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Getting Started

The procedures presented herein assume that the purchaser of this product has basic computer skills
and has used the Windows environment in the past. Many of the functions such as file open, file save,
run option and the like can change depending on the operating environment the application is executed
in. In such cases please refer to the user’s manual for that environment (supplied by that vendor).

Administrator Rights
Throughout the documentation we talk about logging into the system as a user with Admin or

Administrator rights. In PM Coordinator, and the lack of user accounts, all users have Administrator
rights.

Installing the Application

PM Coordinator can be supplied to you a few different ways. We can send you a compact disk (CD),
DVD, and the software can be downloaded.

IMPORTAND NOTE: If you already have a demo of the software installed, re-
installation may not be required. Just activate the demo.

To install PM Coordinator onto your computer:

FROM DOWNLOAD
e Create a directory or folder on your local hard drive to download the file to.
e From the web-site, click on the appropriate download link to begin the download.
e Save the file to the directory you created above.
e Runthe downloaded application to start the installation process.
e Follow on screen instructions.

FROM CD OR DVD
e Insert the CD or DVD into an available reader. If your computer is setup correctly, the program
should run automatically.

e If the program doesn’t start automatically:
o Click the Start menu and choose the Run option.
o Click the Browse button and navigate to your media reader.
o Select the Setup.exe application on the root directory of the CD/DVD.
o Click Open.
o Click OK.

e  Click the Install Products option.

e Click on the option that best describes the application you want to install.
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e Follow on screen instructions.

Installing for Network Use
Please note that a Network/Site License must have been purchased to use the routines outlined in this
section. If such a license has not been purchased then your databases must reside on the local C: drive.

To install the program for use on a network, please follow these steps:

e |Install the program on each client computer as you would as if it was a single user setup
(previous section).

e Activate the software on each computer it's installed to. If not activated, network paths will not
be allowed.

e Copy the databases used by the program to a sharable network drive. These are the files with an
.mdf file extension.

e Also copy the database’s associated transaction log file. This file will have an extension of .1df,
and shares most of the same name as the database file it’s associated with.

e Set up the database connections to use the copied databases.

Setting up Database Connections

By default, the databases used by the PM Coordinator system are installed to the C:\PM Coordinator
NET folder. It is highly recommended that you leave a set of these databases in this location. However,
there are occasions when you want them to reside in other locations, such as on a network drive or
share. When moving the databases, we recommend copying the databases to the new location.

Please note that a Network/Site License must have been purchased to network
the databases.

To setup your database connections:

e Loginto the program as a user with administrator rights.
e From the main start menu, open the Admin drop down menu and select the Databases option.
¢ Now select the Setup Database Connections option.

Adrmnin

' Main Program Settings l

3 Databases » g-! Setup Database Connections
& Import-Export Utility a Create Mew Databases 3
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e From the invoked Settings dialog, move to the Main Database group and click on the Set
Connection button.

Main Application Settings -

File

“4 Main Settings

Databases Connections ‘

Fix Connection Problems

Main Database (Assets, Employeess, Documents etc,)

Data Source=,\SQLExpress; AttachDbFilename ="C:PM Coordinator NET )
MCMain.mdf™;Integrated Security=True;Connect Timeout=30;User Instance=True Set Connection

Work Qrders Database (Work Orders, Work Requests, Work Instructions, Etc.)

Data Source=,\SQLExpress; AttachDbFilename ="C:PM Coordinator NET )
MCWork, mdf™;Integrated Security =True;Connect Timeout=30;User Instance=True Set Connection

e a
OK ¢ 4l Cancel
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e This will invoke the SQL Connection dialog screen as shown in the following illustration:

5QL Connection @
Server name:
SST-DELL-PCASQLEXPRESS - Befresh

Log on to the server

@ Use Windows Authentication
Use SQL Server Authertication

Save my password

Connect to a database

Select or enter a database name:

@ Attach a database file:

C:\Users\55T-Dell\Documents\MCE_Debugl

Logical name:

| OK || Cancel | |TestConnec‘:tion | | Advanced |

e Move to the Sever name drop down box and select the name of your instance of the SQL server
you’re using. If the server is not listed, try clicking on the Refresh button.
e Move to the Log on to the server group and setup your log on authentication information.
o Using SQL Express - If you are using the Express database engines as supplied by us,
you’ll probability want to check the Use Windows Authentication option.
o SQL Server - If you are connecting to full blown SQL Server then complete the SQL
Server Authentication information.
= Check the Use SQL Server Authentication option.
e  Fillin the User Name and Password fields.
Next move to the Connect to a database group to connect to the actual database.
o SQL Server:
= Check the Select or enter a database name option.
=  Move to the drop down found here and either select or enter the name of the
database you are connecting to.
o SQL Express: (Attached database file)
= Check the Attach a database file option.
= Either use the Browse button here to select the database file, or type in the full
path to the database (mdf) file in the space provided.
Test Connection — Move to and click on the Test Connection button to ensure you have a good

connect. If it fails, you may want to click on the Advanced button to further define you
connection properties.

Click on the OK button.
Repeat the above steps for the remaining databases that require setup.
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Using Multiple Database Configurations

Saving and Opening Database Settings
You can create different database setups to be used at different times. For example, if you use a laptop
you could have a setup saved for use at home and one for work.

- —
Main Application Settings .

o Set Default Paths

&,  Save Custom Setup

=

&= Open Custom Setup

To save the current setup

e Setup all the connections for all the databases as you would like to save.

e Open the File menu and select the Save Custom Setup option.

e Use this Save As dialog as normally found in Windows. Make the file name something like
Home, Office or Work, and click the Save button.

To open a saved setup

e Move to the Connection Settings dialog.

e QOpen the File menu and select the Open Custom Setup option.

e Use the invoked File Open dialog as you would any File Open dialog found in Windows, locating
the setup file you wish to open.

e C(Click on the Open button.

Opening Different Databases Connections at Startup

Once you have saved various database connection setups, you can open one of these setups from the
main menu of the application. This feature can come in handy for a variety of reasons. A couple of good
examples are when you have database setups for either different clients, or different plant locations.

To open a saved database setup:

FIEW Adrin Look and Feel He

& Restart PM Coordinator

rﬁ' Software Activation (3
Open a database setup

ﬁ Exit the Program
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Start PM Coordinator in your normal manner.

Open the File drop down menu from the main menu of the program, and then choose the Open
a database Setup option.

Use this file open dialog to select one of your saved setups.

Click open and the program will restart with the new setting applied.

Brief Description of the Databases

Main Database - This database holds the main information or tables dealing with PM
Coordinator. Some of the included tables are HR (Employees), Inventory and Parts, Contacts and
Vendors, Maintenance Documents, Main Programs settings and User Accounts.

Work Orders Database — This database hold everything dealing with work orders and PMs. This
also includes work instructions and time tracking information.

Running the Program
Once the program has been successfully installed onto your computer, you can now begin using it by

following the next instructions:

Click the Start button for Windows XP or later.

Click SST then the PM Coordinator option to start the program.
OR

Click the PM Coordinator icon on your desktop.

Activating or Validating the Software
The primary way the software is validated or activated is through email, the general procedure for this is

as outlined next:

To activate the application from an email message (Outlook example):

el

o

Open the Email in Microsoft Outlook.
Open the File menu and select the Save Attachments option.
The Save Attachment dialog opens.
Browse to the following directory:
Documents/PM Coordinator
Click on the Save button, replacing any existing files.
Run the program and it should turn into a full working version.

Validating from Demo Mode
To unlock a demo version into a full working version please follow these steps:
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e The application must first be purchased and an activation file supplied by Simplicity Software
Technologies Inc. The name of the activation file is: MC_Act.lic.
e Run the application in your normal manner.

22 PM Coordinator

Days remaining in inspection period: 30 Purchase

[

Continue with Demo

Activate Software End Program

From the Running In Demo Mode screen, move to and click the Activate Software button.

From this common Open file type dialog, browse to where you saved the activation file as
supplied from Simplicity Software Technologies. The file name should be: MC_Act.lic

Select the file and click Open.

The program should now be a full working version.

Validating from within the Application
To activate the software from within the application, please follow these steps:

Note this procedure can also upgrade the application with newly purchased

features.

The application must first be purchased and an activation file supplied by Simplicity Software
Technologies Inc. The name of the activation file is: MC_Act.lic.

e Run the application in your normal manner.
File
& Restart PM Coordinator

-

r'ﬁ’ Software Activation k 1+ Install License Activation File

Exit the Program #+  Enter Software Key
# Purchase and Check Pricing On-line

e Open the File menu and expand the Software Activation sub menu.
e Click on Install License Activation File option.
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e From the common Open file type dialog, browse to where you saved the activation file as
supplied from Simplicity Software Technologies. The file name should be: MC_Act.lic

e Select the file and click Open.

e Restart PM Coordinator.

e The program should now be a full working version.

Activation Files

Please note that this activation file can be distributed to you through email or on other computer media.
This file must be kept in a safe location and will be needed to activate the software on any computer or
terminal it will be installed on. Feel free to make a single copy of this activation file for safeguarding.

Be aware that sharing the Activation file with persons or organizations other that
who it licensed to is strictly prohibited, and is in violation of federal and
international copyright laws. Both parties could be prosecuted.

IMPORTANT NOTE — Please note that validating the software is only part of the activating procedure.
This step will only unlock a demo for a period of at least 45 days. In order to continue to use the
software a Software Key must also be entered. Also note that the software will function without any
limitations whatsoever within this 45 day period.

Entering a Software Key

Once the inspection period (30 day return policy)has expired and full payment has been secured by
Simplicity Software Technologies Inc. you will be supplied a software key. Once the software key has
been supplied we recommend that you enter it immediately. If not entered within 45 days of the
activation date, the software will lock you out.

Also note that we normally use first class mail to deliver these software keys to you, so please be on the
lookout for this letter.

To enter your software key:

e Run the application in your normal manner.
File
&=  Restart PM Coordinator

r Software Activation ¢ v Install License Activation File

i

Exit the Program 4 Enter Software Key

# Purchase and Check Pricing On-line

e Open the File menu and expand the Software Activation sub menu.
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e C(Click on Enter Software Key option.

————(

Software keys are provided once the retum palicy
expires and the purchase has been paid in full.

ff these conditions have been satisified and you
have not received the “Software Key', then you
should cortact support at

‘support @simsofttech .com’

Please enter you software key below.

e Enter the key in the space provided and click OK.

Why Software Keys

Software keys are our way of extending credit to our customers. When the software is waiting for a
software key to be issued, it operates without limitation for a period of not less than 45 days. Most, if
not all our software offerings carry a 30-days money back guarantee, and also have a net due with the
same time period. Software keys allow us to honor both of these conditions.

INPORTANT NOTE: As with validating the software, the software key must also be used for each
installation. Please keep the software key information and the activation file in a safe place.

Moving Between Modules

The Maintenance Coordinator program is arranged in modules, with each module providing its own
functions and features. The modules are accessed mainly through the use of the program’s Main Menu
screen.
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wi PM Coordinator - [Main Menu] "

B work and Request orders

@ Maintenance Scheduler

[3 Work Orders Planner
a Equipment and Assets
@ Mechanics and Employees

“ Maintenance Documents

@ Main Navigation

’& Work and Requests
@ Maintenance Scheduler
Work Orders Planner

a Equipment and Assets

@ Mechanics and Employees

Main Navigation <

File Admin Lookand Feel Help

ﬁ P M coord i n ator by SIMPLICITY SOFTWARE TECHNOLOGIES INC.

Work and Request Orders

o2

Create and View Repair Orders

Maintenance Scheduler

4

Manage Work Orders and PMs

Work Orders Planner

&

Schedule and View Work Orders

Equipment and Assets

I

Manage Equipment and Assets

Mechanics and Employees

Mechanics and Employees

Maintenance Documents

&

View or edit Documents

a Exit PM Coordinator

Demo Mode: 30 days remaining

To navigate between program modules:

Option One

e Move to the main menu and click on a button that best describes the module you want to

access.

Main Mavigation
aib Work and Request Crders

@ Maintenance Scheduler

@ Work Orders Planner

’ Equipment and Assets
& Mechanics and Employees

Maintenance Documents
@ Main Mavigation
& Work and Reguests
@ Maintenance Scheduler

ﬁ Mechanics and Employees

Option Two - Using the Navigation Bar
The navigation bar is located on the left side of the screen, and can be used to
navigate through the components of this program.

e Click on a group within the Main Navigation Bar to expand the group
and expose its contents. The groups are the larger of the available items shown,
with larger text and icons.

e Once a group is expanded, you can click on one of the available options
to branch to that component or feature.

e Also note that clicking on a Main Group will normally open that module.
The main expection to this rule is the Maintenance Documents option.

Main Program Settings

The Program Setting allows you setup general features that will be pretty much global to the
application. Many of the individual modules in the system can also have other settings that pertain to
that module only and in many cases maybe local the activate computer only.
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To configure the program settings:

e login to program with Administrator rights.
e Move to the Main Menu screen of the program.
e Open the Admin drop down menu and select the Main Program Settings option.

Company Information and Logo
The information found on this tab can be used on various documents generated by the application.

P |

“4 Main Settings

Company Information | Databases Connections

Company Information Company Logo

Company Name: Simplicity Software Technologies

Address: 3760 Vine Maple Road ‘/ ___ ¢

Address: . ) ”
AN

City: San Bernarding ‘ A

State or Region: CA .

Postal Code: 92407 Right Mouse Click for Options

Telephone Mo: 909-275-3542

Fax Mo: 909-275-3512

Web-Site (URL): www . simplicity-inc.com Conserve Ink on Reports

E Cancel

To setup your company information and logo:

e Move to the Company Information tab.
e Move through the various fields of this tab, and enter the appropriate information for each of
the fields. The following explains the fields on this tab:
o Company Name — This alpha/numeric field can contain up to 50 characters and is used
to maintain your company’s name.
o Address — These two alpha/numeric fields can contain 50 characters each. Use these
fields to record street and PO Box information.
o City - This alpha/numeric field can contain up to 50 characters and is used to maintain
the city your company is located in.
o State or Region - This alpha/numeric field can contain up to 50 characters and is used to
maintain the state or region your company is located in.
o Postal Code - This alpha/numeric field can contain up to 12 characters and is used to
maintain your postal or zip code.
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o Telephone No - This alpha/numeric field can contain up to 20 characters and is used to
maintain your telephone number.

o Fax No - This alpha/numeric field can contain up to 20 characters and is used to
maintain your fax number.

o Web-Site — There is no size limitation to this alpha/numeric field and is used to store
company’s web site or URL.

o Company Logo — This image should measure approximately 1 inch by 1 inch, and
supports the following formats: bmp, gif, jpg, ico, png and tif.

Getting Instant Help
Most, if not all the modules in the system have Help documents associated with them. These are
accessible from the Help drop down menus, normally located on a module main screen.

The following illustrates a typical help menu. These are also normally located on the right side of the
ribbon control.

& Module Help FL
@ Browse Help Files  Ctrl+F1

Pressing F1 from a screen that help is available on, will pull up the main help file associated with the
module you are currently working with.

Pressing F2 will allow you browse and open any of the available help documents.
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Common Use Features

This section outlines features that are in common use throughout the software system. Some of the
features explained here may apply to every module in the system, whereas others may only apply to a
couple of modules. By placing common features together we have reduced the documentation size, and
hopefully at the same time helped to reduce the learning curve.

Procedures outline in this, and all other chapters assumes the user has basic computer skills and has
worked in the Windows environment before. Also note that features such as opening and saving files
can change by operating systems and because of this will not be discussed here.

Tool Tips

Many of the controls on a screen or within a ribbon control have what are known as Tool Tips. What
these actually are, are little help screens that provide information on what a button or control does. The
image shown is an example of a tool tip message.

Auto Reference

Creates a reference ID from the description field

To activate a Tool Tip just place your mouse over a control that supports this feature. If supported, the
Tool Tip message will be displayed for a few seconds.

Tile Controls

Tile Controls are used though-out the application to provide options to the end user. Introduced with
the release of Microsoft’s Windows 8 OS, these graphical buttons work much in the same way as a
standard button. We use them with our main menu to allow the user to navigate to the various modules
of the system. We also use them with our documents to help represent the document types and access
options.
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"4 PM Coordinator - [Main Me

\ Main Navigation
| & Work and Request Orders
| @ Maintenance Scheduler

I (5] Work orders planner
’ Equipment and Assets
&P vecharics and Employess

Maintenance Documents

File Admin Lookand Feel Help
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Work and Request Orders

o

Create and View Repair Orders

Maintenance Scheduler

Equipment and Assets

Manage Equipment and Assets

Mechanics and Employees

| @) ot

:& Work and Requests Work Orders Planner

& @

Work Orders Planner Schedule and View Work Orders

a Equipment and Assets

@ Mechanics and Employees

Manage Work Orders and PMs

Mechanics and Employees

Maintenance Documents

View or edit Documents

a Exit PM Coordinator

Demo Mode: 30 days remaining

When all the buttons will not fit on a screen, you can click on a non-button area to scroll the control.
This is done by clicking and holding the left mouse button and then moving the mouse in the direction
you wish to scroll.

The keyboard arrow keys can also be used to navigate through the Tile Control buttons. A slight
highlight around the button will be displayed to show the selection. Once a button is selected, pressing
the Enter key will activate the selection.

Using the Ribbon Control

Throughout the application you’ll find the state-of-the-art Ribbon Control. This is the replacement for
the conventional menu control that has been used in applications for years. We have based our control
on the most modern Office styles, which is also part of the Microsoft Office Fluent user interface.

NOTE: This control as with many of the controls used by this system can have their appearances
change somewhat by the selected theme in use.

The following illustration outlines the elements of the basic Ribbon Control:

Simplicity Software Technologies Inc. | Using the Ribbon Control



PM Coordinator

File or Application Menu

Quick Access Toolbar Pages
Home Go Filters Mail Reports
PO - [d=) Foi P ] ==}
',-‘.‘I I J j
] ! | {
4 o & &8 @
Add Mew Save Changes UnderStods Aging  Blanket Receive  Document Document
Items POs ~ POs Items ~ MNotes Comments -
PAZE GrOUDS ee——Fecords [ Quick Options [ Current Document

Drop Down Button

Application Menu (File)

In the upper left hand corner of ribbon control is the Application or File menu button. Clicking on this
button opens a drop down that closely resembles the old File menu. Once clicked, the user can then

click on the various other buttons or options found there.

Purchasing Setup
Setup various options for this module

Exit Module
Closes the current module

= |
@ Print Current Decument Print Current Document
Provides various options for the L Select a printer, number of copies,
current document etc prior to printing
Other Print Options .. Quick Print Current Document
Allows to print various document L4 o Sends a copy of the document to the
types default printer
" Export Options Print Preview Current Document
@ Provides various export options 3 Allows you to preview the current
document prior to printing
|
o

Please note that in most cases, the Application button is a direct replacement for the File menu.

Quick Access Toolbar

CRONONONGONONON®)

The Ribbon control has a Quick Access Toolbar associated with it. This toolbar normally contains
features that are widely used throughout the system. One set controls you'll find in wide use are the
data controls that are used to scroll through the records of the database.

Changing Ribbon Pages
Controls on a ribbon are grouped in Pages. Pages appear on the ribbon with the same look as a

conventional tab control. To access controls on different pages simply click on the page header, and
then click on the appropriate control.
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Command Region

The command region of the ribbon control can contain a variety of different other controls. Examples of
controls that may be placed there are buttons, drop drown list, color and font pickers and others. The
most common controls found here would be buttons. Clicking a button control normally launches some
specific function of the application.

Ribbon - Keyboard Access
The options available on a ribbon control can be accessed by using your keyboard in place of your
mouse. This is done with a combination of the ‘Alt’ and some other combination.

[[El= Home Filters Reports

S == — .
A -“*v" ]
Report Assigned Bill of History Property Predictive Print
Wizard 'n."u'n:rders Mas - Mainnce Bade
A H
Miﬂist n E set r BB Wa Ea eet LIs

To access options of the ribbon control using your keyboard:

e Press and release the ‘Alt’ key. This action will display the available key combinations that can
be used.

e To activate an option press the assigned key or keys as displayed. In the example showing,
pressing the H key would activate the History Log report option.

Ribbon - Hot Keys

Like the traditional program menus, ribbon items can be assigned hot key shortcuts. These are keyboard
key combinations that access commonly used features. Normally these hot key assignments use the
‘Ctrl’ key and another key to access a feature. However, other key combinations may also be used.

Some examples of hot key assignments: Ctrl + N for new, Ctrl + S for save, Ctrl + C to copy text, Ctrl + X
to cut text, Ctrl + V to paste text, and many others.

Program Menus

In various places throughout the application are pull-down or program menus that are located directly
beneath the screen header or title bars. You'll also notice that these menus will change depending on
the screen or module that is currently displayed.

| File ' Admin | Loock and Feel Muodules Help
€1 LUserAccounts
' Main Program Settings
[J Set Database Paths
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These menu options allow for easy access of many features and functions the program has to offer to
the user.

There are a couple of different methods in which the user can access the contents of pull down menus
and are outlined next.

e Press the ALT key along with the highlighted letter to access the pull down menus.

e Press the highlighted letter to access the options of that menu.

e Use the arrow keys to highlight the desired menu option and then press ENTER.

e Put the mouse pointer on the desired option, and then click on the menu option of your choice
with the left mouse button.

If the menu option of your choice has a HOT KEY assignment, you can use that to select the menu
option. Some of the HOT KEYS used by the program are CTRL + X for cutting text, and CTRL + V for
pasting text.

Data Controls

Located in various areas of the program are Data Controls. These controls allow the user to move
through records in a database and when available add, remove, save, and cancel changes to the
database.

CRONORONGNONONE)

M A bt — K

The two images shown are the two data controls used by the application. The first one is normally found
in the ribbon’s quick access toolbar, and is normally used to function with a module’s main database.
The second control is normally used with support databases. Attachments database is a good example.

Not all elements of a data control will be present at all locations it’s used. Factors that can affect an
element’s existence could be a user’s rights, or whether the functions are needed.

The following are the elements of the data control, reading left to right.

e Move First — Moves to the first record in the database.

e Previous Page — Moves a page of records at a time (not available in the quick access toolbar).
e Move Previous - Moves to the previous record in the database.

o Move Next — Moves to the next record in the database.

o Next Page — Moves a page of records at a time (not available in the quick access toolbar).

e Move Last — Moves to the last record in the database.

e Add/Append — Adds a new record to the database.

e Delete/Remove — Removes the selected record from the database.

e Post/Save — Post or saves recent changes to the database.
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e Cancel Edit — Cancels recent changes and restores information.

Using the Lookup Grids

Throughout the application you’ll find ‘Lookup Grids’. These are found on the Lookup tabs of the
majority of the modules, they’re also found on the majority of assignment dialog screens. The picture
provided is an example of a typical Lookup Grid as found on a Lookup (assighment) dialog screen.

| % Parts and Inventory

' Orag a coksmn header here to group by that cokamn Group by Column Area
|| | Manufacturer 'EPutNo ‘: ' Column Headers
ad Filter Row
| ABen Brady 800T-77990
Latex Gloves WestCo Mfg, Co LG-008S Mens
Lesther Goves  WestCoMfg, Co  LG-0067 Mens Database rows and
Safety Goggles SafeR-Us Columns (records)

Spray Lubricant Northwest EasyL... WD-340

Part to be Added

Part Desaipton:  |drum Switch - Alen-&rady
Quantity: | = | Unit Cost:
Urst Type: Ead\ /

WM ¢ Record10fS b WM+ — v X!

Grouping Items
You can group items in the Lookup grid by any of the available columns. Just click and hold the column
and then drag and drop it into the area just above the columns headings.

I

Description | Reference | Part Mo Classification

» Manufacturer: Allen-Brady

* Manufacturer: Northwest Easy Lubes

» Manufacturer: Safe-R-Us

» i v Manufacturer: WestCo Mfg, Co

Latex Gloves LATEQOOD1 LG-0085 Mens
Leather Gloves LEATOO0001 LG-0067 Mens
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Once grouped, you can expand or collapse a group by clicking on the appropriate symbol adjacent to the
group. Also note that you can create a tree type structure with these groups, and you are not limited to

a single group.

Filtering Records
To help facilitate the easy lookup of items, most of the lookup grids employ a Filter row. So if you know
what you’re looking for you can type in this row to filter out unwanted records and narrow down your

search.
Drag a column header here to group by that column
Description |Manu1'a|:13.|rer T | Reference « | Part No Classification
7 Ewesl ;
Latex Gloves WestCo Mfg, Co LATEODOO1 LG-0085 Mens
Leather Gloves WestCo Mfg, Co LEATOO001 LG-00687 Mens

To filter records
e Move to the column you want to filter records by and click in the empty row just below the

column header.
e Start typing in your filter and watch the grid begins to shrink as you go. Effectively filtering out

non matching records.

Resorting the Information
The majority of the Lookup grids used by the application allow you to resort the information by any

column of your choosing.

Drag a column header here to group by that column

Description Manufacturer 4« |Reference Part Mo Classification
? !

Drum Switch Allen-Brady DRUMO0001 200T-779590

Spray Lubricant Morthwest Easy L... SPRADDO01 WD-440

safety Gogales safe-R-Us SAFEN00D1

Latex Gloves WestCo Mfg, Co LATEQOOO1 LG-0085 Mens

Leather Gloves WestCo Mfg, Co LEATOOO01 LG-0067 Mens

To resort the records
e Move to and click on the column header.
e Toresort in the other direction, click the header again.

Moving Columns
The majority of the Lookup grids allow you to rearrange the columns found on the grids, thereby

allowing you to customize the grid layout to your liking.
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Part Mo Reference  |Description Manufacturer | Classification

WD-440 SPRADDOO1 Spray Lubricant Morthwest Easy L...

To rearrange columns:

e Just click and hold the column of your choice.
e Dragthe column to its new location and release the mouse button.

Adding Columns
The majority of the Lookup grids allow you to add database columns to the grids. This is especially useful
when we left out a particular column that you just must have.

Drag a column header here to group by that column

Part Mo | Reference ‘ Description |Manufacb_|rer |Classiﬁcaﬁ0n |L0cah’0n
¥ .

B00T-77990 DRUMOD001 Drum Switch justomization @
 |LG-0085Mens  LATEODOO1 Latex Gloves Eile A “ || fereroom
B SAFED0001 Safety Goggles (| EQuipment Name 3
- |wp-440 SPRADOOOL Spray Lubricant |1 Stock Qty —

] LG-0067 Mens  LEATOOOO1 Leather Gloves S * FEroom
Last Activity
Last Purchase
Max Level =

To add a database column:

e Right mouse click in the column headers area to pull up a context menu.
e C(Click on the Column Chooser option.

e Double-click on the column or columns you want to add.

e C(Click on the Close button in the upper right corner when done.

Please note that some of the available fields may not display information that the average user will
understand. Many of these fields are used internally by the application and are not meant to show data
directly to the user.

Removing Columns
Just as we allow the user to add columns to a grid, you can remove them as well. To remove a column:

e Right mouse click on the column header that you want to remove.
o Click on the Remove this Column option
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Other Options

There are other options available to the Lookup Grids that the user can explore on their own. To access

these options just right click within the grid’s header area.

| 2] Sort Ascending

1 El Sort Descending
Clear Sorting

= Group By This Column

= Hide Group By Box

Remove This Column
8] Celumn Chooser
i Best Fit

Best Fit (all columns)
T Filter Editor...

Show Find Panel
Hide Auto Filter Row

Save Grid Layouts

Most of the settings we just discussed will reset themselves when the screen is closed and reopened.
The exception to this rule is found when the Lookup grid is saved by the user. In most cases we made
this grid savable via the File menu. When a File menu is not available, you may also be able to save the
grid by right mouse clicking in the rows part of the grid. This will invoke a popup menu. Once your grid is
customized to your liking, save the grid and the settings so they will be reapplied when reopened.

The following illustrations shows both of the Main Grid Options as found in the File menu or the Popup
menu attached to the lookup grid:

[ Main Grid Options

ﬂ Allows you to save the current r
layout or print the grid

Exit Module
Clozes the Assets Module

Print Lockup Grid ] )
Provides a print preview of the 3 Print Lookup Grid

current lookup grid m Save Grid Lavout
" J

Save Grid Layout .
Saves the current grid layout to be (i Reset Grid Layout

reapened on next load

Reset Grid Layout
Resets the lookup grid to default
settings

51 I 5

Accessing the Main Grid Options (when available)
To access the Main Grid Options:

e Move to and click on the ribbon’s File menu.
e Click on the Main Grid Options button to expand the pop out sub menu. Options on this sub
menu include:
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Print Lookup Grid — This action will invoke a print preview of the main grid.
Save Grid Layout — This option saves any customization you may have applied to the
grid. Once saved, these customizations will be reapplied when the module or lookup
screen is next shown.

o Reset Grid Layout — This option will reset the grid back to the settings that was supplied
by us. You will see the results of this once the module or lookup screen is next shown.

Accessing the Main Grid Options from the Popup Menu (when available)
When the File menu is not available, we have provided (in most cases) a popup menu that allows for the
same options. To access the Main Grid options via the popup menu:

e Move to the Lookup grid.
e Right mouse click in the database rows part of the grid. This will invoke the popup menu.
Options available here mirror those found on the File menu.

Searching
The built-in Search Panel provides an easy way of searching against multiple columns. It is
displayed above the Group Panel. The Search Panel contains a search box and control buttons.

=< | | Work| - Find Clear

Drag a column header here to group by that column

| ! |TaskID Subject Start Date  |End Date Location Classificati
¥
3 ..... " 2 1101--3 Trash compactor not working  4/15/2013  4/30/2013  Support Equipment ...

= & 11055 Work Order from Issue: 11... 10/8/2012  10/22/2012

To access the Search Panel, click on the Search button in the ribbon. You can close the panel by
clicking this button again or clicking the X button from within the panel. When the Search button is
not available in the ribbon, you can open the Search Panel by first clicking with in the grid and then
clicking CTRL+F. Clicking ESC - Clears the search box. If the search box is empty, pressing ESC
closes the Search Panel.

In its simplest form, search criteria consist of a single word. To search for a string containing a
space character, specify this string in quotation marks. Without quotation marks, words separated
by the space character are treated as individual conditions (using the OR logical operator by default

To search against a specific column, precede a search string with the column's display name plus a
colon character.

