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LICENSE AGREEMENT

YOU SHOULD CAREFULLY READ THE FOLLOWING TERMS AND CONDITIONS BEFORE INSTALLING
THIS SOFTWARE PACKAGE. INSTALLING THE SOFWARE PACKAGE INDICATES YOUR ACCEPTANCE
TO THE CONTAINED TERMS AND CONDITIONS. IF YOU DO NOT AGREE WITH THEM, YOU SHOULD
PROMPTLY RETURN THIS PACKAGE, IN REUSABLE CONDITION, FOR A FULL REFUND OF THE
PURCHASED PRICE.

SIMPLICITY SOFTWARE TECHNOLOGIES provides single copies of this software
("computer program”) and licenses its use. You are responsible for the selection
of the program and the installation, use and results obtained.

You may not sub - license, assign or transfe r the license or the program without
expressed permission from SIMPLICITY SOFTWARE TECHNOLOGIES.

You further agree that this is the complete and exclusive statement of
agreement, oral or written, and any other communications between us relating to
the sub ject matter of this Agreement.

SIMPLICITY SOFTWARE TECHNOLOGIES licenses this software as either a single user

version or as a site license, unlimited users version. This is done through the

activation file that is supplied by SIMPLICITY SOFTWARE TECHNOLO GIES. Once the
software is activated, this licensing condition is also indicated in the About

dialog screen found within the main section of the application.

For Single User licenses, THIS LICENSE permits you to:

1. Use the program on a maximum of one ¢ omputer or workstation at a single
facility.

2. Copy the program onto a hard drive or other media for use on a maximum of

one computer or workstation located at the same facility.

3. Modify the program and/or merge it into another program for use on the

maximum of one computer or workstation.

4. Transfer the program and license to another party if the other party agrees

to accept the terms and conditions of this Agreement. If you transfer the

program, you must at the same time transfer all copies of the original single
copy to the same party or destroy any copies not transferred, and

5. Copy the databases used by this program to single computer or to a network

drive to be shared by no more than 1 computer or workstation.

For Site licenses, THIS LICENSE permits you to:

1. Use the program on as many computers or workstations as needed, at a single

facility.

2. Copy the program onto a hard drive or other media for use on as many

computers or workstations as needed, located at the same facility.

3.  Modify the program and/or merge it into another program for use at a single

facility.

4. Transfer the program and license to another party if the other party agrees

to accept the terms and conditions of this Agreement. If you transfer the

program, you mus t at the same time transfer all copies of the original single

copy to the same party or destroy any copies not transferred, and

5. Copy the databases used by this program to single computer or to a network
drive to be shared by a single facility.
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The condit ions above also apply to any portions of the program contained or
merged in other programs. You must reproduce and include the copyright notice
on any copy, modification, or portion merged into another program.

YOUMAY NOT USE, COPY,MODIFY,ORTRANSFERT HEPROGRAMORANY COPY, MODIFICATION,
OR MERGED PORTION IN WHOLE OR IN PART, EXCEPT AS EXPRESSLY PROVIDED FOR IN THIS
LICENSE. IF YOU TRANSFER ANY COPY, MODIFICATION, OR MERGED PORTION OF THIS
PROGRAM TO ANOTHER PARTY, THIS LICENSE IS AUTOMATICALLY TERMINATED.

YOU MAY NOT USE, COPY, MODIFY, OR TRANSFER THE ACTIVATION FILE SUPPLIED BY
SIMPLCITY SOFTWARE IN ANY WAY WHATSOEVER. You may however make a single copy of
the file for backup purposes only.

This license is effective until terminated. You may termina te it at any time by
destroying the program along with all copies, modifications and merged portions

in any form. It will also be terminated upon conditions set forth elsewhere in

this Agreement.

THIS PROGRAM IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KI  ND, EITHER EXPRESSED
OR IMPLIED. THE ENTIRE RISK AS TO THE PERFORMANCE OF THE PROGRAM IS WITH YOU,

IF THE PROGRAM PROVE DEFECTIVE. YOU ASSUME THE ENTIRE COST OF ALL NECESSARY
SERVICING, REPAIR, OR CORRECTION. SOME COUNTRIES DO NOT ALLOW EXCLUSION OF
IMPLIE D WARRANTITES, SO THE ABOVE EXCLUSION MAY NOT APPLY.

SIMPLICITY SOFTWARE TECHNOLOGIES does not warrant the function contained in the

program will meet your requirements or the operation of the program will be

uninterrupted or error - free. However, SIMPLICI TY SOFTWARE TECHNOLOGIES does
warrant that the media on which the program is furnished is to be free of

defects in materials and workmanship under normal use for 180 days from the

date of shipment.

SIMPLICITY SOFTWARE TECHNOLOGIES ENTIRE LIABILITY AND YOU R EXCLUSIVE REMEDY FOR
THE PROGRAM SHALL BE THE REPLACEMENT OF ANY DISKETTE OR CD ROM FOUND TO BE
DEFECTIVE. IN NO EVENT WILL SIMPLICITY SOFTWARE TECHNOLOGIES BE LIABLE FOR
DAMAGES, INCLUDING ANY LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR
CONSEQUENAL DAMAGES ARISING OUT OF THE USE OR INABLILTY TO USE SUCH SOFTWARE.
SOME COUNTRIES DO NOT ALLOW EXCLUSION OF IMPLIED WARRANTITES, SO THE ABOVE
EXCLUSION MAY NOT APPLY.

IF THIS SOFTWARE IS INSTALLED AS A "TRIAL VERSION", IT SHOULD EITHER BE
REGISTERED WI'H SIMPLICITY SOFTWARE TECHNOLOGIES, OR REMOVE FROM ALL COMPUTERS
WITHIN FOURTY- FIVE DAYS OF INITIAL INSTALLATION.

THIS LICENSE CAN ONLY BE MODIFIED BY AN AUTHORIZED REPRESENTATIVE OF SIMPLICITY
SOFTWARE TECHNOLOGIES, AND MUST BE SIGNED BY AN AUTHORIZEDREPRESENTATIVE.
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' Pal Pal v d PaS Pal Vd Y Pal -
AOOET C 3O0OAO0OO0AA

The procedures presented herein assume tiet 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 isezkecu
Ay® Ly adzOK Ol asSa LX SIFaS NBTSNI G2 GKS dzaSNRa Yl ydz

Administrator Rights

Throughout the documentation we talk about logging into the system as a user with Admin or
Administrator rights. These rights aretsp with user accounts; please refer to the Security, Databases
and Utility Modules chapter for more information on this subject.

Please note that if password protection has not been turned on, all users
effectively have Administrator rights.

Installing t he Application

Maintenance 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 notbe required. Just activate the demo.

To install Maintenance Coordinator onto your computer:

FROM DOWNLOAD
1 Create a directory or folder on your local hard drive to download the file to.

1 From the website, click on the appropriate download link to begin tlewvnload.
1 Save the file to the directory you created above.

1 Run the downloaded application to start the installation process.

9 Follow on screen instructions.

FROM CD OR DVD

91 Insert the CD or DVD into an available reader. If your computer is setup cortieethrogram

should run automatically.

f LF¥ GKS LINRPAINIY R2SayQi adGFNI Fdzi2YFGAOLTffeRy
Click theStartmenu and choose thRunoption.
Click the Browse button and navigate to your media reader.
Select theSetup.exeapplication on the root directory of the CDVD.
ClickOpen

O O O o
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o ClickOK
9 Click the Install Products option.
9 Click on the option that best describes the application you want to install.
1 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 Gallogal

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

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

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

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

T tfaz2z O2L® GKS RIGFolFasSQa aaz20AldsS
and shares most of the same name as the database § A G Qa | aaz2

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

R
O

Setting up Database Connections

By default, the databases used by tHaintenance Coordinatosystemare installed to the

Documents Maintenance Coordinatofolder. It & 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
databasego the new location.

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

To setup your database connections:

9 Log in to the program as a user with administrator rights.
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9 From the main start menu, open thedmindrop down menu and select th8etup Database
Connectionsoption.

Admin

81 User Accounts

' Main Program Settings

E—! Setup Databases Connections
& Import - Export Utility

1 From the invokedonnections Settingdialog, move to thévlain Databasegroup and click on
the Set Connectiorbutton.

File
&3 Database Connections

Main Database (Assets, Inventory, HR, Tools, Precedures, Etc.)

Data Source=55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: WUsers\s5T-Del\Documents \Databases
YMCMain. mdf;Integrated Security =True;Connect Timeout=30;User Instance=True

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

Data Source=55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: WUsers'\55T-Dell\Documents \Databaszes )
WMCWork.mdf;Integrated Security=True; Connect Timeout=30;User Instance=True Set Connection

Purchasing and Receiving Database (Requsitions, POs, Blanket POs)

Data Source=55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: Wsers'\55T-Del\Documents\Databaszes .
MCBuy.mdf; Integrated Security=True;Connect Timeout=30;User Instance=True Set Connection

Perzonal Manager Database (Personal Scheduler, Documents, Contacts, Etc.)

Data Source=55T-DELL-PC\SQLEXPRESS; AttachDbFilename ="C: Jsers\sST-Dell\Documents YWMC 7 Projects .
YFersonal. mdf™;Integrated Security =True; Connect Timeout=30;User Instance =True Set Connection

Professional Add-Ons Database (Safety Management, Issue Tracking)

Data Source=55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: Wsers\s5T-Del\Documents\Databases )
MCaAddons. mdf;Integrated Security =True;Connect Timeout=30;User Instance=True Set Connection

J Accept

Multiple Users
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= =4

=a =4

This will invoke th&QL Connectiodialog screen as shown in the following illustration:

SQL Connection @
Server name:
SST-DELL-PCASQLEXPRESS - Refresh

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 |

Move to theSever namalrop down box and select the name of your instance of the SQL server
@2dzQNB dzaAy3daod LF GKS ASR&EsNutoa y20 fAaliSRI
Move to theLog on to the servegroup and setup your log on authentication information.
0 Using SQL Expres# you are using the Express database engines as supplied by us,
@2dzQf £ LINR O 0 A fUselWinddnis yuthenticatiodpios.01 ( K S
0 SQL Serverlf you are connecting to full blown SQL Server then complet&@e
Server Authenticatiorinformation.
A Check theUse SQL Server Authenticatiaption.
Fill in theUser Nameand Passwordields.
Next move to theConnect to a databasgroup to connect to the actual database.
0 SQL Server
A Check theSelect or enter a database nanuption.
A Move to the drop dowrfound here and either select or enter the name of the
database you are connecting to.
0 SQL ExpresgAttached database file)
A Check theAttach a database fil@ption.
A Either use théBrowsebutton here to select the database file, or type in the full
path tothe database (mdf) file in the space provided.
Test Connectiorg Move to and click on th&est Connectiorbutton to ensure you have a good
connect. If it fails, you may want to click on thdvancedbutton to further define you
connection properties.
Click on theDKbutton.
Repeat the above steps for the remaining databases that require setup.

Simplicity Software Technologies Ininstalling for Network Us
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Brief Descript ion of the Databases

1

Main Database This database holds the main information or tables dealing Mgmtenance
Coordinator. Some of the included tables are HR (Employees), Inventory and Parts, Contacts and
Vendors, Maintenance Documents, Main Prograntsregs 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.

Purchasing and Receiving Databas&his database maintain information fBurchasing and
Receiving support, purchase orders, purchase requisitions and blanket purchase orders.
Personal Manager DatabasgThis database maintains information on personal items. Personal
Log, Personal Scheduler, Personal Contacts and Journal itifmmma

Professional AdeéDns Database This database supports some of the amlufeatures and their
data storage. Currently supported are Issues and Safety Management information.

Running the Program
Once the program has been successfully installed onto your computer, you can now begihlysing
following the next instructions:

1
T

Click theStart button for Windows XP or later.

ClickSSThen the Maintenance Coordinatooption to start the program.
OR

Click theMaintenance Coordinatoicon 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):

P owbd

o

Open the Email iMicrosoft Outlook

Open theFilemenu and slect theSave Attachmentsption.

TheSave Attachmentlialog opens.

Browse to the following directory:
Documents/Maintenance Coordinator

Click on thesavebutton, replacing any existing files.

Run the program and it should turn into a fwibrking version.

Validating from Demo Mode
To unlock a demo version into a full working version please follow these steps:

Simplicity Software Technologies |nBrief Description of the Databas
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1

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

F |

72 Maintenance Coordinator

Days remaining in inspection period: 22 Purchase

Run Options

Click a button below to start Maintenance Coordinator in that mode.

Standard Edition Professional Edition

Activate Software End Program

From theChoose Demo Modscreen, move to and click thfctivate Softwarebutton.

From this commoi®penfile type dialog, browse to where you saved the activation file as
supplied fom Simplicity Software Technologies. The file name shoulte:Act.lic

Select the file and cliadRpen.

The program should now be a full working version.

Validating from within the Application
To activate the software from within thepplication, 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 theiation file isMC_Act.lic

Simplicity Software Technologies In8ctivating or Validating the Softwa
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1 Run the application in your normal manner.
File
=" Login as new user
dle  Change your password

/= Open a database setup

f'ﬁ' Software Activation 3 1 Install License Activation File

e

& Exit the program A+ Enter Software Key
Purchase and Check Pricing On-Line

1 Open theFilemenu and expand th&oftware Activationsub menu

Click orinstall License Activation Fileption.

1 From the commorOpenfile type dialog, browse to where you saved thaivation file as
supplied from Simplicity Software Technologies. The file name shouM®eAct.lic

1 Select the file and clidRpen.

Restart Maintenance Coordinator.

1 The program should now be a full working version.

=

=

Activation Files

Please note that tlsi 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 affiis 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 bgrosecuted.

IMPORTANT NOT€PIlease 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 aSoftware Keymust also be enter@. 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 Techragies 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 firstass mail to deliver these software keys to you, so please be on the
lookout for this letter.

Simplicity Software Technologies InActivation Files



Maintenance Coordinator

To enter your software key:
1 Run the application in your normal manner.
File
=" Login as new user

aIe Change your password

[ Open a database setup
rﬁI Software Activation b | | Install License Activation File
& Exit the program 4+ Enter Software Key

(5

wz Purchase and Check Pricing On-Line

1 Open theFilemenu and expand th&oftware Activationsub menu
9 Click orEnter Software Ky option.

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

ff these conditions have been satisfied and you
have not received the "Software Key', then you

should contact support at
‘support@simsofttech.com’

Flease erter you software key below.

1 Enter the key in the space provided and c(Bik

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 dflaes than 45 days. Most, if
not all our software offerings carry a @@dys 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 softwiagesoftware key must also be used for each
installation. Please keep the software key information and the activation file in a safe place.

Simplicity Software Technologies Iné/hy Software Key
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Moving Between Modules

The Maintenance Coordinator program is arranged in modules, with each moawigling its own
Fdzy OliA2ya YR FSIFGdNBad ¢KS Y2RdzZ Sa |
screen.

The following illustration is from thBrofessional Editionyour menu may be different depending on
user rights and purchased mol@s.

