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Accessing CMMS
CMMS is browser agnostic, meaning users may use any 
internet browser such as:

Chrome (Version 30.X)

Internet Explorer (Version 9 & 10)

Safari (Version 6.0.5)

Firefox

http://www.google.com/url?url=http://www.iconarchive.com/tag/google-chrome&rct=j&frm=1&q=&esrc=s&sa=U&ei=WROPVIqmE4zpoAT5sIKoDA&ved=0CBYQ9QEwAA&sig2=1j0OzEJ9bRF5QPafqsKkzQ&usg=AFQjCNG_29OiIPACA2P7lc3isCWNNd70qw
http://www.google.com/url?url=http://www.iconarchive.com/tag/google-chrome&rct=j&frm=1&q=&esrc=s&sa=U&ei=WROPVIqmE4zpoAT5sIKoDA&ved=0CBYQ9QEwAA&sig2=1j0OzEJ9bRF5QPafqsKkzQ&usg=AFQjCNG_29OiIPACA2P7lc3isCWNNd70qw
http://www.google.com/url?url=http://www.iconarchive.com/show/plex-icons-by-cornmanthe3rd/Internet-ie-icon.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=hBOPVLOpHITaoAS6g4GgCg&ved=0CBYQ9QEwAA&sig2=g3to4R3XdZMsqkqDT7uyAg&usg=AFQjCNEOGalS3LgHZH3cZ9nCksbvPfjdaQ
http://www.google.com/url?url=http://www.iconarchive.com/show/plex-icons-by-cornmanthe3rd/Internet-ie-icon.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=hBOPVLOpHITaoAS6g4GgCg&ved=0CBYQ9QEwAA&sig2=g3to4R3XdZMsqkqDT7uyAg&usg=AFQjCNEOGalS3LgHZH3cZ9nCksbvPfjdaQ
http://www.google.com/url?url=http://www.lbcc.edu/peoplesoft/peoplesofthelp/instructorhelp9/printing/safari.cfm&rct=j&frm=1&q=&esrc=s&sa=U&ei=pROPVJGzN8K6ogSl0oCAAw&ved=0CBYQ9QEwAA&sig2=jxf1c9VGK-7Raj5NQz9n7A&usg=AFQjCNFzmOlhvFdP31fOiK1MKUcpVladOg
http://www.google.com/url?url=http://www.lbcc.edu/peoplesoft/peoplesofthelp/instructorhelp9/printing/safari.cfm&rct=j&frm=1&q=&esrc=s&sa=U&ei=pROPVJGzN8K6ogSl0oCAAw&ved=0CBYQ9QEwAA&sig2=jxf1c9VGK-7Raj5NQz9n7A&usg=AFQjCNFzmOlhvFdP31fOiK1MKUcpVladOg
http://www.google.com/url?url=http://www.iconarchive.com/tag/firefox&rct=j&frm=1&q=&esrc=s&sa=U&ei=1hOPVIKUB9DhoASZq4LACg&ved=0CBYQ9QEwAA&sig2=EVsBdn9Lxp2GOmA8oAn9gg&usg=AFQjCNHKSE2-wECFtdZx6QZTd7doj5PscQ
http://www.google.com/url?url=http://www.iconarchive.com/tag/firefox&rct=j&frm=1&q=&esrc=s&sa=U&ei=1hOPVIKUB9DhoASZq4LACg&ved=0CBYQ9QEwAA&sig2=EVsBdn9Lxp2GOmA8oAn9gg&usg=AFQjCNHKSE2-wECFtdZx6QZTd7doj5PscQ
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Accessing CMMS

In your preferred Internet Browser’s address bar, type 
in:

http://cmms.sfdpw.org

And press Enter

http://cmms.sfdpw.org/
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Accessing CMMS

Logging In
Log in to CMMS by entering your USER ID as well as 
your PASSWORD. 

Click here to 

continue
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Basic Process

When you, the client, ask Public Works to create an 
estimate for a project, the planner will work with the 
shop lead to create an estimate based on current 
costs and rates.
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Approvals
When the estimate is ready, it will be approved by…

The Shop Lead

The Planner

The Bureau Superintendent

The Deputy Director of Operations (DDO)

… and finally the Requestor (You)
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Approval Choices

?

Don’t 
Approve

Request 
Revision

Approve

Defer Until 
Another 

Time

When it reaches your 
step for approval, you 
have the following four 
choices.
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Basic Steps
Find the Service Order 

in Question1
View the Detailed 
Estimate Report2

Approve the Estimate, 
or Don’t Approve it3
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Find the Service Order in Question

After  you receive an email from CMMS indicating that 
an estimate needs to be approved, log into CMMS. 

To get to the proper screen, click on WORK and select 
Client Approve Estimate Service Requests.
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Find the Service Order in Question

In Split view, you will see the record on your right, and a list 
of Estimates waiting for approval on the left panel.

Record View

List of 

Estimates
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Find the Service Order in Question

Find the one you want to work with and select it by clicking 
on it. 

Click and 

Select
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View the Detailed Estimate Report

Click on the printer icon.  This 
will open a new window with 
an embedded PDF. 

This will open a new window 
with an embedded PDF. 
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View the Detailed Estimate Report
You may save a copy or print.  You can zoom in and 
out.
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View the Detailed Estimate Report
Hover at the bottom of the PDF to view the menu

Save

Print

Zoom Out

Zoom In
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Approve the Estimate, or Don’t Approve it
If you are requesting revision or not approving, please add a comment 
explaining why. 

Click on 

Comments Tab

Click on New 

Comment Button
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Approve the Estimate, or Don’t Approve it

Click on New 

Comment Button

Type comments here

Save
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Approve the Estimate, or Don’t Approve it
When you approve an estimate, it is required that you update 
the funding source. Find the Funding Section. 

Use the Look Up  Tool to 

find the correct Funding 

Source

If the funding source is 

not listed, type it in this 

field
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Approve the Estimate, or Don’t Approve it
The last field you have to update is the Status.  Here are the 
options:

•Client approved means you are agree with the estimate and 
authorizing Public Works to move forward in doing the work

•Client not approved means you are rejecting the estimate and 
NOT allowing Public Works to move forward.  If you select this 
option, please leave a comment
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Approve the Estimate, or Don’t Approve it

•Client request revision means you are asking for a revision in 
the estimate costs or scope or both.  Please leave a comment 
detailing the explanation.  This estimate will need to be 
developed again and will require all Public Works management 
approvals again since the estimate will be changing.

•The last option is Client deferred. Selecting this means you are 
not approving the estimate and not allowing DPW to move 
forward right now; however, you plan to approve this in the 
near future.  A new estimate may need to be created at that 
time since new rates may impact the cost. 
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Approve the Estimate, or Don’t Approve it

Select the option you want and 
click the save icon.

Save

After approval, you the approver will receive a confirmation 
email and the approved service order will appear in the CMMS 
inbox for the planner that was involved with this estimate.
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Additional Help
For additional help with CMMS, click on the Documentation 
tab and select Training.
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Logging out
To log out, click the Upside-down arrow in the corner and 
select Logout
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Legend
Save

New

Delete

Required

Lookup Tool

Date Select

Drop Down Menu
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Contact

Help Desk: 

helpdesk@sfdpw.org

(415) 558-4400

mailto:helpdesk@sfdpw.org