Precede a condition with "+" to select records that match this condition. Other records will be

excluded from the result. The "+" specifier allows you to implement the logical AND operator.

Precede a condition with "-" to exclude records that match this condition from the result set.
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Examples:
Search Criteria Description
register Selects records that contain the "register” string in any search column.
check register Dave Selects records that contain either "check" or "register” or "Dave" strings in any
search column.
"check register” Selects records that contain "check register” in any search column.

screen +"Richard Fisher" | Selects records that contain both "screen" and "Richard Fisher" in search columns.

data +entry -mark Selects records that contain both "data" and "entry" in search columns, excluding
records that contain "mark".

menu mask -file Selects records that contain "menu" or "mask", excluding records that contain "file".

Note: Searches performed using the Search Panel is case insensitive.

Tab or Folder Controls

Tab or Folder Controls are used throughout the application. The main purpose of these tabs is to group
information and to enable more information to fit on the screen. The following picture displays a typical
Folder control with 3 tabs. These folder controls are often just referred to as tab controls.

Lockup | Details | Status - Order Information

Drag a column header here to group by that column

PO Mum Ordered Promi

To move from one tab to another simply click on the preferred tab.

Group Controls
Group Controls are used throughout the application. Their primary purpose is to tie information
together into logical groups. This grouping facilitates a better understanding of items by the end user.

The following illustration show a typical group control along the top. The lower half of the image shows
a tab control with two tabs. The active or selected tab also contains two more group controls.
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Al General Information

Machine Type | | Select | Pneumatic Dwg l:l Select | Full Load Amps | | Select

Date of Mfg | | Select Mechanical Dwg l:l Select Phases | | Select

Electrical Dwg | | Select Supply Voltage I:I Select Air Supply | | Select
| picture - Links | Appraisal -Bar Code | Property Assignments |

Asset Picture Linked Assets
Set Image Description M H 4t =X
Export Image ¥ [MULTOD0001 - Multi-Lane Palletizer
Open - View Picture Open Asset

Selected Group Controls can be opened and collapsed by the user. The controls that you can open and
collapse have an arrow icon in their upper left hand corners. You just click on these arrows to open and

collapse these controls.

Date Controls

Date Controls are used throughout the application for the purpose of setting or selecting dates.

B7/011 |~

Tuesday, August 30,2011
4 February, 2011

4 Ty

Click to open and set date

T Click to move to today's date
3
Scroll through months

3 Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5

Selected Date

6§ 7 8 11 12
] 13 14 15 16| 17} =—tf—ts
| 20 21 2 23 24 25 26
27 28
g
Clear

To display the date control:

Clear the Date

e Click on the Down Arrow along the right side of the control.

To select a date:

e Click on the date within the control.

To move to today’s date:

e C(Click on today’s date near the top of the control.

To scroll through the months:
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e Click on the forward or back arrows within the control.
To clear the entered date:

e Click on the word Clear near the bottom of the control.

Editing Values, Selecting Text and Using the Clipboard

Select and Deselect Editor's Contents

To select all text within an editor, you can invoke the Editor Context Menu and choose Select All. To
select a part of the edit value, click on a position where the selection should start, drag the pointer to
the end position and then release the mouse button.

Additionally, the following keyboard shortcuts allow you to manage selections.

Shortcut Description
CTRL+A or F2 Select all within an editor.
SHIFT+ARROW Extends or shrinks the selection by one character.

CTRL+SHIFT+ARROW | Extends or shrinks the selection by one word.

Clipboard Operations
Clipboard operations are supported for editors that support caret moving.

To copy selected text into the clipboard, do the following.
e Press CTRL+C or CTRL+INSERT.
e Open the Editor Context Menu and select Copy.

To paste text from the clipboard, do the following.
e Press CTRL+V or SHIFT+INSERT.
e Open the Editor Context Menu and select Paste.

To cut some text from an editor into the clipboard, do the following.
e Press CTRL+X or SHIFT+DELETE.
e Open the Editor Context Menu and select Cut.

Delete Selected Text
To delete the selected text within an editor, do one of the following:

o Press DELETE or BACKSPACE.
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e Open the Editor Context Menu and select Delete.

Undo
To undo the last text editing operation, do one of the following:

e Press CTRL+Z.
e Open the Editor Context Menu and select Undo.

Note: After you've undone an operation, you can return to the previous edit value by executing the
Undo command once again.

Change Numeric Values

$25.50 [

To increment a value, press UP ARROW. To decrement the value, press DOWN ARROW. Or, use the
mouse wheel.

Edit Images
To copy, cut, paste, load and save images in image editors, right click the image and select the required
command via the context menu:

Editor Context Menu
Text editors support a context menu providing common commands. To open the menu, right-click on an

editor.
lunar Saaes
<
£ Cu
-3 Copy
b
# Delete
Select Al

Simplicity Software Technologies Inc. | Editing Values, Selecting Text and Using the Clipboard



PM Coordinator

Drop Down List Boxes
Used throughput the application are drop down list boxes. The purpose of these controls is to allow the
user to select an item from a list of choices.

Closed Drop Down List Opened Drop Down List
Maonthly x Jonthly] i

¥¥ Days (Mon-Fri) -
Daily

Diaily (Mon-Fri)

Weekly

Bi-Weekly

Every XX Weeks

Manthly b

Click to open

To use a drop down list box:

e Click on the down arrow on the right side of the control.
e Use the arrows on the scroll bar to move through the list.
e Once located, click on the item of your choice to use it.

Data Quick Entry

One time saving feature we have installed in most of the data input screens used by the application are
what we call "Data Quick Entry" routines. These routines are used to store information that you would
use repeatedly. The idea behind this feature is to allow you to type in commonly used information just
once. The next time you need it you just call up the routines, select the text from a list, and have it
automatically inserted for you.

Each text field in the application that works with these routines has their own filtered databases. For
example, if you call up the listing while in the "Classification" text field, you'll get a different list of items
than if you were in the “Project” field.

Using Data Quick Entry ‘Drop Down'’ Lists

In many cases you access the items of the Quick Data Entry from drop down lists. When used in this way
these lists are also ‘Auto Complete’ enabled. This is to say that as you type, the program will suggest an
item that’s already in the list.

General Assignments

Classification (General Repairs % || Manage

You add and delete items in these drop downs by click on the Manage button adjacent to these fields.
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Calling Up the Data Quick Entry Screen
To call up the Data Quick Entry list from one of the supported text input fields:

o Click on the ellipse (...) button, click on the Manage button or click the Select button adjacent to
the field that you want to make an assignment to.

o S

% CIaSSiﬁcations / Lookup Grid of tems

-
ims Records Add New Items

_~

£ Add New *®  Remove Remove Selected ltem

Injection Molding
Packaging
Support Equipment H Zave Changes save Recent Changes

Accept and Insert ltem

Injection Molding

Adding New Quick Entry Items
Before you can begin using the Quick Entry option, you'll need to add information into the listing. Once
the list has been populated the information will then be available for insertion.

To add information to the Quick Entry list, you must:

e Click on the Add New button.

e Type in the information you want included in the listing. This text can be any combination of text
characters and numbers and have a maximum length of 30 characters.

e Press or click on the OK button to accept the text and add it to the list.

e C(Click on the Save Changes button to save your changes.

Selecting Text for Insertion
Once you have information installed into the Quick Entry listing, you can use and reuse this text any
countless number of times.
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The procedure for selecting text from the Quick Entry list and inserting it into the appropriate field:

o Click on the ellipse (...) button, click on the Manage button or click the Select button adjacent to
the field that you want to make an assignment to.

e Move to the lookup grid and click on the selection of your choice.

e Click on the Accept button.

Deleting Item from the Quick Entry List
If you have information in the Quick Entry list box that you no longer feel is valid; you can delete it by
following these steps:

e C(Click on the ellipse (...) button, click on the Manage button or click the Select button adjacent to
the field that contains the list you want to edit.

e Move to the lookup grid and click on the selection of your choice.

e Click on the Remove button.

e  When prompted if you want to continue, click YES.

e Click on the Save Changes button to save your changes.

Data Quick Entry: Drop-Down Lists

Classification S”W - Manage
Quick Selection drop down list Manage, add and select

list items

Many of the quick entry routines are also have a drop down list box associated with it. In this case you
would just select an item from within the list. This list also employs an auto complete feature where the
program will try to bring up the item you need as you type in the edit area of the drop down.

If the item you want is not within the list, you can click on the Manage button adjacent to the entry field
to add the item as described in the previous section.

Attachments
Many of the modules within the system use the Attachments Feature. This feature allows you to attach
items to various records such as work orders, equipment records, employee records and more.

Basically any type of document or path that can be accessed through the Windows’ Start — Run option
can be used as an attachment. Normally you just point to a file, and when opened that file will open
itself within with the appropriate or associated application. These can include, but not limited to
pictures, CAD drawings, documents, web-sites and more.

When using pictures, we highly recommend using this feature as opposed to importing them into the
database. Picture or image files can use a lot of database space in a short amount of time. This could
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both consume database space and effect database performance. Links to image files on the other hand
use very little space, and actually provide better support.

Attachments

Description

D5-Purchasing. pdf

DataConnection.docx

-

(WM 4 » o+ = v X Edit Link Open Link

The image provided is what the Attachment feature typically looks like. This appearance can change
somewhat from module to module, but in general it has the same general look and features no matter
where used.

To add an attachment
e Locate and select the record you want to add an attachment to.
e Move to the Attachment section and click on the plus sign (+) in the data control located in this
section.
e From the invoked Attachments dialog, use the Browse button to search and select the file or
document you want use as an attachment.
e Once selected, click on the Open button within the Open dialog screen.

e T ==

{y Attachments

Attachment Path

|C Wsers\SsT-Del\Documents \DataConnection. docx

[ Browse

Description

DataConnection,docx | Test / Open

J Accept @ Cancel

o [f the default description for this file is not descriptive enough, then move to the Description
text box in the Description group and edit its contents.
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e To test if the link actually works, click on the Test/Open button.
e To accept everything and use the attachment click on the Accept button.

To open and view an attachment
e Move to the grid and click on the attachment you want to open.
e Click on the Open Link button.

To delete an attachment
e Move to the grid and click on the attachment you want to delete.
e Move to the data control and click on the remove (-) button.
e Click ‘Yes’ to the deletion prompt.
e Click the ‘End Edit’ or Post button in the data control (check).

Using Attachments on More Than One Computer

When using attachments with more than one computer, say with a Network configuration for example,
we suggest using mapped drives. Using a mapped drive will allow you to create the same path for each
PC in use. If this is not done the path could change from computer to computer and the attachment will
not always be found. For more information on mapped drives, search Windows help from My Computer.

Print Preview

Just about every module in the system will output some form of a printed document. Sometimes these
documents can go straight to the default printer, but in almost every case you have the option to
Preview the documents before actually printing them. The application actually makes use of few
different preview screens, the most common one of these will be outlined here.

The following elements are found on the Print Preview ribbon control:

Print Preview

41

] I 1 =t R - =

Print Preview

s @ b Qe H & <« b B

Print Page Setup Zoom In  Zoom QOut Export Find Frevious Mext Page Close
=] Reflow Options Page
Document Print Fage Setup Zoom Factor Export Mavigation Exit

QUICK ACCESS TOOLBAR

e The first arrow control moves to the first page of the document.

e The second arrow control moves to the previous page.

e The third arrow moves to the next page of the document.

e The fourth arrow moves directly to the last page of the document.
e The printer icon prints the document.
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PRINT PREVIEW TAB

e Open—Opens a document that was saved to file.

e Save — Saves the current document to file.

e Reflow — Redraws the document to screen.

e Print — Allows you to select the printer to use, and other options prior to printing.
o Page Setup — Allows you to setup the documents margins, origination and paper types.
e Zoom In —When clicked, zooms in on the present document.

e Zoom Out — When clicked, zooms out on the present document.

e Export Options — Works in the same way as the Save option above.

e Find — Allows you to search the document for matching text.

e Previous Page — Moves backwards through the document, one page per click.

e Next Page — Move forwards through the document, one page per click.

e Close — Close and exit the Preview Screen.

Open Document
To open a save document:

e C(Click on the Open option in the ribbon.

e Use the File Open Dialog as explained by the current operating system.

e With the file selected, click the Open button. The following file types are supported: cldx, cld,
cldb and cimdx.

Save or Export Document
To save or export a document

e  Open the File menu.

e Click on the Save or Export Options buttons in the ribbon.

e Use the Save As Dialog as explained by the current operating system.

e Enter a name for your file in the File Name area and click the Save button.

The following export formats are supported: Proprietary formats (c1dx, c1d, cldb, and c1mdx), pdf,
xlsx, xls, rtf, docx, htm, emf, tiff, png, jpg, gif, bmp and xps.

Print Document
To print the document:

e C(Click the Printer icon in the quick access toolbar or click on the Print option in the ribbon.
e From the Print setup the print options to your liking.
e C(Click the OK button.

Page Setup
The page setup allows you to setup the paper size, source, orientation and page margins.
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To setup the current document:

e Click on the Page Setup button in the ribbon.
e Setup the options on the Page Setup dialog to your liking.
e Click on the OK button.

x
Faper
Size: [Leﬁe.-r v]
Source: [AL.rtu Select v]
Crientation Margins (inches)
@ Portrait Left: 1 Right: 1
(7 Landscape Top: 1 Bottom: 1

| oK || Cancel

Searching the Document
You can search the document for matching text by:

e Move to and click on the Find button in the ribbon. This will cause a search dialog to be
displayed on the right hand side of the Preview screen.
e Move to the Find What text box, and type in the text to search for.
e Place a checkmark in the options you want to apply to your search:
o Match Case
o Match Whole Word
o Search Up
e Click on the Search button.

To highlight the text that was found, from within the list:
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e C(Click on the item found from the displayed list.
To close the search panel:

e Click on the Hide button.

O] | e el s el H Print Preview = o =R
2liph=In\nl
‘ Print Preview ]
-
- @ b Qe &’ & <«
E Save |
Print Page Setup ZoomIn Zoom Qut Export Find Previous Next Page Close
] Reflow Options Page
Document Print Page Setup Zoom Factor Export MNavigation Exit
s e
= = Find What: Check
===
= &
=== . PP Match Case
= iy oo e T 17010
= gm._m e e Match Whole Word
= Al Cars prasssr Berehly Chado,
s sexchp
PEQE B Tt LS el e
= ST R -Search
™ RSB ASSIET: cat P 11l PRE 5URE AR COMPRES 08
i Ea g e e i Sacpoace
Text Page *
——— Air CompressorMonthly 1
I—
- Air CompressorDaily Ch 1
[ 1 Checktemperatur 1
[ 1 Check oil levels 1
[ 1] forgoodco 1 =
Page 2 [ ] Checkthedryersf 1
[ 1 checktemperatur 1
[ 1 Check cil levels 1
[ 1 Checkforgoodco 1
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[ 1 Check oil levels 1
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[ 1 checkthedryersf 1
[ 1 Checktemperatur 1
L .. S Ny N ey oy . kv
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A 5 22 instances found.
| Page 1of 2 pages -

The Spell Checker can be found in the majority of the major editors used by the system. This includes
such editors as the Rich Text Editor, Text Editor, Tasks Editor and the Email Composer.

This is an examble of the a misspelled word.

When the Spell Checker component finds a word that is not contained in the dictionaries associated
with the current culture, the Spelling dialog can be used for making corrections. This dialog is invoked
when a spell check is started on demand (for example, when the end-user clicks a button, or the Check
Spelling item is selected from the context menu, displayed when the end-user right-clicks the incorrect
word.
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Spell Checker Dialog

Mot in Dictionary: |examble

Change to: |Example|

Suggestions: example Ignore Ignore All
ex amble

Examine Change Change Al
examinable
Examines Add

Cptions... Undo Last

This dialog enables the end-user to do one of the following:

e Select one of the suggested corrections to replace the misspelled word (once or all occurrences
in the text)

e  Skip the word (Ignore)

e Ignore the word and all its future occurrences in the text.

e Add the word to a custom dictionary of the Spell Checker (when available).

The Options... button invokes the Spelling Options Dialog. The Undo button allows cancelling changes,
step by step.

-
Spelling

General options

Ignore words in UPPERCASE

ABC
Ignore words in MiXeDcASe
Ignore words with numbers

[ 1gnore repeated words
Ignore e-mails
Ignore web sites

Edit custom dictionary

Add, change or remove words from your custom dictionary.

ABC a
Edi...

International dictionaries

ABC Choose which dictionary to use when chedking your spelling.

Language: |Eng|i5h {United States)

Simplicity Software Technologies Inc. | Spell Checker Dialog



PM Coordinator

Finding Misspelled Words as you Type
With some of the editors, misspelled words will be highlighted from within the editor itself. Misspelled

or unrecognized words will have a wavy red underline below them. When supported, you can right-click
over these words to invoke a popup menu.

From this popup you can:

e Replace the word with one of the supplied suggestions.

e Ignore All word with the same misspelling.
e Addthe Word to the Dictionary.
e Orinvoke the Spell Check Dialog

The popup may also show other, non-spell checking related options.

- .

the Coelian hil, who am iffer rent

the splendor and luxury

J . deferent
side of my Curtius, and

see every thinhg differ
to me, at times, asiFiy
that I am awake, and th d

policy of the magnificen

But to the purpose of th
fortunes since I parted
prosecution of that affe
why art thou so afflicte
why am I singled out to
overmaster my philosop
inform you concerning r

This text have been wri
opening of his novel, “Z
definately find using the

Ignore All
Add to Dictionary

&3 Undo

&

=3
bt
X

Select All

Itis with difficulty that I persuade myself, thatitis I who am sitting and writing to you from
this great city of the East. Whether I look upon the face of nature, or the works of man, I

; 50 widely different, that it seems
am, But I rouse myself, and find

1 neighbar, Piso, late a dweller upon
Palmyra, and, notwithstanding all

Ig to be once more in Rome, by the
been wont to do, of the acts and

ith my promise, to tell you of my
ccess, as it may be, in the

my beloved Rome. O, Humanity!
ade the cup of life so bitter? And
er? My feelings sometimes

w my sorrows, Still I am delaying to
ill begin.

illiam Ware, 1797-1852. This is an
full text of which you can
ig me at someone @somewhere,

' Check Spelling

Text Editor

The Text Editor has been installed throughout the system where the user may need to create or edit

large amounts of text.

The following elements are found on the Text Editor tab, reading left to right:

Text Editor
== Bac
B RS &4 FndFirst [ S L200 .
4 Cut
Save and Paste #B Find Mext Insert Check Cancel
Close Select Al i Document | Speling | and Close
Save . Clipboard Search Insert | Review | Exit [
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e Save and Close — Saves the current text back to the call-up control and closes the editor.
e Paste — Inserts any clipboard text into the document, and at the current cursor location.
e Copy — Copies selected text and places it into the clipboard.

e Cut— Deletes selected text and places it into the clipboard.

e Select All-Selects all the text in the document.

e  Find — Helps to find matching text.

e Find Next — Helps to find the next match.

¢ Insert Document — Inserts a text document saved to file.

o Check Spelling — Reviews the document checking for spelling errors.

e Cancel and Close — Closes the editor without applying any changes.

Insert Document
The Insert Document feature works much like the Open Document feature. However, instead of
replacing the current document, it inserts it at the current cursor location.

To insert a text document:

e C(Click in the document where you would like the insertion to occur.

o Click on the Insert Document button in the ribbon.

e Use the File Open Dialog as explained by the current operating system.
e With the file selected, click the Open button.

Open Document
If wanted, you can create your text documents in other applications such as Windows Notepad, save the
file as a text file, and then import it here.

To import a text file, replacing any currently loaded document:

e QOpen the File menu.

e C(Click the Open Document option.

e Use the File Open Dialog as explained by the current operating system.
o With the file selected, click the Open button.

Save Document
If wanted you can write text documents using this editor and then save this document to file.

e Open the File menu..

e C(Click the Save Document option.

e Use the Save As Dialog as explained by the current operating system.

e Enter a name for your file in the File Name area and click the Save button.

Print Preview the Text Document
To print preview the loaded document:
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e Open the File menu.
e Click the Print Preview option.

Lookup Dialog Screens

There are many Lookup Dialog screens used by the application that were designed for lookup and
assignment purposes. As these lookups may represent information from different database tables, we
have tried to design them so they will function in a similar manner regardless of what information or
table is being presented.

Also be aware, that not all the functionality of these lookups will always be available to the user.
Options can be hidden or disabled by a user’s assigned rights and from where these looks are being
activated from.

The following images outline the common elements of most Lookup Dialogs. The provided illustration
shows the Parts and Inventory lookup dialog, but the same general features are available to the
Equipment and Assets, Vendor and Contacts, Mechanics and Employees, and other Lookup dialogs
screens found in the system.

Parts and Inventory Lookup Tab

Details Tab
I'IVEI'ItOI'y | Show Active Only Shows or Hide Filter Row
T Filter the Database by
Active Records only
Drag a column header here to group by that column Group by Column
Reference Description Manufacturer | Part Mo j Classification
3 Filter Row
» | DRUMOOD01 Drum Switch Allen-Brady 800T-77930 Main Storeroom
LATEQODO1 Latex Gloves WestCo Mfg, Co  LG-0085 Mens Main Storeroom
LEATO0001 Leather Gloves WestCo Mfg, Co  LG-0067 Mens Main Storeroom Database Records
SAFEOO001 Safety Goggles  SafeR-Us Stareroom
SPRAQDDDL Spray Lubricant  Morthwest Easy... WD-440
Data Control

Add New Record

Deletes Selected Record

Post or Save Changes
Cancels Unsaved Changes

//// / Select and Insert

m««Remrdlofsb»m+—vx'| J

Latex Gloves selected Record
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1§ 1 Pal'ts al'ld In\fentorv | Show Active Only | Show Filter Row

Lookup | Details

Checks to seeifa
o Reference ID is Unigue

Details / Inventory Control

Reference: DRUMO0001 Check Auto tiit:l_::a;:fe”:reif:lt; °

Description: Dirum Switch
Manufacturer: Allen-Brady
Part No: 300T-77330

Vendar: Gardner and Denver

Location: |Main Storeroom & tetle Quick Entry Selection

Classification: |

In Stock Qty: 1

M 4 4 Recordlof5 » B M+ = « X Cancel

Latex Gloves

Again, we want to emphasize that depending on the rights being assigned at the time, there will be
many occasions where these Lookup Dialogs will function as ‘Lookup Only’ type dialogs where the
controls on the Details tab will be disabled or even invisible. At other times you may be allowed to add
and edit the information without restrictions.

To select a record for insertion or assignment:

e From the Lookup Dialog, move to the Lookup tab.

e Toview all currently active records, ensure that the Show Active Only checkbox is checked. To
view all records uncheck this checkbox.

o If you know a value of one of the fields, you can move to the Filter Row of the column you want
to filter by.

o Typing in the Filter Row will filter the grid with the criteria you typed in.

e You can also scroll through the records until the one you want is located and selected.

e Once you find the record you’re looking for, move to and click on the Select button.

To add a new record using the Lookup Dialog:
e Move to the Data Control and if available click on the plus sign (+) in the control.
e Move to and click on the Details tab.
e Move to the various fields on this tab and edit the information found there.
e Chick on the check (post) button in the data control to save your changes.
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To edit a record (when available):
e Move to the Lookup tab.
e lLocated and select the record you want to edit from those listed.
e Move to the various fields on this tab and edit the information found there.
e Chick on the check (post) button in the data control to save your changes.

To delete a record (when available):
e Move to the Lookup tab.
e Located and select the record you want to delete from those listed.
e C(Click in the minus sign (-) button on the data control,
e Chick on the check (post) button in the data control to save your changes

Documents Trees

The Documents Tree is used through-out the system, and its features are duplicated in each place it is
used. Examples of areas it can be found is in the Documents Features found in many of the modules, the
Procedures and Solutions module, and the Repair Procedures Editor used with work order instructions.

Understanding and Using the Documents Tree

Documents Tree n

=4 Maintenance Coordinator
El---q' Comman Procedures

------ - General

Top Level Folder or Root Node
Child Level Folder or Nade

Green Arrow indicates the selected
Mode or folder

Click + or - to expand or collapse the tree

The Documents Tree allows for the organization of your documents in Folders or nodes. Basically you
are not limited to the number of folders you can create and use. You can also create as many levels of
these folders as maybe needed (parent — child folders). The supplied illustration shows the elements of a
typical tree control.

IMPORTANT NOTE: Most of the procedures outlined in this section refer to the use of pop-up menus,
however many of these procedures can also be duplicated and be found in the ribbon control as well.

Create a Document Folder
Each document in the system will be assigned to a folder or tree node in the Documents Tree. Once a
folder is created documents can be added to it.
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To create a new Document “Root” or “Top Level” folder:

Documents Tree n |
o General “

= _| Maintenance Coordinator
N

‘E"' Add Top Felder

‘EE'" Add Sub Folder

[ Add Document

Reload Tree

Rename Folder

' T

Maowe Folder to Root (Tep Level)

e Right mouse clicking within a Documents Tree section will invoke a popup menu.
e C(Click on the Add Top Folder option.
e From the invoked dialog enter the name you want to use for this folder and click OK.

To create a new “Sub Folder” or “Child Node”

e Move to the Documents Tree and click and select the folder that you want to add a new sub
folder to.

e Right mouse click within the Documents Tree section to invoke a popup menu.
e C(Click on the Add Sub Folder option.
e From the invoked dialog enter the name you want to use for this folder and click OK.

To Remove a Folder
e Move to the Documents Tree and click on the folder you want to remove.
e Ensure there are no child folders or documents assigned to this folder. If there are items then
either move and reassign these items or delete them. You cannot remove a folder if anything is
assigned to it.

e Right mouse click on the folder you want to remove to invoke a popup menu.
e C(Click on the Remove Folder option.

To Rename a Folder
e Move to the Documents Tree and click on the folder you want to rename.
e Right mouse click on the folder you want to remove to invoke a popup menu.
e Click on the Rename Folder option.
e From the invoked dialog edit the folder name to the way you want it and then click OK.

To move a Folder to the Top Level or Root position
e Move to the Documents Tree and click on the folder you want to move.
e Right mouse click on the folder you want to move to invoke a popup menu.
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e Click on the Move Folder to Root (Top Level) option.

To move a Folder and Reassign its position in the tree
e Move to the Documents Tree and click on the folder you want to move.
e Left mouse click and hold on the folder you want to move.
e Drag the folder over the folder you want to move it to.
e Release the mouse button to drop the folder in to its new location.
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Maintenance Documents

Any maintenance operation is sure to accumulate a wide variety of documents. Examples of these
documents could be warranty information, information about your equipment, notes about your
mechanics, MSDS and the list goes on and on. These documents can also be proven to be very important
to the day-to-day operation of your maintenance department. For these reasons we have included the

Documents Database feature.

Documents
B A0 B ¥ Ry B F oot =] B
Ll &8 /W Iz = T '
View Document  Add Document  Edit Document Move to Delete Rename Add Top AddSub Remove Rename Close
Folder Document Document Folder  Folder  Folde Folder Documents

Documents Document Tree Exit

Documents Tree 1
+~fi_| General
[=- | Maintenance Coordinator
- B+ Common Procedures

Air Compressor

| J

The Documents Database is included in many of our modules where we felt it would be useful. You can
find this feature in the Maintenance Scheduler, Equipment module, Purchasing module, Contacts
module, and HR module. The HR module differs from the others as it’s attached to each individual
record. This allows you to maintain various documents on a single employee.

You can create three different types of documents with this feature. One is a picture document, which
can be in the GIF, JPG, BMP, PNG, TIF and ICO formats. The next type of documents can be the rich-text
editor type. These editor type documents features the use of our built-in Rich Text Editor. This editor
supports many professional features such as multiple fonts, colors, paragraph formatting, the use of
tables and more. Documents created in our Rich Text Editor are compatible with almost all windows
based word processors such as Word and Word Perfect or any that support the RTF format.
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The third type of available documents is the Attachments type of documents. Attachments point to
other files store on hard drives, or other locations such as web-sites or folders. We recommend that you
use this document type for pictures too. You can point to a picture stored on a hard drive as opposed to
storing it directly in the database. This saves database space and improves database performance by
keeping the database at a reasonable size.

Working with Documents

There are three types of documents that can be used by this feature. Build-in Rich-Text Editor types,
Image or picture types and links to external documents. Each document must be assigned to a folder to
either create or use them.

To create a new Internal Rich-Text document

r |

Create New Da-cumentA
4 New Document

Docurment Mame: Mew Document

Document Type

RTF Document
() Picture,/Image Document

() attachment/Link Document

J Accept E Cancel

e Move to the Documents Tree and select the folder that you want to assign the new document
to.

e C(Click on the Add Document option in the ribbon control

e From the invoked Create New Document dialog, move to the Document Name text box and
enter a name for your new document. This title can contain up to 30 characters.

e Move to the Document Type section and select the RTF Document option.

e C(Click on the Accept button and the Rich-Text editor will open with your new document ready for
editing.

To create a new Picture/Image document
e Move to the Documents Tree and select the folder that you want to assign the new document
to.
e C(Click on the Add Document option in the ribbon control
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From the invoked Create New Document dialog, move to the Document Name text box and
enter a name for your new document. This title can contain up to 30 characters.

Move to the Document Type section and select the Picture/Image Document option

Click the Accept Button to invoke a file open dialog box.

Browse to where the images file is store and select the image by clicking on it.

Click on the Open button to assign the image.

To create a new Link document

Move to the Documents Tree and select the folder that you want to assign the new document
to.

Click on the Add Document option in the ribbon control.

From the invoked Create New Document dialog, move to the Document Name text box and
enter a name for your new document.

Move to the Document Type section and select the Attachment/Link Document option

Click the Accept Button to invoke the Link Setup dialog.

-
Attachments

Ry Attachments

Attachment Path

C:\Graphics\21_42_28-—American-Trudk_web.jpg

Description

21_42_23--American-Truck_web.jpg Test [ Open

J Accept E Cancel

. e —

Move to the Attachment Path section and click on the Browse button.

Navigate to where the file you want to use is stored. Select the file and click Open.

The program will ask if you want to replace the current description with one based on the file’s
name. To accept the new description reply by clicking on the OK button.