T B P BTRE A & A R B 0 0 1 ===

i|: File Admin LookandFeel Modules Help X

To navigate between program modules:

|

Work and Requests Module
—y
o~
Create and View Repair Orders
Maintenance Scheduler
e )
Manage Work Orders and PMs
Equipment and Assets
&1
>
Manage Equipment and Assets

Parts and Inventory

Manage Parts and Inventory

Purchasing and Receiving

Manage Purchasing - Receiving
Activities

Contacts and Vendors
' »

Manage Contacts, Vendors and
Contractors
Personal Manager
View and edit personal activties
Human Resources

Mechanics and Employees

| 43 Maintenance Coordinator o smeuam sormuacs remotoces me.
|

Tools Database

Manage Tools Database

Procedures and Training

Reports and Graphics

Reports and Gaphics Designer

Forms and Permits

=

Forms and Permits Designer

Project Planner

Plan and Manage Projects
General Issues
W .
Record and Manage Issues

Maintenance Issues

TN

Plan and Manage Projects

Properties Database

B

Manage Properties

Safety Management
l g u.' d
Manage Incidents - Inspections
Mobile Devices
R
(=
QO
K
Database Sync Routines
Exit Program
X

Close Maintenance Coordinator

Licensed to: Simplicity Software Technologies-Software Testing Only-45 Days Full Trail, Trial

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

access.

Simplicity Software Technologies Inkloving Between Module
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Option Two
1 From the main menu open thdodulesmenu and select the module of your choice.
Modules

Maintenance Scheduler
' Work Requests
Inventory
# Accets
Purchasing and Receiving
2 Contacts and Vendors
@ Personal Manager

Professional and Add-Ons  »

9 If you purchaed theProfessional Editioror added modules, expanding tirofessional and
Add-Onsmenu will provide you with more options.

Getting Instant Help
Most, if not all the modules in the system hadelpdocuments associated with them. These are
accessible from thélelpdrop 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

Pressig F1from a screen that help is available on, will pull up the main help file associated with the
module you are currently working with.

Pressind-2will allow you browse and open any of the available help documents.

Main Program Settings

TheProgram Settig 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.

Toconfigure the program settings:

1 Login to program with Administrator rights.

Simplicity Software Technologies InGetting Instant HeI
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1 Move to theMain Menuscreen of the program.
1 Open theAdmindrop down menu and select thdain Program Settingsption.

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

i ™

“4 Main Settings

Company Information | Auto Email Settings | Mew Email Notices | Other Settings

I Company Information Company Logo
Company Mame: Simplicity Software Technologies
Address: 3760 Vine Maple Road ‘/_ |
—
1 Address: ; | :
| City: San Bernardino | A
L State or Region: CA "
Postal Code: 92407 Right Mouse Click for Options
Telephone Mao: 909-275-3542
Fax No: 909-275-3512
Web-Site (URL): wwe, simplicity-inc. com
|
J OK Q Cancel

To setup your company information and logo:

1 Move to theCompany Informatiortab.

1 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
G2 YFAYOGFAYy @2dz2NJ O2YLI yeQa ylYSo

0 Addressg 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.

0 State or Region This alpha/numeric field can contain up to 50 characters andead to

maintain the state or region your company is located in.

Simplicity Software Technologies Inklain Program Setting
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o0 Postal Code This alpha/numeric field can contain up to 12 characters and is used to
maintain your postal or zip code.

0 Telephone Noc This alpha/numeric field can contain up to 20 characterd is used to
maintain your telephone number.

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

0 Web-Site¢ There is no size limitation to this alpha/numeric field and is used to store
02 Y LJ y ésiedor URB. 6

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

Auto Email Settings

You have a few setup options with tBeito Work Orders Emafeature. The automat emailing of work
order is performed from within th&lain Menumodule, and the program checks for new documents
approximately every 5 minutes. As new items are found, the application will email responsible people
copies of actual work orders.

r N

“4 Main Settings

Company Information | Auto Email Settings | Mew Email Notices | Other Settings

Auto Email Setup Options (Wark Qrders)

Export File Format: Acobat PDF (*.pdf) v
Wark Order Types: Recurring Types (FMs) -
Who to Email: All 3 Resources -

Days in Advance: 3.

| Allow sending emails from this computer Send Now

| Allow printing from this computer

J 0K Q Cancel

The folbwing are the elements found on this tab:
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1 Export File Formag This setting tells the program what file format to use when emailing work

orders. It also specifies what action to take. The following are the options of the drop down.
0 Acrobat PDF, This option emails copies of work order in the PDF format.
0 Rich Text Format RT¢This options emails copies of work orders in the RTF format.
These types of documents can be opened and edited in many word processors.
0 Auto Print Onlyg This option prints work orders directly to the default printer.
o Mail PDF and Prin¢ This option both email PDF documents and prints them to the
default printer.
o Mail RTF and Pring This option both email RTF documents and prints them to the
default printer.
Work Order Typeg, This options tells what type of work orders to process. The options here
are:
o0 Recurring Types (PMS)
o Standard Work Orders
o All Work Order Types
Who to Emailg This option allows you to specify which resource assignments to send email to.
Options here include:
0 Resource Assignment 1
0 Resource Assignments 1 and 2
o All 3 Resources
Besides the email options setup here, the program can optionally email the other
recipients as specified in thlaintenance Schedulemodule.
o Days in Advance This setting specifies how many days in advance, as it relates to
scheduled start dates, to send or print the work orders.
Allow sending emails from this computey Checking this amon allows sending emails from this
computer.
Allow printing from this computerg Checking this option allows the printing of work orders
from this computer.

Notethat once the work orders are send or printed from any computer, the Send flag is setipgeven
the process from repeating

New Email Notices
When various items are created and entered iMaintenance Coordinatoryou can have the
application send notices to the recipients of your choice about these new items.

Supported are notices for the entof the following items:

1 New Work Requests NoticasThese notices will be sent when new work requests are entered

in to the systems either manually, or through the use of the (optioRatnote Service Requests
module.

Simplicity Software Technologies Inklain Program Settirg) JLe)
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1 New Purchase Requisition NoticesThese notices are sent when new Purchase Requisitions

are found in the system.

New Open Issue NoticesThese notices are sent when new issues are found in the system,
these issues have a status of Needs Attention, or Urgent issue, and they were credthdrin e
of the two issues modules. The Issues tracking feature is part dithetenance Coordinator
Professional Editionor as an adan to theStandard Edition

7

|

il

Company Information | Auto Email Settings | Mew Email Motices | Other Settings

- | Main Settings

MNew Work Requests MNotices

| Allow Motices

Email Motice To: mdunbar @simsofttech.com Select

Mew Purchase Requisition Motices
| Allow Motices

Email Motice To: info@simsofttech.com Select

New Open Issues Motices
| Allow Motices

Email Motice To: sales @simsofttech.com Select

J 0K E Cancel

To setup who receives email notices about new document creation:

=A =4 4 =

T
T

Move to the group you ant to setup the recipient(s) on.

Check theAllow Noticescheck box.

Move to and click on th&electbutton.

From the invokedVail Recipientgdialog, select and add the recipient or recipients you want to
send email notices to.

Click on theselectbutton.

Repeat for each available group on this tab.

The system will be checked in the same time frame ag\tite Email FeatureAlso note that multiple
recipients are separated by a seaalon (;), and you can type in these recipients in place of selecting
them from the Mail Recipientdookup.
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Other Settings
On theOther Settinggab of theMain Application Settingslialog, you have the following options:

1 Conserve Ink on ReportsWhen checked, the application will try to remove some of the ink
usage on some of the built in reports

1 Email Settings, This allows you to setup the internal email feature for use with the built in
Email Composerand for the auto email features. Thidlivoe outlined in the next section.

r N

“4 Main Settings

Company Information | Auto Email Settings | Mew Email Motices | Other Settings

Repaorts

Conserve Ink on Reports

ﬁ. Email Settings
} Database Connections

1 Database Connections This allows you to setup your database connections as outlined earlier
in this chapter.

Email Settings
If you plan on using any of the buiift email features, then you will need to setup yooieirnal emalil
settings. The email component we used supports-seaured email connection, SSL connections and

TLS connections. These settings allow use with a variety of mail servers, including, but not limited to free
Gmail accounts.

To acces&mail Setingsfrom the Main Menu:
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Login to program with Administrator rights.

Move to theMain Menuscreen of the program.

Open theAdmindrop down menu and select thdain Program Settingsption.
Move to theOther Settinggab and click on th&mail Settingoutton.

= =4 =4 =4

To access Email Settings from mail Composer

1 Open theFilemenu.
1 Click theEmail Setting®ption.

Outgoing Settings
This tab allows you to setup user information and name of your Outgoing Mail Server.

The following image illustrates the elementsthis tab:

' N
Mail account
-

Outgoing | Advanced

User Information

Your Mame: John Doe

E-Mail Address: johndoe @yourserver.com

Outgoeing Server Information

Outgoing Mail Server (SMTF): | smip. yourserver.com

v Accept g Cancel

L "

1 User Name; This field is used to identify the default system user.
1 Email Addresg This field is used to identify the email address of the default email account.
1 Outgoing Mail Server (SMTR)This the SMTP server name the account is setusé

Advanced Settings
The setting on the tab allows you to specify log on information, outgoing port number, and the use of
Secured Password Authorization.

The following image illustrates the elements of this tab:
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© -

Mall Aot i e
i —

Outgoing | Advanced

Outgoeing Mail Server Port: 537 (Start TLS Connection) -

| Reguires Login using Secured Password Authorization (SPA)

Log On Using

User Mame: johnDoe@yourserver. com

Password:

V Accept g Cancel

1 Outgoing Mail Server Port This setting both specifies the outgoing mail server port and the
type of connection to use. Option here include:
0 25 (Regular Connection)
0 26 (Regular Connection)
0 465 (SSL Port Connection)
0 587 (Start TLS Connection)
1 Requires Login using Secured PasswvAuthorization (SPA)} Most remote servers requires
this setting to be used. If the server your using required this then check this option.
1 Log On Using You need to specify this information even if SPA is not used.
User Name- Specify the name user on your account.
1 Password; Specify you log on password.

=

How to Get Started with Maintenance Coordinator

With Maintenance Coordinator we have tried to make it possible to enter things as needed. This to say,
if you need to add a neéhanic to a work order, you can add the mechanic to the database at the time
the work order is created. Most of our lookup screens allow you to add new items as you are selecting
them. This approach allows you to get started using the program almost inateédi

The first thing you need to setup is your databases. Everything you enter into the program will be saved
to these databases. Please refer to the Security and Databases chapter for more information on how to
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do this. Creating new databases is asggde as opening and saving files. Once these new databases are
created, be sure to point to them.

¢KS ySEG FNBF (G2 SELX 2NB |yR aSddz) NB GKS LINEINI
drop down menu and selecting the Program Settings opfldris is accessible from the main menu of

the application. Here you setup company information, your company logo, ymaileserver, database

paths, and other general information. The most important of these is setting up your databases. You can
always cafigure the other setting later on if needed.

Work Orders need the following items available for their creation:

Mechanics or employees responsible for their completion.
Equipment the work order will be assigned to.

Materials or spare parts that will be aded to complete the work order.
Safety Instructions.

The actual work instructions.

=A =4 =4 4 =4

The items in the above list should be available for the creation of work orders. Equipment information is
perhaps the most important of these items and you should workhimlist first. Gather information

such as descriptions, serial, model and reference numbers. More information can always be added later
as needed.

Also dealing with the equipment, you also want to gather any special safety instructions along with
recommended planned maintenance instructions. This information is usually available from the
equipment vendor or manufacturer. If you can obtain this infation in electronic form it would be an
added plus as you should then be able to just copy and paste this information into the program (a great
time-saver).

The next thing you need to do is build your database of task instructions. This is necesskamyrfed p
maintenance tasks only, as you can and should reuse the same set of instructions over and over. For
example, say you have five air compressors in your facility it would only make sense to reuse the same
set of instructions for all five air compresso

Once you have built your database of task instructions, you should do the same thing with your safety
instructions. Unlike task instructions, safety instructions should be assigned to each and every work
2NRSNJ NB3II NRf Sada 27 tegad® orkepaithtyped Qa | LI I YYSR YIFAY

Basically, with the above completed, you are ready to start using the program for the creation of both
planned maintenance and repair types of work orders. Please keep in mind that these have only been
basic recommendations to geby up and running quickly, there are many more features you need to
consider while using this powerful and feature rich CMMS application.
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This chapter outlines features that are in common use throughout the software system. Sonee of th
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 leaghturve.

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 becaugkisfvill not be discussed here.

Tool Tips

Many of the controls on a screen or within a ribbon control have what are knowoalsTipsWhat

these actually are, are little help screens that provide information on what a button or control does. The
imageshown 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 Tipnessage will be displayed for a few seconds.

Shortcut Bar (Outlook Style)

:;'“ Main Scheduler
.-+ Work Order Planner

5t Work Order Calendar

% Support Options

TheShortcut Barallows you to branch to either different parts of the module or program, and can
execute commonly used routines. This control breaks things into different groups. Clicking on the large
bars opens different groups and displays different options. Clicking @erarwithin the shortcut bar

will activate that option.
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Clicking the arrowxin the upper left corner will minimize the Shortcut bar to the left of the screen. To
expand a minimize&hortcut bay click on the buttor» containing in its title on the lef$ide of the
screen.

Note that most if not all the options on the shortcut bar are also available from drop down menus,
ribbons, and the Go menu when available

Tasks Panels

Shortouts n
4
h‘u'-I Work and Request Orders ~

@ Add New Work Request

‘AI: Preview Selected Wark Order

L
Quick Filters ~

"=l View All Work Requests
.Q] g

? Default Filter (All Open)

@ Ower Due Work Crders

TheTasks Paneklow you to execute commonly used routines quickly. This cbbbeaks things into
different groups. Clicking on the arrows will expand or close the different groups and displays different
options. Clicking on an item within the Task Panel will activate that option.

Note that most if not all the options on the Tagkanel are also available from drop down menus, and
the ribbon control when available.

Clicking thePINin the upper left corner will either lock theask Panein place, or allow it to minimize
when not in use. To expand a minimiZEask Panelclick on tle button containing its title on the left
side of the screen.

Tile Controls

Tile Controlsare used thougout the application to provide options to the end user. Introduced with

GKS NBtSIFraS 2F aAONRaz2F0iQa 2AyR2dkesanewayasali KSasS 3N
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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[~
-~ Maintenance Coordinator

File Admin LookandFeel Modules Help

@ Maintenance Coordinator sy smeuary sorrwase recinorocres me.

Work and Requests Module Parts and Inventory

o e &

Create and View Repair Orders Manage Paris and Inventory View and edit personal activiies

Maintenance Scheduler Purchasing and Receiving Human Resources

Manage Purchasing - Receiving Activities

Tools Database

~¥
I
Manage Equipment and Assets Manage Contacis,. Vendors and Coniractors Manage Tools Database

.- o

Demo Mede: 18 days remaining

When all the buttons will ot fit on a screen, you can click on a Aautton 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 keyboar@rrow keyscan also be used to navigate thugh theTile Controlbuttons. A slight
highlight around the button will be displayed to show the selection. Once a button is selected, pressing
the Enterkey will activate the selection.

Using the Ribbon Control

¢ KNRdzZAK2dzi GKS | LILIX Ao6theiark Ribfon €E@ntlalhis is tRekeplBcentert or a G G S
the conventional menu control that has been used in applications for years. We have based our control

on the most modern Office styleghich isalsopart of the Microsof 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 baRibbon Control:
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File or Application Menu

Quick Access Toolbar Pages
Home Go Filters Mail Reparts

POy _— P i _ T =}

i i f T

A | J'/I @ & @ﬁ (= j Command
Add Mew Save Changes Under-Stock  Aging  Blanket Receive Document  Document Region
Items PQOs - POs Items - Notes Comments -
Page Groups = Records [ Quick Options [ I Current Document .

Drop Down Button

Application Menu (File)

In the upper left hand corner of ribbon control is tAgplication or File menhutton. Clicking on this
button opens alrop downthat closely resembles the okilemenu. Once clicked, the user can then
click onthe various other buttons or options found there.

