funding source and a work code in place, we need to
add account numbers. To do this, go to the top of your page where you see a drop down
box that says Select. From this menu, choose Account Setup.

{Z Phase - Windows Internet Explorer [=EIES
— e

Q‘ o = WD hitpsiest s nliania, ecuifmax-stafscreen/PHASE_EDIT v & |4 (x
File Edit ¥iew Favorites Tools  Help @ncomert - B Select
W & |Mehass v B - [reege - GpToos - T
FacilityMAX Hello, BRIDGET  Logout About Hel
Module & WnrkMannuememv Setupy Reportsy
- o oM

— Select

Phase 001 Created By BLGENTRY Stati
Date Created (Mar 02, 2009 07:49 AM
. 1

Description [THIS IS AWORK ORDER FOR TRAINING Bud

Lotz

e T s — |

Shap B-ELECTRIC SHOP a Start 1~ IR
BPF ELECTRIC SHOR WOl cer Defined Fields
SHER RS & o a
= R i - — -
DOMALD DAYHUFF EFF ELECTRONICS SHOP RELATED (B
Priority B0 ROUTE aQ ReguestMetnod | &

e ———————————— e
Equipment Q Psset |:| Q Type -

Equipment Group

Asset Type
Ternplate W

Li

P Standards Asset Group

You should now see an Account set up screen. To add an account click on the
green plus sign on the charge account line.

{Z Account Setup - Windows Infernet Explorer. EEX
@ o = WD hitpsiest s ndiana, ecuifmax-stafscreen/PHASE_ACCT_SETUP_EDIT RS o+
File Edit ¥iew Favorites Tools  Help @ncomert - B Select

92 & | Account Setup B - B - & - [resge - @FTooks - T

FacilityMAX Hello, BRIDGET  Logout About Help

Module »  Work Management v Setupy Reportsy

Account Setup View:

Phase 001 Created By BLGENTRY Funding Source Custom
Date Created (Mar 02, 2009 07:49 AM
Description THIS 1S AWORK ORDER FOR TRAINING Budget $0.00

Wark Order 1200302

Account Subcode Percentage  Precedence Amount  Start Date Expire Date

Account Subcode Start Date Expire Date

(c) 2008 MAXIMUS

Dane € mternet H100% v
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Now you need to choose Percentage split or Fixed Account. Most of the time

you will use percentage split. Even if you are only using one account for 100%

of the charges on this phase. Click on the percentage split and click the large
blue arrow on the top right of the screen to go to the next step.

You can put in the account number and click the magnifying glass. If you need

tf" Account Selection - Windows Internet Explorer

@  ~ | https: jtest. mms.indiana. edufmax-stg/screenfPHASE_ACCT_TYPE_SELECT
File Edit Wiew Favorites Tools Help EE_:'CDn\-'ert ~ [25) Select
W dkr Account Selection

FacilityMAX Hello, BRIDGET

Module » Work Management Setup - Reports -

Account Selection

Please Select:

Fercentage Split
Fixed Amount

to search for the account, you can click on the zoom. | suggest at least entering

the first letters of the account if you have them to narrow the number of choices

you have.

3/2/2009

{Z Account Setup - Windows Internet Explorer E]E
e

@ o v [ httosiitest.mms indiana, eduifma stalscreen/PHASE_ACCT_SINGLE_EDIT v 8 4%

File Edit ¥iew Favorites Tools  Help @ncomert - B Select

92 & | Account Setup i - B - - [Feage - @Tools -
FacilityMAX Hello, BRIDGET ~ Logout About Help

Module »  Work Management v Setupy Reportsy

Accaunt | |q Percentage 10000

AccountType | Charge

Subledger Al -
Account Extension

satme (]~
L — ) [ —

Expire Time I:ll:l v
L [— ] [ —

<

~

(c) 2008 MAXIMUS

Dane € mternet H100% v
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Here | have entered UA-601 and clicked the zoom. You can see that there is a
large list of accounts. If you have the full account number, you can just enter it
and when you click the magnifying glass it will decode the account name. Next
you an put in the sub code (OBJECT CODE) or click on the zoom to find it.
Then click on the Green flag.