You can edit the document’s description by editing the text in the Description section.

You can test the link by clicking on the Test/Open button.

When everything is set to your liking, click on the Accept button.

To open or view a document

Move to and click on the folder that contains your document from within the Documents Tree
to display the documents assigned to that folder.
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e To open the document:
o Right click on the document to invoke a pop up menu. Select the View Document
option. Or...
o Double click on the document to open it.

View Document

Edit Document
Mowve to Folder
Rename Document

Delete Document

xXLxEAF

To edit a document
e Move to and click on the folder that contains your document from within the Documents Tree
to display the documents assigned to that folder.
e Right click on the document to invoke a pop up menu. Select the Edit Document option.
e For the Rich-Text type documents the document will be displayed in the Editor. For the other
two document types you will edit a document’s properties in the same manner it was created.

To move or reassign a document to different parent folder
e Move to and click on the folder that contains your document from within the Documents Tree
to display the documents assigned to that folder.
e Right click on the document to invoke a pop up menu. Select the Move to Folder option.

F » ™

Select Folder to Move To -

=+ | Maintenance Coordinator

- J
= Comman Procedures e

&3

Cancel

e From the Move Document dialog move and select the folder you want to move the document
to from the displayed tree.
e Once the Folder is selected click on the Move to Folder button.

To rename a document
e Move to and click on the folder that contains your document from within the Documents Tree
to display the documents assigned to that folder.
e Right click on the document to invoke a pop up menu. Select the Rename Document option.
e From the Rename Document dialog edit or rename the document’s title in the space provided.
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e Click OK to apply the changes.

To delete a document

e Move to and click on the folder that contains your document from within the Documents Tree

to display the documents assigned to that folder.
e Right click on the document to invoke a pop up menu. Select the Delete Document option.

e When prompted about deleting the document, click the Yes button.
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Work and Requests Module

This module was primarily designed for use as a ‘Work Requests’ module where the users only needs to
fill out the information on a single page in the creation of new work requests. As this is already
considered a very simple process, you can also use a Work Order Wizard that simplifies the process
even further.

- __ — — 3
&4 PM Coordinator - [Work and Request Orders] . . o | ol e S
<
Wk and e £} WORK AND REQUESTS ORDERS
@ st reast 2000 ©0 @@ -
ﬁ\, Preview Selected Work Order L | Work Orders | Filters © @ =
) L \ > T L =Y a ? B lﬁ B
& View Work Requests ®) e, 4 i
fa X X & & % 5
? Defauilt Filter AddNew SaveChanges | PrintWork Print Fiter  Fiterby Default | MainReport = Search |  Exit
. Order  Preview | Wizard Requester Sort Wizard
| @ View Overdue Work Orders Record Print Options Quick Filters Report Find Close
Lookup | Detalls | Administrator
I
! Work Order Identification Work Order Settings
il Subject Repair from entry door TaskType | Standard WorkOrder |~
I TaskID 1501-18 Chedk Priority © Nomal |~
| Location Factory entrance - Created 1/21/2015 4:20 PM Est. Downtme 0|~ |Hrs 0 - | Mins
il Asset Assignments Work Requested By (|
| _
[ 72
@ . Asset Name AssetRef Requester  Martin, Scott Select
Email Open
(& - + View Asset Set Primary Asset Shone 01-245-1815
- Primary Asset Send Completion Notice
@ Maintenance Scheduler Work To Be Performed I
A Door seems to be falling off its hinges and needs remounting Open with Editor
@ Work Orders Planner
||
i | Equipment and Assets
@ Mechanics and Employees Auto Subject
T | 1501-18 - Repair from entry door | Record 1of 1

This module is designed for use with standard work orders, which includes 6 types with user definable
titles, and one fixed, Standard Work Order type. We believe you'll find this module much easier to use
for these types of work orders than the Maintenance Scheduler module. With that said however, the
system power users, or administrators would normally want to use the Maintenance Scheduler module.
The Maintenance Scheduler module can handle all work order types available and provides many
additional features over this module, and overall is considered more powerful.

You also want to use the Maintenance Scheduler module to add items, such as Classification
assignments, Projects and the like to the database for use with both of these modules. You can setup
and customize the work order print settings with the Maintenance Scheduler module, along with the
custom user defined titles.

All works orders when first created are assigned a status of Work Requests. Your system coordinator
needs to only sort the database by this status to quickly find all work requests. He can then perform
whatever action he wants with these tasks.
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Ribbon Control

The comprehensive functionality of the Work and Request module is provided via a set of Ribbon tabbed
pages. Ribbon pages are structurally and visually split into logical groups. Each of these groups includes
commands that perform specific functions.

WORK ORDERS TAB

Work Qrders Filters

N\ P QA 29 FY T A B
(7 P R
v N g & S

Add Mew Save Changes Print Work  Print Filter Filter by ~ Default  Main Report  Search Exit
Order Preview Wizard FReguester  Sort Wizard

Record Print Options Quick Filters Report Find Close

The following are the elements on the Work Orders ribbon tab, reading left to right:

e Add New — Creates a new work order document through the use of a wizard, or directly on
screen.

e Save Changes — Saves all current changes from all elements of a record (master save).

e Print Work Order — Allows selecting a printer, number of copies, etc. prior printing the current
work order.

e Print Preview — Provides a print preview for the selected work order.

e Filter Wizard - Launches the Custom Filter Wizard dialog that allows specific criteria to be setup
to filter the database by. Please refer Main Report — Filter Wizard section in this chapter.

o Filter by Requester - Filters the database by a selectable, assigned employee as it applies to
Requester’s field.

o Default Filter — Re-filters the database by default values (all open).

e Main Report Wizard - This report uses a Wizard that allows the user to setup the criteria to use
for the report creation. Please refer Main Report — Filter Wizard section in this chapter.

e Search - Invokes the search/find routine on the Lookup Grid.

FILTERS TAB

Work Qrders Filters

w @ P H OO w a9

Mechanic  Mechanic Filter All Open  Work Requests  PastDue  Show Al Classification  Filter by
Assignment  Today by Asset Assignments Location

Resources Wark Qrders Assignments

The following are the element of the Filters ribbon tab, reading left to right:

o Mechanic Assignment - Filters the database by a selectable, assigned mechanic or employee.
o Mechanic Today - Filters the database by a selectable, assigned employee with work orders with
a scheduled start date of today.
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e Asset - Filters the database by a selectable, assigned asset.

e All Open - Filters the database by all work orders that do not have a status of ‘Completed’.

o Work Requests — Filters the database to view only those records with a status of Work Request.

e Past Due — Filters the database by all records with a scheduled completion date prior to today,
and a status of still being open.

o Show All- Shows all work orders regardless of status.

e (Classifications Assignments — Filters the database by a selectable, assigned classification.

e Filter by Location - Filters the database by a selectable, assigned location.

Features of the Work Requests Module

There are many features of the Work and Requests module, with the majority of these features found
on either the tabbed pages found there, or within the tabbed ribbon control. We are going to explain
the use of these features as we move through the tabbed pages.

Lookup Tab

This tab helps in locating work orders by grouping, filtering and sorting them. All the work orders in the
current filter are located in the grid found there. To select a work order and make it the active record,
the user needs only to click on the work order from within the grid. Once selected the user can click on
the other tabs to view or edit the work order itself.

The following image illustrates the features available on the Lookup tab:

Barcode Scan and Lookup Show/Hide Grouping

Lookup Show/Hide Filter Row
|mrf|> Lookup w*| Show Filter Row v Show Grouping
Grouping Area
! | Task ID Subject StartDate | End Date | % Done |Location Asset Name Requester
¥ Filtering Row
(® B 1101-1  Reparsinkinladiesr... 4222013 4/30/2013 e  SupportEqui.. Eliot, Gary
v 2 ® 11013 T 4/15/2013 4/30/2013 0%  Support Equi... Albright, Ge...
@ D 1110-11  Air Compressor Mont.,. | 12/3/2012  12/7/2012 0% Support Equi... | 600 PSI High Pr...  Eliot, Gary Database Records
= I — or Rows
» ? 14019 Unclog the blocked dr... &/25/2014 6/27/2014 [EDEE
E:‘ 405-6 Work Order from Issu... 6/3/2014  6/18/2014 E"fn High Pressure Ai...  Eliot, Kate

Priority Column
Work Order Status

,--\

The functions of the Lookup tabs are used through-out the system and are fairly common regardless of
the modules that use them. Please review the chapter on Common Features to read about the
functionality of the controls located on this tab. Pay special attention to the following:

e Using the Lookup Grids
e Searching
e Scanned Lookups (Barcodes Support)
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Details Tab
Under the Details tab you can setup your scheduling information, equipment, classification assignments,
labor resources and other work order specifics.

Work Order Identification
This section allows you to specify a subject for your work order, a task ID, and the location to be used in
the execution of the work order.

The following image illustrates the elements of the section:

Waork Order Identification

Breif description of work order

Subject Repair sink in ladies room

Task ID 1101-1 Chedk Check if ID is Unigue

Location | Support +uipment Room v\

Task Idenification

Created | 1/7/20118:51 AM Date and Time of Creation

Task Location Assignment

Subject
This field can contain up to 100 alpha/numeric characters. Used for identification purposes, this should
provide a brief description of the work order as it relates to the work to be performed.

Task ID

This field can contain up to 20 alpha/numeric characters and is normally created for you by the
application. It uses the following format: YYMM-###, where YY is the year of work order creation, MM
for the month of creation, and ### a sequential number.

If wanted, this field can be overwritten, but this is not advised. Also having a unique ID is not enforced.
However, to verify that it is unique you can click on the Check button adjacent to this field.

Location
This field can contain up to 50 alpha/numeric characters and is used to describe the physical location of
where this work order is to be performed.

Created
This is set when a new work order is created.

Assigned Assets
You can assign an unlimited number of assets to a work order. However, only one of these will be used
as the Primary Asset. Most of the available reports will be based on the Primary assignment.

The following image illustrates the elements of this section:
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Asset Assignments
Asset Name Asset Ref Assigned Assets
¥ | 600 PSI High Pressure Air Compressor BETHOOO0] View Info on Selected Asset

+ - 4 x View Asset SetPrimary Asset | Setsthe selected Asset
as the Primary Asset

Primary Asset |00 PSI High Presser Air Compressor

Asset Assigned as Primary

To assign an asset to the work order:
e Move to the Assigned Assets section and click on the Append (+) button in the data control
found there.
e From the invoked lookup dialog, click on the asset record you want to assign.
e Click on the Select button.
e C(Click the Post (check) button in the Assets’ data control to save your changes.

To set which asset to assign as the primary asset:
e C(Click on the asset you want to assign from those listed.
e C(Click the Set Primary Asset button.
e Click Yes to the prompt about setting the primary asset.
e The asset should be displayed in the Primary Asset field.

To remove an asset from the current work order:
e C(Click on the asset you want to remove from those listed.
e Click on Remove (minus sign) button in the Assets’ data control.
e  When prompted about the removable, click on the Yes button.
e C(Click the Post (checkmark) button in the Assets’ data control.

To use the Auto Subject feature in this section:
e C(Click on the Auto Subject button found in this area.
e When prompted about accepting this new Subject title, click OK.

The auto subject feature combines the assigned work order type with information about the assigned
primary asset to create a Subject title for the current work order, replacing any existing title.

Work Order Settings
The section allows you to setup the Task Type of the work order, the priority indicator, and the
estimated downtime.

The following image illustrates the elements of the section:
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Work Order Settings

Task Type Standard Work Order W Work Order Type Assignment
Priority @ Mormal W Priority Assignment

Est. Down Time 0lw] Hrs 0 i Expected Duration of

Work Order

Task Type (Work Order Type Assignment)
There are 7 possible task types available, with 6 of these having user definable titles. See the Work
Orders Setup section of the Maintenance Scheduler chapter for more information.

To assign a Task Type to your work order:

e C(Click on the down arrow attached to this field.
e Click on the value you want to assign from those listed.

Priority
You can assign your work orders a priority indicator. Options include: Urgent, High, Normal and Low.

To assign a Priority to your work order:

e C(Click on the down arrow attached to this field.
e C(Click on the value you want to assign from those listed.

Estimated Down Time
You can record the estimated time you feel will be needed to completed a work order. This information
shows on the work order itself, and can be used with reports.

To assign the Estimated Downtime for your work order:

e C(Click on the down arrows adjacent to the HRS and MINS fields.
e Click on the value that you want to assign from those listed.

Work Requested By

This section allows you to specify who requested this work to be performed.
The following image illustrates the elements of this section:

Wark Requested By
select from Database

Reguester Eliot, Gary Select

Email geliot@aol.com Open Open with Email

Phone Requester Information
Send Completion Motice Allow Completion Motice
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To assign who request this work order:
e Move to the Work Requested By group and click on the Select button.
e From the invoked lookup dialog, select the mechanic you want to assign and click on the Select
button.

To email the requester:
e Move to the Work Requested By group and click on the Open button

Work to Be Performed
This section allows you to create tasks instructions to be used with Repair types of work orders. The
following illustration shows the elements of this section.

Work To Be Perfromed

Clean and mop the restroom. Empty the trash cans, restock paper towels, protective Open with Editer

seat covers and toilet paper. Note any corrective actions that may be needed.
Edit the 'Work to Be Performed’
tasks with the Editor

Replace the broken toilet and dispose of it. Clean up after vourself.

Using an auger, unclog the blocked drain. Test to ensure proper flow.

Auto Subject Button

<< Main Editor Area »> \
Auto Subject

To edit repair instructions or comments
e Select the work order you want to edit instructions for.
e Move to the Details tab.
e Move to the Work to be Performed group.

e Perform one of the following:
o Type in your instructions or comments in the editor found there.
o Click on the Open with Editor to edit your instructions or comments with the invoked
Repair Procedures Editor, clicking on the Save and Close button in the ribbon when
done.

For more information on the editor, please refer to the Repair Procedures Editor in the Maintenance
Scheduler chapter.

To use the Auto Subject feature in this section:
e C(Click on the Auto Subject button found in this area.
e When prompted about accepting this new subject title, click OK.

This auto subject is based on the Work to be Performed text as entered in the section editor.
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Administrator Tab

The Administrator Tab does not need to be accessed by the person requesting work to be done. They
really only need to fill in the information on the Details tab. Your system administrator would use this
tab to accept and make assignments for the work order.

Work Order Scheduling

This area sets up the work order scheduling criteria.

The following image illustrates the elements of this section:

Work Order Scheduling
Scheduled Start Date and Time

Start Date 632014 W | Start Time @:00 AM W

End Date 6/18/2014 |+ | End Time S00PM 1| duted e ;
Scheduled End Date and Time

Start Date and Time
These values would indicate the Scheduled date and time you would like work to commence on the
work order.

To set these values:

e Click on the down arrows attached to these fields.
e Click the value you want to use from the drop down list.

End Date and Time
These values would indicate the Scheduled date and time you would like work to be completed by.

To set these values:

e C(Click on the down arrows attached to these fields.
e C(Click the value you want to use from the drop down list.

Assignments
This section allows you make some general type assignment to your work order. These assignments help
with the creation of reports.

The following image illustrates the elements of this section:
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Assignments

Assigned To Murray, Fred

Manager Martin, Scott

Classification General Repairs LY

safety Instruct

s | Standard Safety Instructions

Select Assignments

To make the assignments in this section:

Assignments

e Move to the appropriate field with ellipse (...) buttons and click on the button.

e From the invoked lookup dialog, move to the grid and click on the record of your choice.

e Click on the Select button. Or

e Move to the appropriate field and click on the down arrow on the drop down list.

e Make your selection by clicking on it.

Work Order Status

The following illustrates the elements found in this section:

Work Order Status

Status {E:' In Progress W Send Status To Regquester

o, Completed 50(%

Status Indicator

Email Status Motice

To change the Status of the current work order
e From the Administrator tab, move to the Work Order Status group.

Record Percentage Done

e Select the status indicator your want to assign from the drop down list. Available options

include:

O

New Request

Waiting Approval
Waiting on Parts
Waiting on Labor
Waiting on Production
Waiting on Contractor
On Hold (General)
Ready

In-Progress
Completed
Disapproved

e Move to the % Completed field to record this information.

O O O O O O O O O O
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To Send Status to Requester
e From the Administrator tab, move to the Work Order Status group.
e Click on the Send Status to Requester button.
e  When prompted about sending the email, click Yes.

Work Order Completion Information
This section allows you to record completion information as it relates to the currently selected work
order.

The following illustrates the elements found in this section:

Work Order Completion Infarmation Completion Date

Completed By

Date Completed 6f25/2014 W

Completed By Murray, Fred §| select from Database

Inspected By Eliot, Kate J
Meter Value 5698 | v \ GetCurrent 1 Retreive Current Value
Actual Down Time |2 M v [ Mins Inspected By

Actual Time Spent

Save summary to Asset's
History Log

Save To History

Equipment Meter Value

o Date Completed — Use the drop down calendar adjacent to this field to set the date the work
order status was changed to ‘Completed’.

e Completed By — Use the Select button adjacent to this field to assign an employee to this field.

o Inspected By — Use the Select button adjacent to this field to assign an employee to this field.

e Meter Value — This field would indicate the meter value, if applicable, of the primary asset at
the time the work order was completed.

e Get Current — Clicking this button will cause the program to read the Primary Asset’s record and
retrieve its current meter value and insert it in to the Meter Value field.

e Actual Down Time — Use the Hours and Minutes fields found here to record the actual time it
took to complete the selected work order.

e Save to History — Clicking this button will save a summary of the completed work order to
Primary’s Asset History Log.

Completion Notes and Delays
Use the editor found in this area to record any information as it applies to completion notes and delays.
You can also click on the Open with Editor button to edit this information with a text editor.
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Completion Comments and Delays

Undogged the drain Open with Editor

Allows the use of the Editor to
record this information.

<< TEXT EDITOR AREA >>

Add New Work Order

To add a new work order:

Create Mew Work Order

e Move to the Work and Requests module.
e Move to the Work Orders tab in the ribbon and click on the Add New button.
o  When prompted about the operation, click on the response of your choice.
o Yes —Launches the Work Order Wizard that steps you through the creation process.
This wizard will be explained later in this chapter.
o No—Creates a new work and returns you to the Details tab where you can move
through the fields editing and adding information as necessary.
o Cancel — Backs out of the creation process.

Save Changes
To save changes to the main work order record, click on the Post (v' check) button in the Data Control
located within the ribbon’s Quick Access toolbar.

To save changes to the main work order record and all the underlying records (assets, etc.), click on the
Save Changes button found on the Work Orders tab of the ribbon control.

Export the Current Work Order

To export the currently selected work order:

e Select the work order you want to export.
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e Open the File menu and select the Export Work Order option.

e Browse and select the folder you want to export to.

e Type in a name for the export file in the File name text box.

e Move to the Save as type drop down and select the export file type of your choice.
e Click the Save button.

Printing the Current Work Order
To print the current work order:

e Open the File menu and expand the Print sub-menu by clicking on it.
e Select the print option of your choice.

Work Order Wizard

The Work Order Wizard when accessed from this module will help ease in the work order creation by
stepping you through the process. This wizard is also accessible from the Issues Tracking Modules,
Safety Management and the Personal Manager.

The following illustration shows the general or shared features of the Wizard:

#. Work Order Wizard

Tah Pages

Identification Equipment | Reguester Work to be Done

Maoves to the Previous tab

Reguester: Murray, Fred

Moves to the Next tab

Saves changes and
Closes the Wizard

Phone Mot

ompletion Notice

Closes the Wizard

'@ Previous @ Mext without saving

e Tab Pages — This is a logical way of grouping controls by function.

e Previous — Clicking this button moves you to the previous tab.

e Next — Clicking the button moves you to the next available tab.

e Save and Close — Clicking this button saves any changes you may have made, and closes the
Wizard.

e Cancel — Clicking this button closes the wizard without applying any changes made.
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Wizard Identification Tab
The following illustration shows the elements on this tab:

wororterwizrd
i\ Work Order Wizard

Identification | Equipment | Requester | Work to be Done

Breif description of work

Subject: Repair roll up door between production and to be performed

warehouse area
Task Identification Number

Task ID: 1406-10 Verify if Task ID is Unique

Location: Main Facility| lol]:f;ion at{whichdthe waork
wi € peErmorme

Work Order
Identification

Task Type Standard Work Order Work Order Type
Assignment

I I Save and
Close

e Subject — This is a brief description of the work order. It can contain up to 100 alpha/numeric
characters.

e Task ID —This is generated for you by the program. You are allowed to edit this value, but it is
not recommended.

o Check — This checks to ensure that the supplied Task ID is unique in the database. If it was
generated by the program then is already known to be unique.

e Location — This specifies the location at which the work order will be performed, and is
selectable from the drop down list.

e Task Type - There are 7 possible task types available, with 6 of these having user definable titles.
See the Work Orders Setup section of the Maintenance Scheduler chapter for more
information.

Wizard Equipment Tab
You can assign an unlimited number of assets to a work order. The following image illustrates the
elements of this section:
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Vo
#. Work Order Wizard

Identification | Equipment | Requester | Work to be Done |

Asset Ref | Asset Mame
PSIHO0001 ... | 600 PSI High Pressure Air Compressor Assigned Assets

Add Asset Assignment

Equipment to
Work On [« rmmf-7x

. . Save and
@ Previous @ Mext H lose

Remove Assigned Asset

To assign an asset to the work order:

e Move to the Assigned Assets section and click on the + (plus sign) in the data control found
there.

e From the invoked lookup dialog, click on the asset record you want to assign.

e Click on the Select button.

Wizard Requester Tab
This section allows you to assign the person requesting the work to be performed.

The following image illustrates the elements of this section:

e
#. Work Order Wizard

Identification | Equipment | Reguester | Work to be Done

Requester: Murray, Fred Select Requester from List

Requester Email: fmurray @gmail Requester Information

Phone Mo:

Work
Requested By

[ send Completion Motice Allow Completion Notice
to be sent

/ . Save and
@ Previous @ Mext Close
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To assign who requested this work order:
o Move to the Requester field and click on the Select button.
e From the invoked lookup dialog, select on the employee you want to assign and click on the
Select button.

To allow a Completion Notice to be sent to the requester:
e Check the Send Completion Notice checkbox

Wizard Work to be Done Tab
The following illustration shows the elements on this tab:

Work Order Wizard

# Work Order Wizard

Identification Equipment | Requester Work to be Done

Repair roll up door between production and warehouse area. It

appears to have fell out of tracks and will not move. Work to be Performed

Editor

Work to

Perform
Open with Editor Edit with the Tasks Editor

A ) o Save and B
@ Previous @ lext Close Cancel

To include work instruction for repair types of work orders
e Move to the Work to be Performed section and edit your instructions in the editor found there.
You can also click on the Open with Editor button found in this area and use the Repair
Procedures Editor discussed in the Maintenance Scheduler chapter.

Wizard - Save and Close
Whenever you either make changes to work orders, or create a new one with Work Order Wizard,
ensure to save your changes.

e C(Click on the Save and Close button to save and apply your changes.
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Main Report - Filter Wizard

This Wizard is used or both the Filter Wizard and Main Report Wizard of the Work and Request Orders
module. When used for either filtering or reporting purposes, the resulting items will be returned by the
choices or criteria as setup with this wizard.

Types and Status tab
The following illustrates the elements found on this tab:

e I ==
#. Report Wizard

Types and Status Assignments Dates and Sorting

Waork Order Types

Task Type: All Single Shot Types

Work Order Types Selection

Work Order Status

Status:
s All Open Work Order Status Selection

J Accept B Cancel

o  Work Order Types — This drop down allows for the selection of the types of work orders to be
included. Make your selection by clicking on an item in the drop down list.

o Work Order Status — This drop down allows for the selection of the work orders status indicator
to be included. Make your selection by clicking on an item in the drop down list.

Assignments tab
The following illustrates the elements found on this tab:
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#. Report Wizard

Types and Status Assignments Dates and Sorting

Assignments

Requester: |L|SE All

Classifications: |Llse All Criteria or Matching

Assignments Selection

Locations: |Use All

Projects: |Use All

Assets/Equipment: |Llse All Clears Assignments

Mechanic: |Llse All

_/'--
(@ Previous

e To assign values to these fields:
o Move to the appropriate fields and click on the Select button adjacent to them.
Available options include:
= Requester
= (Classifications
= Locations
=  Projects
= Assets/Equipment
=  Mechanic (Employee)
o From the invoked dialogs, move to the displayed grid and click on the record of your
choice.
o Click on the Select button.
e To clear the assignments:
o Move to the appropriate field and click on the Use All button adjacent to them.
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Dates and Sorting Tab
The following illustrates the elements found on this tab:

e ==
#. Report Wizard

Types and Status Assignments Dates and Sorting

Date Range Criteria
Date Range Selection based on 5 ed Start

StartDate:  |g/a7/2014 |v End Date: 6/27/2014 |w

Use Al Dates Use Completion Dates Type of Dates to Use

Show All (Ilgnore Dates)
Qrder By

Sort By: Subject Sort By Field

.".l- I
-@ Previous t‘) Mext J Accept B Cancel

To assign date values:

e Move to the Start Date field and using the drop down calendar, select the starting date of your
filtering criteria.

e Move to the End Date field and using the drop down calendar, select the ending date of your
filtering criteria.

e Toignore or use all available dates, check the Use All Dates checkbox.

e To use completion dates, place a checkmark in the Use Completion Dates checkbox. Otherwise,
Scheduled Start Dates will be used.

e Move to the Sort By drop down, and select how you want things sorted by.

e With everything setup as wanted, move to and click on the Accept button.

Main Report Wizard

This report uses the Main Reports - Filter Wizard for the creation of report criteria. Please refer to the
Main Reports — Filter Wizard section of this chapter for more information. The only elements of this
wizard that is not explained with this wizard is outlined next.

These options are found on the Dates and Sorting tab of the wizard.

o Include Task Instructions — When checked, the report will include all task instructions as
assigned to each of the reported work orders.
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o Include Delays and Completion Comments — When checked, the report will include all Delays
and Completions comments that were recorded for each of the reported work orders.

To create a Work Orders Summary Report:

e Move to the Work Orders tab in the ribbon.
e C(Click on the Main Report Wizard option.

e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

The following illustration shows a preview of a Work Orders Summary Report:

Work Orders Summary

1110-11 - Air Compressor Monthly Checks

SCHEDULING ASSET-EQUIPMENT PERSONNEL ASSIGNMENTS
Start Date: 12132012 \Aeset/Equipment: 500 PSI High PresserRequester Eliot, Gary Classification:

Ajr Compressor
Start Time: 2:00 AM Reference: PSIHOO001 Manager. Location: Support Equipment
Room

End Date: 122012 Serial Mo: 28TIGHS9 Wesigned To: Albright, George Project:
End Time: 5:00PM M anufactuer: Gardner and Denver |A=signed To: Wecount:
WORK ORDER SPECIFICS: Task Type: Standard Work Order Status: Ready Priority: 2 Date Completed: —
1101-1 - Repair sink in ladies room

SCHEDULING ASSET-EQUIPMENT PERSONNEL ASSIGNMENTS
Start Date; 4ZH2013 Aeset/Equipment; Reguester, Eliot, Gary C lassification: General Repairs
Start Time: 2:00 AM Reference: Manager. Location: Support Equipment

Room

End Date: 4302013 Serial Mo: Wesigned To: Wurray, Fred Project:
End Time: S.00PK M anufactuer; Wesigned To: Albright, George Wecount;
VWORK ORDER SPECIFICS: Task Type: Standard Work Order Status: In-Progress P riority: 3 Date Completed: —
14056 - Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Problem: Line 1

SCHEDULING ASSET-EQUIPMENT ASSIGNMENTS

PERSONNEL
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Maintenance Scheduler

The Maintenance Scheduler module is the heart of all CMMS type programs, and you’ll find ours to be
extremely powerful, feature rich, and easy to use. The Maintenance Scheduler module was designed to
handle all work order types. These include recurring and one time, or repair types of work orders.

~
ey e
Maintenance Scheduler <« & MAINTENANCE SCHEDULER
Shorteuts =
| DoeRP @9 @O -
L | Home | workorders  Fiters  Instructions  Reports o @ -
é, View Work Reguests -
Wi Y 5 Ii WK
. LY R A B
. I & i
| TR AddMew SaveChanges  Refresh | Generate Generaon = Mai Work = Search Exit
Today  Options = Order
p Records Refresh Work Generation Send Find Close
.} Export Wark Order
Lookup | Details | Options | Instructions | Status
1 Pc- Complete Work Order Work Order Identification Waork Order Settings
Subject Monthly PM Task Type Planned Maintenance -
i Default Filter Task ID 1501-13 Chedk Friority & Normal -
Location - e Estimated Down Time al=|us [o ~ | Mins
Waork Order Scheduling Work Order Recurrence Work Requested By
@ Main Navigation Created 1/21/2015 6:57 AM Frequency Monthly - Regquester Select
StartDate | 1222014 ~|StartTme  S00AM - XX Criteria 0 Email Open
& . End Date 12/5/2014  ~ | End Time 5:00 PM = Generate Mew When Done Do Not Regenerate Phone e o Er
i
Asset Assignments Primary Work Assignments
@ Maintenance Scheduler
Asset Name Asset Ref Assignment 1 X|| Select
- » | 600 PSI High Pressure Air Compressor PSIHDOD01 ...
;: Weork Orders Planner Assignment 2 X|| select
Assignment 3 X|| Select
@ Equipment and Assets Manager x| select
MM o« ot = v X Auto Subject View Asset Set Primary Asset
@ Mechanics and Employees Primary Asset | 600 PSI High Pressure Air Compressor
T | 1501-13 - Monthly PM | Record 10f 4

One of the most valuable features of this module is found in its ability to create and use recurring work
order type tasks. Once a work order has been setup, the program will handle the responsibility of
keeping track of when the work order is next due to be performed, and will schedule it accordingly, and
automatically as the module is opened.

This module also accommodates for the easy creation of reports, and when possible, it employs the use
of report wizards. With the wizards you can create some fairly custom reports, specifying the criteria
needed for the report creation. These reports will allow you to view and analyze information in a way
that is right for you and your organization.