Purchasing Setup
Setup various options for this module

Exit Module
Closes the current module

10 |

L:gﬂ Print Current Document Print Current Document
Provides various options for the L4 L:gﬂ Select a printer, number of copies,
current document etc prior to printing
Other Print Options .. Quick Print Current Document
Allows to print various document 4 Li;—/d Sends a copy of the document to the
types ~ default printer

¢ 2 Export Options p Print Preview Current Document

I\(_-) Provides various export options » \ Allows you to preview the current

document prior to printing
3
d

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

Quick Access Toolbar

CRONONONGNONON®)

The Ribbon control has a Quick Access Toolbar associated with it. This toothaliyopntains
FSIFOGdzZNBa GKFG FNBE 6ARSte& dzaSR GKNRdzZAK2dzi GKS
data controls that are used to scroll through the records of the database.

Changing Ribbon Pages

Controls on a ribbon are grouped in Padgeages 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 ainta 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 z Keyboard Access
The options available on a ribbon control can be accessed by using your keyboard in place of your
Y2dzaSd ¢KAA A& R2YyS GAGK | O2YO0AYylL A2y 2F (KS W

[[El= Home Filters Reports

Report Assigned Bill of History Property Predictive Print
Wizard 'n."u'u:uru:lers Materizls - iy Maintenance Bar Code
fz] &) B

M ist azset Wo eet Laoels

To access djns of the ribbon control using your keyboard:

T tNBaa FyRANK{ SRS ¢kKin% WOIA2Y gAff RAaALIX I & (KS
be used.

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

Ribbon z 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 hotdiggragnts use the

W/ GNIQ 1S@ FTYR FYy2GKSNJ {Se (2 00Saa I FSIFGdNBod |

Some examples of hot key assignme@si + Nfor new, Ctrl + Sor save Ctrl + Qo copy text,Ctrl + X
to cut text,Ctrl + Vto paste tet, and many others.

Program Menus

In various places throughout the application are fldivn 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 modle that is currently displayed.

| File ' Admin | Lock and Feel Modules Help
€1 User Accounts

'  Main Program Settings
| 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 areoutlined next.

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

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

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

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

=A =4 =4 =

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 progra@&Re + X for cutting text, and CTRL + V for
pasting text.

Data Controls

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

CRONORONGNONONE)

B Ak W — v X

The two images shown are the two data controls used by the application. The first one is normally found
Ay (GKS NARO6GO2YQa ljdzh O] | 00Saa G22f0FNE FYR Aa y2NY
The second control isormally used with support databases. Attachments database is a good example.

b2d Ittt St8ySyda 2F F REGF O2yGNBf sAff 0S5 LINBaSy
St 8YSyioa SEA2GSYOS 02dA R 065 aenamedNDa NAIKGEZ 2NJ

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

Move First¢ Moves to the first record in the database.

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

Move Nextc Moves to the next record in the database.

Next Page; Moves a page of records at a time (not available in the quick access toolbar).
Move Lastc Moves to the last record in the database.

Add/Append¢ Adds a new record to the database.

Delete/Removeg Removes the selected record from the database.

=A =4 =4 =4 -4 4 - 4
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1 Post/Saveg Post or saves recent changes to the database.
1 Cancel Edit Cancels recent changes and restores information.

Using the Lookup Grids

¢ KNRdzZAK2dzi GKS FLILX AOFGAR2Y @2dzQff FTAYR W[ 221 dzJ DN.
YI22NAGe 2F (GKS Y2Rdz Saz GKS@QNB Ifaz2 F2dzyR 2y (K
provided is an example of a typical Lookup Grid as faumd Lookup (assignment) dialog screen.

| ¢} Parts and Inventory

tockus | Detals | Price Comparisans |

Drag a cokumn header here to group by that cokumn Group by Column Area
| [Reference |Descrption Manufactrer T |Partio | Classification Column Headers
Ad — Filter Row
| Drum Switch Aben Brady 800T-77990
Latex Gloves WestCo Mfg, Co LG-008S5 Mens
Leather Goves  WestCoMfg,Co  LG-0067 Mens So— Database rows and
Safety Gogges  SafeRUs Columns (records)

Spray Lubricant Northwest Easy L... WD-440

Part to be Added

Part Desaripbon: | prum Switch - Alen-8rady PartNumber:  1300T.77990
Quanbty: 1 o Unit Cost: 167.77) = Account:
Urst Type: [Each Select Account

“ ¢ Record10fS » W W+ — v X| s @

Grouping ltems

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.
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Manufacturer =« l

Description Reference Fart Mo Classification

7

Manufacturer: Allen-Brady

Manufacturer: Northwest Easy Lubes

Manufacturer: Safe-R-Us

Manufacturer: WestCo Mfg, Co

Latex Gloves LATEDQOOO1 LG-0085 Mens

£iv ¥ v

Leather Gloves LEATOO0001 LG-0067 Mens

Once grouped, you ceexpand 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 lookugd items, most of the lookup grids employ a Filter row. So if you know
GKIFIG @2dzQNB t221Ay3 F2N) &82dz Oy GelS Ay GKAA NRg
search.

Drag a column header here to group by that column

Description Manufacturer Reference « | Part No Classification
7 Ewes|

Latex Gloves WestCo Mfg, Co LATEODOO1 LG-0085 Mens

Leather Gloves WestCo Mfg, Co LEATOO001 LG-00587 Mens

To filter records
1 Move to the column you want to filter records by andtklin the empty row just below the
column header.
9 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 applicatilow you to resort the information by any
column of your choosing.
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Drag a column header here to group by that column

Description Manufacturer 4« |Reference Part Mo Classification
¥ ' 5

Drum Switch Allen-Brady DRUMOO001 200T-77930

Spray Lubricant Morthwest Easy L... SPRAODOO1 WD-440

safety Gogales safe-R-s SAFEQN0O01

Latex Gloves WestCo Mfg, Co LATEQOOOL LG-0085 Mens

Leather Gloves WestCo Mfg, Co LEATOOO01 LG-0067 Mens

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

Moving Columns
The majority of the Lookup grids allow you to m@age the columns found on the grids, thereby
allowing you to customize the grid layout to your liking.

Part Mo Reference  |Description Manufacturer Classification

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

To rearrange columns:

9 Just click and hold the column of your choice.
1 Drag the 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 |Manufath,|rer |Classiﬁcaﬁon |Locah’0n
¥ - -
B800T-77990 DRUMOO0O01 Drrum Switch lstomeation
. |LG-0085Mens  LATEODOO1 Latex Gloves | || Equipment ID “ | foreroom
N SAFE00001 Safety Goggles || EQuipment Name 3
- |wp-440 SPRADDOOL Spray Lubricant |[[.In Stock Qty -
] LG-0067 Mens  LEATOOOO1 Leather Gloves ||| Lem nit - \[oreroom
Last Activity
Last Purchase
Max Level =

Simplicity Software Technologies Indsing the Lookup Grid



Maintenance Coordinator

To add a database column:

Right mouse click in the column headers area td ypila context menu.
Click on theColumn Chooseoption.

Doubleclick on the column or columns you want to add.

Click on theClose buttonin the upper right corner when done.

= =4 =4 =4

Please note that some of the available fields may not display information teaaxtbrage 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 resnluwrera

1 Right mouse click on the column header that you want to remove.
1 Click on theRemove this Columoption

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

these options justright 5101 @SAGKAY (GKS INARRQaA KSFRSNJ I NBI o
‘%‘l Sort Ascending
El Sort Descending

Clear Sorting

= Group By This Column
=]

== Hide Group By Box

Remowve This Column
Column Chooser
i Best Fit

Best Fit (all columns)

5 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 theokupgrid is saved by the user. In most cases we made

this grid savable via thgilemenu. When dilemenu 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 griddathe settings so they will be reapplied when reopened.
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The following illustrations shows both of tivain Grid Optionsas found in thé=ilemenu or thePopup
menu attached to the lookup grid:

Main Grid Options
Allows you to save the current 3
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 i Save Grid Layout
- F

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

reopened on next load

Reset Grid Layout
Resets the lookup arid to default
settings

5] I 5

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

1 a2@S G2 IyR OfRil&dfjenuzy (GKS NAROGO2Y Q&
9 Click on theMain Grid Optionsbutton to expand the pop out sub menu. Options on this sub
menu include:

0 Print Lookup Grid; This action will invoke a print preview of the main grid.

0 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.

0 Reset Gid Layoutg 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 theFilemenu 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:

1 Move to theLookupgrid.
1 Right mouse click in the database rows part of the grid. This will invoksoitigp menu.
Options available here mirror those found on thiée menu.

Searching
The built-in Search Panelprovides an easy way of searching against multiple columns. It is
displayed above theGroup Panel The Search Panel contains a search box and control buttons.
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s | | Work| - Find Clear

Drag a column header here to group by that column

[ ! |TaskID Subject Start Date  |End Date Location Classificati

] 2 1101-3 Trash compactor not working  4/15/2013  4/30/2013  Support Equipment ...
= & 11058 Wark 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 withinthe 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. ClickingSGC- Clears the search box. If the search box is empty, pressiB§C

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 tre&td 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 conddn. 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.

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 contairicheck 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 th&earch Panelis case insensitive.
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Scanned Lookups (Barcodes Support)

Many of the Lookup screens of the system use routines that are designed to work with barcode

scanners. With these routines the user only needs to select the control, scan a barcode, and if available,

the corresponding record should be selected.

Thea 2 a(iSY &adzlJll2NIia GKS WwW{Seoz2lFINR ¢SRISQ (SOKyz2f238
scanners are widely available and are normally very cost effective. We they actually do is read a barcode

and then sends the key stokes to the selected contsdf &yping this information from a keyboard.

M Lockup | [LATEDDOO1

To use the scan lookup:

1 Move to a lookup screen that supports this feature. If supported there should be a Lookup
button adjacent to an input text box.

1 Click on the Lookup button. This does two things: krdehe input control of any previously
scanned values and selects the control in preparation of the next scan.

1 Using a supported scanner, scan the barcode. The program will filter the database by the
scanned value.

NOTE: If you know the reference valugiok S NBO2NR | YR @&2dz R2y Qi KI @S |
this information directly into the lookup input box.

Tab or Folder Controls

Tab or Folder Controls are used throughout the application. The main purpose of these tabs is to group
information and b 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 Controlsare 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 typicalayp 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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sl General Information

Machine Type | | Select | Pneumatic Dwg I:I Select | Full Load Amps | | Select
Date of Mfg | | Select Mechanical Dwg l:l Select Phases | | Select
BecticalDwg | ||select | suppiyvoltage [ ||select| AirSupply | | select
J Picture - Links | Appraisal - Bar Code | Property Assignments |
Asset Picture Linked Assets
set Image Description HMH 4t =X

Export Image | » |[MULT0O001 - Multi-Lane Palletizer

Open Asset

Open - View Picture

SelectedGroup Controlsan be opened and collapsed by the user. The controls that you can oden an
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.

B17/2011 - Click to open and set date

Tuesday, August 30, 2011
| February, 2011 b,‘

L

Click to move to today's date

Scroll through months

sun Mon Tue Wed Thu Fri Sat

1 2 3 4 3

6 7 8 5 10 11 12
I § Selected Date

13 14 15 -
20 21 22 26
2728

i

Clear Clear the Date

To displaythe date control:

1 Click on the Down Arrow along the right side of the control.
To select a date:

1 Click on the date within the control.

¢2 Y2@S G2 G2RIF&Qa RIGSY

N
A
(0p))

T /tAO0] 2y G(G2RIF&8Qa RFGS yS8INJIGKS (2L 27

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

9 Click on the wordClearnear the bottom of the control.

Editing Values, Selecting Text and Using the Clipboard

Select and Deselect Editor's Contents

To select all text within aeditor, 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 folloving 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+ARROV 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.
1 Press CTRL+C or CTRL+INSERT.
1 Open the Editor Caaxt Menu and select Copy.

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

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

Delete Selected Text
To delete the selected text within an editor, do one of the following:
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1 Press DELETE or BACKSPACE.
1 Open the Editor Context Menu and select Delete.

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

i Press CTRL+Z.
1 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.

ChangeNumeric 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 vidhe context menu:

Copy

Paste
# Delete
| i [ Load
& save

Editor Context Menu
Text editors support a context menu providing common commands. To open the mentgliighin an

editor.
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lunar T

j)

& Cut
=4 Copy
il

S|
F Delete

Select Al

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

Closed Drop Down List Opened Drop Down List
Monthly - Monthly| -

¥¥ 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:

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

Data Quick Entry

One time saving feature we have installed in most of the data input screens used d&gplieationare

what we call Data Quick Entfyroutines. These routines are used to store information that you would
use epeatedly. 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 thapplication that worksvith these routines hatheir own filtereddatabases. For
example, if you call ughe listing while in the "Classificatiotext field, you'll get a different list of items
thanifyouMB NB Ay (G Ke®l. at N22S O ¢
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Using Data Quick EE OOU 0301 b $1 x186 , EOOO

In many cases you access the items of@hick Data Entrjrom drop down lists. When used in this way

GKSasS tAada INB Ffaz2z WHdziz /2YLXSGSQ Sylot SR ¢KA
I.

AGSY GKI (alistt £t NEBF Ré8 Ay
General Assignments
Classification (General Repairs | v || Manage

L

You add and delete items in these drop downs by click otMaeagebutton adjacent to these fields.

Calling Up the Data Quick Entry Screen
To call up the Data Quick Entry list from one of the supported text input fields:

1 Click on theellipse K) button, click on theManagebutton or click theSelectbutton adjacent to
the field that you want to make an assignment to

e .

% CIaSSiﬁcations / Lookup Grid of Hems

-
Items Records Add New Items

-

§  Add MNew *  Remove Remove Selected ltem

Injection Molding
Packaging
Support Equipment I Save Changes =————— Save Recent Changes

Accept and Insert Item

Injection Molding

Adding New Quick Entry Items
Before you can begin using the Quick Entry option, you'll need to add informatiorhmtcsting.Once
the list has been populated thaformation willthen be available for insertion.
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To add information to the Quick Entry list, you must:

1 Click on thAdd Newbutton.

1 Type in the information you want included in the listing. This text caanyecombinatiorof text
characters and numbers and have a maximum length of 30 characters.

1 Press or click on th@Kbutton to accept the textand add it to the list.

9 Click on thesave Changedsutton 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.

The procedure for selecting text from the Quick Entry list and insertingpithe appropriate field

1 Click on theellipse K) button, click on theManagebutton or click theSelectbutton adjacent to
the field that you want to make an assignment to

1 Move to thelookup gridand click on the selection of your choice.

9 Click on théAcceptbutton.

Deleting Item from the Qu ick 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:

1 Click on the ellipseX) button, click on theMlanagebutton or click theSelectbutton adjacent to
the field that contains the list you want to edit.

Move to thelookup gridand click on the selection of your choice.

Click on theRemovebutton.

When prompted if you want to continue, cli¥eS

Click on thesave Changdsutton to save your changes.

=A =4 =4 =

Data Quick Entry: Drop -Down Lists

Classification Support Equipment > 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 tryto 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 anagebutton adjacent to the entry field
to add the item as described in the previous section.
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Attachments
Many of the modules within the system use tAgtachments FeatureThis 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 tiroug K S 2 StayfRainbgtih 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, welsites 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 both
consume databassepace 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

M 4 + = v X Edit Lirik Open Link

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

To add an attachment
9 Locate and select the record you want to addadgimchmentto.
1 Move to theAttachment section and click on the plus sigH (n the data control located in this
section.
1 From the invokedttachmentsdialog, use thérowsebutton to search and select the file or
document you want use as an attachment.
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1 Once selected, click on tl@penbutton within the Opendialog screen.