5(=1iE3
Q_ o = | https: fftest.mms.indiana, eduffmax-stajscresnPHASE_ACCT_STMGLE_EDIT EIEDIEES £~

@convert - [ Select

~ »
o5 4 || Account Setup P v B e v [bPage - () Tools -

FacilityMAX Hello, BRIDGET  Logout About Help

Moduley  Viork Management

Account Setup

100.00

Setupy  Reportsy

Account Percentage

(Accnunls Windows Internet Explorer

Account Description

ZI
UA-5010000 ATHLETICS DEPARTMENT _
UA-5010101 ATHLETICS GENERAL & |

UA-£010102 ATHL FUND BALANCE DEFICIT AS OF 6/30/06
UA-5010111 CHEERLEADERS

1 ~
UA-5010112 ATHLETICS-INCOME

UA-8010112-103 MEN'S BASKETBALL

-£010112 MEN'S FOOTBALL

UA-£010112 05 MEN'S BASEBALL
UA-£010112-10510 MEN'S DVING
UA-5010112-10515 MEN'S GOLF ] v
Page of 43 @ | W | | > | M| Records Found = 427
= Ly o i e 3
< Done & Internst F100% v >

(c) 2008 MAXIMUS

Done i & 1nternst H100% -

Now that the charge account is done, can click on the green flag again and it will take
you back to the Phase. Do not enter an account for Offset account.. If you need to
add another phase, you can click on the large green plus icon at the top of your phase
screen. If you are done, click on the green flag to go back to the work order. Make
sure you click save.

/= Account Setup - Windows Internet Explorer, E@E
g 3 - https:jkest mms.indiana, edu/fmax-stafscreenfPHASE_ACCT_SETUP_EDIT EETRIEES
Fle Edit Yiew Favortes Tools Help @convert - [ Select
~ »
¢ 4k | [ Account Setup 5 - B f= v |-k Page - () Tools -
FacilityMAX Hello, BRIDGET  Logout About Help
Module»  Work Management - Setup~ Reporis+
Account Setup r— ~I® W
Phase 001 Created By BLGENTRY Funding Source Custom
Date Created | Mar 02, 2008 08:31 AN
Description THIS 12 AWORK ORDER FOR TRAINING Budget $0.00
Work Order 1200313
Account Subcode Percentage  Precedence Amount  Start Date Expire Date
Al
| Uas8010101 5300 100.00
Offset ee
Account Subcode Start Date Expire Date
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Once you have clicked save, the work order is complete.

= Work Order - Windows Internet Explorer

EIBX

’@ ¥y~ https:ﬂtest.mms‘indiana.adu)’fmax—stg)’scraeanO_VIEW 2 BlhedlRS P
File Edt View Favortes Tools  Help @ Convert ~ [ select
P o [0 werk Order -8 o= v spPage v (CFToals -
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module»  Work Management Setupy  Reports e

Work Order view: BN “f\s L 4 ] o=
Work Order 1 20031 3 Created By BLGENTRY Status 10-ENTERED

Date Created | Mar 02, 2009 08:30 AW Project

Description THIS I RK ORDER FOR TRAIMING

Desired Date

Budget $0.00

QOrganization

Requestor

Contact

Contact Phone

Contact Email

BL-HPER

BLOOMINGTON-HEALTH, PHYS ED & RECREATION

B-118
JOHMN PEDERSEN
JOHN PEDERSEN

3253681

Region

Facility

Property

BL
BLOOMINGTON

HPER BUILDING

HFER BUILDING

Problem Code

Type B

BLOOMINGTON PHY?S

Category B-SR

BFFP SERVICE REQUEST

Phase

Description

Location

Shop

Work Code

Priority Status

a1

THIS IS A WORK ORDER FOR TRAINING

B-ELECTRIC SHOP

B-ELEC-SHOP

E-3-ROUTINE 10-EMTERED

3/2/2009
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