The system supports 5 recurring work order types, 4 of these have user definable titles. There are 7
standard, or repair types of work orders, with 6 of these having user defined titles. Out of these 11 work
order types, 2 are designated as Contractor/Vendor types, with 1 belonging to the repair, one-time
group, and the other one belonging to the recurring, PM types group.
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Printed Work Order Documents

The next illustration outlines the elements on a printed work order document. Most of these elements
can be turned on or off and further customized through the Work Orders Setup.

Company Logo Company Information

o _ Work Order
Simplicity Software Technologies 1101--2
3760 Vine Maple Road o
San Bernarding, CA 92407 ||| ||| |||||||||| ———

e Task 1D

= Barcode Image
Subject

Subject: Air Compressor Monthly Checks
Weork Order Type: Planned Maintenance

Work Order Type

Current Ststus: Ready

SCHEDULING AMD DETAILS

Scheduled Han 5172013 8:00 AM Requesied By Elict. Gary
Scheduled End B 32013 500 PM Dafe Requesied 182011 1:53:20 PM
Classification Support Equipment Maintenance  Est Down Time 1 hour 35 minutes

Work Assignments Murray, Fred

PRIMARY A55ET: 600 P 5l HIGH PRES 5URE AIR COMPRES SOR

Eaqulpment 200 PSl High Pressure Air Loczton Support Equipment Room
Compressor

Refrence 1T PSIHO0001 Bulldhg

Sertal No BET1EHEE Roam

PRIMARY PROPERTY OR FACILITY

Pmpery hame Friends Strest Property Cartazt Thomas Malons
Acdress 1 2415 Friends Street Cortaci THE Mansger
Address 2 Apt. 1 Teleahone Mo 213-803-8738
Ry W hittier Regon-Posal Cooe” Cp, BORNZ

SAFETY INSTRUCTION S
Use the bock our tog outprocedures to remove ol elecrical, neumate, and hy draulie sources from the ¢ guipms nr
being service. Barrack all areas thatwill remain exposed and remain a hazard Ensuwre all personal ie elear of the
g uipme nt before placing it back fute service.

WORK INSTRUCTIONS
Procedures for cleaning electrical panels

Checked Procedures to Perform

Enzurs all slactical power has been removed fron the panel being sarvice. Uss the
lock-out, tag out procedues
Tast all sources of incoming power 1o ensure PowWer is nOt present
Using a mag-ohm meter, &3t all incoming lines are within spac.
Tightan 21l connections o menufacweres specifisd torgua.

Clean and vaocvom any snpossd surfaces,
Faplace cabinat filters

RECORD ALL PART 5 USED

Current Status

| Scheduling and
Primary Assignments

| Primary Asset
Information

| Primary Asset
Property Infomation

\
’

safety Instructions

= Work Instructions

RECORD STEFS TAKEN TO COMPLETE WORK ORDER

Part Usage Recording

Recording of

COMPLETION SIGH-OFF 5

Pj'nalehed By [ Fahe |

Page1of 2

T\/ N

Completion Steps

= Sign-Offs
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Work Orders Setup
The Scheduler module allows you to setup various options for use with this and the Work Requests
modules. This includes elements on the printed documents, view options, and other general features.

To access the Work Orders Setup screen:

]

g

»
A

Waork Orders Setup
Setup various work order options

Move to the Main Scheduler.
Click on the File button in the ribbon and click the Work Orders Setup option.

General Tab
This tab allows you to specify the following options:

GLOBAL SETTINGS

Next Work Order Number -The number here specifies the next sequential number to use in the
automatic work order number generation. These numbers use the following format: yymm — xx.
Where yy equals the year of task creation, mm equals the month of task creation, and xx is a
sequential number.

Days in Advance to Generate Work Orders - To help keep the database at a reasonable size, we
allow you to specify how many days in advance to generate or display work orders.

Work Order Types - Document Control Number: This is the ISO document control number you
want to assign to repair types of work orders.

PM Types - Document Control Number - This is the ISO document control number you want to
assign to recurring types of work orders.

Do No Generate New Work Orders for Weekends - Selecting this option will prevent new work
works from being scheduled on weekends. If it does fall on a weekend, it will be moved to the
following Monday. This applies to auto recurring work orders only.
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o Generate New Work Orders for In-service Equipment Only - Selecting this option prevents the
automatic creation of new work orders when the assigned equipment record has not been
placed in service. Please refer to the Equipment and Assets chapter for more information.

o Default Times: Allows you to setup the default ‘Scheduled’ Start and End Times to be used as
new work orders are created. Change the values by selecting new values from the drop down
lists.

ks o
| “A \Work -
-~ Work Orders Settings

General | Recurring PM Types | One-Time WO Types | PMPrint Elements | WO Print Elements | User Fields

Global Settings

Mext Waork Order Number: 13
Days in advance to generate work orders 30~
Work Orders Types - Document Control Mo

PM Types - Document Control No.

| Do Not Generate New Work Orders for Weekends:

Generate New Waork Orders for In-Service Equipment Only

Default Times:  Start: 3:00 AM - End: 400 PM =

Local Settings I

| Allow Past Due Motification of Work Orders

J oK B Cancel

LOCAL SETTINGS

e Allow Past Due Notification of Work Orders: Selecting this option allows a popup to be
displayed when you first enter the Maintenance Scheduler module. This signals the user about
work orders that are still open, but the scheduled completion dates have past. You then have
the option of filtering the database by only past due work orders.

NOTE: Global Settings are applied throughout the system, and from wherever the application is
running from. Local Settings on the other hand only apply to the local computer from where these
settings were made.
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Recurring PM Types Tab

This tab allows you to setup the Work Type Titles to be used for recurring, or PM types of work orders.
You can specify the colors to be used by the printed documents’ section headers. To conserve ink with
these documents we suggest using a light, or even a white/clear color.

[ Work Orders Settings

"4 Work Orders Settings

General | Recurring PM Types | One-Time WO Types | PM Print Elements | WO Print Elements | User Fields

Recurring (PM Types) Work Orders

Work Order Type Titles:

|Planned Maintenance

Colors to use for the various
work order types

|Recurring Inspection

|Recurring Calibration

|Recurring Mini-PM

User Defined Work Orders
Type Titles

Contractor Type
|contracted PM

J OK

To change a Title
e Edit the displayed title to your liking.

To setup the colors to use
e C(Click on the down arrow adjacent to the task Work Order type you want to setup.
e Select the color of your choice by clicking on it.

One-Time WO Types Tab

This tab allows you to setup the Work Type Titles to be used for one-time, or repair types of work
orders. You can specify the colors to be used by the printed documents’ section headers. To conserve
ink with these documents we suggest using a light, or even a white/clear color.

To change a Title
e Edit the displayed title to your liking.

To setup the colors to use
e Click on the down arrow adjacent to the task Work Order type you want to setup.
e Select the color of your choice by clicking on it.
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PM Print Elements Tab
Select the options on this tab that you want printed on your recurring types of work order documents. A
checkmark indicates the item will be printed. Removing the checkmark will prevent printing.

“4 Work Orders Settings

| General | Recurring PM Types I One-Time WO Types | PM Print Elements | WO Print Elements | User Fields

Document Print Elements

Select the items you would like to have printed on recurring work order types

| Company Logo

»'| Comments Information Selected Elements will be

| safety Instructions printed on documents
| Task (Work to be performed) Instructions
| Property Information

| Material Lists (Recaording information) # of Lines

| Completion Information {Sign-offs) # of Lines

Number of recordining
lines to be printed

| Materials Needed

| Recording of Completion Steps # of Lines

J QK

With the Material List, Completion Information (Sign-offs) and Recording of Completion Steps sections,
you have the ability to print 1 to multiple lines of information for the purpose of recording this
information.

To specify the number of lines to print on the documents:

e Move to the Spin buttons adjacent to these fields and near the # of Lines area.
e Using the Up or Down arrows, adjust these values to the number of lines you want printed.

WO Print Elements Tab
Select the options on this tab that you want printed on your recurring types of work order documents. A
checkmark indicates the item will be printed, removing the checkmark prevent the item from printing.

With the Material List, Completion Information (Sign-offs) and Recording of Completion Steps sections,
you have the ability to print 1 to multiple lines of information for the purpose of recording this
information.

To specify the number of lines to print on the documents:

e Move to the Spin buttons adjacent to these fields and near the # of Lines area.
e Using the Up or Down arrows, adjust these values to the number of lines you want printed.
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"4 Work Orders Settings

| General | Recurring PM Types | one-Time wo Types | PM Print Elements | W Print Elements | User Fields

Document Print Elements

Select the items you would like to have printed on standard work order types

W Company Logo

| Work to be Performed
Selected Elements will be
W' safety Instructions printed on documents

W' Property Information
W Material Lists (Recording information) # of Lines

W' Completion Information (Sign-offs) # of Lines
Number of recordining
lines to be printed

| Materials Needed

W Recording of Completion Steps # of Lines

“4 Work Orders Settings

| General | Recurring PM Types | One-Time wo Types | PM printElements | wo print Elements | User Fields

Work Orders User Defined Fields

Use User Defined Fields

Default Caption for User Field #1 Building

Default Caption for User Fields #2 Room|

PM Comments Section

Use Custom Comments

Custom Title:

J OK

This tab allows you to setup the following elements:
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e Use User Defined Fields — Placing a checkmark here will cause the user-defined fields to show
up on the printed document.

o Work Orders User Defined Fields — This allows you to specify the default user defined fields’
titles that will be filled in for you when a new work order is created. You can change these on
the original work order at any time after the creation process is completed.

e Use Custom Comments — Placing a checkmark here will cause the program to use your custom
Comments Section title. Leaving this unchecked will cause the program to use its own built in
title of “Comments”.

e Custom Title - Here you would specify the custom title you would like to use for the Comments
field of PM types of work orders.

Ribbon Control

The comprehensive functionality of the Main Scheduler is provided via a set of Ribbon tabbed pages.
Ribbon pages are structurally and visually split into logical groups. Each of these groups includes
commands that perform specific functions.

HOME TAB

| Home Wark Orders Filters Instructions Reports

%X X & B 4 A B
=]

M N R

Add Mew  Save Changes Refresh Generate  Generation Search Exit

Today  Options +
Records Refresh Work Generation Find Close

The following are the elements on the Home ribbon tab, reading left to right:

e Add New — Creates a new work order document through the use of a wizard, or directly on
screen.
e Save Changes — Saves all current changes from all elements of a record (master save).
o Refresh — Re-reads the databases and returns new or changed information.
e Generate Today — Shows all work orders scheduled to start today and allows printing these
work orders.
e Generate Options
o Generate by Dates — Allows you to view and print all work orders that fall with a date
range.
o Generate by Classification - Allows you to view and print all work orders that fall within
a date range and has a specific classification assignment.
o Generate by Location - Allows you to view and print all work orders that fall within a
date range and has a specific location assignment.
e Search — Invokes the search routine on the Lookup Grid as explained in the Common Features
chapter.
e Exit — Close the Maintenance Scheduler module.
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WORK ORDERS TAB

|_ | Home Wark Orders Filters Instry

2

Wark Labor Recur Copy Wark
- Order

Resources Recurring Duplicate

The following are the elements found on the Work Orders tab:

o Work Labor — Allows you to assign mechanics’ estimated and actual times needed in the work
order completion.
e Recur - Provides options for recurring work order types.
o Set Next Meter — Allows you to specify the meter value of the Primary Asset to reach,
for the current work order to become due.
o Change ‘Do Not Generate’ flag — This allows you to either start or stop a recurring work
from regenerating itself.
e Copy Work Order — Makes a copy of the current work order fields for re-insertion. Note: Only
the primary fields are copied.
e Paste Work Order — Pastes a previously copied work order over the currently selected one.

| Home Work Orders Filters Instructions Reports
nspnml WORK ol _u.lxn: e, _LUO%- WoRK WORK [t B 2
.y S A -
5| © w @ ¥ 2 w4 "%
Work Requests Past Due Custom Default  Show All Open Al On-Hold Set to With Current Assignment
Filter Filter ~ Work Orders  Dates Regenerate Description ~ -
Reguests Date/Time Wizard General Filters Recurring Work Orders Assignments

The following are the elements found on the Filters tab:

e Work Requests — Filters the database to view only those records with a status of Work Request.

e Paste Due - Filters the database by all records with scheduled completion date prior to today.

e  Custom Filter — Launches the Custom Filter Wizard dialog that allows specific criteria to be setup
to filter the database by. See the Main Reports — Filter Wizard section form more information.

e Default Filter — Removes custom filter and reapplies the default filter.

o Show All Works Orders — Removes all filters and returns every work order in the system.

e Open All Dates — Shows all work orders that have yet to be completed or closed.

e On-Hold - Filters the database to show all work orders with a status of ‘on-hold’, or waiting for
some action to occur.

e Set to Regenerate — Shows all recurring types of work orders that have not regenerated, and do
not have the ‘Do Not Regenerate’ flag set.

e  With Current Description — This is based on the subject field of the currently selected work
order.

o Show All Records — Shows all work orders with the current subject text.
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o Open Records Only — Shows all work orders with the current subject that still have an
open status.

o Closed Records Only — Shows all work orders with the current subject, and have a status
of Completed.

o Set to Regenerate — Shows all work orders with the current subject and do not have the
‘Do Not Regenerate’ flag set.

e Assignments

o Mechanics - Filters the database by a selectable, assigned mechanic or employee.

o Assets/Machines — Filters the database by a single, selectable, assigned machine or
asset.
Mechanics - Filters the database by a selectable, assigned mechanic or employee.
Classifications — Filters the database by a selectable, assigned classification.
Location — Filters the database by a selectable, assigned location.

INSTRUCTIONS TAB

|_ | Home Work Orders Filters Instructions

Safety Recurring (PM)  Work and
Instructions  Instructions  Comments

Add and Edit Instructions

The following are the elements found on the Instructions tab:

o Safety Instructions — Allows for the creation and editing of the Safety Instructions database.

e Recurring (PM) Instructions — Allows for the creation and editing of the reusable, recurring tasks
Instructions database.

e  Work and Comments — Allows for the creation and editing of the work to be done/comments
instructions database.

REPORTS TAB
|_ | Home Waork Orders Filters Instructions Reports
m O B A &% 3
o | g '«_':P 8 ﬂ cE I \M g Tl E A
Main Summary Current Completed  Summary Labor Labar Open WOs
W.Q, - WQs - Reports - Resources = Time + b
Wizard Current Completed Mechanics and Labor Opened

The following are the elements found on the Reports tab:

e Main Summary — This report uses a Wizard that allows the user to setup the criteria to use for
the report creation.
e Current W.O. (Current Work Order)
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Work Order Details — This report returns information on the currently selected work
order, and can also be considered a status report.

Estimated Costs — This report returns information to the estimated costs associated
with the currently selected work order.

Completed WOs (Completed Work Orders)

O

@)

Work Orders Costs — This report uses a criteria selection wizard to return costs
information on work orders of your choice. Also includes a chart to help present the
information returned.

Down Time Wizard - This report uses a criteria selection wizard to return costs
information on work orders of your choice. Also includes a chart to help present the
information returned.

Completion Analysis — Using a date range, this report returns information on the
percentage of work orders that were completed on-time, late, etc. Also includes a chart
to help represent the information returned.

Repair Codes — This reports on a single asset and one or all associated repair codes.

Summary Reports

O

Equipment Summary — This report uses a criteria selection wizard to return a summary
of costs and downtime information. Also includes a chart to help present the
information returned.

Completion Summary— This report uses a criteria selection wizard to return a summary
of costs, labor and downtime information.

Labor Resources

o Open by Mechanic — This reports on all open work orders assigned to a single mechanic.

o Closed by Mechanic — This reports on completed work orders for a date range and
assigned to a single mechanic.

o Overdue by Mechanics — This reports on all overdue work orders assigned to a single
mechanic.

Labor Time

o Projected Man Hours — This reports on work orders projected time needed based on a
date range, asset and/or mechanic.

o Actual Man Hours — This reports on work orders actual time used based on a date
range, asset and/or mechanic.

o Time Card Report — This reports on information as collected with the Time Tracker

feature.

Open WOs (Open Work Orders)

O

e}

Open by Primary Asset - This reports on all open work orders assigned to a single asset.
Projected Costs— This report uses a criteria selection wizard to return a summary of
projected costs by category (labor, parts, etc.).

Past Due Work Orders — Reports on all work orders that have a scheduled completion
earlier than today’s date and have a status of open.

Open Work Requests — Reports on all work orders with a status of Work Request.
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Lookup Tab

This tab helps in locating work orders by grouping, filtering and sorting them. All the work orders in the
current filter are located in the grid found here. To select a work order and make it the active record,
the user needs only to click on the work order from within the grid. Once selected the user can click on
the other tabs to view or edit the work order itself. Also note that double clicking on a work order will
move you to the Details tab showing the selected record.

The following image illustrates the features available on the Lookup tab:

Barcode Scan and Lookup

Show/Hide Filter Row Show/Hide Grouping
Lookup
Iﬂ'MT Lookup | Show Filter Row + | Show Grouping
Drag a column header here to group by that column Grouping Area
E | ! [TaskID Subject StartDate |EndDate  [Location Classificz Database Columns (Headers)
¥ Filtering Row
| 2 11010 Air Compressor Monthly Ch... 4/8/2013 4f12f2013  Support Equipment ...
& A 1101-1 Repair sink in ladies room 422/2013  4/30/2013  Support Equipment ... General f
B e 11012 Air Compressor Monthly Ch... 5/1/2013 5/13/2013  Support Equipment ... Support] Database Records
? @ 11013 Trash compactor not working | 4/15/2013  4/30/2013 | Support Equipment ... or Rows
@ & 11021 Air Compressor Monthly Ch... 4/17/2011  4/28/2011 | Support Equipment ...
» \1 1040 Air Comoressor Monthlv Ch.., §/17/2011  5/28/2011  Support Equioment ...
I Priority Column

Work Order Status

The functions of the Lookup tabs are used through-out the system and are fairly common regardless of
the modules that use them. Please review the chapter on Common Features to read about the
functionality of the controls located on this tab. Pay special attention to the following:

e Using the Lookup Grids
e Searching
e Scanned Lookups (Barcodes Support)

Details Tab

Under the Details tab you can setup your scheduling information, equipment, classification assignments,
labor resources and other task specifics.
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Lockup | Detalls | Options | Instructions | Status

Work Order Identification Work Order Settings
Subject Monthly PM Task Type Planned Maintenance -
Task ID 1501-13 Chedk Priority & Normal -
(r=r - Manage Estimated Down Time ol=|Hs o - | Mins
Work Order Scheduling Work Order Recurrence Work Requested By
Created 1/21/2015 6:57 AM Frequency Monthly - Requester Select
Start Date 12{2/2014 |~ |Start Time 3:00 AM - ¥X Criteria o - Email Open
End Date 12/5/2014 | ~ | End Time 5:00 PM - Generate New When Done Phone Send Completion Notice
Asset Assignments Primary Work Assignments
Asset Name Asset Ref Assignment 1 X || Select
» | 600 PSI High P Air C PSIHOOO0O1
igh Pressure Air Compressor ferEEa v [
Assignment 3 X || Select
Manager X || Select
H o 4 B W+ — v X% Auto Subject View Asset Set Primary Asset

Primary Asset |600 PSI High Pressure Air Compressor

Work Order Identification

This section allows you to specify a subject for your work order, a task ID, and the location to be used in
the execution of the work order.

The following image illustrates the elements of the section:

Breif description of work order (100 characters max) Task Idenification

Waork Order Identification

Subject Air Compressor Maonthly Chedks
Task ID 1101-0 Check Check if Task ID is unigue
Location Support Equipment Room > Manage
Task Location Assignment [Quick Entry) Manage Quick Entry List
Subject

This field can contain up to 100 alpha/numeric characters. Used for identification purposes, this should
provide a brief description of the work order as it relates to the work to be performed.

Task ID

This field can contain up to 20 alpha/numeric characters and is normally created for you by the
application. It uses the following format: YYMM-###, where YY is the year of work order creation, MM
for the month of creation, and ### a sequential number.

If wanted, this field can be overwritten, but this is not advised. Also having a unique ID is not enforced.
However, to verify that it is unique you can click on the Check button adjacent to this field.

Simplicity Software Technologies Inc. | Work Order Identification m



PM Coordinator

Location
This field can contain up to 50 alpha/numeric characters and is used to describe the physical location of
where this work order is to be performed.

Work Order Scheduling
This area sets up the work order scheduling criteria. This section needs not to be filled in manually when
the work order has been assigned to a PM group.

The following image illustrates the elements of this section:

Work Order Scheduling

Created 1/8/2011 2:36 PM ———— [ate and Time Work Order was created

Start Date 432013 = Etart Time 5:00 AM -
= Scheduled Start and End Times
End Date 4/12f2013 | = |[End Time 5:00 PM *

|
Scheduled Start and End Date of Work Order

Created
This is set to the date the work order was created, either by the user or automatically by the program as
in the case of recurring work order types.

Start Date and Time
These values would indicate the Scheduled date and time you would like work to commence on the
work order.

To set these values:

e Click on the down arrows attached to these fields.
e Click the value you want to use from the drop down list.

End Date and Time
These values would indicate the Scheduled date and time you would like work to be completed by.

To set these values:

e C(Click on the down arrows attached to these fields.
e C(Click the value you want to use from the drop down list.

Work Order Recurrence
The information in this area needs to setup when the current work order is assigned as one of the
available recurring types, such as a recurring PM for example.
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Note: Like the Scheduling section, this information does not require manual setup if the work order has
been assigned to a PM group.

The following image illustrates the elements of this section:

Work Order Recurrence
Frequency |Mnnﬂ-||y | - |—— Recurring Frequency Selection
¥¥ Criteria IID Every XX Criteria Setting
Generate Mew When Done Do Mot Regenerate === Prewvents the Work Order from
| Recurring

1
Creates a new Waork Order OMLY when the present one is completed

Frequency
This Frequency field allows you to specify the frequency at which the recurring work order will recreate
(regenerate) itself.

To setup the Frequency:

e C(Click on the down arrow attached to this field.
e Click on the value you want to assign from those listed.

Available values are:

None

Every XX Meters (*see note below)
Every XX Days

XX Days (Mon-Fri)
Daily

Daily (Mon-Fri)
Weekly
Bi-Weekly

Every XX Weeks
Monthly
Bi-Monthly

Every XX Months
Quarterly
Semi-Annually
Annually

Every XX Years

*Please refer to the section ‘Scheduling by Meters’ for more information when the’ Every XX Meters’
frequency is assigned.
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XX Criteria
If the selected Frequency has XX anywhere in its description, the XX Criteria value must also be
provided. This field only accepts numeric values.

To assign the XX Criteria value, please do one of the following:

e C(Click the up arrow to increase the value here.
e C(Click the down arrow to decrease the value here.
e Click and type in your value in the space provided.

The value entered here replaces the ‘XX’ criteria of the selected frequency. For example, if you have a
Frequency of ‘Every XX Meters’ selected, and you enter ‘3000’ for the XX Criteria, the work order would
regenerate ‘Every 3000 Meters’.

Generate New When Done
When this value is set, the program will not generate a new work order until the current work order is
marked as completed.

To set the Generate New When Done flag:
e Place a checkmark in the Generate New When Done checkbox.

Note about using this option: When this option is used, the selected recurring frequency value will be
added to the work order’s completion date. For an example: If you have a recurring frequency set for

‘Every 10 Days’, and the work order has a completion date of the 10th of the month, the newly
generated work order would have a scheduled start date of the 20th (Completion Date + 10).

Using the example above, and the Generate New When Done is not used, the newly generated work
order would have a scheduled start date of 10 days in the future of the current work order’s ‘scheduled
start date’ (not the completion date), regardless if the current work order is completed or not.

Do Not Regenerate

For recurring types of work order, setting this value will prevent the program from regenerating the
work order at the set frequency. Also be aware that as the program executes one of the built-in
regeneration routines, it will automatically set this flag. This basically does two things:

e It tells the application and the user that the work order has already regenerated itself and a new
one should already be present in the database.

e It prevents the program from regenerating the ‘same’ work order again. Thereby preventing
possible duplicates from being created.

To manually change the Do Not Regenerate value (Allowed but not recommended):

e Move to the Work Orders tab in the ribbon.
e C(Click on the Recur option to expand the drop down.
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e Click Change ‘Do Not Regenerate’ flag.
e C(lick Yes to the prompt.

Work Order Settings
The section allows you to setup the Task Type of the work order, the priority indicator, and the
estimated downtime.

The following image illustrates the elements of the section:

Wark QOrder Settings

Task Type  |Planned Maintenance - Work Order Type Assignment
Priarity 2 MNormal > Priority Assignment

Estimated Down Time 0|« |Hs |0 - | Mins Expected Duration of

Work Order

Task Type (Work Order Type Assignment)

There are 12 possible task types available, with 10 of these having user definable titles. Five of these
task types are designated as recurring types of work orders, where the others are designated as repair,
or one-time work orders types. See the Work Orders Setup section in this chapter for more information.

To assign a Task Type to your work order:

e C(Click on the down arrow attached to this field.
e C(Click on the value you want to assign from those listed.

Note that the top 5 task types listed are recurring types, with the remaining types being one-time or
repair types.

Priority
You can assign your work orders a priority indicator. Options include: Urgent, High, Normal and Low.

To assign a Priority to your work order:

e C(Click on the down arrow attached to this field.
e Click on the value you want to assign from those listed.

Estimated Down Time
You can record the estimated time you feel will be needed to completed a work order. This information
shows on the work order itself, and can be used with reports.

To assign the Estimated Down Time for your work order:

e C(Click on the down arrows adjacent to the HRS and MINS fields.
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e Click on the value you want to assign from those listed.

Assigned Assets
You can assign an unlimited number of assets to a work order. However, only one of these will be used
as the Primary Asset. Most of the available reports will be based on the Primary assignment.

The following image illustrates the elements of this section:

Assigned Assets Auto Subject based on Asset and Work Information
Asset Assig ts
Asset Name Asset Ref
» | 600 PSI High Pressure Air Compressor PSIHOO0O1
Sets the selected Asset
Lo T L T R ¢ Auto Subject iew Asset Set Primary Asset =——

as the Primary Asset

Primary Asset | 600 PSI High Presser Air Compressor
Asset Assigned as Primary View Info on Selected Asset

To assign an asset to the work order:
o Move to the Assigned Assets section and click on the + (plus sign) in the data control found
there.
e From the invoked lookup dialog, click on the asset record you want to assign.
e Click on the Select button.
o Click the Post (check) button in the Assets’ data control.

To set which asset to assign as the primary asset:
e Select the asset you want to assign from those listed in the grid.
o C(Click the Set Primary Asset button.
e Click Yes to the prompt about setting the primary asset.
e The asset should be displayed in the Primary Asset field.

To remove an asset from the current work order:
e C(Click on the asset you want to remove from those listed.
e (Click on Remove (minus sign) button in the Assets’ data control.
e When prompted about the removable, click on the Yes button.
e C(Click the Post (check) button in the Assets’ data control.

To use the Auto Subject feature in this section:
e C(Click on the Auto Subject button found in this area.
e  When prompted about accepting this new Subject title, click OK.
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The auto subject feature combines the assigned work type with information about the assigned primary
asset to create a Subject title for the current work order, replacing any existing title.

Primary Work Assignments

The Primary Work Assignments section allows you to assign 3 employees or mechanics, and one
Manager to the current work order. These resources will be shown on the printed document, and also
used with the Auto Email of work orders.

The following image illustrates the elements of this section:

Primary Work Assignments

Aszignment 1 |Albright, George ¥ || Select s—— Select Assignments ﬂ:':'m
Employees Lookup Dialog
Assignment 2 x Select
Assignment 3 x Select
Manager I x Select
\_ Clears Assignment

Assignments

To assign mechanics or employees to the work order:

e Move to and click on the Select button adjacent to the Assignment field you want to assign an
employee to.

e From the invoked lookup dialog select the record you want to assign from those displayed.

e Click on the Select button.

e Repeat the above steps for each assignment you want to make, including the Manager field.

Options Tab

The Options tab allows you to continue making general assignments to the current work order. Some of
the possible assighnments are vendors and contractor, auto email features, email list, add attachments
and more.
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Lockup | Detalls | Options | Instructions | Status

General Assignments Work Order Repair Code Work Order Custom Fields

Classification | Support Equipment Maintenance ~ || Manage Caption 1 Value 1
Account ~ || Manage Select Caption 2 Value 2
Project T || Manage

Work Order Labor Tracking

r ]

M Work Order Labor

Work Order Attachments

Description Link Edit Link

Open Link

MW 4 r B W+ — v X

General Assignments
This section allows you make some general type assignment to your work order. These assignments help
with the creation of reports.

The following image illustrates the elements of this section:

General Assignments Classification Assignment
Classification | General Repairs * || Manage Manage Drop Down List
Account T Account Assignment
Project Time Tracker Project Tl ey Project Assignment

To make the assignments in this section:

e Move to the appropriate field and click on the down arrow on the drop down list.
e Make your selection by clicking on it.

Work Order Repair Code

With Repair Codes you can have both universal codes, and machine specific codes. With the universal
codes you can assign the same code to every work order regardless of the machine assignment.
Examples here may be Normal Maintenance, Scheduled Downtime, etc.

Machine specific codes can be more specific to what was done, and the list will change according to the
primary asset assigned to the work order. Examples here could be Main Motor Replacement, Brushes

Simplicity Software Technologies Inc. | General Assignments



PM Coordinator

Changed, Main CAM replaced etc. Machine specific repair codes can be used for predictive maintenance
type reports where you can see trends develop and scheduled preventive maintenance accordingly.

The following image illustrates the elements of this section:

Wark Order Repair Code

Flanned Maintenance —|—— Assigned Repair Code

Select Assign a Repair Code

Assign a Repair Code
To assign a Repair Code:

e Move to the Work Order Repair Code section as found on the Options tab.
e Click on the Select button.

e Move to the grid and select the repair code you want to use by clicking on it.
e C(Click on the Select button.

Creating New Repair Codes
To add new items to the Repair Codes List:

e Select the work order you want to add a repair code to.

e Move to the Work Order Repair Code section as found on the Options tab.

o Click on the Select button.

e Move to the data control located below the grid and click on the Append (+) button.

Enter your new quick tem in the space provided
and click QK.