¥y Attachments

Attachment Path

|C Wsers\S5T-Del\Documents \DataConnection. docx

Description

DataConnection,docx | Test [ Open

=
J Accept @ Cancel

9 If the default description for this file is not descriptive enough, then move tdtbscription
text box in theDescriptiongroup and edit its contents.

1 Totestif the link actually works, click on thest/Openbutton.

9 To accept everything and use the attachment click on&beeptbutton.

To open and view an attachment
1 Move to the grid and click on the attachment you want to open.
9 Click on theDpen Linkbutton.

To delete an attachment
1 Move to the grid and click on the attachment you want to delete.
1 Move to the data control and click on the removggutton.
T /fA& W2 (GKS RStESGAZY LINRYLI o
1 / t A OEnd BEHOS Pyétiutton in the data control (chegk

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 usdf 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.
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Documents Trees

TheDocuments Treis used througkout the systemand its features are duplicated in each place it is
used. Examples of areas it can be found is irtheuments Featurdeund in many of the modules, the
Procedures and Solution®dule, and theRepair Procedures Editased with work order instructions

Understanding and Using the Documents Tree

Documents Tree n |

=4 | Maintenance Coordinator
EI---H‘ Commaon Procedures

------ =~ (General

Top Level Folder or Root Node
Child Level Folder or Mode

Green Arrow indicates the selected
MNode or folder

Click + or - to expand or collapse the tree

TheDocuments Treallows for the organization of your documentsHaldersor 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 (parerthild 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-appuopnus,
however many of these procedures can also be duplicated and be found in the ribbon control as well.

Create aDocument Folder
Each document in the system vk assigned to a folder or tree node in thecuments TreeOnce a
folder is created documents can be added to it.

417 AOAAOA A 1T Ax $1 AOI AT O 021166 1T 0 041 D
Documents Tree

?|
| General “

=" Add Top Folder
T=*  Add Sub Folder
Add Document

22 Reload Tree
=i Rename Folder
T Move Folder to Root (Top Level)

1 Right mouse clickingvithin aDocuments Treesection will invoke a popup menu.
91 Clickon theAdd Top Foldepption.
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1 From the invoked dialog enter the name you want to use for this folder and@Kck
417 AOAAOGA A 1T Ax O3OA &I 1 AAO6 1T O O#EEI A
1 Move to theDocuments Treand click and select the folder that you want to add a new sub
folder to.
1 Right mouse clickvithin the Documents Treeection to invoke a popup menu.

9 Click on theAdd Sub Foldeoption.
1 From the invoked dialog enter the name you want to use for this folder and@Kck

To Remove a Folder

1 Move to theDocuments Treand click on the folder you want to remove.

9 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 th&mu cannot remove a folder if anything is
assigned to it.

1 Righ mouse clickon the folder you want to remove to invoke a popup menu.

1 Click on theRemove Foldeoption.

To Rename a Folder
1 Move to theDocuments Treand click on the folder you want to rename.
1 Right mouse cliclon the folder you want to remove to invokepopup menu.
1 Click on theRename Foldeoption.
1 From the invoked dialog edit the folder name to the way you want it and then@kck

To move a Folder to the Top Level or Root position
1 Move to theDocuments Treand click on the folder you want to move.
1 Right mouse cliclon the folder you want to move to invoke a popup menu.
9 Click on theMove Folder to Root (Top Levabption.

To move a Folder and Reassign its position in the tree
1 Move to theDocuments Tre@and dick on the folder you want to move.
1 Left mouse clickand hold on the folder you want to move.
91 Dragthe folder over the folder you want to move it to.
1 Release the mouse button tirop the folder in to its new location.

Documents Feature

Any maintenance opation 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 provemytdnygoviant

to the dayto-day operation of your maintenance department. For these reasons we have included the
Documents Databadeature.
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Documents

5 B [ Wee vwodd a
View Document  Add Document  Edit Document Move to  Delete Rename Add Top AddSub Remove Rename Close
Folder  Document Document Folder  Folder  Folder  Folder Documents

Documents Document Tree Exit

Documents Tree 1
i | General
[=1-{_| Maintznance Coordinator
B Comman Procedures

Air Compressor

|I| J

TheDocuments Databass included in many of our modules where we felt it would be useful. You can
find this featre in the Maintenance SchedulerEquipment module, Purchasingmodule, Contacts

module, andHRmodule. TheHRY 2 Rdzf S RAFFSNE FNRBY GKS 20KSNE Fa Ad
This allows you to maintain various documents on a single employee.

Yau 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-bexthe rich
editor type. These editor type documents features timge of our buikin 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 windowsvoaged
processors such as Word and Word Perfect or any that support the RTF format.

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-gitds or fotlers. 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 reasonable size.

Working with Documents

There are three types of documents that can be used by this feature -BUR@thText 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.
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To create a new Internal Rich -Text document

7

Create New Document .

-

4 New Document

Docurment Mame: Mew Document

Document Type

RTF Document
() Picture/Image Document

() attachment,Link Document

J Accept E Cancel

Move to theDocuments Treand select the folder that you want to assign the new document
to.

Click on theAdd Documentoption in the ribbon control

From the invokereate NewDocumentdialog, move to thd&ocument Nameaext box and
enter a name for your new document. This title can contain up to 30 characters.

Move to theDocument Typesection and select thRTF Documentption.

Click on theAcceptbutton and the RicHText edita will open with your new document ready for
editing.

To create a new Picture/Image document

1

= =4

=A =4 =4 =

Move to theDocuments Treeand select the folder that you want to assign the new document
to.

Click on theAdd Documentoption in the ribbon control

From the invokd Create New Documentialog, move to thd&ocument Namedext box and
enter a name for your new document. This title can contain up to 30 characters.

Move to theDocument Typesection and select thBicture/Image Documenbption

Click theAccept Buttonto invoke afile open dialog box.

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

Click on theDpenbutton to assign the image.

To create a new Link document

1

1

Move to theDocuments Treeand select the folder that you want to sign the new document
to.
Click on theAdd Documentoption in the ribbon control.
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)l
)l
)l

From the invokereate New Documentialog, move to th&ocument Namedext box and
enter a name for your new document.

Move to theDocument Typesection and select thAttachment/Link Documentoption
Click theAccept Buttonto invoke the Link Setup dialog.

) Attachments

Attachment Path

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

Description

21_42_28-—American-Truck_web.jpg Test [ Open

J Accept E Cancel

Move to theAttachment Pathsection and click on thBrowsebutton.

Navigate to where the file you want to use is stored. Select the file andQiek.

The programwit 31 AF @2dz ¢l yid G2 NBLIFOS (GKS OdaNNBy
name. To accept the new description reply by clicking orGKéutton.

,2dz Oy SRAG GKS R20dzYSy i QaDeRc8Spiichdedtivdii A 2y o6& SRA
You can test th link by clicking on th&est/Openbutton.

When everything is set to your liking, click on theceptbutton.

To open or view a document

1

1

Move to and click on the folder that contains your document from withinBlogeuments Tree
to display the documentssaigned to that folder.
To open the document:
0 Right clickon the document to invoke a pop up menu. Selectew Document
2L A2y ® hNX
o Double clickon the document to open it.

View Document

Edit Document
Mowve to Folder

Rename Document

X Lx®EF

Delete Document
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To edit a document
1 Move to and click on the folder that contains your document from withinDloeuments Tree
to display the documents assigned to that folder.
1 Right clickon the document to invoke a pop up menu. SelectBuit Documenbption.
1 For the Rickrext type documsets the document will be displayed in tlilitor. For the other
G2 R20dzySyid (GelilSa e2dz gAff SRAG | R20dzySyidQa

To move or reassign a document to different parent folder
1 Move to and click on the folder that contes your document from within thBocuments Tree
to display the documents assigned to that folder.
1 Right cliclon the document to invoke a pop up menu. Selectbhave to Foldeoption.
[ a8

0 N

Select Folder to Move To w

=5 | Maintenance Coordinator ol
: Move To Folder
=4 ! Comman Procedures

&3

Cancel

1 From theMove Documentdialog move and select tHelder you want tomove the document
to from the displayed tree.
1 Once theFolderis selected click on thiglove to Folderbutton.

To rename a document
1 Move to and click on the folder that contains your document from withinBlogeuments Tree
to display the documents assignamithat folder.
Right clickon the document to invoke a pop up menu. Select ReameDocumentoption.
From theRename DocumenRA I £ 23 SRAG 2NJ NSyl YS (KS R20dzySyi
ClickOKto apply the changes.

To delete a document
Move toand click on the folder that contains your document from within B@cuments Tree
to display the documents assigned to that folder.

1 Right clickon the document to invoke a pop up menu. SelectfEredete Documentoption.

1 When prompted about deleting the doment, click theyesbutton.

a4 o =a —a -a
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Creating Barcodes and the Designer

A few of the modules in the system allows for the creation of various barcodes. These barcodes can be
printed or exported for use with other applications. Barcode creation is supported imteatory

Assetsand Tools Databasmodules.Work Ordermand Purchasinglocuments also use barcodes, but

these are not user definable and thage theCode39 style.

To access the barcode routines
1 From the Inventory or Assets modujé-rom the main tab control click on tl@ptionstab.
Next click on thé3arcodetab near the bottom.
1 From the Tools Database module. Click onDiegailstab followed by theBarcodetab near the
bottom of thescreen

Picture and Motes | Bar Code | Movement History | Purchase Costs | Part Groups

Bar Code Text 800T-779%0
Bar Code Designer Export

Retreive Reference

To insert the current Reference ID to be used in the barcode creation:
1 Click on theRetrieve Referencéutton or type the barcode text in the space provided.

Note the builtin barcode lookups use the Reference fields to find matching criteria

To access the Barcode Designer:
9 Click theBar Code Designdsutton.

Barcode Designer

With the Barcode Designsgmou can specify the type of barcodes to create, specific the barcode text, the

angle of the barcode, the colors to use, a top caption and more. ®late that not all the

combinations available will function properly with your system. You may want to experiment a little to

see what works with whatever scanner you may end up with. The nice thing is that you can create

various barcodes styles, andeverif (KS& R2y QO [t gl e&a g2N] 6AGK @2 dzNJ
images for use with other systems.
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Barcode Type Selection
Bar Code Symbol ; - ‘ -
Bar Code Type (Symbology) | Code39Extende

BarCode Properties

| Show Text

Text: LATEOD001

Angle: RE
Fore Color: il Eiack i

Back Color: 1 White -

Vertical Alignment: Center ~

Horizontal Alignment: Center -
LATEO00001

Top Caption

' Show Caption

I Latex Gloves
Alignment: Center v
Fore Color: [ Orange -
Breif Description
||||||"| Apply Barcode Settings

Itis possible, using the Code 39's 'Full ASCII Mode' to encode all 128 ASCII characters. This is
accomplished by using the §, /, %, and + symbols as 'shift’ characters. These characters combined
with the single character that follows indicate which Full ASCII character is to be used.

J Accept B Cancel

To create a barcode using the designer
1 Move to theBar Code Typdrop down and select the barcode style you want to use. As barcode
types are seleed a Brief Description of the barcode style is shown in the lower left hand
corner. There are 25 barcode styles to choose from.
1 If you want to display the barcode text on the label, checkedShew Texicheckbox.
1 The Text field is both the text shown al@oa&nd more importantly the text used to create the
I OlGdz- £ o0l NO2RS® C2NJ 2dzNJ LJdzN1J2aSa GKA&A A& y2NXYI
1 You can change the angle in which the barcode is shown in the image by changhmgkie
value.

1 Fore Colorepresents the barode and the text color. Click the down arrow to expand the color
picker to assign the desired color.
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1 Back Colorepresents the back ground color of the barcode image. . Click the down arrow to
expand the color picker to assign the desired color.

1 You canlange the position of the barcode text value by changingubgicaland Horizontal
Alignmentvalues

1 To show thelTop Captiortext, check theshow Captiorcheckbox.

1 To edit the Top Caption displayed text, edit the information inToe Captiong Textedit box.

1 To adjust the Top Caption Alignment change the value iTgpeCaptiong Alignmentdrop
down list.

1 To change the color used by the Top Caption, click the down arrow adjacentToph&aption
¢ Fore Colotto expand the color picker and then makeuyselection.

1 To apply and see how your settings have affected the barcode image, click ApptyeBarcode
Settingsbutton.

9 To accept the currently designed barcode and apply it to the current record click dwctapt
button.

To export the barcode ima ge
1 Right mouse click on the image and chooseERport Barcodeption.
1 Browse to where you want to save the image to,
1 Type in a name for the file in tHéle Nametext box.
1 Select the image export type by selecting the appropriate value fronsSawe as typerop
down. Supported options are bmp, jpg, gif or png.
1 Click theSavebutton.

To copy the barcode image to the clipboard
1 Right mouse click on the image and chooseGopy Barcod@ption.

Printing Barcode Labels

In place of having to buy expensive barcode label printers, this software system supports printing
directly to either ink jet or laser printers. Also supported averx 5262 (6 per sheet), and Avery 8810

(30 per sheet) compatible labels. The 5262 labels are designed to be used as bin box labels, or for
directly labeling an asset. We figured that 8810 labels would be small enough to stick to most individual
items.

The following illustration shows the element of the Print Labels dialog screen.
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|

Label Type Selection

Accept settings and
Preview document

10 Labels Per Sheet

Label position to print

Description of selected
label

10 Labels Per Sheet

Extended Options when Print All is selected

Print All is selected

Label to Print © - |Firstlabel toPrint |1 |+ First Label position to print
Print a Full Sheet of the
Clear Selections ¥ All Same (Current Label) same lahel

Clears selected records when printed

To print a single barcode label:
1 Select the record that contains the label you want to print.
1 Ensure that the barcode label has been created and is saved in the database.
1 Moveto the Reportstab in the ribbon and click on therint Bar Codeption.
1 From the invoked.abel Printing Setugcreen, move td.abel Type Selectiolist and select the
type of label you wish to print to by clicking on it. If selected properly its desmmigtiould be
shown in the lower left hand corner.

1 Move to thelLabel to Printdrop down and select the label number to print to. If you are printing

multiple labels, this label is the starting point of the print job.
9 Click on théAcceptbutton to preview the document.

To print multiple copies of the same label:
1 Select the record that contains the label you want to print.
1 Ensure that the barcode label has been created and is saved in the database.
1 Move to theReportstab in the ribbon and click otte Print Bar Codeoption.
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1 From the invoked.abel Printing Setugcreen, move td.abel Type Selectiolist and select the
type of label you wish to print to by clicking on it. If selected properly its description should be
shown in the lower left hand corner.

Move tothe Label to Printdrop down and select therint All option.

Move to theFirst Label to Printdrop and select the starting label to commence printing at.
Check theAll Same (Current Labetheckbox.

Click on theAcceptbutton to preview the document.

=A =4 =4 =

To print multiple labels from different records:

1 Scroll through the database and place a checkmark in the Selected checkbox of each record you
would like to print a label for

1 Move to theReportstab in the ribbon and click&n the Print Bar Cod®ption.

1 From the invoked.abel Printing Setugcreen, move td.abel Type Selectiolist and select the
type of label you wish to print to by clicking on it. If selected properly its description should be
shown in the lower left handazner.

1 Move to theLabel to Printdrop down and select therint All option.

1 Move to theFirst Label to Prindrop and select the starting label to commence printing at.

9 Place a check in thelear Selectionsheckbox. This will clear selected records sytwill not
be included a second time.

9 Ensure that theAll Same (Current Labetheckbox is NOT checked.

Click on theAcceptbutton to preview the document.
1 Repeat the above steps until there are no more records selected.