1

IH
-

Cancel

General| Maintenance

e From the invoked New Repair Code dialog, type in the title of the new code in the space
provided. This description can contain up to 40 alpha/numeric characters.
e C(Click the OK button.
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'“-.I Would you like to add this new Repair Code to the global list, or to the
' assigned Equipment only?

A YES answer assigns the new code to the Global list.
A MO answer assigns it to the selected Equipment list enly.
Cancel cancels the operation.

| Yes | ’ Mo ] ’ Cancel

e  When prompted about adding the code to either the global list, or the assigned equipment only
list, click on the appropriate button to make your assignment.

Work Order Custom Fields

You can specify two user defined fields to be included or printed with your work orders. These include
both the field’s caption, and the contents or value of that field.

The following image illustrates the elements of this section:

Work Order Custom Fields

Displayed Captions
Caption 1 Value 1 |Producﬁnn |
Caption 2 Building Value 2 |I'~"Iain _|__ Field values

To setup your special fields:

e Move to the Options tab in the Main Scheduler.

e  Move to the Work Orders Custom Fields section and type in the appropriate information for
that field.

You can setup the default captions for these fields using the Work Orders Setup routines. Alternately,
you can also toggle the use of these fields.

Labor Resources

You can assign as many mechanics or employees as required to a work order. Those assigned here differ
from the three possible assignments made in the Primary Assignments section. The resources here will
be used in the calculation of the total work order costs and time management. Whereas the others
appear on the work orders assignments section, used in conjunction with the Auto-Email feature and
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can be used by various filters and reports. It is perfectly acceptable and recommended to use both
employee assignments when possible.

To assign Labor Resources to a work order
e Move to the Options tab in the Maintenance Scheduler module.
e Move to the Resources tab, located within the Options tab.
Click in the Labor Resources button.

Or

Move to the Work Orders tab in the ribbon and click on the Work Labor option.

L Work Order Labor Assignments

Mechanic Assignments Add New Employee

Assigned Employees

7

B i ; liii add % Remove | Remove Employee
b :Martin, Scott

H save changes ———— Save Recent Changes

Labor Reguired and Used

Estimated Time Needed:

| 2| = | Hours | 15| = | Minutes — Record Estimated Time
Needed

Actual Time Used:

| 2| > | Hours | Dl o | MinUtEs m— Record Actual Time Used

||« HA Tt = x| View Mechanic B " View Information on the
Selected Employee

e Move to and click on the Add button in the Assignments group.

e From the invoked Employees Database lookup dialog, select the employee you want to add
from those listed in the grid.

e Click on the Select button.

e C(Click Save Changes button.

To assign Estimated Time Needed
e Select the employee you want to make the assignment to from those listed in grid.
e Move to the Estimated Time Needed area and edit the information found there.
e C(Click on the Save Changes button.

To record Actual Time Used
e Select the employee you want to make the assignment to from those listed in grid.
e Move to the Actual Time Used area and edit the information found there.
e C(Click on the Save Changes button.
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Work Order Attachments

Work Orders found in this module support the attachments feature. For more information about
attachments please refer to the Attachments section of the Common Features chapter.

The following illustration outlines the elements of this section:

\Work Order Resources | Attachments
Work Order Attachments

Description Link Edit Link = Edit Attachment Link

¥ | T Move Inventory.docx C:\Users\sST-Dell\Documents. .. Open Link

List of Attachments
Open and View Attachment
Add Attachment

M H 4 r B» W + — + X

To access the Attachments:

e Move to the Options tab in the Main Scheduler.
e Move to the Attachments tab, which is located within the Options tab.

Instructions Tab

The Instructions tab is used to assign and edit instructions used by your work orders. For recurring types
of work orders these instructions are assigned from lists of predefined instructions. For repair types of
work orders, these instructions are created as needed.

Safety Instructions

This section allows you to specify the safety instructions to be used by the currently selected work
order. These instructions can also be semi-automatically assigned for you when assigning an asset to a
work order and this asset has been assigned ‘Default’ Safety Instructions.

The following illustration shows the elements of this section.

Safety Instructions

Assign Instruction from a List View or Edit Instructions within the Editor

Select Edit/View standard Safety Instructions | Clear

Assigned Instructions Clear Assigned Instructions

To assign Safety Instructions to the current work order
e Select the work order you want to assign instructions to.
e Move to the Instructions tab.
e Move to the Safety Instructions group and click on the Select button.
e From the Instructions Lookup dialog, select the instructions you want to assign from those listed
in the grid.

Simplicity Software Technologies Inc. | Work Order Attachments



PM Coordinator

e C(Click on the Select button.

To view or edit these assigned instructions:
e Move to the Safety Instructions group and click on the Edit button.
e This will open the instructions with the Repair Procedures Editor.

IMPORTANT NOTE: Editing the assigned instructions will not only apply to this work order, but every
work order in the system assigned to use these instructions.

Work Instructions for Recurring Work Orders
This section allows you to assign as many sets of predefined instructions as may be required to the
currently selected, recurring type of work order.

The following illustration shows the elements of this section.

Work Instructions for Recurring Work Orders

Editfview Title
b | Air Compressor Daily Checks ——— Assigned Instructions

Edit or View Instructions
in the Editor

To Add instruction to a Recurring Work Order
e Select the work order you want to assign instructions to.
e Move to the Instructions tab.
e Move to the Work Instructions for Recurring Work Orders group.
e Move and click on the + (plus sign) in the data control found there.
e From the invoked lookup dialog, select the instructions you want to assign from those listed in
the grid.
o Click on the Select button.
e C(Click the Post (check) button in the Instructions data control.

To view or edit these assigned instructions
e Move to the Work Instructions for Recurring Work Orders group and select the instructions
your want to view.
e C(Click on the Edit/View button.
e This will open the instructions with the Repair Procedures Editor.

IMPORTANT NOTE: Editing the assigned instructions will not only apply to this work order, but every
work order in the system assigned to use these instructions.

To remove Instructions from the current Work Order
o Move to the Work Instructions for Recurring Work Orders group and select the instructions
your want to remove.
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e C(Click on the Remove (minus sign) button in the data control.
o  When prompted about the removable, click on the Yes button.
e C(Click the Post (check) button in the data control.

Comments for PMS or Work to be Performed for Single Shot Work

Orders

This section allows you to assign and edit comments for PMs, and create tasks instructions to be used
with Repair types of work orders. For Repair types of work orders, this is the Work to be Performed
section.

The following illustration shows the elements of this section.
Comments for PM ar Wark to be Perfarmed for Single Shot Work Orders

Sink is clogged and overflowing. Bathroom also needs mopping. Auto Subject based onthe ___ones®™ (i
work to be performed it dor
[ ] Using an auger, unclog the blocked drain. Test to ensure proper flow.
[ ] Clean and mop the restroom. Empty the trash cans, restock paper towels, protective seat covers and toilet paper. Note any
corrective actions that may be needed. Edit the inctructons withthe

Repair Procedures Editor
<INSTRUCTIONS EDITOR > Select Pre-created

instructions from a list \
Select

To edit repair instructions or comments
e Select the work order you want to edit instructions for.
e Move to the Instructions tab.
e Move to the Comments for PM or Work to be Performed for Single Shot Work Orders group.
e Perform one of the following:
o Type inyour instructions or comments in the editor found here.
o Click on the Open with Editor to edit your instructions or comments with the invoked
Repair Procedures Editor, clicking on the Save and Close button in the ribbon when
done.
o Click on the Select button in this area. From the invoked lookup dialog, select the
instructions you want to assign from those listed in the grid and then click on the Select
button.

To use the Auto Subject feature in this section:
e C(Click on the Auto Subject button found in this area.
e  When prompted about accepting this new subject title, click OK.
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This auto subject is based on the Work to be Performed text as entered in the section editor.

Working with the Instructions Databases

The Instructions Database is used to store reusable task instructions. This is useful when you want to
reuse the same set of instructions for various machines, and with recurring work orders. For example,
let’s say you have a common gearbox that is used throughout your facility. It only makes sense to reuse
the same set of instructions for all of these gearboxes, instead of rewriting them for each individual
item.

Adding New Instructions to the Database
To add new instructions to the instructions database:

e Move to the ribbon control and click on the Instructions tab.
e Click on the option that best describes the type of instructions you want to create.
o Safety Instructions — These instructions would outline work order safety guidelines and
could be assigned to any work order type.
o Recurring (PM) Instructions — These instructions would be used to outline the tasks to
be performed in the execution of planned maintenance tasks.
o Work and Comments — These instructions or comments would be used in the
Comments for PM or Work to be Performed for Single Shot Work Orders section.
e From the invoked Instructions Lookup dialog, move to and click on the + (plus sign) in the data
control found there.
e From the invoked New Instructions dialog box, move to the space provided and type a
descriptive name for your instructions. This field will accept up to 50 alpha/numeric characters.
e Click on the OK button.
o Next you will be prompt as to whether to assign the new instructions to a group. Group
assignments will help streamline item lookup later. To add the instructions to a group.
o Click the Yes button to the prompt about adding the group.
o Select the group you want to use from those listed and click on the Accept button.
e Next you will be given the chance to edit the actual instructions when the Repair Procedures
Editor loads.
e Edit your instructions, clicking on the Save and Close button when done.

The following illustrates the elements found on the Instructions Lookup dialog:
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Recurring Instructions Looku
——— Selected Instruction's
<7 Instructions Lookup Assigned Group
1
|| Instruction Group Assignment: Support Equipment Select =————m— Select Group from List
= crmas - Shows that the lsit is
s Grouped by Ins Groups
Title
¥
v Ins Group: Electrical Opened Group

Servicing Electrical Fanels

b v Ins Group: Support EQuipment

Air Compressor Daily Checks Instructions belonging to
I the opened group

Adds a New Set of Instructions
with the selected type

Saves any recent changes

Use the Selected

/ Instructions

> o
- -
M #H 4 Rec2of2 F B M+ — X| éSEIEd B Cancel

Air Compressor Daily Checks

Renaming Instructions Titles
To rename a set of Instructions’ Title:

e From the Instructions Lookup dialog, move to the list of available instructions and click in the
grid that contains the instructions you want to edit the title on.

e Edit the information from within the grid.

e (Click on Post/Save Changes (checkmark) in the data control.

Assigning Instructions to a Group
e From the Instructions Lookup dialog, move to the list of available instructions and click in the
grid that contains the instructions you want to assign a group to.
e Move to the Instruction Group Assignment section and click on the Select button.
e Select the assignment you want to use from those listed.
e C(Click on the Accept button to assign the group.
e (Click on Post/Save Changes (checkmark) in the data control.
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Status Tab

On the Status tab you will set the current status of your work orders, record costs information, record

completion information and more. In this section we will explore the features found on this tab.

Work Order Completion Information

This section allows you to record completion information as it relates to the currently selected work

order.

The following illustrates the elements found in this section:

Work Order Completion Information .
Primary Asset's Current

Meter Value

Select
>_ select Employees from List
Select

Retreive Asset's Current Value

Date Completed | 5/28/2014 o %ot Completion Date

Completed By Murray, Fred

Inspected By

Meter Value 200 Get Current Meter Set Current Meter
S Set the Asset's Current Value
Actual Down Time 2 urs 45 * | Minutes
-t Record Actual Down Time
E Complete ) Histary
Opens the Work Order Completion Wizard Saves a summary of the Work Order to the Asset's History Log

o Date Completed — Use the drop down calendar adjacent to this field to set the date the work
order status was changed to ‘Completed’.

e Completed By — Use the Select button adjacent to this field to assign an employee to this field.

¢ Inspected By — Use the Select button adjacent to this field to assign an employee to this field.

e Meter Value - This field would indicate the meter value, if applicable, of the primary asset at
the time the work order was completed.

e Get Current Meter — Clicking this button will cause the program to read the Primary Asset’s
record and retrieve its current meter value and insert it in to the Meter Value field.

e Set Current Meter — Clicking this button will allow you to both update the Meter Value field,
and update the Primary Asset’s meter value in the Assets database.

e Actual Down Time — Use the Hours and Minutes fields found here to record the actual time it
took to complete the selected work order.

o Complete — Clicking this button will invoke the built in Work Order Completion wizard that will
step you through the completion process.

e History — Clicking this button will save a summary of the completed work order to Primary’s
Asset History Log.

Note on the History option. You should complete all other completion information prior to saving to
history, as much of this information will be written to the asset’s log.
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Set Current Meter Value
To both assign an Asset’s meter to the current work order, and simultaneously update the value of the
actual primary asset:

Enter the new value for the primary asset assigned
to this work order in the space provided and then

click 0K,

Current Meter Value: 100.0

100.0

e From the Status tab of the Main Scheduler, move to the Work Order Completion Information
group.

e Click on the Set Current Meter button.

e Enter the new meter value in the space provided and then click OK.

Actual Down Time
To record the actual time used to completed a work order.

e From the Status tab of the Main Scheduler, move to the Work Order Completion Information
group.

e C(Click on the down arrows adjacent to the HRS and MINS fields.

e C(Click on the values you want to assign from those listed.

Work Order Status

The following illustrates the elements found in this section:

Work Order Status
Sets the status of the

Status (D Ready (Scheduled) - current work order

%% Completed a0 Track Completion

To change the Status of the current work order
e From the Status tab of the Main Scheduler, move to the Work Order Status group.
e Select the status indicator your want to assign from the drop down list. Available options
include:

o New Request

o Waiting Approval
o Waiting on Parts
o Waiting on Labor
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Waiting on Production

Waiting on Contractor

On Hold (General)

Ready

In-Progress

Completed

Disapproved

e Move to the % Completed field and to record this information.

O O O O O O O

Work Order Costs

This section allows you to record the costs associated with the selected work order, as shown in the
following illustration.

Work Order Costs Allows you to record all
the Costs associated with
Labar Costs o= Materials Costs 180.63| = the current work order
Contractor Nendor - TaxesPermits -
Other Costs = TOTAL COSTS 130,63 | =
Calculate Costs

Calculate all the Labor and Materials used, then totals all the fields of this section

You record your information by moving to the various fields and clicking on the down arrow keys to
access the attached calculators. Then edit the assigned values. These fields only accept numeric
information.

Calculate Costs
The Calculate Costs feature performs the following functions:

e [t searches the assigned Material Resources database and then multiplies each assigned part
with the Quantity Used by its unit price (Quantity Used X Unit Price). It then adds these values
together to return a total Materials Costs.

e If searches the assigned Labor Resources database and then multiples each assigned employee’s
hourly rate by the hours worked (Hourly Rate X Hours Worked). It then adds these values
together to return a total Labor Costs.

e |t takes the total values collected above and then adds them to the Contractors/Vendor field,
Taxes/Permits field, and Other Costs fields, applying the result to the Total Costs field.

To calculate the work order’s total costs
e Record and edit the assigned Material Resources and Labor Resources databases.
e From the Status tab of the Main Scheduler, move to the Work Order Costs group.
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e Edit the Contractors/Vendor, Taxes/Permits and Other Costs fields with the values you want to
assign.
e Click on the Calculate Costs button.

NOTE: When the Calculate Costs buttons is activated, the values assigned to the Material Costs, Labors
Costs and Total Costs fields may be replaced with new values.

Completion Notes and Delays
Use the editor found in this area to record any information as it applies to completion notes and delays.
You can also click on the Open with Editor button to edit this information with a text editor.

Completion Notes and Delays

This is a test of the Delays and completion comments Open with Editor

Allows you to Edit this section with the Editor "

Allows you to Record Completion Comments, Actions and Delays

Add New Work Order

To add a new work order:

e Move to the Main Scheduler.
e Move to the Home tab in the ribbon and click on the Add New button.
e  When prompted about the operation, click on the response of your choice.
o Yes — Launches the Work Order Wizard that steps you through the creation process.
This wizard will be explained following the next section.
o No —Creates a new work and returns you to the Main Scheduler where you can move
through the various tabs editing and adding information as necessary.
o Cancel — Backs out of the creation process.
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Save Changes
To save changes to the main work order record, click on the Post (' check) button in the Data Control
located within the ribbon’s Quick Access toolbar.

To save changes to the main work order record and all the underlying records (assets, attachments,
etc.), click on the Save Changes button found on the Home tab of the ribbon control.

Work Order Wizard

The Work Order Wizard when accessed from the Main Scheduler will help ease in the work order
creation process by stepping you through the process. This wizard is also accessible from the Work
Orders Planner and the Work Orders Calendar where it is use to edit, or reschedule pre-existing work

orders.

The following illustration shows the general or shared features of the Wizard:

| % Work Order Wizard

Tzb Pages

I | Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions |

Moves to the Previous tab

Recurring Frequency

Moves to the Next tab

XX Criteria

Saves changes and
Closes the Wizard

Setup

@ Previous @ MNext H Saé'leo:end E Cancel

Closes the Wizard
without saving

Recurrence | = _~oViGenemilEal A ‘

e Tab Pages — This is a logical way of grouping controls by function.

e Previous — Clicking this button moves you to the previous tab.

e Next — Clicking this button moves you to the next available tab.

e Save and Close — Clicking this button saves any changes you may have made, and closes the
Wizard.

e Cancel — Clicking this button closes the wizard without applying any changes made.

Wizard Identification Tab
The following illustration shows the elements on this tab:
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J Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

Breif description of work
Subject: New Work Qrder to be performed
Task Identification Number
i 1406-10 Check Verify if Task ID is Unique
Location: | [ e Lollc:a;ion atfwhichdthe wark
Work Order will be performe
Identiﬁcation Task Type |S1andard Work Order | - ! Work Order Type
Assignment

e Subject — This is a brief description of the work order. It can contain up to 100 alpha/numeric
characters.

e Task ID — This is generated for you by the program. You are allowed to edit this value, but it is
not recommended.

e Check — This checks to ensure that the supplied Task ID is unique in the database. If it was
generated by the program then is already known to be unique.

e Location — This specifies the location at which the work order will be performed, and is
selectable from the drop down list.

e Task Type - There are 12 possible task types available, with 10 of these utilizing user definable
titles. Five of these task types are designated as recurring types of work orders, where the
others are designated as repair, or one-time work orders types. See the Work Orders Setup
section in this chapter for more information. Make your assignment by selecting the Task Type
from the drop down list.

Wizard Scheduling Tab

The following illustration shows the elements on this tab:

Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions |

[% Scheduled Start Date
WORE

FDER E
Start Date: 6/14/2014 ﬂ Start Time: :00 AM = Scheduled Start Time
4 1
J 1

\

End Date: 6/15/2014 - End Time: 5:00 PM - scheduled End Time

Work Order
Scheduling

Scheduled End Date

e Start Date — Selectable from the drop down calendar, this field represents the scheduled Start
Date of the work order.

e Start Time — Selectable from the drop down list, this field represents the scheduled Start Time
of the work order.
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e End Date — Selectable from the drop down calendar, this field represents the scheduled End
Date of the work order.

e End Time — Selectable from the drop down list, this field represents the scheduled End Time of
the work order.

Wizard Recurrence Tab
The Recurrence tab only applies if the current task type has been assigned as one of the recurring types.
If it is not a recurring task type, the features on this tab will be disabled.

The following illustration shows the elements on this tab:

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

Work Order Repeating
Recurring Frequency Ewery XX Months - Frequency

XX Criteria 5|7 XX Criteria Setting

Generate New When
Done Setting

Recurrence
Setup

e Recurring Frequency - This field allows you to specify the frequency at which the recurring work

order will recreate (regenerate) itself. To setup the Frequency:
o Click on the down arrow attached to this field.
o Click on the value you want to assign from those listed.

e XX Criteria - If the selected Recurring Frequency has XX anywhere in its description, the XX
Criteria value must also be provided. To assign the XX Criteria value, please do the following:

o Click the up or down arrows to increase or decrease the value here.

e Generate New When Done - When this value is set, the program will not generate a new work
order until the current work order is marked as completed. To set the Generate New When
Done flag:

o Place a checkmark in the Generate New When Done checkbox.

Note about XX Criteria. The value entered here replaces the ‘XX’ criteria of the selected frequency. For
example, if you have a Frequency of ‘Every XX Months’ selected, and you enter ‘5’ for the XX Criteria, the
work order would regenerate ‘Every 5 Months’.

Wizard Personnel Tab
The following illustration shows the elements on this tab:
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Identification | Scheduling | Recurrence | Personnel |.nssets | Assignments Instructions|

Assignment 1: Eliot, Kate —| Select
Primary Work Assignments
Assignment 2: Murray, Fred [ e
Select and Assign
. Assignment 3: Select Employees
Primary Work -
Assignments

The Primary Work Assignment section allows you to assign 3 employees or mechanics to the current
work order. These assignment show in the header section of work orders, and are also used with the
Auto Work Order Email feature.

To assign mechanics or employees to the work order:

e Move to and click on the Select button adjacent to the Assignment field you want to assign an
employee to.

e From the invoked lookup dialog select the record you want to assign from those displayed.

e Click on the Select button.

e Repeat the above steps for each assignment you want to make.

Wizard Assets Tab
You can assign an unlimited number of assets to a work order. The following image illustrates the
elements of this section:

| Identification | Scheduling | Recurrence | Perzsonnel | Asszets | Assignments. | Instructions |

Asset Ref | Asset Name
PSIHO0001 ... 600 PSI High Pressure Air Compressor

-

Assigned Assets

Add Asset Assignment

Equipment /

s
and Assets Lo T L T "! Remove Assigned Asset

To assign an asset to the work order:

o Move to the Assigned Assets section and click on the + (plus sign) in the data control found
there.

e From the invoked lookup dialog, click on the asset record you want to assign.

e Click on the Select button.
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Wizard Assignments Tab
This section allows you make some general type assignment to your work order. These assignments help
with the creation of reports.

The following image illustrates the elements of this section:

| Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions |

Classification: | Support Equipment Maintenance | ~ || Manage Classification Assignment
- . Account: | |,_| T Account Assignment
Requester: Albright, George \elect Employee Selection
General - ployee reauest
= Requester Email: georgea@abc, com mployee/hequester
ASSIgnme“ts Information

To make the assignments in this section:
e Move to the appropriate field and click on the down arrow on the drop down list.
e Make your selection by clicking on it.

To assign a Requester:
e Move to and click on the Select button adjacent to Requester field.
e Select the employee you want to assign from the displayed grid, and then click on the Select
button.

Wizard Instructions Tab

The options on this tab change somewhat by the type of work order currently in use. With recurring
work order types you select work orders instructions from list of predefined instructions. Whereas,
repair types of work order allow to type in your work instructions.

The following illustration shows the elements for recurring types of work orders:

| Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions |

Select safety Instruction
Safety Instructio

Select Edit ==—tSterre-defetyfrtroetons !

Wark Instructions

= View or Edit Instructions

Title

-

Servidng Electrical Panels

Work Order / Add PM Instructions
Instructions

’,
oW 4 >»»|+—x| View - Edit
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The following illustration shows the elements for repair types of work orders:

| Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions |

select safety Instructions
Safety Instructi

Select Edit !"‘— doed Lododu Toctouch | View or Edit Instructions

Work Instructions

Replace the broken toilet and dispose of it. Clean up Work to be Performed
after yourself. Instructions
Work Order
Instructions
- Edit Instructions with the
Edit Editor

To assign safety instruction to the work order
e Move the Safety Instructions section and click on the Select button.
e Select the instructions you want to assign from those listed, and click on the Select button.

To assign work instructions for recurring work order types
e Move the Work Instructions section and click on the Select button.
e Select the instructions you want to assign from those listed, and click on the Select button.

To include work instruction for repair types of work orders
e Move to the Work Instructions section and edit your instructions in the editor found here. You
can also click on the Edit button found in this area and use the Repair Procedures Editor
discussed elsewhere in this chapter.

Wizard - Save and Close
Whenever you either make changes to work orders, or create a new one with Work Order Wizard,
ensure to save your changes.

e C(Click on the Save and Close button to save and apply your changes.

Work Order Completion Wizard

The Work Order Completion Wizard was designed to help with the process of completing a work order.

The following illustration shows the general or shared features of the Wizard:
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/ / av%
@ Previous Mext Clasa g Cancel

| (1101-0) Air Compressor Monthly Checks

Closes the Wizard
without saving

5 =
Campletion Wizard et
UJDR[
=s Work Order Completion |
Tab Pages
| |
Completed &ll tasks as outlined
— Moves to the Previous tab
: ‘ ‘
Moves to the Next tab
~
Completion
Saves Changes and
Notes Closes the Wizard
/ Open with Editor

Ensure to click on the Save and Close button when done using this wizard to have your information
saved back to the currently selected work order.

Wizard - Resources Tab
The following image illustrates the elements of this section:

Resources | Completion Notes | General

WaRK|
g Labor and Mechanics

Record work order labor used

Work Order
Resources

e Labor and Mechanics — Clicking on this button will launch the Work Order Labor dialog which
allows you to record the employees and their associated times used in the work order
completion. This feature is discussed in the Labor Resources section of this chapter.

Wizard - Completion Notes Tab
The following illustrates the elements of this section:
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Resources | Completion Motes | General

Completed all tasks as outlined
Edit Area

Completion

Notes
Edit with Text Editor

Open with Editor

Use the editor found here to record your completion notes or comments. Clicking on the Open with
Editor button will allow you to record this information with the Text Editor.

Wizard - General Tab
The following illustrates the elements of this section:

Resources | Completion Notes | General

Completion Date: &/14/2014 = Records Completion Date

Selects/Assigne Employee

Completion By: Murray, Fred

| Update Status to 'Completed', Updates the Status

| Write summary to EquipmentfAsset log, Saves Summary to History
work Order | Update and Calculate Work Order Costs, Calculates Total Costs
completio“ | Update Meter to show current value. Assigns current Meter Value

e Completion Date - Clicking on the down arrow here will expand the drop down calendar which
will allow you to record the Completion Date of the work order.

e Completed By — Click on the Select button adjacent to this field to invoke the Employees Lookup
dialog. Select the employee you want to assign from the grid, and click Select.

e Update Status to ‘Completed’ — Checking this option will have the wizard change the work
order’s status to ‘Completed”.

e Write summary to Equipment/Asset Log — Checking this option will have the wizard save a
summary of the completed work order back to the Asset’s Log.

o Update and Calculate Work Order Costs — Checking this option will update the work order’s
costs information. Please refer to the Work Order Costs section of this chapter for more
information.

e Update Meter to show current value — Checking this option will have the wizard access the
Assets database, read the Primary Asset’s current meter value, and then apply this to the
current work order.
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Completion Wizard - Save and Close
Whenever you either make changes using the Work Order Completion Wizard, ensure to save your
changes.

e C(Click on the Save and Close button to save and apply your changes.

Work Order Generation

The Work Order Generation routines allows you to generate a group of work orders to be accessed
together. Once generated you can then print selected work orders or print all the work orders found in
this list.

The following illustrates the elements of Generated Work Orders dialog.

~ Generated Work Orders

TaskID | Subject | Start Date | End Date
Air Compressor Monthly Checks 4/17/2011 4/28/2011

Air Compressor Monthly Checks 5172011 5i23/7011 Print Preview of the
Selected Work Order

Air Compressor Monthly Checks 6/17/2011 6/28/2011

Air Compressor Monthly Checks 9/30/2011

Air Compressor Monthly Checks Tjaj2012

Air Compressor Monthly Checks 8/24/2012

Air Compressor Monthly Checks 8/31/2012

P v 131 Print the Selected Work

Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Problem: Line 1 10/8/2012 10/22/2012 Order

Air Compressor Monthly Checks 12/3/2012 12/7/2012

Air Compressor Monthly Checks 4/12/2013

Trash compactor not working 44302013

Repair sink in ladies room 44302013

Air Compressor Monthly Checks 532013 Prints Every Wor Order
in the List

Mens restroom in front office has a cracked toilet 1/2/2014 1/42014

Undlog the blocked drain 1/2/2014 1/42014

Mew Work Order 6/14/201 6/15/2014

4 Recordiof16 » W M P / WoRK / '.};‘ E Closes the Dialog

Preview Selected Print Selected Print All

e Preview Selected — Clicking this button will provide a Print Preview of the selected work order.
e Print Selected — Clicking this button will allow you to Print the selected work order.

e  Print All — Clicking this button will send every work order listed directly to the default printer.
o Close — Closes the dialog.

Generate Today
This option will show all work orders with a scheduled start date of today. To use this option:

e From the Main Scheduler, move to the ribbon control and select the Home tab.
e C(Click on the Generate Today option.
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Generate by Dates
This option allows you to generate a date range of work orders. To use this option:

e From the Main Scheduler, move to the ribbon control and select the Home tab.

e Click on the Generate Options button to expand the drop down menu.

e C(Click on the Generate by Dates option.

e From the invoked Date Range dialog, setup the scheduled start and end dates of the work
orders you want to view. Click Select button when done.

Generate by Classification
This option allows you to generate a date range of work orders belonging to a single classification
assignment. To use this option:

e From the Main Scheduler, move to the ribbon control and select the Home tab.

e C(Click on the Generate Options button to expand the drop down menu.

e Click on the Generate by Classification option.

e From the invoked dialog screen setup the scheduled start and end dates of the work orders you
want to view.

e Move to the Select Classification group and click on the Select button found there.

e Click on the classification you want to use from those listed and click on the Select button.

e C(Click on the Select button from the setup dialog.

Generate by Location
This option allows you to generate a date range of work orders for a single location assignment. To use
this option:

e From the Main Scheduler, move to the ribbon control and select the Home tab.

e C(Click on the Generate Options button to expand the drop down menu.

e C(Click on the Generate by Location option.

e From the invoked dialog screen setup the scheduled start and end dates of the work orders you
want to view.

e Move to the Select Location group and click on the Select button found there.

e C(Click on the location you want to use from those listed and click on the Select button.

e C(Click on the Select button from the setup dialog.

Scheduling by Meter

With the Maintenance Scheduler module you can have new recurring work orders regenerate by meters
values. These meters can actually represent a variety of items such as hours, odometer readings,
kilometers, cycles and more. This feature comes in handy for a variety of reasons such as scheduling
equipment maintenance after so many hours or miles have past.

To schedule by meter:
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e From Main Scheduler, locate and select the work order you want to work with.

e Move to the Details tab, and move the Work Order Settings section.

e Ensure the work order is assigned one of the recurring Task Types.

e Move to the Work Order Recurrence group, and select the Frequency of Every XX Meters.

e Move to the XX Criteria field and edit this value. For example, say you have an automobile that
you want to change the oil every 6,000 miles. You would enter 6000 here (no commas).

e Next you need to setup the starting point for the commencement of the first work order. This
step only needs to be completed once. On future work orders the XX Criteria information will be
automatically applied.