=

Lookup Dialog Screens

There are may Lookup Dialog screemnsed 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 rdgasf what information or

table is being presented.

Also be aware, that not all the functionality of these loaks will always be available to the user.
hLliA2zya OFy 6S KARRSY 2NJ RAA&AIFIOfSR o0& I dzzaSNDa | aa
activated from.

The following images outline the common elements of masikup DialogsThe provided illustration
shows theParts and Inventoripokup dialog, but the same general features are available to the
Equipment and Assets, Vendor and Contacts, igick and Employegand otherLookup dialogs
screens found in the system.
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Lookup Tab
' Details Tab
I'IVEI'ItOI'y | Show A&h:ic‘mly Shows or Hide Filter Row

Filter the Database by
Active Records only
Drag a column header here to group by that column — Group by Column

Reference Description Manufacturer | Part No Classification

— Filter Row

DRUMDD001 Drum Switch Allen-Brady 800T-77930 Main Storeroom
LATEQOOO1 Latex Gloves WestCo Mfg, Co  LG-D085 Mens Main Storeroom
LEATO0001 Leather Gloves WestCo Mfg, Co  LG-0067 Mens Main Storeroom Database Records
SAFEOOO01 Safety Goggles  SafeR-Us Storeroom
SPRADOOOL Spray Lubricant  Morthwest Easy... WD-440

Data Control

Add New Record

Deletes Selected Record

Post or Save Changes
Cancels Unsaved Changes

Select and Insert

# L 4
M # 4 Record 1of5 b»»|+—¢x'|

Latex Gloves Selected Record

\{31 Pal'ts and II'IVEI'ItOI'y ' Show Active Only +'| Show Filter Row
Lookup | Details

Checks to seeifa
Pl Reference ID is Unigue

Details / Inventory Control

Reference: DRUMOO001 Aultomatiaallv Create a
Unigue Reference 1D

Description: Drum Switch
Manufacturer: Allen-Brady
Part No: 00T-F7990

Vendor: Gardner and Denver

Location: |Main Storeroom i : Quick Entry Selection

Classification: |

In Stock Qty: 1

Record1iof5 F B W+ — + ¥

Latex Gloves

Again, we want to emphasize that depending on the rights being assigned at the time, there will be
many occasions where thes@okup Dialogs A f f T dipdRuip OagypeldidlogsHvhere the
controls on the Details tab will be disabled or even inwsiBkt other times you may be allowed to add
and edit the information without restrictions.
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To select a record for insertion or assignment:
1 From theLookup Dialogmove to theLookuptab.
1 To view all currently active records, ensure that 8teow Active Onl checkbox is checked. To
view all records uncheck this checkbox.
1 If you know a value of one of the fields, you can move toRitter Rowof the column you want
to filter by.
1 Typing in theFilter Rowwill filter the grid with the criteria you typed in.
Yau can also scroll through the records until the one you want is located and selected.
f hyOS @&2dz FAYR (KS NBO2NR &2 dzSeldtbuftor.2 { Ay 3 T2NE

=

To add a new record using the Lookup Dialog:
1 Move to theData Controland if available click on the plus sigi) i the control.
91 Move to and click on th®etailstab.
1 Move to the various fields on this tab and edit the information found there.
9 Chick on the checlpést) button in the data control to save your changes.

To edit a record (when available):
1 Move to theLookuptab.
9 Located and select the record you want to edit from those listed.
1 Move to the various fields on this tab and edit the information found there.
9 Chick on the checlpést) button in the data control to s your changes.

To delete a record (when available):
1 Move to theLookuptab.
9 Located and select the record you want to delete from those listed.
9 Click in thaninus sign(-) button on the data control,
9 Chick on the checlpést) button in the data controld save your changes

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 thext Editortab, reading left to right:

| TextEditor
= =N By c
B =3 opy A4 Find First b A@ .
4 Cut )
Save and Paste & Find Mext Insert Chedk Cancel
Cloze Select Al e Document | Speling | and Close
Save Clipboard Search Insert Review Exit
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Save and Close Saves the current text back to the eafi control and closes the editor.
Pastec Inserts any clipboard text into the document, and at the current cursor location.
Copyc Copies selected text and places it into the clipboard.

Cutc Deletes selected texand places it into the clipboard.

Select Alt Selects all the text in the document.

Find¢ Helps to find matching text.

Find Nextg Helps to find the next match.

Insert Document; Inserts a text document saved to file.

Check Spelling Reviews the document checking for spelling errors.

Cancel and CloseCloses the editor without applying any changes.

= =4 =4 =4 =4 4 4 -4 -4 -4

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

To insert a text document:

Click in the document where you would like the insertion to occur.
Click on thdnsert Documentoutton in the ribbon.

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

=A =4 =4 =4

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, replacingg currently loaded document:

Open theFilemenu.

Click theOpen Documenbption.

Use theFile Opemialogas explained by the crent operating systm.
With the file selected, click th@penbutton.

=A =4 =4 =

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

Open theFilemenu..

Click theSaveDocumentoption.

Use theSave As Dialogs explained by the ctent operating systen.
Enter a name for your file in thiéile Namearea and click th&avebutton.

= =4 =4 =

Print Preview the Text Document
To print preview the loaded document:
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1 Open theFilemenu.
1 Click thePrint Previewoption.

Print Preview

Just about every module in the system will output some form of a printed document. Sometimes these
documents camo 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.her

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

] [ Rt R R =7 = Print Preview

Print Preview

e @ @@ H &9 P

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

QUICK ACCESS TOOLBAR

The first arrow control moves to the first page of the document.
The second arrow control moves to the previous page.

The third arrow moves to the next pagetbe document.

The fourth arrow moves directly to the last page of the document.
1 The printer icon prints the document.

= =4 =4 =4

PRINT PREVIEW TAB

Openg Opens a document that was saved to file.

Saveg Saves the current document to file.

Reflow¢ Redraws thelocument to screen.

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

Zoom Ou ¢ When clicked, zooms out on the present document.

Export Optionsg Works in the same way as tisaveoption above.

Findg Allows you to search the document for matching text.

Previous Page Moves backwards through the document, one page per click.
Next Pageg Move forwards through the document, one page per click.

Closec Close and exit the Preview Screen.

= =4 =4 4 -4 4 4 -8 -4 -8 -8 -4
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Open Document
To open a save document:

1 Click on theDpenoption in the ribbon.

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

1 With the file selected, click th@penbutton. The following file types are supported: cldx, cld,
cldb and c1mdx.

Save or Export Document
To save or export a document

1 Open theFilemenu.

9 Click on thesaveor Export Optionsbuttons in the ribbon.

1 Use theSave As Dialogs explained by the crent operating syste.

9 Enter a name for your file in theile Namearea and click th&avebutton.

The following export formats are supported: Proprietary formats (c1dx, cld, c1db, and c1madx), pdf,
xlIsx, xls, rtf, dox, htm, emf, tiff, png, jpg, gif, bmp and xps.

Print Document
To print the document:

1 Click thePrintericon in the quick access toolbar or click on Bvét option in the ribbon.
1 From thePrintsetup the print options to your liking.
1 Click theOKbutton.

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

To setup the current document:

9 Click on théPage Setugbutton in the ribbon.
1 Setup the options on thPage Setupialog to your liking.
9 Click on theOKbutton.
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Page Setup S
Faper
Size: [Leﬂe.-r v]
Source: [ﬁu.rtu Select v]
Orientation Margins {inches)
@ Portrait Left: 1 Right: 1
(7 Landscape Top: 1 Bottom: 1

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

1 Move to and click on th&indbutton in the ribbon. This will cause a search dialog to be disdlay
on the right hand side of thBreviewscreen.

1 Move to theFind Whattext box, and type in the text to search for.

9 Place a checkmark in the options you want to apply to your search:
0 Match Case

o Match Whole Word
0 Search Up
9 Click on theSearchoutton.

To hghlight the text that was found, from within the list:

9 Click on the item found from the displayed list.

To close the search panel:

9 Click on theHidebutton.
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ﬂ|| 5 Print Preview = o =R
Print Preview [
|
s @b @ H @ 9 @
E Save - ) | _
Print Page Setup ZoomIn Zoom Qut Export Find Previous Next Page Close
|2 Reflow Options Page
Document Print Page Setup Zoom Factor Export MNavigation Exit
W : o3 o405 06 0 7 (EE
= = I Find What: Check
===
— .
=== won ores Match Case
[ - i Match Whole Word
— ™ Search Up
Page N
- Text Page *
_-E = Air CompressorMonthly 1
- - Air Compressor Daily Ch 1
w [ 1 Checktemperatur 1
- [ 1 Check oil levels 1
™ [ 1 forgoodco 1 =
Page2 _ [ ] cCheckthedryersf 1
- [ 1 Check temperatur 1
[ 1 Check oil levels 1
- [ 1 Checkforgoodeco 1
“ [ 1 Checkthe dryersf 1 L4
- [ 1 Checktemperatur 1
@ [ 1 Check oil levels 1
_ [ ] Checkforgoedeco 1
[ 1 Checkthe dryersf 1
i [ 1 Checktemperatur 1 i
P el sl .
e
4 F 22 instances found.
| Page 1of 2pages  .:

Email Composer
The Email Composer is for writing and sendingnails to vendors, otheemployees, or anyone you so
choose. You can import saved files with this editor, along with checking your spelling.

The following elements are found ontiessagel 6 2 F G KS O02YLRASNDaA NRoOoOZ2Y

--E-l Message | Farmat

B @ ¢ S H B

Paste @ Copy Redpients Speling Add Attachment  View Attachment Close

Clipboard Select Proofing Attachments Exit

Pastec Paste the contents of the clipboard into theain body area.

Cutc Cuts selected text and stores it in the clipboard.

Copyc Copies the selected text and store the copy in the clipboard.

Recipients; Allows you select email recipients for tMail Toor CCfields.

Add Attachmentg Allows you to browse for, and add attachments to the email message.
View Attachmentg Allows you to open and view the selected attachment.

Closecg Exits the composer.

= =4 =4 4 -8 4 A
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The following is the image of teormatii 6 2 F (G K S
Message Farmat

= ol

o U |T|n1esNewP.omar1 |'| |12 |"| ‘A A Aa -
[H Copy —

Paste _ | ] - 2 - (2B

™ [ paste Specal BIITUUS S XX A-%- &
Clipboard [ Font M|

~

O2YLI2aSNRa NARoozy O2yi

31—

S EEAq @ Find
[El= == i=-8 -  {Repace
Paragraph M| Editing |

For information on thesetions we invite you to read the chapter on tRéch Text Editor

The following image illustrates the layout of teéMail Writer:

AR & B - E-Mail Writer = B =
Message Format &
b @ ¥ S O @
Paste  [T] Copy Redipients Spelling Add Attachment  View Attachment Close
Sends the E-Mail
Clipboard | Seleg:’(ﬁﬁﬁ’i_ Attachments | Ewit |
T— Mail To |mdunbar@simsoftbedﬂ.com : Mail To address line
ccC | : Carbon Copy address line
S=i Subject |Work Order: 1101-0. : Mail Message Subject

Attachment |C:\.LJsers\SST—DeII\,Documents\,MCB_Deb. . \L' |

Clear Clears the selected Attachment

The attachment contains Work Order: 1101-0. Air Compressor Monthly Checks

Message Attachments list

Mail Message Main Body

N
/

(Editor)

Message Recipients
To add mail recipients to your email message:

1 Click on thdRecipientsbutton in the ribbon, click on th&lail Tobutton, or click on theCCbutton.
1 Follow the instructions found in thiglail Recipientsection of this chapter.

Message Attachments

To add attachments such as documents and images to your email message:

9 Click on theAdd Attachmentbutton in the ribbon, or click on thAttachmentbutton.
1 Use the File Open Dialog as explained by the current operating system.

1 When the attachment selected, click tipenbutton.
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Viewing Message Attachments
To view or open an attachment:

i Click the dowrarrow on theAttachmentsfield.
1 Click to select the attachment you want to open or view.
9 Click on theView Attachmentoption in the ribbon.

Message Main Body
This email writer allows you to create email messages written in the HTML format, which is gapular
most email applications. To compose your message:

1 Move to and start editing your document Main Bodyarea.
1 You can format your document using the options on Boemattab of the ribbon control.

Sending Your Message
To send your emaihessage:

1 Click on thesendbutton.

Saving Your Massage
You can save the contents of thessage Main Bodto file for possible reinsertion at a later time. To
save the main document to file:

1 Compose and format your document to your liking.

1 Open theFilemenu and select th&aveor Save A options.

1 Use theSave As Dialoass explained by the crent operating systm. The following file types are
supported: rtf, txt, htm, html, mht, doc, docx, odt, xml and epub.

1 Enter a name for your file in theile Nameareaand click theSavebutton.

Opening a Saved Message

z

,2dz Oy AYyaASNI | al @SR R20dzySyid Ayid2 (KS aSaa
1 Open theFilemenu.
9 Click theOpenoption.
1 Use theFile Opermialogas explained by the ctent operating systm.
T With the file selected, click th@penbutton.

0OET OET ¢ OEA -AOOACAB8O - AET "TAU
¢2 LINAYy(d GKS YSaal3iSQa YIAYy o02Reé
1 Open theFilemenu.

1 Click on theéPrint Optionsbutton to expand the menu.
9 Click on the print option of your choice.
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Mail Recipients
TheMail Recipientslialog screen allows you to add and edit the recipients to be used when sending
emails. This includes thdail Toand in many cases theC(carbon copy) recipients as well.

J Employees | Vendors/Contractors |

I Active Employees Only Show Filter Row

Mame | Reference Job Title Email
Martin, Scott MARTOOO01 Maintenance Mechanic
Murray, Fred MURRO0O01 Maintenance Mechanic fmurray @amail
Eliot, Kate ELIOD0001 Production Manager gelint@aol. com

b |Albright, George ALBROOOO1 Maintenance Mechanic georgea@abc. com

.......................... izl To 3| geliot@aol.com;georgea@abe. com |

£C |jdenuer@hnl.mm |

J Accept E Cancel

To add recipients:

1 Move to either the Employeesor Vendors/Contractorstab to show the appropriate list of
possible recipients.

9 Click on the record that contains the email address you want to add from those listed.

9 Click on either theMail Toor CCbuttons to add the selected address to the appropriate field.
Additional addesses are separated with a seaaior (;).

1 If known, you can also type addition email addresses in the spaces provide, separating the
addresses with a sergblon.

1  When done editing your recipients lists, click on Awceptbutton.
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Work Order Wizard

TheWork Order Wizards accessible from various modules in the system, and will help ease in the work
order creation by stepping you through the process. Some of the modules supporteditotheand
Requestanodule,Issue Trackingnodules and th&safety Managementnodule. TheMaintenance
Schedulemodule uses its own modified wizard.

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

Work Order Wizard

#. Work Order Wizard

Tab Pages
Identification Equipment | Requester Work to be Done

Moves to the Previous tab

Requester: Murray, Fred

Moves to the Next tab
ter Email: frnurray @gmail

Saves changes and
Closes the Wizard

Phone Mo:

Send<ompletion Notice

Closes the Wizard

|‘ ? Previous @ Mext wihout saving

Tab Pages This is a logical way of grouping controldunyction.

Previousg Clicking this button moves you to the previous tab.

Next ¢ Clicking the button moves you to the next available tab.

Save and CloseClicking this button saves any changes you may have made, and closes the
Wizard.