To setup when to perform the first work order
e Move to and click on the Work Order page in the ribbon.
e Click on the Recur option to expand the drop down.
e C(Click on the Set Next Meter option.

Please enter the meter value to satishy before
scheduling the next work arder in the space

provided. Then click QK.

Curmrent Setting: 0

500/

e Enter your numeric value (no commas) in the space provided, and click on the OK button.

Generate New When Done

The Generate New When Done flag is always set when scheduling by meters (the checkmark in the
scheduler is ignored). This is to say that the following criteria must be satisfied for an ‘Every XX Meters’
type of work orders to be able to regenerate:

e An Equipment record or Asset is assigned to a work order.

e The Equipment current meter is greater than zero.

e The Recurring Frequency for the current work order must be setup to ‘Every XX Meters’.
e A Value must be set for the XX Criteria.

e The Set Next Meter has been set for the current work order.

e The previous work order must be set as ‘Completed’.

e The ‘Do Not Regenerate’ flag has NOT been set.

Note: When a new work order is created, the new work order will have a scheduled start date 2 years
in advance of the date it was created. This is to prevent the work order from showing up in the default
filters, and from being reported as being past due. When the Equipment meter value reaches or
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exceeds the Next Meter value the schedule start date will be changed to the date this information was
first realized.

When the new work order is generated:

e The previous, completed work order will have its “Do Not Regenerate” flag set to true. This
prevents the work order from regenerating itself multiple times.

e The program will add the current equipment meter reading to the value as setup in the “XX
Criteria” section, and use the resulting value to be met before the next work order becomes
due.

e The new task will have a scheduled start date of 2 years in advance from the date the new task
was created.

Editing Recurring Tasks

The program is designed to allow users to create recurring work orders. These work orders regenerate
themselves from previously created ones, copying all the fields and assignments of the previous work
order to the new generated work order. Basically only the status and schedule dates are changed in the
new work order (or next meter value, as the case may be).

To change or delete a work order in the database, you need to find the work orders that have NOT yet
regenerated themselves. Changing work orders that have yet to regenerate will affect only those work
orders from that point forward. All previously generated work orders will not be affected. If you want to
change works orders that have already regenerated, you will need to do this manually.

Filter - Set to Regenerate
To find all the work orders that are set to regenerate:

e Open the Main Scheduler.
e Move to the Filters page in the ribbon and click on the Set to Regenerate option.

This will filter the database by all work orders that HAVE NOT regenerated. Deleting one of these work
orders will prevent the program from regenerating it in the future. However, any previously regenerated
work orders will remain in the database. You can also change the Do Not Regenerate flag to stop the
work order from regenerating in the future. Also note that editing one of these work order will affect all
work orders from that point forward.

Change Do Not Regenerate flag.
To toggle the Do Not Regenerate flag:

e Locate the work order you wish to stop from regenerating.

e Open the Work Orders tab in the ribbon and click on the Recur button to expand the drop down
menu.

e C(Click on the Change ‘Do Not Generate’ Flag option.
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e When prompted about the operation, click on the Yes button.

Changing work orders that have already regenerated.
To change work orders that have already regenerated:

e lLocate the work order that has the same Subject or Description as the one you want to change.
e Move to the Filters tab in the ribbon and click on the With Current Description option to expand
the drop down.
e Click on the filter option of your choice:
o Show All Records — Shows every record in the database with the current description.
o Open Records Only — This option shows all records yet to be completed.
o Closed Records Only — This option shows all records that have been marked as
completed.
o Set to Regenerate — This option filters the database to show only those records that
have not regenerated.

You can edit these tasks with new dates or delete them from the database. Please note that if you edit a
task that has already been regenerated (Do Not Regenerate flag checked) it will ONLY affect that task.
Other, already created tasks or work orders will not be affected.

Copy and Paste Work Order

To copy a work order’s primary information to be pasted into a new or different work order:

e locate and select the work order you want to copy.
e Move to the ribbon and click on the Work Orders tab.
e C(Click on the Copy Work Order option.

To paste a previously copied work order:

o Locate and select the work order you want to paste over.
e Move to the ribbon and click on the Work Orders tab.
e C(Click on the Paste Work Order option.

Export the Current Work Order

To export the current work order:

e locate and select the work order you want to export.

e Open the File menu and select the Export Work Order option.

e From the Export Work Order dialog box, move to the Save as type drop down and select the file
type you want to save to.

e Move to the File Name text box and enter the file name you want to use.

e C(Click on the Save button.
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The following export formats are supported: pdf, xIsx, xls, rtf, docx, htm, emf, tiff, png, jpg, gif, bmp and
Xps.

Printing the Select Work Order

To print the current work order:

e Locate and select the work order you want to print.
e Open the File menu and expand the Print menu by clicking on it.
e Click on the Print Option of your choice:
o Print Work Order - Allows printer selection and other options before printing.
o Quick Print - Sends the document directly to the default printer
e Print Preview - Provides a print preview of the current document

Main Report - Filter Wizard

The Main Reports — Filter Wizard is used for the Main Filter Wizard, Main Summary Report, Work
Order Costs Report, Completion Summary Report and the Down Time Report. This wizard will be
modified somewhat by its application, but it is setup basically the same no matter how used.

When used for either filtering or reporting purposes, the resulting items will be returned by the choices
or criteria as setup with this wizard.

Types and Status tab
The following illustrates the elements found on this tab:

Types and Status | Assignments | Dates and Sorting

Work Order Types
Task Type: All Types - Waork Work Type
Assignment selection
Wark Order Status
Status: All Open - Work Order Status

Assignment selection

o  Work Order Types — This drop down allows for the selection of the types of work orders to be
included. Make your selection by clicking on an item in the drop down list.
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o  Work Order Status — This drop down allows for the selection of the work orders status indicator
to be included. Make your selection by clicking on an item in the drop down list.

With the Completion Summary Report, this tab is titled Status, and only the Work Order Status section
is available. With both the Work Orders Costs and Down Time Reports, this tab is titled Task Types, and
only the Work Order Types section is available.

Assignments tab
The following illustrates the elements found on this tab:

Types and Status | Assignments | Dates and Sorting

Assignments

Classifications: Support Equipment Maintenz Select || Use AII_I Criteria or Matching
Locations: Support Equipment Room Select || Use All Assignments Selection
Accounts: Lze Al Select || Use al

Projects: Time Tracker Project Select Usze Al

— Clears Assignments

Aszets/Equipment; | 600 PSI High Pressure Air Co Select || Use All

Mechanic: Murray, Fred Teelert | use Al

e To assign values to these fields:
o Move to the appropriate fields and click on the Select button adjacent to them.
o From the invoked dialogs, move to the display grid and click on the record of your
choice.
o Click on the Select button.
e To clear the assignments:
o Move to the appropriate field and click on the Use All button adjacent to them.

Dates and Sorting/Grouping tab
The following illustrates the elements found on this tab:
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Types and Status | Assignments | Dates and Sorting

Date Range Criteria
Date Range Selection based on Schedul

Start Date: 6/16/2014 |~ | EndDate: 6f18/2014 |~

——— Type of Dates to Use

Use All Dates\ Date Types: Scheduled Start | =

Order By

Show All (Ignore Dates)

Sorting: Subject -

Sort By Field

To assign date values:

e Move to the Start Date field and using the drop down calendar, select the starting date of your
filtering criteria.

e Move to the End Date field and using the drop down calendar, select the ending date of your
filtering criteria.

e Toignore or use all available dates, check the Use All Dates checkbox.

e Next, if dates are used, move to the Date Types drop and select the type of dates you want your
criteria based on.

When using for the Main Summary Report or Custom Filter Wizard, move to the Order By section and
select how you want your items sorted.

Group By

Sorting: Months x

When used for the other report options, move to the Group By area and select the Sorting option that
describes how you want your items grouped.

With everything setup as wanted, move to and click on the Accept button.

Filtering Options
To see information about filtering options, please refer the Ribbon Control - Filters Tab section of this
chapter.
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Work Orders Summary Report

This report uses the Main Reports — Filter Wizard for the creation of report criteria. Please refer to the
Main Reports — Filter Wizard section of this chapter for more information. The only elements of this
wizard that is not explained with this wizard is outlined next.

These options are found on the Dates and Sorting tab of the wizard.

e Include Task Instructions — When checked, the report will include all task instructions as
assigned to each of the reported work orders.

e Include Delays and Completion Comments — When checked, the report will include all Delays
and Completions comments that were recorded for each of the reported work orders.

To create a Work Orders Summary Report:

e Move to the Reports tab in the ribbon.
e C(Click on the Summary Report option.
e Follow the instructions as outlined in the Main Reports - Filter Wizard section of this chapter.

The following illustration shows a preview of a Work Orders Summary Report:

o Crders Summary
11014 - ir Comprassor Monthly Chacks
BOHE LI B EEET - BEQUNAMENT PER 30HMEL ALIDMMENT R
St (D LI VemrEupeeT  G00PS Hon FeserRequese Elor, Cary Cmmmtiation
Ap Corprasene
St T E00 A0 Fisiararee: P00 Mrager Lo ST T et
Rocem
Bl Do 4HM1E Serial Mo LTI Ao To Abrgit, Gaoge Ao
B Tim= 5100 B Marriacer ‘G one and Dewer Aasgred T AT
WORK DRDER SPECFICE: Tosk Tipe= Flarred M srparmsnes xS Resy Friorty- 2 Cmoe Compees —
1101-2 - Mr Compras sor Monthly Chacks
SOHEDA NI B EEET - EQUNFMENT FER B0HMHEL AEIDMMENTE
St Cupe SHEE et Sy DT 00 PS5 High Fresger Requeser Ek. Gary Cmeioon Sumpr | Equperet
M Coerpresmny Faireneno
St T 100 M4 Somtarmoe FEI000H A mrimger Looaton Sumpr | Eguperet
Rocem
Bl D SHEDE Sarial Mo LT Ao Tor FMuray, Fred Fros
B Tm= S0 Marpissuer G and Dewer Aamgred T ACTLET:
WORH DRDER SPECFICE: Task T Flanred M srparmnoe s REsy Pricrey- 2 Dmee Compeas —
11021 - r Compres sor Monthly Checks
. e _ ] 1 -

Current Work Order Details Report
This report is based on the currently selected work order and will provide detailed information about
the work order. This includes work order scheduling, assignments, materials list, total cost and more.

To create a Work Order Details Report:

e Locate and make current the work order you want to base your report on.
e Move to the Reports tab in the ribbon and expand the Current W.O. options.
e C(Click on the Work Order Details option.
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Current Work Order Estimated Costs Report
This report gives you a printout of the cost information associated with the currently selected work
order.

To create a Current Work Order Estimated Costs Report:

e lLocate and make current the work order you want to base your report on.
e Move to the Reports tab in the ribbon and expand the Current W.O. option.
e C(Click on the Estimated Costs option.

Completed Work Orders Costs Report
This report gives you a printout of the cost information associated with the work orders with a status
indicator of ‘Completed’.

To create the Completed Work Orders Costs report:

e Move to the Reports tab in the ribbon and expand the Completed WOs option.
e Click on the Work Orders Costs option.
e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

Completed Down Time Wizard Report
The Down Time Wizard Report allows you to run a report on a machine or machines down time. This
report allows you to specify date ranges and other criteria for some fairly custom reporting.

To create the Down Time Wizard report:

e Move to the Reports tab in the ribbon and expand the Completed WOs option.
e C(Click on the Down Time Wizard option.
e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

Completion Analysis Report

The Completion Analysis Reports look at all work orders that are completed in a given time date range,
and then breaks down this information as to the total number of different work orders types that were
completed, and the percentage of these types that where completed on time or late.

To create the Completion Analysis report:
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Work Orders Analysis

Select Date Range

Start Date 6/17/2014 |~ |
oo (o [

e Move to the Reports tab in the ribbon and expand the Completed WOs option.
e C(Click on the Completion Analysis option.
e Setup the Start Date and End Date for your report date range and click on the Select button.

Repair Codes Report

The Repair Codes Report allows you to create a report based on a single piece of equipment, either one
or all repair codes for that equipment’s work orders, and a date range you specify. Please refer to the
Work Order Repair Code section of this chapter to see possible benefits of using repair codes.

Eme e
W} Repair Codes Report

Equipment Assignment Selection

Accept Report Settings

|EUU PSI High Pressure Air Compressor telect the Asset

Repair Code Selection

| Select Select the Repair Code

¥ Indude All Codes —

Use All Rapair Codes

Completion Date Ranges

Start Date: 11/4/2013 _I Date Range Setup
End Date: 6/25/2014 |~ |

Use All Dates

To create a Work Repair Codes Report:
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e Move to the Reports tab in the ribbon and expand the Completed WOs option.

e Click on the Repair Codes option.

e C(Click on the Select button in the Equipment Assignment Selection group.

e C(Click on the equipment you want to base your report on from those listed and click on the Select
button.

e C(Click on the Select button in the Repair Code Selection group.

e Click on the repair code you want to base your report on from those listed and click on the
Select button.

e To use all codes insure that the Include All Codes checkbox is checked.

e Setup the Start Date and End Date for your report date range.

e To use all dates insure that Include All Dates checkbox is checked.

e C(Click on the Accept button to run the report.

Equipment Summary Report
The Equipment Summary Report groups the report by equipment and then gives totals for the following:

e Labor Hours

e Labor Costs

e Material Costs

e Other Costs

e Total Costs

o Total number of Work Orders Performed
e Total Downtime.

To create the Equipment Summary Report:

e Move to the Reports tab in the ribbon and expand the Summary Reports option.
e C(Click on the Equipment Summary option.
e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

Completion Summary Report
The Completion Summary Report groups the report by dates and then reports on the following:

Work Orders Completion Summary Report

Date Completed Asset ID | Asset Description | ‘Work Order Subject Labor Hours Down Time Total Costs On-Time
516/2014 PSIH00001 1 600 PSI High Presser Air Compressor Air Commpressor Monthly Checks 420.00 493.04 NO
f/16/2014 PSIH00001 | 600 PSI High Presser Air Compressor Air Commpressor Monthly Checks 300.00 111.39 NO

TOTALS] 720.00 604.00

e Date Completed

e Asset Information

e Work Order Subject
e labor Hours
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e Downtime
e Total Costs
e On-Time

To create a Completion Summary Report:

e Move to the Reports tab in the ribbon and expand the Summary Reports option.
e Click on the Completion Summary option.
e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

Open Work Orders By Mechanic Report
The Open Work Orders by Mechanic Report allows you create a report on all open work orders for a

given mechanic or employee.
To create an Open Work Orders by Mechanics Report:

e Move to the Reports tab in the ribbon and expand the Labor Resources option.

e C(Click on the Open by Mechanic option.

e From the invoked Employees Database dialog, select the employee you want to base your
report on from those listed in the grid.

e Click on the Select button.

Closed Work Orders By Mechanic Report
The Closed Work Orders by Mechanic Report allows you create a report on all closed work orders for a
given mechanic or employee.

To create a Closed Work Orders by Mechanics Report:

e Move to the Reports tab in the ribbon and expand the Labor Resources option.

e C(Click on the Closed by Mechanic option.

e From the invoked Employees Database dialog, select the employee you want to base your
report on from those listed in the grid.

e Click on the Select button.

Overdue Work Orders By Mechanic Report
The Overdue Work Orders by Mechanic Report allows you create a report on all overdue work orders

for a given mechanic or employee.
To create an Overdue Work Orders by Mechanics Report:

e Move to the Reports tab in the ribbon and expand the Labor Resources option.
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e C(Click on the Overdue by Mechanic option.

e From the invoked Employees Database dialog, select the employee you want to base your
report on from those listed in the grid.

e Click on the Select button.

Man Hours Report Wizard
The Man Hours Report Wizard is used with both the Projected Man Hours and Actual Man Hours
reports.

The following illustrates the elements found on this wizard:

|

Select Date Range J R Accept Wizard Settings

Start Date 6/17/2014 '_I Setup Date Ranges
Cancel
End Date 5/17/2014 J B

Use All Dates Use All Dates

Mechanic Assignment Selection

Select and Assign an
Murray, Fred Employee

Use All Mechanics

Asszet - Equipment Selection

Select and Assign an
600 PSI High Pressure Air Compress Asset

Use Al Assets

e Start Date — This field indicates the Starting Date of the report’s date range. Select from the
drop down calendar.

e End Date — This field indicates the Ending Date of the report’s date range. Select from the drop
down calendar.

e Use All Dates — Check this option to ignore any assigned dates.

e Maechanic Assignment Selection - Click on the Select button here to base your report on a
specific employee assignment.

e Use All Mechanics — Check this option to ignore the mechanic assignment, and use all
assignments.

e Asset — Equipment Selection - Click on the Select button here to base your report on a specific
asset assignment.
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e Use All Assets — Check this option to ignore the asset assignment, and use all assignments.
e Accept — Clicking this button accepts the report criteria as configured.

Projected Man Hours Report
The Projected Man Hours Report will return information on open work orders, and the projected man
hours assigned for their completion.

Projected Man Hours Repart
Task D Subject Projected Hours. Estimated Down Time
11013 Trash compactor not working 0.00
1104-1 Air Compressor Monthly Checks 0.00
1101-0 Air Compressor Monthly Checks 135.00
1109-10 Air Compressor Monthly Checks 0.00
1106-8 Air Compressor Monthly Checks 0.00
1401-8 Mens restroom in front office has a cracked toilet 0.00
1105-7 Air Compressor Monthly Checks 0.00
1406-10 New Work Order 0.00 0
11012 Air Compressor Monthly Checks 0.00
1106-9 Air Compressor Monthly Checks 0.00
11011 Repair sink in ladies room 160.00 1 hrs 30 mins
1104-0 Air Compressor Monthly Checks 0.00
1401-9 Unclog the blocked drain 0.00 0
1110-11 Air Compressor Monthly Checks 0.00 1 hrs 30 mins
AANE C A indr Tirdoe frouna | o AANE © 1 inedChyectounn- 1| oin 4 1 pam (AW alal

To create the Projected Man Hours Report:

e Move to the Reports tab in the ribbon and expand the Labor Time option.
e Click on the Projected Man Hours option.
e Follow the instructions as outlined in the Man Hours Report Wizard section of this chapter.

Actual Man Hours Report
The Actual Man Hours Report will return information on closed work orders, and the man hours actually
used and recorded for their completion.

To create the Actual Man Hours Report:

e Move to the Reports tab in the ribbon and expand the Labor Time option.
e Click on the Actual Man Hours option.
e Follow the instructions as outlined in the Man Hours Report Wizard section of this chapter.

Open Work Orders by Primary Asset Report

This reports displays information on all open work orders for a given Primary Asset.
To create an Open Work Orders by Primary Asset Report:

e Move to the Reports tab in the ribbon and expand the Open WOs option.
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e C(Click on the Open by Primary Asset option.

e From the invoked Equipment and Assets dialog, move to the grid and click on the record of your
choice. Your report will be based on this selection.

e Click on the Select button.

Projected Costs Report
This report returns information of the Projected Costs of work orders.

Work Orders Projected Costs Report
April - 2013
Task ID Start Date Materials Labor Costs | Confractor Taxes Other Total
1010 48/2013 318063 B4E7.63 8063
11013 4152013 0,00 0,00
1101-1 4222013 0,00 3BT EZ 0.00
ED.63
May - 2013
TaskID Start Date Materials Labor Costs | Contractor Taxes Other Total
11012 8172013 0,00 0,00
0.00
January - 2014
Task ID Start Date Materials Labor Costs | Confractor Taxes Other Total
401-5 122014 000 000
01-2 22014 0,00 0,00
0.00
May - 2014
Task ID Start Date Materials Labor Costs | Confractor Taxes Other Total
11021 REZ014 F335.54 15750 0304
8304
Jnne _ 014

To create the Projected Costs Report:

e Move to the Reports tab in the ribbon and expand the Open WOs option.
e C(Click on the Open by Primary Asset option.
e Follow the instructions as outlined in the Main Reports — Filter Wizard section of this chapter.

Past Due Work Orders Report

This report returns information on all work orders that have scheduled completion prior to today’s date.
To create the Past Due Work Orders Report:

e Move to the Reports tab in the ribbon and expand the Open WOs option.
e Click on the Past Due Work Orders option.

Open Work Requests Report

This report returns information on work orders that still have a status of ‘Work Request’.
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To create the Open Work Request Report:

e Move to the Reports tab in the ribbon and expand the Open WOs option.

e Click on the Open Work Requests option.

Repair Procedures Editor

The Repair Procedures Editor is used to create and modify various work order related documents and
instructions. One of the key advantages of using this editor as compared to our other editor is that you
can build a database of repair related procedures, and reuse them for easy insertion.

The following illustrates the layout of the Repair Procedures Editor:

s & |H 5 Taiil=Tools Repair Procedures Editor = &3
Editor Format Insert View Design Layout
= —
i % cut $1(85) o8 Fnd 45 4
Save and Paste [l copy £ Replace Spelling Cancel
Close
Save | Clipboard | Bullets | Search | Proofing | Close |
T n oo I T T A WA IR | ]
=y

Insert Options
Check-off Brackets = = []

[#-{_] General Maintenance Procedures
B 13 General Repairs

| E Bathrroms

i[Z Clean Restroom =
u‘] Replace Toilet z

T5e dhe lock o ut tag out procsdures to remove all slectrical, newmnric, and hydrauiic sourcss flom the
equipment being service. Barrack all areas thar will remain expossd and remain a hazand. Ensure all
personal is clear of the squipment befors placing it back inte service.

: 1 Offices =
ERN o o :

= Undog drain

4 [

ey

Ribbon Tab Pages

Ribbon Control

Insertion Options

Insert Button

Documents Tree

Main Document Editor

Document Zooming

With the exception of the ribbon’s Editor tab, this editor employs many of the same features of the
word processor we use throughout the application. Because it has so many shared features, we would
like to refer you to the chapter on the Rich Text Editor to learn how to use these shared features.

Editor Ribbon Control

The Repair Procedures Editor has its own ribbon control, and like the other ribbons found in the system,

this ribbon has its available options arranged in logical groups.

The following illustration shows the Editor’s ribbon:
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| Editor Format Insert View Design Layout

[ = = = .
H 5 ®e w»E@iE e~ 45§
Savle and Paste ~on i = &= 3= £ Replace Speling Cancel
Close
Save Clipboard Bullets Search Proofing Close

The following are the elements on the Editor ribbon tab, reading left to right:

e Save and Close - Saves the current document back to the call-up control and closes the editor.
e Paste — Inserts any clipboard text into the document, and at the current cursor location.

e Cut— Deletes selected text and places it into the clipboard.

e Copy — Copies selected text and places it into the clipboard.

o Set Next Number -Sets the next number to be used in the Instructions — Numbered bullet list.
e Reset to One -Sets the next number to One in the Instructions - Numbered bullet list.

o Toggle Instructions Bullets -Turns instruction bullets either on or off.

e Numbers + Brackets -Turns on the Instructions type Numbers, Check-off bracket style bullets.
e Check-Off Brackets - Turns on the Instructions type Check-off bracket style bullets.

e Bullets - Start a bulleted list (non-instruction type).

e Numbering - Start a numbered list (non-instruction type).

o Decrease Indent - Decrease the indent level of the paragraph.

e Increase Indent - Increase the indent level of the paragraph.

e Find - Find text in the document.

e Replace - Replace text in the document.

e Spelling - Checks the document for spelling errors.

e Cancel and Close — Closes the editor without applying any changes.

For the elements on the remaining ribbon tab pages, please refer to the Rich Text Editor chapter.

Editing Your Document

To edit your document with this editor, simply move to the main editor and begin the editing process.
This editor supports many formatting options and uses the Rich Text Format (RTF). Some of your
formatting options will be discussed here. However, the majority of the available options for this editor
will be discussed in detail in the Rich Text Editor chapter.

Using Instructions Bullets
When editing work order instructions using this editor, you may want to include bullets lists, lists with
check off boxes and numbered lists with check off boxes.

To use Instruction bullets:
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e Move to the ribbon control and click the bullet type of your choice. The top roll of options in the
Bullet group deals with instruction type bullets.

e Click in the editor where you want to begin using bullets.

e Press the Enter key to both start a new line, and insert the selected bullet style.

e Repeat clicking Enter after each line to continue the bullets insertion.

To stop the use of the bullets:

e Move to the ribbon and click on the Toggle Instruction Bullets option.

Find
To search for every occurrence of a specific word or phrase:

e C(Click the Find button on the Editing toolbar or press CTRL+F.

e From the invoked Find and Replace dialog, move to the Find what box and type in the text to
search for.

e Select other search options that you want and click Find Next.

e To cancel a search, click Cancel or press ESC.

Find and Replace Text
To automatically replace text:

e C(Click the Replace button on the Editing toolbar or press CTRL+H.

e From the invoked Find and Replace dialog, move to the Find what box and type in the text to
Replace.

e Select other search options that you want and click Find Next, Replace or Replace All.

For more information on the Find and Replace features, please refer the Rich Text Editor chapter.

Working with the Procedures Database

The Procedures Database part of the Repair Procedures Editor allows you to create a database of
common tasks procedures. These procedures would be reusable, and could relate to both repair and
recurring work order types.

Please note that this editor allows the use of reusable tasks instructions. This does not mean you are
required to use these reusable instructions in every case. It is perfectly acceptable, and in most cases
advised to type in instructions directly into the document as needed.

Using the Documents Tree

To find how to use the Documents Tree found here, please refer to the Document Trees section of the
Common Features chapter. Most of the options dealing with this tree are accessible by right mouse
clicking from within the tree.
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The following illustrates the popup menu that is accessible by right mouse clicking on various elements
of the Documents Tree.

— AT

E" Add Top Folder

Ts"  Add Sub Folder
Mawve Folder to Root (Top Level)
Rermnowve Folder

Rename Folder

Add Procedure

B L o 1

Edit Procedure
Remove Procedure

&2 Reload Tree

Add New Procedure to the Database
To add a new procedure to the database:

e Move to the Documents Tree and right mouse click on the folder you want to assign the new
procedure to.

e From the invoke popup menu select the Add Procedure option.

Task Description: |Undog drain|

Tasks to Perform: Using an auger, undog the blocked drain. Test
to ensure proper flow.

e From the invoked Edit Procedure dialog, move to and click in the Task Description text box.
e Enter a descriptive title in the box provided. This Task Description can contain up to 40
alpha/numeric characters.

e Move to the Tasks to Perform text box and enter the actual procedure to store. There is no size
limitation to the field.
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e When done editing your new procedure, click on the Accept button.

Editing an Existing Procedure
To edit an Existing Procedure:

e Move to the Procedures Tree and right mouse click on the procedure you want to edit.

e From the invoked popup menu, click on the Edit Procedure option.

e Edit the Procedure is the same manner that it was created, clicking the Accept button when
done.

Inserting Existing Procedures into the Document
The whole purpose of having a database of repair procedures is to be able to quickly reuse them in your
documents. To insert a saved procedure into the current document:

e Click in your document where you would like the insertion to occur.
e Move to the Document Tree and select the document or procedure you want to insert.
e Move to the Insertion Options drop down and select the formatting option you want to apply to
the procedure insertion. Available options include:
o Text Only
o Check Off Brackets
o Numbers and Brackets
e Move to and click on the Insert (arrow) button (double clicking also works).
e Repeat the above procedures for each insertion.

Procedures Editor - Save and Close
Whenever you either make changes using the Repair Procedures Editor, ensure to save your changes.

e C(Click on the Save and Close button to save and apply your changes.

Creating a PM (Recurring) Work Order with Creation Wizard
This tutorial will outline the steps to follow in the creation of a recurring (PM) work order using the
creation wizard.

1. Move to the ribbon and click on the Add New option.

|_ | Home Work Orders Go Filters Instructions Reports

L Yy.* T I WORE E
% X & BE 4 i & B
L k= £ J
Add Mew | Save Changes Refresh Generate  Generation Mail Work Search Exit

Today  Options ~ Order
Records Refresh Work Generation Send Find Close
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When prompt about using the Wizard, click YES.
[l

Create Mew Work Order

:I Do you want to use the Work Order Wizard?

| Yes | [ Mo ] ’ Cancel

From the invoked Work Order Wizard, move to the Identification tab.

Work Order Wizard

1!\ Work Order Wizard

Instructions

Air Compressor Checks

Check

Q

@ Mext

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments
o i
WORK Subject:
ORDER
h
h
- 0
» g’_J Task ID: 1410-12
Location:
Work Order
Identification Task Type

3

Planned Maintenance

Save and
Close

-

Manage

E Cancel

4. Click in the Subject text box and type in an identifying description of the work to be performed.
5. Click in the Task ID field and edit this information.

The program will generate this ID for you and does not require modification. To check to see if
the ID you supply is unique in the database, click on the Check button.
To assign a Location to the work order, click on the down arrow attached to the drop down list

and select on the option of your choice.

Next you need to assign the work order a ‘Recurring’ task type. This is done by selecting an

option from the Task Type drop down list.

Task Type Planned Maintenance

Planned Maintenance
Recurring Inspection
Recurring Calibration
Recurring Mini-PM
Save § Contracted PM
Clos Contracted Work Order
Safety - Imminent Danger

=

L |

k

-

There are 12 possible task types available, with 10 of these having user definable titles. Five of
these task types are designated as recurring types of work orders, where the others are
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designated as repair, or one-time work orders types. See the Work Orders Setup section in this
chapter for more information.

8. Click on the Next button to move to the Scheduling tab.
This tab allows you to specify the scheduling for the new work order.

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

e
I I WORKE
QRDER
|

Start Date: 10/4/2014 - Start Time: &:00 AM -
-

el End Date: 10/5/2014 - End Time: 5:00 PM -
Work Order
Scheduling

9. Move to both the Start Date and End Date fields and use the attached calendars to set when
you expect work to begin and end on this work order.

10. Move to both the Start Time and End Time fields and using the attached drop down list, setup
the values you want to assign.

11. Click on the Next button to move to the Recurrence tab.
This tab is only available when one of the recurring task types is assigned on the Identification
tab.