1 Cancek Clicking trs button closes the wizard without applying any changes made.

=A =4 =4 =

Wizard Identification Ta b
The following illustration shows the elements on this tab:
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#. 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 Unigue

Location: Main Fadility| Location at which the work
will be performed

Work Order
Identification

<_) Previous @ Mext H Saglnzsaend E Cancel

Task Type Standard Work Qrder Work Order Type
Assignment

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

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

1 Checkg This checks to ensure that the suppligaisk 10s unique in the database. If it was
generated by the program then is already knoterbe unique.

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

9 Task Type There are 7 possible task types available, with 6 of these having user definable titles.
See theWork Orcers Setupsection of theMaintenance Schedulechapter for more
information.

Wizard Equipment Tab
You can assign amlimited number of assets towork order.The following image illustrates the
elements of this section:
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o e
#. Work Order Wizard

Identification Equipment | Requester | Work to be Dane |

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

Add Asset Assignment

Equipment to
Work On o« v mmi-7x

. . Save and
@ Previous @ Mext H Close

Remove Assigned Asset

To assign an asset to the warkder:

1 Move to theAssigned Assetsection and click on the (plus sign) in the data control found
there.

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

1 dick on theSelectbutton.

Wizard Requester Tab
This sectiorallows 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 | Requester | Work to be Done

Requester: Murray, Fred Select Requester from List

Requester Email: fmurray @gmail Requester Information

Phaone No:

Work
Requested By

Allow Completion Notice
to be sent

[ send Completion MNotice

/ . Save and
@ Previous @ Mext H Close
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To assign who requested this work order:
1 Move to theRequesterfield and click on th&electbutton.
1 From the invoked lookup dialog, select on the employee you want to assign and click on the
Selectbutton.

To allow a Completion Notice to be sent to the requester:
1 Check thesend Completion Noticeheckbox

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

woromerwizd
*ﬁ\ 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

7 - - Save and
revious r lext H Close

Open with Editor Edit with the Tasks Editor

To include work instruction for repair types of work orders
1 Move to theWork to be Performedsection and edit your instructions in the editor found there.
You can also click on tl@pen with Editorbutton found in ths area and use thRepair
Procedures Editodiscussed in th&laintenance Schedulechapter.

Wizard z Save and Close
Whenever you either make changes to work orders, or create a new onaNatk Order Wizard
ensure to save your changes.

1 Click on theSsaveand Closeébutton to save and apply your changes.

Spell Checker

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.
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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, theSpellingdialog can be used for making corrections. This dialog is invoked
when a spell check is started on demand (for exampleen the enduser clicks a button, or the Check
Spelling item is selected from the context menu, displayed when theusedrightclicks the incorrect
word.

Spell Checker Dialog

= Spelling lg

Mot in Dictionary: examble

Change to: example|

Suggestions: example Ignore Ignore All
ex amble
EXamine Change Change All
examinable
examinee

Options... Cancel
L=

This dialog enables the eaer to do one of the following:

1 Select onef the suggested corrections to replace the misspelled word (once or all occurrences
in the text)

1 Skip the word (Ignore)
1 Ignore the word and all its future occurrences in the text.
1 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.
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i ™

Speling

General options

7 words |
ABC Ignore words in UPPERCASE
\/ | Ignore words in MiXeDcASe

| Ignore words with numbers

Ignore repeated words

¥| Ignore e-mails

¥ | Ignore web sites

Edit custom dictionary
— Add, change or remove words from your custom dictionary.
ABC

m
Ir

International dictionaries

ABC Choose which dictionary to use when checking your spelling.
d Language: English (United States)

I Ok Cancel

Finding Misspelled Words as you Type

With some of the editors, misspelled words will be highlighted from within the editor itself. Misgpe
or unrecognized words will have awyred underline below them. When supported, you can riglitk
over these words to invoke a popup menu.

From this popup you can:

Replace the word with one of the supplied suggestions.
Ignore All word with the sasnmisspelling.

Add the Word to the Dictionary.

Or invoke the Spell Check Dialog

= =4 =4 =4

The popup may also show other, nepell checking related options.
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Itis with difficulty that I persuade myself, thatitis I who am sitting and writing to you from
this great dty of the East. Whemer I Iunk upan the 1'3:& of nature, or the works of man, I

see every thinhg differ
to me, at times, asifI«
that I am awake, and th
the Coelian hill, who am
the splendor and luxury
side of my Curtius, and
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 wr
opening of his novel, "2
definately find using the

iffer rent

deferent

e

so widely different, that it seems
am. But I rouse myself, and find
neighbar, Piso, late a dweller upon
Palmyra, and, notwithstanding all
o to be once more in Rome, by the
heen wont to do, of the acts and

Ignore All
Add to Dictionary
Undo

ith my promise, to tell you of my

rcess, as it may be, in the

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

Cut

Com

Paste

X

Delete

=r? My feelings sometimes
w my sorrows. Stll I am delaying to
ill begin.

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

Select All

' Check Spelling

Budgets

With the Maintenance Coordinatosystem you can setup four different types of budgets. The first two
are based on purchasing and purchase items accounts or cost centers. The other two are based on
maintenance activities, using maintenance accounts or projects.

Budget

)
Retrieve Recalulate

Current  All Categories Close

Actugls  Budget Budget Budgets
Budgets |  Current Budget Reports Bit |
Budgets Budget Work Sheet

U BUDGET ACTUAL DIFFERENCE
Accounting Type Bl RE ‘ a| | of | 200.00|
O 011 FEBRUARY: \ 200 | 2059 | -80.59)
MARCH: \ 00 | o] | 200,00

Year |Cahegory

3 2011 General Use Ll ‘ 200' | n| | Zﬁn'm|
B 2011 Froduction MAY: \ 200/ | o | 200.00]
JUNE: \ w0 | o | 200.00|
Available Budgets JuLy: \ 200 | o] | 200,00
AUGLST: \ 00 | o] | 200,00
SEPTEMBER: \ of | o | .00
OCTOBER: \ w0 | o | 200.00|
NOVEMBER: \ 200 | o] | 200,00
DECEMBER \ 00 | o] | 200,00
\ 2200.00) | 80.53) | 1919.41]
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To setup a budget

z:| Create New Budget

Initial Settings

Expense Type Purchasing|

Accounting Type Accounts > Account Type Selection

Accounting Year 2011 > Accounting Year

Budget Category

Select

J Create @ Cancel

Category Selection

1 Moveto the Budgetscreen.

1 Move to theBudgetgroup in the ribbon and click th&dd option.

1 Move to theAccounting Typdist box and select the appropriate option that you want to create
a budget for.

1 Move to theAccounting Yeadrop down and select the year yavant to base your budget on.

1 Move to theBudget Categorgection and click on the Select button found there.

1 Choose the appropriate category from the list and clickSkeéectbutton.

Editing and Viewing Budgets

1 Move to theBudgetscreen.

1 Move to theBudgetssection and click on the budget you want to work with from those listed.

1 Move to theBudget Work Sheesection and edit the budget amounts found under B&gDGET
heading.

1 To populate the actual amounts you spend on each month, moviedaibbon and click on the
Retrieve Actual®ption.

1 To show totals and differences, move to the ribbon and click on the Recalculate Budget option.

Deleting Budgets
1 Move to theBudgetscreen.
1 Move to theBudgetssection and click on the budget you want tonk with from those listed.
1 Open theFilemenu and select th&emoveoption.
1 AnswerYesto the prompt.
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This chapter deals with security, user accounts, databases and utility modules. Most of features

described irthis chapter are for users with admin rights.

Logging into the Program

/.2 Maintenance Coordinator - X i
\ . ‘ User name
ADMIN
‘ Password
| oK | [ cancel

Version 8.0.0.0

Copyright © 2015 Simplicity Software Technologies Inc.

When password protection is active, and when the application first starts up, you'll be greeted with a
login screen. This login restricts unauthorized users from gaining accesasarsits defaults setups for
authorized users.

To login to the program, please follow these steps:

i Start the program in your normal manner.

1 When the Login screen appears, move to the User Name text field and type in the name your
administrator has issuegbu.

1 Move to the Password text field and type in your assigned password.

1 Move to and click on the OK button.
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Re-Logging into the Program

While the application is already running, you may wish t#ogeinto the program. There are a couple of
reasons you may wish to do this. One would be to log in as a different user; the other might be to allow
different user setup properties to take effect.

To relog into the program:

1 From the Main Menu screen open the File drop down menu and select the d&®law User
option.
File
«"  Login as new user (Restart)
dle  Change your password
& Open a database setup
r ﬁ' Software Activation 3

3 Exitthe program

1 Login as you would normally.

Note: When password protection is turned off, this action simply restarts the application.

Lost or Forgotten Passwords

If you have lost or forgotten the password to gain access to the program, we have provided a backdoor
password for emergency use. This passwarduld be kept by your administrator and kept in a secured
place. This emergency password is 8wtware Keyused to unlock the program, and supplied with
registered copies of the program.

To login to the program using the emergency password:

9 Start the program in your normal manner.

1 When the Login screen appears, move to the Password text field and type in tha@oKey
that was provided you when you purchased the program.

i Click on the OK button.

Turning Password Protection On and Off
To toggle password protection either on or off, you must:
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& Toggle Password Protection

urns Password Protection either on

e
[

9 Log into the program as a user that has Administrator rights.

1 From thke Main Menuscreen open thé&dmindrop down menu, and then seletlsers Accounts
option.

9 From theUsers Accountscreen click on th&ilemenu and select th&oggle Password
Protectionoption.

1 A Notice should be provided stating the new protection mode.

1 Cbse theUsers Accountscreen.

The above procedure is used to both turn on and turn off password protection.

Changing Your Own Password

Once a user has logged into the program, and password protection is turned on, these users can change
their own individal password to anything they want.

For a user to change their password:

|Iser Mame John Doe

Old Password FEEEE

Mew Password FEEEEELE

Confirm Password

J Apply

Log in to the program as normal.

Open theFilemenu and select th€hange Your Passwomption.
Enter your user name is in théser Namdext box.

Type in your current or old password in t®¢d Passwordext box.
Type in your new password in tiNew Passwordext box.

= =4 =4 4 =4

Simplicity Software Technologies In€hanging Your Own Passw



Maintenance Coordinator

1 Retype your new password in ti@onfirm Passwordext box.

1 Click on theApply button.

1 A message should be displayed confirming thencje.

User Accounts

With User Accounts you can create an authorized users list where you can assign what system modules
users have access to. Furthermore you can assign various rights pertaining to what a user can do within

the modules access has beemagied.

Note: User Accounts assigned rights only apply when password protection mode
is turned on, also note that password protection is disabled when running a Demo

version of the software.

Creating a New User

.
P0QPP@ O@ @@le - User Accounts
User Accounts [~
s @ o
= S
Add Mew Save Changes Copy User Paste Personal Close
ser Database
Records Duplicate Caonnection Exit
Lookup | Details
|ser Setup Module Rights
lser Mame Maintenance Scheduler b
ADMIN Assigned Rights
Password
Adminstrator Rights -
——— Show Access Button I
Personal Database (Connection) Allow Module Access 3
[ Allow Edits (Mot Read Only)
E;y:;ﬁeiﬁglllﬁs?menme? [T Allow Adding Recards
. ' Allow Deleting Records
[] Allow Printing
Linked Employee Allow Reports i
Eliot, Kate - Check Al
Save Module Rights
| System Administrator Uncheck Al
ADMIN | Record 1of 2
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To create a new user:

1. Start the program inqur normal manner.

When theLoginscreen appears, login as a user with administrator rights.

3. From the startupgMain Menuscreen open thédmindrop down menu and then selettsers
Accountsoption.

4. Click on theAdd Newoption in the ribbon or pres€trl+N This will provide you a new user
record to work with.

5. b2g Of AO] 2y GKS St ALdskraNantegxxtfigld dzi G2y G2 GKS NR

6. Type in the new user's login name in the box provided and clickin@Kimitton when done.

ECE T )

Edit user's name in the space provided then click

0]
—
)

7.1 £t A0l 2y UK ®ntSthdrrightdi thelsedPXsswordextdiid.
Type in the user's password in the box provided, and click o@#igutton when done.
9. If you want to assign Bersonal Databas#® this user:
1 Move to the ribbon and click on theersonal Databaseption.
T bSEG &2dz2Qff 6S LINRBYLIGISR AT &2dz ¢l yid G2 &S
this user. ClicKesto continue.
f {SdO dzLJ GKAa RFEGFolasS O2yySOiUtAz2y & 2dzif AySF
10. If you want to give this user administrator rights, place a checkmark i8ystem
Administrator checkbox.
11. Ensure you clicBave Changeg the ribbon to post changes back to the database.

N

©

Setting Individual Module Rights
Each user can be setup with different user rights to each of the different modules. The rights vary
somewhat with eactmodule they apply to, and some rights may not apply to certain modules at all.
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Module Rights

Maintenance Scheduler -

Assigned Rights

Adminstrator Rights -
Show Access Button

Allow Module Access

[ Allow Edits (Mot Read Only)
[ Allow Adding Records

Allow Deleting Records

[ Allew Printing

Allow Reports -

m

Chedk all

Save Module Rights
Uncheck All

The following is a summary of some of the most common rights, and these can vary between modules.

1 Administrator Rights- A check here allows the user rights to everything within the list, including
module access. Please note that checking this option overrides all the other module options,
checked or not.

f Show Access Buttog! OKS O]l KSNXB RA aLJX | éndon therfain scredhdzt S Q a
This applies even if the user is not granted access rights to the module.

1 Allow Module Access A check here allows the user to access or open the given module.

1 Allow Edits (Not Read Only)When checked edits are allowed. Uncheckedd only mode is
effectively applied.

1 Allow Adding RecordsA check here allows the user to add or create new records within the
module.

1 Allow Deleting RecordsA check here allows the user to delete or remove records within the
module.

9 Allow Printingg A check here allows the user to print records and other documents within the
module.

1 Allow Report- A check here allows the user to view and create reports from within the given
module.

1 Allow Saving Main Lookup A check here allows the user to save amydification they may

FLILJX ASR G2 GKS Y2RdzZ SQ&a YIAYy §221dz INAR® hyOS

module is opened.
f Allow Module Setupc2 KSy OKSO{1 SR (GKS dzaSNJ Aa Ifft26SR (2
options and settings.
1 Allow Manage Pecid Fields¢ When checked, the user can change user defined fields.
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1

Allow Database RoutinesRemoving the checkmark here will hide or disable many or all of the

Y2RdzA $Q4 o0dAtd Ay RIGIOFAS NRdZiAySaE FyR 2LIA2Y

Again, these are just some of the uselif Qa 2 LJiA2yad {2YS Y2RdzZ Sa o6Aff
only have a few of them, and other modules will have completely different ones.

To set individual module rights:

T
1
1

Start the program in your normal manner.

When the Login screesppears, login as an administrator.

From theMain Menuscreen open thé&dmindrop down menu and then seletisers Accounts

option.

Use thedata controlto scroll through the records until you locate the user you want to work
with. You can also use the god the Lookup tab to locate records.

Move to theDetailstab and locate thévlodule Rightsgroup.

Move to the Module drop down list and select the module you want to modify the rights on.
Move to thisAssigned Rightlist and add or remove checks to eadhloe available, granting or
denying rights

Click on thesave Module Rightbutton to save the rights for the selected module.

Repeat the above steps for each module you want to make assignments on.

Deleting Users
To delete a user from using the program:

)l
)l
)l

Sart the program in your normal manner.

When the Login screen appears, login as an administrator.

Open theAdmindrop down menu for the main menu of the program and selectliser
Accountsoptions.

Locate the user you wish to delete by using the data i@int

With the user record displayed, move to and click ondbéete button @in the quick access
bar.

Creating New Databases

The Maintenance Coordinator program allows you to create new databases for use with the program.
This feature can prove to be uskéfvhen you want to clear data from the program, but not destroy it. It

will also prove useful when you have multiple users and want a different Personal Database assigned to
each of your users.

You can create the following databases using this program:
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1 Main Database This database holds the main information or tables dealing Mamtenance
Coordinator. Some of the included tables are HR (Employees), Inventory and Parts, Contacts and
Vendors, Maintenance Documents, Main Programs settings and User Ascount

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

1 Purchasing and Receiving Databas&his database maintain information for Purchasing and
Receivig support, purchase orders, purchase requisitions and blanket purchase orders.

1 Personal Manager DatabaseThis database maintains information on personal items. Personal
Log, Personal Scheduler, Personal Contacts and Journal information.

1 Professional AdeDns Database This database supports some of the amldfeatures and their
data storage. Currently supported are Issues and Safety Management information.

To create a new database, please follow these steps:

9 Start the program in your normal manner.
9 Login as an administrator.
1 Open theAdminmenu and expand thBatabasesub-menu.

Admin

81 User Accounts

5 Main Program Settings

5 Databases b g-! Setup Databases Connections

& Import - Export Utility & Create New Databases g New Main Database

Mew Work Orders Database
Mew Purchasing Database
Mew Personal Database

Mew Professional (Add-ons) Database

1 Expand theCreate New Databaspop-out menu.

9 Select the type of database you want create. Options include:
o New Main Database

New Work Orders Database

New Purchasingpatabase

New Personal Database

New Professional (Ad@ns) Database

O O O O
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1 Once the database type is selected, the Save As dialog will appear.

s
.- Save As

Organize » MNew folder

+d Homegroup “*  Name Date modified Type
1 SST-Dell

., .android

.. AppData

. _Met Project 5/11/2010 11:28 AM  File folder
. _55T Documents 12/23/2014 2:24 PM Filefolder
, 20130627 6/27/2013 10:57 AM  File folder
. 201307 16 7/16/2013 11:05 AM  File folder
. ASP Met Tutorial 5/20/2013 2:15PM  Filefolder
. BAA Projects 9/2/2014 212 PM File folder
. BigFoot 5/20/2013 2:15PM  Filefolder
. Cadets 10/26/201412:16 ...  Filefolder
. Cadets Install 10/21/2012 4:05 PM  Filefolder
. Cadets=Forms 9/12/2014 6:16 AM File folder
. CadetsMenu 4/26/2012 7:16 AM File folder
. Cloud 5/21/201311:14 AM  File folder
. Competitors Manuals 5/21/201311:14 AM  File folder

. ComponentOne Samoles 11/26/2014 9:03 AM  File folder

@ Application Data
i Contacts
@ Cookies
1 Desktop
& Downloads
L+ Favorites
W Links
@/ Local Settings
. MC8_Debug
| My Documents
. _Met Project

File name: JohnDoe-Persona.mdﬂ

Save as type: | SQL Express Database *.mdf

“ Hide Folders

1 Move tothe Save Irdrop down list box and setup the folder or directory you wish to save your
new database in.

1 Move to the File Nameaext box and enter the name you want this database to have. Examples
here could be John, Mark or Lynn for personal databases.

1 Click theSavebutton.

1 A message should be displayed saying the operation was successful.

Setting up Database Connections
Please refer to th&etting up Database Connectiosection of theGetting Startedchapter for the
procedures for setting up your database connections.

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

[ Set Default Paths

nections

Save Custom Setup
[ Open Custom Setup v, HR, Tools, Precedures, Etc.)
CLEXPRESS; AttachDbFilename =C: \Wsers\s5T-Dell\Documents\Databases
‘MCMaln mdf;Integrated Security =True;Connect Timeout=30;User Instance=True

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

Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: \Users\55T-Dell\Documents\Databases
WCWork.mdf;Integrated Security =True;Connect Timeout=30;User Instance=True

Set Connection

Purchasing and Receiving Database (Requsitions, POz, Blanket POs)

Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: \Users\sST-Dell\Documents\Databases

YWCBuy.mdf;Integrated Security=True;Connect Timeout=30;User Instance=True Set Connection

Personal Manager Database (Personal Scheduler, Documents, Contacts, Etc.)

Data Source=53T-DELL-PC\SCQLEXPRESS; AttachDbFilename ="C:\Users\s5T-Dell\Documents\MC 7 Projects

YPersonal. mdf™;Integrated Security=True;Connect Timeout=30;User Instance=True Set Connection

Professional Add-Ons Database (Safety Management, Issue Tracking)

Data Source=55T-DELL-PC\SCQLEXPRESS; AttachDbFilename =C:\Users\S5T-Del\Documents\Databases
YWMCAddons.mdf;Integrated Security =True;Connect Timeout=30;User Instance =True

J Accept B Close

Set Connection

Single User

To save the current setup

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

Open theFilemenu and select th&ave Custom Setugption.

1 Use thisSave Aglialog as normally found in Windows. Make the file name something like
Home, Office or Work, and click tavebutton.

=

To open a saved setup

1 Move to theConnection Settingslialog.

Open theFilemenu and select th©pen Custom Setupption.

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

1 Click on theDpenbutton.

=
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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 efifegrent clients, or different plant locations.

To open a saved database setup:

File

«"  Login as new user (Restart)
dle  Change your password

|7 Open a database setup

rﬁ' Software Activation 3

&) Exit the program

1 StartMaintenance Coordinatoin your normal manner.

1 Open theFiledrop down menu from the main menu of the program, and then chooseXhen
a database Setupption.

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

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

Networking Your Databases
If you purchased a site or network license you can install or copy your databases to a shared, network
drive. This way multiple users can access the information stored there at the same time.

To install and use the databases on a network please refer tottielling for Network Usesection of
the Getting Startedchapter.
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Import z Export Utility

Thelmport-Export Utility was designed to help our clients import information or data from existing
software packages to ours. You can import from two of the most popular file formats. These include
Microsoft Access databases and Microsoft Excel spreadshedist Qitions include the ability to open
and edit information is SQL Server databases, and print the table structures of SQL Databases.

1 Import - Export Module - [Main Options] sy s e S, S S S g — - (o [ it
Main Options < i
3 _ .
e p— <] Import - Export Module (Databases Utility)
¢ E] Import Access Database Main Import - Export Options
¢ J Open 50L Database
[ 5] erintDatabase Fields 3 @ jg)
Import Excel Import Access
| Spreadsheet Database Erer R EEie
||
I
|| 5ql Compact Edition Options
ol
| £ 1

Print Database Fields
Definitions

Main Options
Import Excel
Import Access Database

Open Database

28§ R2y Qi SELISOG GKFG @2d0tt 0SS o6tS G2 AYLERNI |ff
another as each copany has their own way of doing things. Finding straighttorene relationships

for all information is very unlikely, but we do believe that you should be able to import a great majority

of the information. This will save you a great deal of time asgy@uy Qi Kl @S Ay Ldzi SSSNE
scratch.

Accessing the Import z Export Utility
To access thimport ¢ Export Utility:

User Accounts

8
%' Main Program Settings
g-! Setup Databases

%

Import - Export Module

1 From the main menu of the system, locate and click onAtimin drop down menu.
91 Click on thdmport ¢ Export Moduleoption.
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Navigating Import - Export Utility
The following outlines the possible options that can be used in the navigation between the components
of this utility.

The navigation bar is located on the left side of the screen, and can be used to navigate through the
components of this module.

Main Options <
58] tmport Excel Spreadsheet 1 Click on a group within thavigation OptionsBar to branch to
: that component. The groups are the larger of the available items
@ Import Access Database . .
- shown, with larger text and icons.

4 open sQL Database 1 Once a group is expanded, you can click on one of the available
5] Print Database Fields options to active that option or feature.

Main Options

L You can also use thdain Optionmenu screen to branch to an

mport Excel ) o ]

available feature by clicking on the appropriate button.
Import Access Database

Open Database

Connecting to a Database
Every operation provided by this utility requires that you conned ttatabase and the procedure to do
this will be outlined here.

The following illustrates th&et or Select Database Connectidialog that we use to provide database
connection properties:

- "
Set or Select Database Com
Select a Pre-existing

Connection as used by

Existing Application Database Connections: Main Database - o
the application.
¥| Use Custom Connection Indicates that you want
to use the custom
N Custom Connection connection
Data Source=S5T-DELL-PC\SQLEXPRESS; AttachDbFilename =C:\Users\s5T- Custom Connection
Dell\DocumentsYMC8_Debug'\Databases WMCMain.mdf; Integrated String

Security =True;Connect Timeout=230;User Instance=True

Create a Custom
Connection String

J Accept B Close Accept and use

connection

To Use an Existing Connection

1 Move to drop down list adjacent tthe Existing Application Database Connectiosisd select
the database connection you want to use. These connections are the same ones that are
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currently setup for main program use.
Main Databaze b

Main Database

Wark Orders Database
Purchasing and Receiving
Professional Add-Ons

i Ensure that thedse Custom Connectiotheckmark is not checked.
9 Click orthe Acceptbutton.

To Use a Custom Connection

9 Move to and check th&Jlse Custom Connectioctheckbox.

9 Click on theSet Connectiorbutton. This will invoke th&QLConnectiondialog screeras shown
in the following illustration:

SQL Connection \EI
Server name:;
SST-DELL-PCNSQLEXPRESS - Refresh

Log on to the server

@ Use Windows Authentication
1 Use SQL Server Authentication

Save my password

Connect to a database

) Select or enter a database name:

@) Attach a database file:
C:\Users'55T-Dell\Documents ' MCS_Debughl

Logical name:

[ 0K H Cancel I ITestCnnnedion I I.Advanc:ed J

1 Move to theSever namalrop down box and select the name of your instance of the SQL server
82dzQNB dzaAy3ad LF GKS ASR#wEsNutora y20G fAaGSRXI GNE
1 Move to theLog on to the servegroup and setup your log on authentication information.
0 Using SQL Expres# you are using the Express database engines as supplied by us,
@2dzQf f LINROI 0 A fUseiWinddwis yuthenticatiodpsos.01 1§ K S
0 SQL Serverlf you are connecting to fublown SQL Server then complete tR@L
Server Authenticationinformation.
A Check theUse SQL Server Authenticatiaption.
A Fill in theUser Nameand Passwordields.
1 Next move to theConnect to a databasgroup to connect to the actual database.
0 SQL Seer:
A Check theSelect or enter a database nanoption.
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A Move to the drop down found here and either select or enter the name of the
database you are connecting to.
0 SQL ExpresgAttached database file)
A Check theAttach a database fil@ption.
A Either use théBrowsebutton here to select the database file, or type in the full path
to the database (mdf) file in the space provided.

9 Test Connectiorg Move to and click on th&est Connectiorbutton to ensure you have a good
connect. If it fails, you may want to click on thdvancedbutton to further define you connection
properties.

9 Click on théAcceptbutton.

Import Excel Spreadsheet
Thelmport Excel Spreadshedtinction allows you to impardata from an Excel spreadsheet and save
the information into a SQL Server database.

To import a spreadsheet:

91 Click on thdmport Excel Spreadshedtutton in the main menu or in the navigation bar.

T

Move to Source Spreadsheegfroup and click on thBrowseto Spreadsheebutton.

Source Spreadshest

Full Path of Source Spreadsheet

C:\Users\ssT-Dell\Documents\Inventory 2. s

; Browse to Spreadshest ;

1 Locate and open the spreadsheet you want to use as the data source by using this fahailiar
Opentype dialog.
@_@u | » Libraries » Documents b - v | #3 [ Search Documents o
Organize Mew folder == - m .@
% Favorites ~ Documents library B e
Includes: 2 locations -
B Desktop 2 MName ° Date modified Type i
4 Libraries T AeLuSHLA SELPLULY LML MIVE WL USUIL L
3 Documents & Blocdbornxs 4/3/2014 12:43 PM Microsoft E

&l My Documents

. Public Documents

] Chartals
B Confined s

4/21/2013 10:00 AM
4/3/2014 1:02 PM

Microsoft E
Microsoft E

Jj Music ] Expensesxls 4/3/2014 11:55 AM Microsoft E
=] Pictures H Injuredxls 4/21/2013 947 AM - Microsoft E
B Videos E Inventory.xls 11/1/2014 1:07 PM Microsoft E
od Homegroup |E Inventory2.xls 4/21/2013 947 AM  Miicrosoft E
B SST-Dell H Lockout-Tagoutxls 4/3/2014 1:48 PM Microsoft E
.android H purchased rems.xds 2/10/2014 12:45 PM  Microsoft E
AppData B SoftwareProjectuxls 10/27/2014 6:08 AM  MicroseftE__
@) Application Data ) witness.xls 4/21/2013 9:33 AM Microsoft E‘ E |I
B4 Contacts ) WoTestals 11/1/2014 T:08 AM  Miicrosoft E «
@ Cookies M| < | 0 I [
File name: - [Excel File (" xls) VI

(o T |

Cancel ]

Simplicity Software Technologies Inemport Excel Spreadshe



Maintenance Coordinator

Move to theDestination Databasgroup and click on th€onnect to Databasbutton.

Destination Database

Database Connection

Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: YUsers\SST-Dell\Documents\MC8_Debug\DatabasesMCMain. mdf; Integrated
Security =True;Connect Timeout=30;User Instance =True

Connect to Database

Table to Copy To: -

Connect to your destination database as described indhenecting to a Databassection of

this chapter.

Move to theTable to Copy tarop down list, and select the database table you want to import

to. All the tables of

the connected database shouldisted here, and you can only import to a

single table per import operation.

Inventary

Folders
FuelUsage
HRActvities
Inventary
Mailaccts
MainSettings
ModSettings

k

1

Move to and click othe Setup Spreadsheet Fields 6 G2 Y2 @S G2 (KlI

setup spreadsheet

(et

columns to database columns (fields) relationships.

Move to an umssigned column of the spreadsheet and click in the header to select the column.

Manufackurer

Manufackurer
WestCo, Mfg
allen-Brady

Tl abki™ o RAC -~

Move to theDatabase Columns or Fieldsop down list and select the field you want to assign

An assigned column

e
I Partho ‘*\_ A selected and
Liz-0085 Mens unassigned column
S00T-77990 :

[ e TaTo . i

to the selected spreadsheet column. This assignment indicates the databalsinéel

spreadsheet colum

n will be imported to.

Every field or database column assigned to the selected database table will be available in this

list.
Partho

MaxLevel
MinLewvel
Motes
OnOrder
PartMo
Picture
Reference

]

-

Repeat assigning database columns to spreadsheet columns for each field you want to import.
Non-assignedpreadsheet columns will be ignored and not imported. Also note that you cannot

use a database col

umn assignment for multiple spreadsheet columns.
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1 Once you have made all the columns to columns relationships, move to and click ©aghe
Datatab.
9 Click orthe Copy Datébutton and wait for the import to complete.
T 2KSYy GKS YSaal3aS LIISIFNES &2dzQNBE R2YyS gAGK GKS

Clear a Column Field Assignment
To clear a database field assigned to a spreadsheet column:

9 Select the spreadsheet column yaant to remove the assignment from.
9 Click on theClear Column FielHutton in the ribbon.
1 When prompted about the removal, click on tiesbutton.

Insert a New Blank Column into the Spreadsheet
To insert a new blank column intbe spreadsheet

1 Select aclumn in the document just after the insertion point of the new column.
1 Move to the ribbon and click on tHesertoption.
9 From the drop down, select tHasert Column to the Lefoption.

Insert a New Blank Row into the Spreadsheet
To insert anew blank rav into the spreadsheet

1 Select a row in the document just below the insertion point of the new row.
1 Move to the ribbon and click on tHesertoption.
9 From the drop down, select tHasert Row Aboveoption.