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

Recurring Frequency Every XX Months -
*X Criteria 3.0 =
Recurrence Generate Mew Work When Done

Setup

12. Move to Recurring Frequency drop down and select a recurring frequency for this work order.

13. If the selected Frequency has XX anywhere in its description, the XX Criteria value must also be
provided. Set this value by typing in a numeric value in the space provided. You can also use the
attached drop down calculator to set the value.
The value entered here replaces the ‘XX’ criteria of the selected frequency. For example, if you
have a Frequency of ‘Every XX Meters’ selected, and you enter ‘3000’ for the XX Criteria, the
work order would regenerate ‘Every 3000 Meters’.

14. Check the Generate New When Done checkbox if you would like regeneration to occur only
when the work order is marked as completed. If left uncheck, the work order will regenerate at
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the assigned frequency regardless of task completion.

For more information look at the Generate New When Done section of this chapter.
15. Click on the Next button to move to the Personnel tab.

This tab allows you to assign personnel or mechanics to the work order.

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

s
WORK
DRDER Assignment 1: Martin, Scott
ﬁ' Assignment 2: Select
-
| bt e
i} Assignment 3: Select
Primary Work
Assignments

16. Move the Assignment 1 area and click on the Select button found there. This will allow you to
assign an employee to the work order.

17. From the invoked Employees Database dialog, move to the grid and select the employee you
want to use for this assignment. Click on the Select button.

. Employees Database
(é E m p onees Data base W] Active Only Show Filter Row

Lookup | Details

Drag a column header here to group by that column

Name Reference Job Title Email Crew
Albright, George ALBROOOD1 Maintenance Mech... georgea@abc.com Days
Eliot, Kate ELIOO0001 Production Manager  geliot@aol.com

aintenance Mech... Days
Maintenance Mech... fmurray@gmail Days

-

Martin, Scott

Murray, Fred

W # 4 Record3ofd F W M+ — v X J Select B Cancel

Martin, Scott

18. Optionally repeat the above step for the other two assignments.
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19. Click on the Next button to move to the Assets tab.

This tab allows you to assign equipment or assets to the work order.

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

Asset Ref Asset Name
b | PSIHOO001 ... &00 PSI High Pressure Air Compressor

Equipment
and Assets MO 4 o+ — X

20. To add an Equipment or Asset assignment to the Work Order, locate the data control and click
on the Append (+) button.

21. From the invoked Equipment and Assets dialog, move to the grid and select the record you
want to assign. Click on the Select button.
Equipment and Assets

ﬂ;’ Eq ui pment a nd Assets ¥ In-Service Only Show Filter Row

Lookup | Details

Drag a column header here to group by that column

Description Reference Model Mo

Serial No Location Classification
» | 600 PSI High Press...  PSIHOO001

Support Equipment ... Support Equipment
Easy Lift Forklift Truck EASYD0001

4 4 Reclof2 » B W+ — v X J select E Cancel

600 PSI High Pressure Air Compressor

22. Optionally repeat adding assets as just outlined until all required assets have been included.
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23. Click on the Next button to move to the Assignments tab.
This tab allows you to make general assignments to the work order.

Identification | Scheduling | Recurrence | Personnel | Assets | Assignments | Imstructions

T
WIORK ification: i i v
ATy Classification Support Equipment Maintenance Manaage
.
- v Account: M Manage
| l A
Reguester: Murray, Fred redlect
General
Assignments Regquester Email: fmurray @gmail

24. Move to the Classification drop down and select an assignment you want to use.
Classifications are used to help group things for easier lookups and for reporting purposes.

25. Move to the Account drop down and select an assignment you want to use.

26. Move to the Requester field and type in the name of the person requesting this work to be
performed. You can also select an employee by clicking on the Select button found here.

27. From the invoked Employees Database dialog, move to the grid and select the employee you
want to use for this assignment. Click on the Select button.

. Employees Database
(& E m p onees Data base | Active Cnly Show Filter Row

Lookup | Details

Drag & column header here to group by that column

Mame Reference Job Title Email Crew
Albright, George ALBROOOO1 Maintenance Mech... georgea@abc.com Days
Eliot, Kate ELIO00001 Production Manager  geliot@aol.com

¥ | Martin, Scott Maintenance Mech... Days

Murray, Fred MURROODD1 Maintenance Mech... fmurray@gmail Days

M # 4 Record3of4 b B W+ — v X J Select E Cancel

Martin, Scott
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28. Move to the Requester Email text box, and if not already inserted for you using the previous
step, type in this information.
29. Click on the Next button to move to the Instructions tab.
This tab will change depending if the work order task type is a one-time, or recurring work
order.
Identfication | Scheduling | Recurrence | Personnel | Assets | Assignments | Instructions

Safety Instructions
Select Edit Standard Safety Instructions

Work Instructions

Title

¥ | Servidng Blectrical Panels

Work Order

Instructions
TR T T T A . View - Edit

30. Move to the Safety Instructions group and click on the Select button to assign a set of
predefined safety instructions from instructions database.

31. From the invoked Instructions Lookup dialog, select the instructions you want to assigned from
within the grid, and then click on the Select button.

[ Safety Instructions Lookup
& Instructions Lookup

Instruction Group Assignment: Safety Instructions Select

Ins Group =~

Title

~ Ins Group: Safety Instructions
EStandard Safety Instructions

Rec 1of 1 v J Select B Cancel

Standard Safety Instructions
32. For recurring work orders continue next, else skip to step 36

33. Move to the Work Instruction group and click on the Append (+) button in the data control.
34. From the invoked Instructions Lookup dialog, select the instructions you want to assigned from
within the grid, and then click on the Select button.
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35. Repeat the above step for each set of instructions you want to assign.
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Work Orders Planner

With the Work Order Planner option you can display and print the maintenance schedule for an entire

month, create and edit existing work orders, export a copy of the planner to Excel and more.

-
w43 PM Coordinater - [Work OrdersPlln_ed‘_

B B —————

I ——
Work Orders lanner ‘ WORK ORDERS PLANNER
| January, 2015 v18 =
Sun Mon Tue Wed Thu Fri Sat View Navigation &
I 2% 2 0 it 1 2 3 s o @ WORK, WORK = WORK WORK WORK WOR) B
Il s 5 6 7 8 9 1 O O @ @ = s i ;
1 12 13 14 15 16 17 <‘L_‘ H‘> E il . ﬂ ) = =]
1% 19 20 21 PRI Backward Forward Today ZoomIn Zoom Out Add New P AllWark | Single  Single Single Single
25 26 27 28 29 30 A 0 Orde Orders | Asset Mechanic Classification Location
f 1 2 3 4 5 7 View Navigator Work Orders Filter Options
(] Today: 1/22/2015 Tovember - 2012 [t Sum Mon Tue ed Thu 7| Sat Sun Mor Tue Wed Thu Fri_Sat Sun Mon Tue Wed Thu Fri| Saf Sun Mon Tue Ve |
Shorteuts 12 34 5 6 7 8 9% 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 E
| [2), prmtereven scheie 1407-8-Mens restroom in front office has a cracked toilet | l
1401-SUnclog the blocked-drain —E—
il NEE Export to Excel 1403-3181-2500 WEST TRIM PRESS SEMI-ANNUAL INSPECTION ¥
7 - FANNUA
I @ Export to POF 1408-3175-28 INCH HYDRO-TEL MILL SEMI-ANNUAL SERVICE 0%
I 1403-3180-2500 ERIE WEST SEMI-ANNUAL INSPECTION 0%
i 1403-3182-16 INCH PONY-TEL MILL #5395 SEMI-ANNUAL SERVICE o
1403-3183-AMADA BANDSAW % 2 0%
I = ) - 1403-3124-AMADA BANDSAW # 1 0%
| @ Main Navigation 1101-0-Air Compressor Monthly Checks —Tr——
1408-3185-DIE SHOP OVEN SEMI-ANNUAL SERVICE ¥4
& Work and Requests 1403-3186-16 INCH PONY-TEL MILL #5403 SEMI-ANNUAL SERVICE o
1406-10-Repair roll up deor between production and warehouse area
@ e e 1101-1-Repair sink in Iadies room ——
1405-6-Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Pro ﬁ
Work Orders Planner
@ Equipment and Assets
@ Mechanics and Employees
I[4] il

| November - 2014

To access the Work Order Planner:

e Move to the Outlook styled — Navigational bar located on the left side of the screen.
e Click on the large group button with the caption: Work Order Planner.
Or
e From the Main Scheduler, move to the Go tab in the ribbon.
e lLocate the Work Orders group and click on the Planner option.

WO Planner - Ribbon

The Work Order Planner has its own ribbon control, and like the other ribbons found in the system, this

ribbon has its available options arranged in logical groups.

The following illustration shows the Planner’s ribbon:

Simplicity Software Technologies Inc. | WO Planner — Ribbon



PM Coordinator

|_ | View Mavigation
==ty ~ - WORK K WORK WaRE UIERE WoR
(i s i ] |1 o : : Py z
Come e o @EP|[flew & a
Backward Forward Today ZoomIn Zoom QOut Add MNew All Work | Single  Single Single Sinale
Orders | Asset Mechanic Classification Location
View Mavigator Work Orders Filter Options

The following are the elements on the View Navigation ribbon tab, reading left to right:

e Backward — This button moves the planner backwards in time, one month per click.
e Forward — This button moves the planner forward in time, one month per click.
e Today — Clicking this button moves you to the current month.
e Zoom In — Clicking this button zooms in on the current view.
e Zoom Out — Clicking this button zooms out on the current view.
e Add New — Invokes the Work Order Wizard that will allow you to create a new work order.
Please refer to the Work Order Wizard section of this chapter on to use this wizard.
e Print Work Order — When a work order is selected, this option will provide a ‘Print Preview’ of
the selected work order.
e Edit Work Order — When a work order is selected, this option will allow you to edit the selected
work order with the Work Order Wizard.
o All Work Orders — Clicking this option will filter the Planner by all work orders assigned to the
current month.
e Single Asset — Clicking this option will allow to select a single asset to filter the Planner’s work
orders by. To use this option:
o Click on the Single Asset button to invoke the Equipment and Assets lookup dialog.
o Move to the grid and select the record you want to filter by and click the Select button.
o Single Mechanic - Clicking this option will allow to select a single employee assignment to filter
the Planner’s work orders by. To use this option:
o Click on the Single Mechanic button to invoke the Employees Database lookup dialog.
o Move to the grid and select the record you want to filter by and click the Select button.
o Single Classification— Clicking this option will allow you to select a single classification
assignment to filter the Planner’s work orders by. To use this option:
o Click on the Single Classification button to invoke the lookup dialog.
o Move to the grid and select the record you want to filter by and click the Select button.
e Single Location- Clicking this option will allow you to select a single location assignment to filter
the Planner’s work orders by. To use this option:
o Click on the Single Location button to invoke the lookup dialog.
o Move to the grid and select the record you want to filter by and click the Select button.

Planner - Editing a Work Order

To edit a work order from within the Planner:
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e Double click on the work order you want to edit, or click on the work order to select it and then
click on the Edit Work Order option in the ribbon.
e Please refer to the Work Order Wizard section in this chapter on how to use the invoked wizard.

Planner - Printing a Work Order
To print a work order from the Planner:

e Select the work order from those displayed in the Work Order Planner.
e C(Click on the Print Work Order option in the ribbon.

Printing the Work Order Planner

To print the Work Order Planner’s current view:

Print Opticns woek|  Print Work Order
Shows various print options » 1]

Prints the currently selected work

4 Export Options Print Planner
Shows various export options * elect a printer, number of copies,

5
etc before printing (Ctrl+P)

=i

2
Exit Planner ﬁ Print Preview Planner
= (e}

C o=es and exite the B anner :."E'.' e :'E‘:C"'E printing

»  Print Page Setup
Allows to set properties for printing

e Select the Month that you want to print.
e Open the File menu and expand the Print Options sub-menu.
e Click on the Print option of your choice.

Exporting the Work Order Planner

To export the current Work Order Planner view:

e Select the Month that you want to export.

e Open the File menu and expand the Export Options sub-menu.

e Click on the Export option of your choice. Available options include:
o Export to Excel
o Export to PDF
o Export to HTML
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Navigating through The Work Order Planner

There are couple of different ways to navigate through the months of the Work Order Planner.

Navigating with the ribbon control
To navigate through the Work Order Planner using the ribbon control:

e Backward — This button moves the planner backwards in time, one month per click.
e Forward — This button moves the planner forward in time, one month per click.
e Today — Clicking this button moves you to the current month.

Navigating with the Shortcut bar’s Calendar
You can use the Calendar located in the Shortcut bar to navigate through the months of the Work Order
Planner.

The following illustrates the main elements of this calendar:

a— R o Mavigate One Month at a

4 ,
Time

June, 2014

Sun Mon Tue We
25 2% 27 28
1 2 3 4
g8 9 10 11 12 13 14
15 16 18 19 20 21
22 232 M 25 % 7T 28
2 33 1 2 3 4 5

] Today: 6/17/2014

Fri  Sat

31
Month and Year Selection

Moves to Today's Month

Clicking on any date within this calendar will have the Work Order Planner move to the selected month.
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Equipment and Assets

The Equipment and Assets module is where you record information about your equipment, machinery
and other assets. You can maintain information such as asset numbers, location, warranty information,
leasing information, and more.

The built in equipment notes and documents feature makes use of our built in word processor. Here you
can record endless amounts of information and this word processor supports multiple fonts, colors,
tables and more. With the History Log feature you can keep a complete maintenance history on your
assets. This can include the date it was installed, maintenance performed, etc. This information can be
entered manually, or by the click of a button from the Maintenance Scheduler, Work Orders and Issues

r m
TR . e S el
BT S ¢« @ EQUIPMENT AND ASSETS
[ v @000 00 @06 -
i Main Report Wizard L \ Home Filters Asset Reports & @
; W oW owow B W 4 & B
EEER Filter Uses Meters =] e =
AddNew SaveChanges = Collection Enter Primary Assigned Copy Asset Search | Exit Module
? Default Filter Shest  Meters | Asset'sNotes Work Orders Record cord
Records Meters Asset Duplicate Find Exit
Lockup | Details | Options | History Log
Identification General
Reference ID: PSIHO0001 Auto Check Meter Value 100 |+ | [¥] Use Meters
Desaription 00 PSI High Pressure Air Compressor Meter Type Hours ~ | Service Date ~
Manufacturer Gardner and Denver - Manage Safety Instructions | Standard Safety Instructions Lookup
Model No AssetNo Vendor Gardner and Denver ==
Serial No 88716H99 In‘Service Selected Special Field This s a specal field - Manage
7Y
@ Main Navigation
Assignments Location
& Work and Requests Classification Support Equipment - Manage Location Support Equipment Room hd Manage
Account M Manage Building - Manage
@ Maintenance Scheduler Assigned To Martin, Scott Lookup bz h Manage
F Ownership - Leasin Warranty Information
;z Work Orders Planner © Y Y
Ownership Leased - Warranty Start ~ | Warranty End -
@ Equipment and Assets Company ADV Equipment Rentals - Manage |
Lease Start 6/25/2010 - Lease End 6/30/2014 - Warranty Info
ﬁ Mechanics and Employees
™ | 600 PSI High Pressure Air Compressor | Record 10f;

Equipment can also be assigned to different properties or locations. This information can be set to
follow the asset when assigned to work orders. You can also setup default safety instructions for each of
your assets. This information can then be automatically inserted into work orders when the equipment
is assigned to the work order.

Ribbon Control

The comprehensive functionality of the Equipment and Assets module is provided via a set of Ribbon
tabbed pages. Ribbon pages are structurally and visually split into logical groups. Each of these groups
includes commands that perform specific functions.
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HOME TAB
|_ | Home Filters Aszet Reports
= = — L - ¢
W oo 5 #
W W = o= 8 S X
Add New Save Changes Collection Enter Primary Assigned Copy Asset Search Exit Module
Sheet  Meters Asset's Motes  Work Orders Record
Records Meters Asset Duplicate Find Exit

The following are the elements on the Home ribbon tab, reading left to right:

e Add New — Creates a new blank record in the database.

e Save Changes — Saves all current changes from all elements of a record (master save).

e Collection Sheet — Prints a meters collection sheet returning all assets that has the Use Meters
option selected.

e Enter Meters — Invokes the Enter Meter Readings dialog that allows you to enter meter
readings for multiple assets at once.

e Primary Asset’s Notes — Uses the built-in word processor to maintain detailed notes on each
asset.

e Assigned Work Orders — Allows the viewing and printing of open work orders assigned to the
current asset.

e Copy Asset Record — Makes a copy of the primary fields of the selected record.

e Paste Record — Pastes a previous copied record over the current record.

e Search - Invokes the search/find routine on the Lookup Grid.

e Exit Module - Close and exits the module.

FILTERS TAB

| Home Filters Asset

-, il

= =
7z m.{
Default Filter Use Meters  Selected
Filter Wizard Records

Filter=s

The following are the elements on the Filters ribbon tab, reading left to right:

e Default Filter — Shows every record in the database.

o Filter Wizard - Launches the Custom Filter Wizard dialog that allows specific criteria to be setup
to filter the database by.

o Use Meters - Shows all assets that have the Use Meters option selected.

o Selected Records - Shows all assets that have the 'Selected' option checked.
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ASSET TAB

| Hame Filters Asset

x B
+ &

Default Safety  Property
Instructions  Assignment

Assignments

The following are the elements on the Asset ribbon tab, reading left to right:

o Default Safety Instructions - Allows you to assign the default safety instructions to use in the
creation of new work orders and for the current asset.
e Property Assignment — Allows you to assign the current asset to a specific property.

REPORTS TAB
|_ | Home Filters Aszet Reports
se=) p D B I
= L/ & ©
Repart Assigned  History Property Predictive
Wizard Work Orders  Log Info Maintenance
Main List Aszet Work Sheet

The following are the elements on the Reports ribbon tab, reading left to right:

e Report Wizard - Invokes the Report Wizard to help in the creation of a report.

e Assigned Work Orders - Invokes a wizard in the creation of an assigned work orders
report.

e History Log - Prints a date range of log entries as it applies to the current asset.

e Property Information - Print information on the assigned property.

e Predictive Maintenance - Uses a wizard in the creation of a predictive maintenance
worksheet type report.

Lookup Tab

This tab helps in locating assets by grouping, filtering and sorting them. All the assets in the current filter
are located in the grid found here. To select an asset and make it the active record, the user needs only
to click on the asset from within the grid. Once selected the user can click on the other tabs to view or
edit the asset itself.

The following image illustrates the features available on the Lookup tab:
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Lookup Barcode Scan and Lookup Show/Hide Filter Row Show,/Hide Grouping
| —
Iﬁ Lookup | Show Filter Row | Show Grouping
Drag a column header here to group by that column Grouping Area
Description Reference Manufacturer | Model Mo Serial No Assigned To Location Clazsifica
¥ Filtering Row
» | 600 PSI High Pressure Air Co... PSIHO0001 Gardner and... 8871GHY9 Martin, Scott  Support Equi... SupportE
Database Records
Multi-Lane Pall=tizer MULTDO00 L Stack 'Em Hi,... Martin, Scott  Support Equi... Packaging or Rows
High Pressure Air Compressor

The functions of the Lookup tabs are used through-out the system and are fairly common regardless of
the modules that use them. Please review the chapter on Common Features to read about the
functionality of the controls located on this tab.

Details Tab

Under the Details tab you can setup your identification information, and general assignments for
selected assets.

Identification

This section allows you to specify a description, reference ID, manufacturer and other general
information specific to the current asset.

The following illustrates the elements found in this section:

Reference ldentification

Identification Auto Reference ID
Reference ID: PSIHO0001 Auto Check _L | check Reference is Unique
Description 600 PSI High Pressure Air Compressor Asset's Description
Manufacturer ardner and Denver - Manage

Manage Manufacturers List

Model Mo Asset Mo Asset Number
Serial Mo Ba71GHIT In-Service Selected — | Record Selection
\ In-Service Indicator
Manufacturer Assignment Serial Number Mfg Model Number

Reference ID

This field should be unique in your database, but it’s not an enforced rule. It is used to help identify your
assets, and is also used in conjunction with barcode scans. Edit this field by typing in the space provided.
This field can accept up to 30 alpha/numeric characters.

Once the Description field has been entered you can click on the Auto button to have the application
create this field for you.

To insure the Reference ID is unique in the database, click on the Check button.
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Description
This field should provide a brief description of the asset. This field can contain up to 60 alpha/numeric
characters.

Manufacturer
This field can contain up to 40 alpha/numeric characters and is used to indicate the manufacturer of the
asset.

Model No

This field can contain up to 30 alpha/numeric characters and is used to indicate the manufacturer’s
model number.

Asset No
This field can contain up to 30 alpha/numeric characters and is used to indicate the accounting asset
number. It would be acceptable to interchange this and the reference number fields.

Serial No
This field can contain up to 40 alpha/numeric characters and is used to indicate the manufacturers
supplied serial number.

In-Service
When checked, this field would indicate the asset is currently in use.

Selected
When checked, this field would indicate the asset is selected. This is used with filtering and for barcode
label printing routines.

General
This section allows you to record general information about the current asset.

The following illustrates the elements found in this section:

Current Meter Value Meter Type Used

General

Meter Value 100 = | | Use Meters Indicates the use of Meters

Meter Type Hours - | Service Date T Asset's Service Date

Safety Instructions | Standard Safety Instructions Lookup ) )
Invokes Assignment Dialogs

Vendor Gardner and Denver

Spedial Field This is a spedal field - J Manage T General Assignment Fields
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Meter Value

If the current asset uses meters such as mileage, hours, etc., you will want to record this value here. This
field accepts numeric values only, and does not support the use of commas. You can use the drop down
calculator to edit this value. There are also other areas of the application that can be used to edit this
value.

Use Meters
When checked, this would indicate that the current asset uses meters. This will allow the asset to show
up in meter collection routines and reports.

Meter Type
Selectable from the drop down list, this field indicates the type of meter in use.

Service Date
This date field would indicate the date the asset was put in-service. You can set this date with the drop-
down calendar.

Safety Instructions
This is the default safety instructions that will be assigned to new work orders as this asset is added to
them. To assign these default instructions:

e Click on the Lookup button adjacent to this field.
e From the invoked list, click on the instructions you want to assign from those displayed in the
grid and click on the Select button.

Note: These instructions are created in the Maintenance Scheduler module.

Vendor
This field is used to identify the primary vendor for this record. This field can contain up to 40
alpha/numeric characters.

Special Field
This is a special field that you can record whatever information you want. This field can contain up to 30
alpha/numeric characters.

Assignments
Assignment can be used for both filtering and report creation.

The following illustrates the elements found in this section:
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Assignments
Classification Suppart Equipment *—[ Manage _[
Asset Assignment Fields
Account T Manage
. Manage Lists
Assigned To Martin, Scott
Lookup Employee Lookup
Classification

Classifications are used throughout the system and are ideal for grouping things for filtering and
reporting purposes. This field can contain up to 30 alpha/numeric characters. You can assign this field by
selecting from the drop down list, clicking the Manage button, or typing in to the field.

Account

Accounts are used throughout the system and are ideal for grouping things for filtering and reporting
purposes. This field can contain up to 30 alpha/numeric characters. You can assign this field by selecting
from the drop down list, clicking the Manage button, or typing in to the field.

Assigned To

The Assigned To field is used in a similar way as the two fields above. This field can contain up to 40
alpha/numeric characters. You can type directly into this field or select an employee from a list. To
select from a list:

e C(Click on the Lookup button adjacent to this field.
e From the invoked list, click on the record you want to assign from those displayed in the grid
and click on the Select button.

Location
This section allows you to specify the asset’s location. This feature can be used separately, or used in
conjunction with Property Assignments features.

The following illustrates the elements found in this section:

Location

Location Support Equipment Room v—‘ Manage General Location
Building - Manage Assignments
Room = Manage Manage Lists

All three of these fields can be set from the down drop lists attached to them, or you can type directly
into these fields. These fields can contain up to 30 alpha/numeric characters.
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Ownership - Leasing
This section allows you to record asset ownership information and leasing information that may apply.

The following illustrates the elements found in this section:

Cwnership - Leasing

Ownership Indicator

Cwnership Leased -

Company Assignment
Campany ADV Equipment Rentals - Manage

— M C i

Lease Start 6/25/2010 - Lease End 6/30/2014 - anage Lompames

Lease Start and End

Dates

Ownership

Selectable from the drop down list, this field indicated asset ownership. Options include: Company
Owned, Client Owned and Leased.

Company
This field can contain up to 40 alpha/numeric characters, and can be directly typed or selected from the
drop down list.

Lease Start - Lease End Dates
These are date only fields, and can be set by accessing the attached drop down calendars.

Warranty Information
This section allows you to maintain any warranty information that may apply to the selected asset.

The following illustrates the elements found in this section:

W Informati
arranty Information Warranty Start and End

Dates

Warranty Start = [ Warranty End -

Record General Warranty
Information here

Warranty Info

Warranty Start - Warranty End Dates
These are date only fields, and can be set by accessing the attached drop down calendars.
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Warranty Info
Use this field to record any warranty related information about the current asset. This field has no built-
in size limitation and can contain alpha and numeric characters.

Options Tab
Under the Options tab you can setup general assignments for selected assets, and other more advanced
options are available.

Special Fields
This section allows you to create and use Special Fields. Special Fields can be thought of as groups of
User Defined Fields. Each group can have a Group Name and 8 fields with user defined titles.

The following illustrates the elements found in this section:

~  Special Fields

Group Mame Machine Type Air Compressor Mechanical Dwg
¥ | General Information Date of Mfg 12/2012 Supply Voltage 480 VAC
Electrical Dwg AP-678907 Full Load Amps 90 Amps
W # 4 k| H W + — « X |Pneumatic Dwg AP-788749 Phases 3 phases

Assigned Special Fields Groups Special Fields Custom Titles Quick Selection Buttons Data Entry Fields

For more information about this feature please refer to the Special Fields section of the Common
Features chapter.

Manage Selected Special Fields

To setup the titles for the current set of special fields:

o Select the Special Fields group as found on the Options tab and within the grid.
e Open the File menu and expand the Manage Special Fields sub menu.
e C(Click on the Manage Selected Fields option.

The Equipment and Assets module has an additional feature not discussed in the Common Features
chapter, and this is Pre-Defined set of fields. To use the Pre-defined fields:

e From the Asset’s User Defined Fields dialog, move to the Pre-Defined Fields drop down list and
select the pre-defined group of your choice.
o C(Click the Set Fields button.

WARNING: The above action will overwrite the existing user titles.

For more information about this feature please refer to the Special Fields section of the Common
Features chapter.
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Asset Disposition
This section allows you to record information about assets that are no longer in use.

The following illustrates the elements found in this section:

#  Asset Disposition

Current Status InUse - Date Disposed - Sales Price -

Current Disposition Status Date of Disposition salvage/Sales Price

Current Status
This option can be set from the drop down list. Available options include: In Use, Disposed,
Sold/Scraped.

Date Disposed
This date field would indicate the date the asset was taken out of service. You can set this date with the
drop-down calendar.

Sales Price
This field would indicate any monies collected in the disposable of the asset.

Linked Assets

You can link an asset record to a countless number of other assets. This comes in handy for parent/sub-
assembly support where you can also mark the record as a sub-assembly, and then link it to a parent
record. You can also reverse this role and link parent records to their subordinates.

The following illustrates the elements found in this section:

Links Assets | Attached Documents | Picture - Vehide | Purchase - Appraisal | Property Assignments

Linked Assets Parent Asset
Description W 4 F B+ — v X Description MULTO0001 - Multi-Lane Palletizer
b | MULTO0001 - Multi- ane Palletizer Select Parent Asset Open Parent Asset

Open Asset

List of linked assets Add New Linked Asset Open selected Linked Indicates that this is a Name of Parent Asset Moves to the

' sub-assembly p t Asset
Asset's Records Assigns the Parent Asset arent fAsse

To add Linked Assets
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.

e Move to the data control found in the Linked Assets group and click on the Append (+) button.
e From the invoked Lookup dialog, move to the grid and select the record you want to link to.
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e Click on the Select button.
e C(Click on the Post (checkmark) button in the data control to save your changes.

To delete a Link
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.

e Move to the Linked Assets grid and select the record you want to remove.
e Move to the data control found in the Linked Assets group and click on the Delete (-) button.

Do you really want to delete the selected link?

PSIHOO00L - 600 PSI High Pressure Air Compressor

e When prompted about the deletion, click on the Yes button.
e C(Click on the Post (checkmark) button in the data control to save your changes.

To open a link and move focus to that record
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.
e Move to the Linked Assets grid and select the record you want branch to.
e Click on the Open Asset button.

To set the Parent Asset
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.
e Move to the Parent Asset group and click on the Select Parent Asset button.
e From the invoked Lookup dialog, move to the grid and select the record you want to link to.
e Click on the Select button.

To open the Parent Asset Record
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.
e Move to the Parent Asset group and click on the Open Parent Asset button.

To set the current asset as a Sub-Assembly
e Move to the Options tab of the assets database, and then click on the Linked Assets tab near
the bottom.
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e Check the ‘This is a Sub-Assembly to the Above Asset’ checkbox.

Attached Documents

You can attach as many external files as you would like to a record. These attachments can include
images, mechanical drawings, PDF files, MSDS sheets and more. For more information on this feature,
please refer to the Attachments section of the Common Features chapter.

The following illustrates the elements found in this section:

Links Assets | Attached Documents | Picture - Vehide | Purchase - Appraisal | Property Assignments
Attachments

Description Tl ¢ 4 + — v X%

Owners Manual Edit Link

» | Warranty Information.png Open Link

To access the attachments:

e Move to the Options tab of the assets database, and then click on the Attached Documents tab
near the bottom.

Asset’s Picture

It is recommended to use file attachments for pictures, but you can also save a picture directly in the
database. The reason attachments are recommended is because they use a lot less database space as
compared to imbedded pictures.

To access the asset’s picture:

e Move to the Options tab of the assets database, and then click on the Picture - Vehicle tab near
the bottom.

The following illustrates the elements found in this section:
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Asset Picture

Set Image Browse for Image

Export Image

Export Image to File

Embedded Image

Open - View Picture Open and View Image

To set the Image
e Click on the Set Image button.
e Using the invoked file open type dialog, browse to where you have your image stored. The
following formats are supported: bmp, gif, jpg, ico, and png.
e Select the image file by clicking on it and then click the Open button.

To export the stored Image
e C(Click on the Export Image button.
e Browse to where you want to save the file.
e Type in a name for your file in the File name text box.
e Move to the Save as type drop down list and select the file type to save as.
e Click on the Save button.

To view the stored Picture
e C(Click on the Open — View Picture button. The image should open in the default picture
application as setup on your computer.

Vehicle Information
If the selected asset is considered a vehicle, you may want to record vehicle specific information in this
section.

To access the Vehicle Information:

e Move to the Options tab of the assets database, and then click on the Picture - Vehicle tab near
the bottom.

The following illustrates the elements found in this section:
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#  \ehide Information Model Year

Vehide Year State Licensed ———— State Licensed With

Vehide License wewa| Date License Renewal Date

Plate No Vehicle License
\ Plate Mumber

Wehicde Motes

MNotes

e Vebhicle Year - This field accept up to 4 alpha/numeric characters.

e State License - This field accept up to 20 alpha/numeric characters.

e Vehicle License (#) - This field accept up to 20 alpha/numeric characters.
e Renewal Date - This field accept up to 8 alpha/numeric characters.

e Plate No - This field accept up to 20 alpha/numeric characters.

e Vehicle Notes — There is no size limitation on the field.

Purchase Information
In this section you can maintain information on the purchase of the selected asset.

To access the Purchase Information:

e Move to the Options tab of the assets database, and then click on the Purchase - Appraisal tab
near the bottom.

The following illustrates the elements found in this section:

Purchase Information

Purchase Type

Purchase Type Mew -
Purchase Date 432012 = Date of Purchase
Purchase Cost 175895 | = Salect Verdor Purchase Price

VendorJp Gord T Select Vendar
endor Payes ardner and Denver
i Vendor Name

Purchase Order Mo, | 1304-875

PO Mumber

e Purchase Type - Select either New or Used from the drop down list

e Purchase Date - You can set this value using the attached drop down calendar.

e Purchase Cost — You can assign this value using the attached calculator, and this would indicate
the price paid in the asset’s purchase.
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Select Vendor — Clicking this button invokes the Vendors Lookup Dialog when you can select
and assign a vendor.

Vendor/Payee — This field can accept up to 40 alpha/numeric characters and would indicate
who the asset was purchased from.

Purchase Order No - This field can accept up to 30 alpha/numeric characters and would indicate
the purchase order that was used in the asset’s purchase.

Appraisal Information
You can calculate an asset’s depreciation using either the double-declining balance method or the

straight-line depreciation method.

When using this option you will need the following information available:

The initial cost of the asset.

The asset’s useful life in months.

The salvage value of the asset at the end of its life.
The current year in the depreciation calculation.

To access the Appraisal Information:

Move to the Options tab of the assets database, and then click on the Purchase - Appraisal tab
near the bottom.

The following illustrates the elements found in this section:

Appraisal Information Asset's Purchase Cost
Original Value 12598 - Calculate Value Perform Appraisal

Appraisal Date 4f10/2013 - Date of Appraisal

Appraised Value 10078.4 | ~ Appraised Value

Salvage Value 10000 | ~ | value at the end of its life st O Estimated Salvage Value
Life Time 10 ~ | usefil life in years Double-Dedining | - ———— Depreciation Method Used

Life Expectancy of the
Asset

Appraisal Initial Setup
Before attempting to run the appraisal routine, the following information should be entered into the

application:

Original Value — You can set this value using the attached calculator. This value would indicate
the purchase cost associated with the current asset.

Salvage Value - You can set this value using the attached calculator. This value would indicate
the amount you think you can sell the asset for, once deposed.

Simplicity Software Technologies Inc. | Appraisal Information



PM Coordinator

e Life Time — You can set this value using the attached calculator. This value would indicate how
long you expect the asset to be in use.

Performing the Appraisal
Once the Initial setup is completed, use the following to perform the actual appraisal:

e Move to and click on the Calculate Value button.

; 1 Click ¥ES to use the 'double-declining method.

Click MO to use the 'straight-line' method

Click CAMCEL to abort.

Y¥es Mo ] ’ Cancel

e There are two accounting methods available. To use the default ‘double-declining’ method click
on the Yes button to the prompt. To use the ‘straight-line’ method, click on the No button.

e When prompted about the asset’s initial costs, confirm or edit the value shown and click OK.

o  When prompted about the asset’s salvage value, confirm or edit the value shown and click OK.

o  When prompted about the asset’s useful life in Years, confirm or edit the value shown and click
OK.

e =

Enter the year for depreciation calculation?

o When prompted about the Asset Year, confirm or edit the value shown and click OK.

e The program will now perform the calculation and put the resulting value in the Appraised
Value field.

e Move to the Appraisal Date field and edit this value to show the date of the appraisal.
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Property Assignment
You can assign all your equipment and assets to different properties and locations. When you assign an
asset as the Primary Asset of a work order, the property assignment automatically follows that asset

assignment.
The following image illustrates this assignment:

Links Assets | Attached Documents | Picture - Vehide | Purchase - Appraisal | Property Assignments | Barcode

Property Description | Friends Street Property Primary Contact Thomas Malone

Property Address 1 | 8415 Friends Street Contact Tite Manager

Property Address 2 |Apt. 1 Phone Mumber 213-503-6738

Property City Whittier

Property State CA Postal Code 90602 Select Property Clear Property

To make a Property Assignment:

e Move to the Options tab of the assets database, and then click on the Property Assignments tab
near the bottom.

e C(Click on the Select Property button.

e From the invoked Properties and Locations dialog move to the grid and select the property you
want to assign.

e Click on the Select button.

Properties Database
You can build a database of Properties within this module. These properties can then be assigned to an
asset, which in turn adds the assignments for use with work orders.

Access the Properties Database
To access the Properties Database:

e From the Equipment and Assets module, click on the File menu.
e Select the Properties Database option.

Adding a new Property
To add a new property to the database:

e Move to the data control and click on the Append (+) button.
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|

| & Properties and Locations

| Lookup | Details | Motes - Directions

Property Description: Friends Street Property
Primary Contact: Thomas Malane
Contact Title: Manager
Phaone Mumber: 213-603-6738 Extension: 2
E-Mail:
Address 1: 8415 Friends Street
Address 2: Apt, 1
City: Whittier
State - Region: CA Postal Code; 90602
Country: LISA
M+ 4 Record1af2 » B W+ — + X B Cancel
Friends Street Property

e Move to the Details tab and begin entering the appropriate information. The following fields are
supported:

(0]

Property Description — This is an identifying description of the property. This field will
accept up to 50 alpha/numeric characters.

Primary Contact — This is the name of the property’s main contact. This field will accept
up to 30 alpha/numeric characters.

Contact Title — This field indicates the contact’s job or formal title. This field will accept
up to 30 alpha/numeric characters.

Phone Number — This would be the contact’s telephone number. This field will accept
up to 30 alpha/numeric characters.

Extension — This is the extension for the above phone number. This field will accept up
to 5 alpha/numeric characters.

E-Mail — This is the contact’s email address. There is no limit to the size of this field.
Address 1 — This would indicate the property’s address. This field will accept up to 30
alpha/numeric characters.
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o Address 2 — This would indicate the property’s address. This field will accept up to 30
alpha/numeric characters.
o City — This would indicate the city in which the property is located. This field will accept
up to 30 alpha/numeric characters.
o State - Region — This would indicate the state in which the property is located. This field
will accept up to 30 alpha/numeric characters.
o Postal Code — This would indicate the property’s postal code. This field will accept up to
15 alpha/numeric characters.
o Country - This would indicate the country in which the property is located. This field will
accept up to 30 alpha/numeric characters.
e Move to the Notes - Directions tab and begin entering the appropriate information. The
following fields are supported:
o Directions — This would show the directions to the selected property. There is no limit to
the size of this field.
o Notes - This field is for recording any notes you want to include for the selected
property. This is no limit to size of this field.
e Click on the Post (check) button to save your changes.

Deleting a Property
To delete a property from the database:

e Move to the Lookup tab of the Properties Database.

e Move to the grid here and select the record you want to remove by clicking on it.
e C(Click on the Delete (-) button in the data control.

e When prompted about the deletion, click the Yes button.

History Log Tab

This tab holds the History Log database which allows you to maintain a complete history on your current
asset. Use this log to record such items as completed PMs, repairs made, and other important
information. Entries to this log can come from work orders, issues and can also be made manually. For
entries from other modules, please refer to chapter covering those modules for details.

The following illustrates the elements found in this section:
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Lookup | Details | Options | Sub-Assemblies | History Log

4 AssetHistory Log Entry Date

Date Entry Details ——————————— 1+ Entry Details

¥

Entry Description

¥ | 2{5/2011 |~  This a manual History Entry entered to test the feature. This is the details of the manual entry
2/14/2011 Test Entry Number 2 This is the second entry I put into the log as a test
5/28/2014 Planned Maintenance-1101-0-Air Compressor Monthly Checks Scheduled Start: 4/8/2013 8:00 AM
10/31f2011  Planned Maintenance-1106-8-Air Compressor Monthly Checks Scheduled Start: 8/17/2011 8:00 AM
6/16/2014 Planned Maintenance-1102-—-1-Air Compressor Monthly Checks Scheduled Start: 4/17/2011 8:00 AM
613/2014 Planned Maintenance-1101-0-Air Compressor Monthly Checks Scheduled Start: 4/8/2013 8:00 AM
Bf1/2012 New Entry Mew Entry
2{16/2012 Planned Maintenance-1101-0-Air Compressor Monthly Checks Scheduled Start: 12/17/2011 8:00 AM
2{16/2012 Planned Maintenance-1101-0-Air Compressor Monthly Checks Scheduled Start: 12/17/2011 8:00 AM

Data Control

#  History Details

Entry Date | 2/5/2011 This is the details of the manual entry|

Main Details

TR
Ecit Detais petals Edit Detail
with Editor

Creating a Manual Log Entry
To manually create a new log entry:

e Select and make current the asset you want the entry to apply to.
e Move to the History Log tab, and locate the data control found there.
e Click on the Append (+) button in the data control.

ooy =
Erter a title for your entry in the space provided and
then dick OK

(Entry can be up to 200 characters in length)

e From the invoked New Entry dialog, move to the space provided and enter the information
there. This field can contain up to 200 alpha/numeric characters.

e Click on the OK button.

e C(Click on the Date field in the grid showing the new entry.

e C(Click on the down arrow there to reset the applied date from the attached calendar.

e Move to the Details text box and edit your entry’s details. You also click on the Edit Details
button to edit the details with our built in text editor. There is not size limitation applied to this
entry.

e C(Click on the Post (checkmark) button in the data control to save your changes.

Deleting a Log Entry

e Select and make current the asset you want the delete entry from.
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e Move to the History Log tab, and locate and select the record you want to delete from within
the grid.
e Move to the data control and click on the Delete (-) button.

e When prompted about the deletion, click the Yes button.

Add a New Asset Record

To add a new asset record:

e Move to the Home tab in the ribbon and click on the Add New option.
e Move through the various tabs and edit the new record.

Save Changes
To save changes to the main record, click on the Post (v' check) button in the Data Control located
within the ribbon’s Quick Access toolbar.

To save changes to the main record and all the underlying records (links, attachments, etc.), click on the
Save Changes button found on the Home tab of the ribbon control.

Asset Print Options

To print the current asset:

e Locate and select the asset you want to print.

e Open the File menu and expand the Asset Print Options menu by clicking on it.

e C(Click on the Print Option of your choice:
o Print Record - Allows printer selection and other options before printing.
o Quick Print - Sends the document directly to the default printer
o Print Preview - Provides a print preview of the current document

Sub-Assembly Print Options

To print the selected sub-assembly:

e Locate and select the sub-assembly you want to print.
e Open the File menu and expand the Sub Assembly Print Options menu by clicking on it.
e C(Click on the Print Option of your choice:

o Print Record - Allows printer selection and other options before printing.

o Quick Print - Sends the document directly to the default printer

o Print Preview - Provides a print preview of the current document
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Printing a Meters Collection Sheet
You can print a Meters Collection Sheet to help in the process of recording meter readings. In order for
an asset to show up on this list, the Use Meters checkbox must be checked as found on the Details tab.

Meters Collection Sheet

Reference Asset Description Last Meter New Meter
PSIHOOOO 600 PS1 High Pressure Air Com pressor 100.0
MULTOO001 M utti-Lane Palletizer 50.0

To print the Meters Collection sheet:

e Move to the Home tab in the ribbon and click on the Collection Sheet option.

Entering Meter Values

If you have the Use Meter checkbox checked on the Details view of an asset, then that asset will show
up in a Meters Collection screen. This quick entry screen will allow you to enter updated meter readings
in one easy to use dialog. This saves you from having to browse through all the records in the database
to enter this information.

The following illustration shows the Meters Collection screen:

L Enw Readings

Asset's Reference 1D

l Asset's Description
Reference Description Meter Value
¥ | PSIHOOO0O1 600 PSI High Pressure Air Compressor 100
MULT0001 Multi-Lane Palletizer 50 Meter Values
High Pressure Air Compressor [¥]

Accept Changes
and Close

Cancel
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To enter Assets Meters:

e Move to the Home tab in the ribbon and click on the Enter Meters option.

e Move to the grid and select the record to edit the value on.

e Double mouse click within the Meter Value column from within the grid. This invokes the
column’s edit mode.

e Edit the value here and click enter.

e Repeat the editing process for each meter you want to update.

e C(Click on the Accept button to both close this screen and save any changes made.

Asset’s Notes

You can keep detailed notes on each asset and sub-assemble in the database. These notes use our built
in word processor that is used throughout the system. To find how to use the features of this word
processor please refer to the Word Processor chapter.

To access the Notes option:

e The Notes option is available to both assets and sub-assemblies. So the first step would be to
select the appropriate record.
e With the record selected, move to the Home tab in the ribbon.
e C(Click on the Asset’s Notes option to expand the drop down and then select the appropriate
option available.
o Primary Asset Notes
o Sub-Assembly Notes

Assigned Work Orders

When the current asset is assigned as the Primary Asset of work orders, you can view work orders that
are assigned to them. From the displayed work orders, these work orders can also be printed.

The following illustration shows the Assigned Work Orders screen:
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600 PEI High Pressure Air

L; Asset's Work Orders

Drag a column header here to group by that column

Task ID Subject Location StartDate | End Date Completion D...
» Air Compressor Monthly Checks Support Equipment Room  8f26/2011  5§/30/2011  10/31/2011
| Air Compressor Monthly Checks Support Equipment Room  7/3/2012 Ffaf2012
Air Compressor Monthly Checks Support Eguipment Room  8/20/2012  8/24/2012

Air Compressor Monthly Checks Support Eguipment Room  12/3/2012  12/7/2012 Assigned Work Orders
Air Compressor Monthly Checks Support Equipment Room  4/8/2013 4122013

Air Compressor Monthly Checks Support Equipment Room  6/2/2014 662014

Repair roll up door between prod... Main Facility 6/27/2014  §/28/2014

Air Compressor Monthly Checks Support Equipment Room  7/1/2014 7Ff8f2014

Data Control

Preview Selected
‘Work Order

Filter By: view Al
= Filtering Options

E E Print Preview

To view Assigned Work Orders
o Select the asset you want to view work orders from.
e Move to the Home tab in the ribbon and click on the Assigned Work Orders option.

To Re-Filter the Work Orders
e Move to the Filter By drop down and select All Open, Completed or View All.

To see a Print Preview of a selected Work Order
e Move to the grid and select the work order you want to see a print preview on.
e Click on the Print Preview button.

Copy Asset Record
You can make a copy of the primary fields of a record, to be pasted into a different record. To make a
copy of a record:

e Select the record that you want to copy.
e Move to the Home tab in the ribbon and click on the Copy Asset Record option.

Paste Record
To paste an asset record over an existing record:
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e Copy the record as previously outlined.
e Select or create the record to paste into.
e Move to the Home tab in the ribbon and click on the Paste Record option.

Search
To perform a search on the Equipment and Assets database:

e Move to the Home tab in the ribbon.
e C(Click on the Search option.
o Refer to the Search section of the Common Features chapter for more information.

Main Report - Filter Wizard

This Wizard is used for both the Filter Wizard and Main Report Wizard of the Equipment and Assets
module. When used for either filtering or reporting purposes, the resulting items will be returned by the
choices or criteria as setup with this wizard.

The following are some of the general elements of this wizard:

e Previous — This button move you backwards through the tabs.
e Next — This button move you forward through the tabs.

e Accept — Accepts the criteria as setup, and closes the wizard.
e Cancel — Backs out of the operation and closes the wizard.

Location Tab
The following illustrates the elements found on this tab:

# Report Wizard

Location | Assignments | Resources | SortBy

Physical Location
Locations: Support Equipment Room Select | | Use All

Criteria or Matching
Assignments Selection

Building
Clears Assignments

Storage: Telert® | use al

E Cancel
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e Location — This criteria specifies the physical location of the asset. Use All returns all locations.
e Building - This criteria specifies the building the asset is stored in. Use All returns all buildings.

Assignments Tab
The following illustrates the elements found on this tab:

#. Report Wizard

Location | Assignments | Resources | SortBy

Accounts

Account: Select Use All

Criteria or Matching
Assignments Selection

Classifications

Clears Assignments
Classification: Injection Molding

@ Previous @ MNext J Accept B Cancel

e Account — This criteria specifies the account to use. Use All ignores this criteria.
e (Classification — This criteria specifies the Classification to use. Use All ignores this criteria.

Resources Tab
The following illustrates the elements found on this tab:
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I Asset Wizard

# Report Wizard

| Location | Assignments | Resources | Sort By |

Assigned To

Assigned To: Murray, Fred

Criteria or Matching
Assignments Selection

Manufacturer
Clears Assignments

Manufacturer: Gardner and Denver TGelect| | Use Al

@ Previous @ MNext J Accept E Cancel

e Assigned To — This criteria specifies the Employee Assignment to use. Use All ignores this

criteria.
e Manufacturer — This criteria specifies the Manufacturer to use. Use All ignores this criteria.

Sort by Tab

The following illustrates the elements found on this tab:

I Asset Wizard

#. Report Wizard

| Location | Assignments | Resources | Sort By |

Sort By

Reference ~ Sort By Field Selection

Asset Status

Status Selection

@ Previous @ Mext J Accept E Cancel

e Sort By — This selection specifies the field to sort by.
e Asset Status — This criteria specifies the status setting to use.
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Filtering Options
On the Filtering tab of the ribbon control, you’ll find the following filtering options:

e Default Filter — Filters the database to show all records.

e Filter Wizard — Use the criteria of the Main Report - Filter Wizard to filter the database by.

e Uses Meters — This filters the database by all records that have the Use Meters value checked.
e Selected Records - This filters the database by all records that have the Selected value checked.

Work Orders Report Wizard
The Work Orders Report wizard is used in the creation of the Assigned Work Orders report and the
Predictive Maintenance Report.

The following illustrates this wizard:

™ Work Orders Re

Work Order Types

Selection
Work Order Types Date Range
() Planned Maintenance Start Date
() Repair Work Orders 7/1/2014 M
(20 all Types End Date Date Range Selection
fi25/2014 -
Work Order Status
Uze all Dates
Completed Work Order Status
selection
i Accept Criteria Create
J Accept ﬂ Cancel Report

e Work Order Types — Make this selection by clicking on one of the available options here.
o Planned Maintenance — Reports on recurring work order types.
o Repair Work Orders — Reports on one-time work order types.
o All Types — Reports on all available work types.

o Work Order Status — When available, returns only those record with the selected status.
o Completed — Returns records with a status of completed.
o Open —Returns all records that have not been marked as completed.
o View All —Ignores the work order status indicators.

o Date Range — Returns work orders that fall within the provided date range.
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o Start Date — This is the scheduled start date of the provided date range.
o End Date — This is the scheduled end date of the provided date range.
o Use All Dates — Ignores dates and returns all.

e Accept — Accepts and applies the criteria as setup.

Date Selection Dialog
Some of the available reports are based on a date range. The following illustrates the Dates Selection
Dialog:

|
—

Accept and Use Date
Select Date Range J Accept Range
Start Date F15/20 14 I —| Start and End Dates of
R
@ Cancel anes
End Date 7/5/2014 |~
Use All Dates lgnore Dates and Use All

e Start Date — This is the start date of the provided date range.
e End Date — This is the end date of the provided date range.
e Use All Dates — Ignores dates and returns all.

Report Wizard Report (Asset Report)
This report uses the Main Report — Filter Wizard for the creation of this report, and the records
returned by the report. This is basically an Assets List report.

Asset Report

Reference Description Asset No Model No Serial No Acquired Amount Appraised In
Location Manufacturer Amount Service
High Pressure Air Compressor Yes

PSIH00001 00 PSI High Pressure Air Comprassor 871GHE9 12 58800 10,078.40]  Yes
Support Equipment Room |Gardner and Denver

To create the Main Asset Reports:

e Move to and click on the Reports tab in the ribbon.
e Click on the Report Wizard option.
e Follow the instructions as outlined in the Main Report - Filter Wizard section.

Assigned Work Orders Report
This reports uses the Work Orders Report Wizard in the creation of the report and is based on the
currently selected asset only. This report returns a basic list of assigned work orders.
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Asset Work Orders
600 PSI High Pressure Air Compressor
Description 600 PSI High Pressure Air Compressor Reference PSIHO0001
Manufacturer: Gardner and Denver Sernal No 8871GH99
Model No: Asset No
Task ID Dates Subject Parts Usage Mechanics
Meter
1101-0 tart 4/8/2013 Jair Compressor Monthly Checks [SAFE00001] Safety Goggles, Qty Used: 2.00 artin, Scott, Hours Used:
[200.0 End: 4/12/2013 Planned Maintenance) [DRUMO0001] 800T-77990 - Drum Switch, Qty Used:
Done: 1.00
1106-8 Start: 9/26/2011 lair Compressor Monthly Checks
End: 93072011 Planned Maintenance)
Done: 10/31/2011

To create the Assigned Work Orders Report:

e Select and make current the asset record you want create the report on.

e Move to and click in the Reports tab in the ribbon.

e Click on the Assigned Work Orders option.

e Follow the instructions as outlined in the Work Orders Report Wizard section.

History Log Report
To print a copy of the History Log:

Maintenance History Log

Description: 600 PSI High Pressure Air Compressor Reference: PSIHO0001
Manufacturer: Gardner and Denver Serial Mo® 8871GHe9
Model No: Asset No:

IEntrv Date: 10/31/2011

Entry Title: Planned Maintenance-1106-8-Air Compressor Monthly Checks

Entry Details: Scheduled Start 8/17/2011 8:00 AM

Scheduled End: 8/28/2011 5:00 PM
Completion Date: 10/31/2011
Completion Comments and Delays:
PM was perfmed as requested

Entry Date: 2/16/2012
Entry Title: Planned Maintenance-1101-0-Air Compressor Monthly Checks
Entry Details: Scheduled Start: 12/17/2011 8:.00 AM

Scheduled End: 12/20/2011 5:00 PM
Completion Date:

PARTS USEAGE:
Nitw 1lcad- 2 AN [SAEENONNA] Safaty Gannla

e Select and make current the asset record you want create the report on.
e Move to and click in the Reports tab in the ribbon.

e C(Click on the History Log option.

e Follow the instructions as outlined in the Date Selection Dialog section.

Property Information Report
To print information of the assigned property:
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Asset Property

Description: 600 PSI High Pressure Air Compressor Reference: PSIHO0001
Manufacturer: Gardner and Denver Senal No: 8871GH99
Model No: Asset No:

Property Information

Description: Friends Street Property
Contact Name: Thomas Malone
Contact Title: Manager

Contact Phone: 213-603-6738

Extension: 2

Contact Email:
Address: 8415 Friends Street

e Select and make current the asset record you want create the report on.
e Move to and click on the Reports tab in the ribbon.
e C(Click on the Property Info option.

Predictive Maintenance Report

This report will report on the dates between a part's repeated replacements. It calculates both the days
and months between these replacements. With this information the user can predict when a part may
fail again.

To create a Predictive Maintenance Report:

Predictive Maintenance
Description: 600 PSI High Pressure Air Compressor Reference: PSIHO0001
Manufacturer: Gardner and Denver Serial No: 8871GH99
Model No: Asset No:
Inventory ltem Replace | Replace Days Months
Date Date Between | Between

e Select and make current the asset record you want create the report on.

e Move to and click on the Reports tab in the ribbon.

e C(Click on the Predictive Maintenance option.

e Follow the instructions as outlined in the Work Orders Report Wizard section.
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Mechanics and Employees Database

The information from the Mechanics and Employees Database is used throughout the system as it
relates to the entry fields that require an employee assignment.

: :

Mechatics and Emplayees < & MECHANICS AND EMPLOYEES
T
el Preview Current Record @ @ @ @ | @ @ | @ @ 3
@ Print Phone List i Employees Filters B
> 13
? Default Filter ) £ @ Fas fﬁ
@ L "; E Lad
Add New Save Changes Employee Preview Telephone Search Exit Module
Motes Employee List
Records Documents Print Options Find Exit
| Shaw Filter Row ¥ Show Grouping
Drag a column header here to group by that column
MName Reference Job Title Email Crew
| Martin, Scott MARTO0001 Maintenance Mechanic Days
Murray, Fred MURRO0O01 Maintenance Electrician fnurray @gmail Days
Eliot, Kate EL1I000001 Production Manager geliot@zol.com
Albright, George ALBRDOOO 1 Maintenance Mechanic georgea@abc.com Days
=
@ Main Navigation
& Work and Requests
@ Maintenance Scheduler Employee Details
— Name: Email: Emergency Contact Information
Work Orders Planner
Job Title: Maintenance Mechanic ~ | Manage Crew: Days ~ || Manage Emg Contact:
@ Equipment and Assets Reference: MART00001 Check | | Auto Emg Phone:
Office Phone:  901-245-1818 Office Ext:
Mechanics and Em
@ I Mobile Phone: Pay Rate: 22.50 Inactive
T | Martin, Scott | Record 1of4

Ribbon Control

The basic functionality of the Mechanics and Employees module is provided via a set of Ribbon tabbed
pages. Ribbon pages are structurally and visually split into logical groups. Each of these groups includes
commands that perform specific functions.

EMPLOYEES TAB

Employees Filters

[ ] B
o & i a € @
|
Add New Save Changes Employes Preview  Telephone Search Exit Module

Motes Employee List
Records Documents Print Options Find Exit

The following are the elements on the Home ribbon tab, reading left to right:

o Add New — Creates a new blank record in the database.

e Save Changes — Saves all current changes from all elements of a record (master save).

e Individual Notes — Allows the viewing and editing of the notes assigned to the current record.
e Preview — Provides a Print Preview of the selected record.
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e Telephone List — Create a telephone list report.
e Search - Invokes the search/find routine on the Lookup Grid.
e Exit Module - Close and exits the module.

FILTERS TAB

Employees Filters

Default |  Active Inactive

Filter | Employees Employees
Filters

The following are the elements on the Filters ribbon tab, reading left to right:

e Default Filter — Shows every record in the database.
e Active Employees — Shows every record in the database that has not been marked as Inactive.
e Inactive Employees — Shows every record in the database that has been marked as inactive.

Employee Details
This section allows you to specify general information about the current associate. This information is
found in the General Information group, location within the Details tab.

The following illustrates the elements found in this section:

Employee Details

Marme: W Email: Emergency Contact Information
Job Title: Maintenance Mechanic * || Manage Crew: Days + | | Manage Tor Tras
Reference: MARTOO0O1 Ched: | | Auto Emg Phone:
Office Phone: ~ 901-245-1818 Office Ext:
Mobile Phone: Pay Rate: 22,50 Inactive
Full Name

This alpha/numeric field will accept up to 40 characters and represents the employee’s full name. For
lookup purposes it is recommended that you use the format: last name, first name.

E-Mail

This alpha/numeric field has no size limitations and represents the associate’s email address.

Job Title

This alpha/numeric field will accept up to 30 characters and represents the associate’s assigned job.

Shift/Crew
This alpha/numeric field will accept up to 30 characters and represents the associate’s assigned shift or
crew
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Reference ID

This field should be unique in your database, but it’s not an enforced rule. It is used to help identify your
associate. Edit this field by typing in the space provided. This field can accept up to 30 alpha/numeric
characters.

Once the Full Name field has been entered you can click on the Auto Reference button to have the
application create the Reference field for you.

To insure the Reference is unique in the database, click on the Check Reference button.

Telephone Numbers

The information stored in this area represents the phone numbers related with the selected associate.
Each of these alpha/numeric fields can contain up to 15 characters each with the exception of the
Extension field. The Extension field is limited to 5 characters.

The following illustrates the elements found in this section:

Hourly Rate
This floating point field is used to record an associate’s hourly pay rate. This information is used with
work order labor calculations.

Emergency Contact Information
This section allows you to record contact information to be used in the case of an emergency.

Emergency Contact Name
This alpha/numeric field can contain up to 40 characters and is used to record the name of the
associate’s emergency contact.

Emergency Contact Telephone Number
This alpha/numeric field can contain up to 15 characters and is used to record the telephone number to
use when contacting the emergency contact.

Add a Record

To add a new employee record:

e Move to the Home tab in the ribbon and click on the Add New option.
e Move through the various tabs and edit the new record.

Save Changes
To save changes to the main record, click on the Post (v' check) button in the Data Control located
within the ribbon’s Quick Access toolbar.
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To save changes to the main record and all the underlying records (links, attachments, etc.), click on the
Save Changes button found on the Home tab of the ribbon control.

Individual Notes

You can keep detailed notes on each associate record in the database. These notes use our built in word
processor that is used throughout the system. To find how to use the features of this word processor
please refer to the Word Processor chapter.

To access the Individual Notes option:

e With the record selected, move to the Employees tab in the ribbon.
e Click on the Employee Notes button.

Telephone List Report

This report provides a Telephone List including all employees.

Employees Telephone List

Albright, George (901) 245-1473
Elict, Kate 700-244-0473
Martin, Scott 901-245-1818

To create the Telephone List Report:

e Move to the Employees tab in the ribbon and click on the Telephone List option.
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