Delete Rows(s) and Column(s) in the Spreadsheet
To emove columns or rows from the spreadsheet

1 Select the column(s) or row(s) you wish to delete by clicking its heading.
1 Do one of the following:
o IntheCellsgroup click theDeletebutton and select thd&Remove Column(sdr Remove
Row(s)item from the dropdown list.

Format Data
You can format the data in the spreadsheet by:

1 Select the cells you want to format the data on.
1 Move to theData Formatgroup and select the format option that you want to applytions
include:
0 Format Text
o0 Format Number
0 Format Date
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Import an Access Database

Thelmport Access Databadenction allavs you to copy data from lslicrosoft Access database #o
Microsoft SQL Server Databad®u first select and open the source database atable to copy from,

and then select the destination database and the table to copy to. Next you setup the field relationships
of the two databases, then copy.

To import an Access Database:

1 Click on thdmport Access Databaseutton in the main menu or in the navigation bar.
1 Move to theDatabases and Tabledab. Move to theSource Database (Microsoft Accesgpup
and click on thérowseto Databasebutton.
Source Database (Microsoft Access)

Database Connection

Provider =Microsoft. Jet. OLEDB. 4.0;Data Source=C:Users\S5T-Dell\DocumentsMainDemo. mdb;Persist Security Info=False

Browse to Database Table to Copy From: Parts -

1 Locate and open the database file you want to use as the data sbyrgsing this familialFile
Opentype dialog.

«J Open - E

@@u @ » Libraries » Documents » ~ |+ [\ Search Documents 2

Organize MNew folder ==~ [ @
- Favorites - Documents ||brary Arrange by:  Folder =
Includes: 2 locations
B Desktap = MName ’ Date modified Type o
74 Libraries ] L LN VLY LEWL e NS IIUSH
@ Documents . S5THome 11/27/201211:15...  File folder
| My Documents . Symantec 9/29/2010 6:40 AM File folder
. Public Documents . Temp 10/5/2012 2:32 PM File folder
o Music J Trips 4/29/2014 4:11 PM  File folder
[=] Pictures . Visual Studio 2005 5/11/201011:29 AM  File folder
E Videos . Visual Studio 2008 1/23/2013 5:28 AM File folder
% Homegroup . Visual Studio 2010 10/10/2014 2:26 PM  File folder
A S5T-Dell . Visual Studio 2012 11/1/2014 12:09 PM  File folder
. .android . Visual Studio 2013 8/6/2014 5:43 AM File folder
. AppData . Wondershare 4/7/2014 8:08 PM File folder
@ Application Data . Wondershare DVD Slideshow Builder Deluxe 4/7/2014 8:14 PM File folder |E |I
i Centacts ‘E‘;j MainDemo.mdb 4/21/20139:46 AM  Microsoft & +
wl Cookies ad| O u’ | C

File name: MainDemo.mdb - lM\crosoﬂ Mccess Database (*.r 'I

Com I |

Cancel ]

Move to theTable to Copy Frordrop down list and select the database table to use as the
source table. All tables in the selected database should be listed here.

Parts

LineSetup

MailAccts

Mechanics

Motors

Parts

Parts_Assign
] Parts_Costs

-

»

4
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Move to theDestination Databasgroup andclick on theConnect to Databasbutton.

Destination Database

Database Connection

Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: YUsers\SST-Dell\Documents\MC8_Debug\DatabasesMCMain. mdf; Integrated
Security =True;Connect Timeout=30;User Instance =True

Connect to Database

Table to Copy To: -

Connect to your destination database as described indhenecting to a Databassection of

this chapter.

Move to theTable to Copy tarop down list, and select the database table you want to import
to. All thetables of the connected database should be listed here, and you can only import to a
single table per import operation.

Inventary

Folders
FuelUsage
HRActvities
Inventary
Mailaccts
MainSettings
ModSettings

k

1

Move to and click othe Fields to Copy (Setup) 6 G2 Y2@S G2 GKFG GFrod h

source columns to destination colum (fields) relationships.
Move to an unassigned column of the source database and click in the header to select the
column.

Reference An Assigned Column

PartID Descrip
TUBIODOO1 |1f4TuI:|ing Tee

TUEBIDOOOZ 1/4 Tubing 90 dear Ea
BRASO0001 1/4 Brass Ball Valv Ea

An Unassigned and
Selected Column

Move to theDatabase Columns or Fieldisop down list and select the field you want to assign

to the selected source database column. This assignment indicates the database field the source
database column will be imported to.

Every field or database column assigned to the selected destind#itaibase table will be

available in this list.

PartMo o

MaxLevel
MinLewvel
Motes
OnOrder
PartMo
Picture
Reference

]

L
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1 Repeat assigning destination database columns to source columns for each field you want to
import. Nonassigned source columns will be ignored and not imported. Also note that you
cannot use a database cotn assignment for multiple source columns.
1 Once you have made all the columns to columns relationships, move to and click ©aghe
Datatab.
1 Click on theCopy Databutton and wait for the import to complete.
f 2KSyYy GKS YSaal 3aS | LILISmpuEchpy pracdgQ NB R2y S A0 K (K

Clear a Column Field Assignment
To clear a database field assigned to a spreadsheet column:

1 Select the source database column you want to remove the assignment from.
9 Click on theClear Column Fieldutton in the ribbon.
1  When promptedabout the removal, click on théesbutton.

Insert a New Blank Column into the Source Data Grid
To insert a new blank column intbe data grid

1 Select a column in the document just after the insertion point of the new column.
1 Move to the ribbon and clickn the Insertoption.
9 From the drop down, select tHasert Column to the Lefpption.

Insert a New Blank Row into the Source Data Grid
To insert anew blank row into the data grid

1 Select a row in the document just below the insertion point of the mew.
1 Move to the ribbon and click on tHasertoption.
9 From the drop down, select tHesert Row Aboveoption.

Delete Rows(s) and Column(s) in the Spreadsheet
To emove columns or rows from the data grid

9 Select the column(s) or row(s) you wish to deleyeclicking its heading.
1 Do one of the following:
o IntheCellsgroup click theDeletebutton and select thd&Remove Column()r Remove
Row(s)item from the dropdown list.

Open (View) SQL Database

TheOpen SQL Databagenction allows you to open a database and one of its tables. Once opened
information can be edited directly within the grid, or the data can be exported to an Excel compatible
file. WARNINGThis is a connected database.

To open a SQL Database:
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1 Click orthe Open SQL Databadmitton in the main menu or in the navigation bar.
1 Move toSQL Databasgroup and click on th€onnect to Databasbutton.

SQL Database

Database Connection

Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C:\Users\SST-Dell\Documents\MCS8_Debug'Databases\MCMain.mdf;Integrated
Security=True;Connect Timeout=30;User Instance=True

Connect to Database Table to Open: {nventory [ R

1 Connect to the database as described in thenecting to a Databassection of this chapter.
1 Move to theTable to Operdrop down list, and select the table that you want to open. All the
tables of the connected database will be listed here.

Parts

LineSetup

Mailaccts

Mechanics

Motors

Parts

Parts_Assign
] Parts_Costs

»

4

1 Move to and click on th¥iew Databasdab to view and or edit the records of the selected
table.

Home: Database

gl HW N X

Export Data Save Changes Select  Delete Selected
to Excel All Record(s)

Export Data Selections

Select Database | View Database

HWoH 4 B B = v

UniguelD Reference Description Manufacturer Partho Picture Location Storagelocation StorageAisle StorageBir
00000000-0000-... | LATEOQOD1 Latex Gloves WestCo, Mfg LG-0085 Mens El Safety Supplies ...
725cabda-15e7-.,, |DRUMOD0O1 Drum Switch Allen-Brady B00T-77230 q_ B i I Main Storeroom Electrical Area
d42f9049-de33-... |LATEOOOD1 Latex Gloves WestCo Mfg, Co | LG-0085 Mens ‘Q ' Main Stareroom Safety Supplies ...
a356350f-837f-... |LEATODOD1 Leather Gloves WestCo Mfg, Co  |LG-0067 Mens 1 i L Main Storeroom Safety Supplies ...

» | feSfObar-6bba-4... |SAFE00001 Safety Goggles | Safe-RUs JAT "9~ storeroom
697a58e-1435-... |SPRAD0D0OO1L Spray Lubricant Morthwest Easy ... |WD-440

1 Clickon Save Changes the ribbon to apply any changes you have made.

Editing a Cells Contents
To edit the text or contents of a record:

1 Move to the grid and double click in the cell you want to edit the contents on. Double clicking
invokes edit mode.

1 Type oredit the contents of the cell as wanted.

1 Move to the ribbon and click on thfeave Changdsutton to post changes back to the database.
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To select all records in the Opened Table
1 Move to the ribbon and select th®elect Alloption.

UniqueID Reference Description Manufacturer Partho Picture Location StoragelLocation StorageAisle StorageBi

00000000-0000 ATEQDOD a o o, Mfg 008

TR
cabds DRUMDO00 D d Allen-Brad 800 0 L HoE Electrical Area

To Delete All Selected records in the Opened Table
9 Select the rows you want to delete.
1 Move to the ribbon and select thBelete Selected Recordption.
1 When prompted about the deletion, click théssbutton.

Export Table to Excel
To export the opened table to Excel:

1 Move to the ribbon and click on thexport Data to Exceadption. This action will invoke a new
spreadsheet view of the data.

Move to the ribbon and again clidkxport to ExcelThis will invoke th&ave Aslialog screen.
From the invoke®ave Aslialog,browse to and seledhe folder you wish to save the file in.
Move to theFile nametext box and type in a name for the file.

Click on thesavebutton.

Click on theClosebutton.

= =4 =4 4 A

Printing Database Field Definitions
You can print the field definitions forlé&es in your database. This information can come in handy for

such things as creating records.
To print field definitions:

1 Click on theéPrint Database Field Definitionsutton in the main menu or in the navigation bar.
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1 From the invokedPrint Database Fiel®efinitions dialogmove to theDatabase Connection
group and click on th€onnect to Databaseption.

F |

Database (Sgl Express)

Database Connection

| Data Source =55T-DELL-PC\SQLEXPRESS; AttachDbFilename =C: \Wsers\SST-Del \Documents\MC8_Debug\Databases
YCMain.mdf;Integrated Security=True;Connect Timeout=30;User Instance=True

Eamecialaldas Table to Print: iInventory [

Print Column Definitions Close

9 Connect to the database as described in thenecting to a Databassection of this chapter.
1 Move to theTable to Printdrop down list, and select theatabase table you want to print
information on. All the tables of the connected database should be listed here.

Inventaory

k

Folders
Fuelllsage
HR.Activities
Inventary
MailAccts
MainSettings
ModSettings

f Click on thePrint Column Definiton® dzi 1 2 Yy ® ¢ KA & @Attt aKz2g |
or columns.

4

Inventory
UniquelD System.Guid (key) 16
Reference System. String 30
Description System.String 40
Manufacturer System.String 40
PartNo System. String 40
Picture System.Byte[] 2147483647
Location System. String 40
Storagel ocation System.String 40
StorageAisle System.String 30
StorageBin System. String 30
Classification System. String 30
EquipmentName System.String 40

M ClickClosewhen done.
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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 Wer& Order Wizardhat simplifies the process
even further.

5 @0 O @ @9 - Work and Request Orders - o Elm
Work Orders Filters ~
\ v > o - - T
& o T a = & B
% X & 4 ¥ Y &
AddNew Save Changes PrintWork  Print Filter Filter by ~ Default ~ Main Repart Find Exit
Order Preview  Wizard Reguester  Sort Wizard
Record Print Options Quick Filters Repart Sea...  Close
Details
Shorteuts » Lockup Administrator
- Work Order Identification Work Order Settings
._!-,I Work and Request Orders ~
Subject Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Problem: Line 1 TaskType  |Standard Work Order v
@ Add New Work Request Task ID 14056 Check Priority & Normal v
= " Est. Down Time ") ")
B Preview Selected Work Order Location v Created 5/19/2011 10:43 AM 0¥ | Hrs 0 Mins
Asset Assignments Work Requested By

«
IP Quick Filters -~

@ View All Work Requests

Asset Name AssetRef Reguester  Eliot, Kate Select
» | High Pressure Air Compressor Email T
+ - 4 x W
View Asset Set Primary Asset Shone
? Default Filter (All Open) ) -
Primary Asset | High Pressure Air Compressor Send Completion Notice
{&) over bue work orders
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.

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

1405-6 - Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Problem: Line 1 Record 5of 5

This module is designed for usétwstandard 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 thdaintenance Schedulemodule. With that saithowever, the
system power users, or administrators would normally want tothgeMaintenance Schedulemodule.
TheMaintenance Schedulemodule can handle all work order types available and provides many
additional features over this module, and oveialtonsidered more powerful.

You also want to use thdaintenance Schedulemodule 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 prigettings with theMaintenance Schedulemodule, along with the
custom user defined titles.

All works orders when first created are assigned a statWark Requestsyour system coordinator
needs to only sort the database by this status to quickly findiaitk requests. He can then perform
whatever action he wants with these tasks.
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Ribbon Control

Thecomprehensive functionality dhe Work and Requeshoduleis provided via a set of Ribbon tabbed
pages. Ribbon pages are structurally and visually spiiidmfical groups. Each of these groups includes
commands thaperform specific functions

WORK ORDERS TAB

Wark Orders Filters

X X @ 4v4Y 3 aa

Add Mew Save Changes Print Wark Print Filter Filter by  Default Main Repart Search Exit
Order Preview Wizard Requester  Sort Wizard
Record Print Options Quick Filters Report Find Close

The following are the elementsn the Work Ordersribbon tab, reading left to right:

1 Add Newcg Creates a new work order document through the o$a wizard, or directly on
screen.

i Save ChangesSaves all current changes from all elements of a record (master save).

91 Print Work Orderg Allows selecting a printer, number of copies, etc. prior printing the current
work order.

9 Print Previewcg Provides a print preview for the selected work order.

9 Filter Wizard- Launches th&€€ustom Filter Wizardlialog that allows specific criteria to Isetup
to filter the database by. Please refilain Report¢ Filter Wizardsection in this chapter.

1 Filter by Requester Filtersthe database by a selectable, assigned employee as it applies to
wSljdzSaiSNRa FASERO®

9 Default Filter¢ Refilters the databaséy default values (all open).

1 Main Report Wizard This report uses a Wizard that allows the user to setup the criteria to use
for the report creationPlease refeMain Reportg Filter Wizardsection in this chapter.

1 Search Invokes the search/find roirie on the Lookup Grid.

FILTERSTAB

Wark Qrders Filters

w» o R [ O w H O

Mechanic  Mechanic Filter all Open  Work Requests  PastDue  Show &l Classification  Filter by
Assignment Today by Aszet Assignments Location

Resources Wark Orders Assignments

The following are the element of tH&ltersribbon tab, reading left to right:

1 Mechanic AssignmentFiltersthe database by a selectable, assigned mechanic or employee.
1 Mechanic Today Filtersthe database by a $ectable, assigned employee with work orders with
a scheduled start date of today.
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1 Asset- Filtersthe database by a selectable, assigned asset.
 AllOpencCAf G4SNA (GKS RFIGFolFlasS o0& |ff 62N] 2NRSNA
1 Work Requestg, Fiters the database to view only those records with a status of Work Request.
1 Past Dug Filters the database by all records with a scheduled completion date prior to today,
and a status of still being open.
1 Show Al Shows all work orders regardless oftaga
9 Classifications AssignmentgsFiltersthe database by a selectable, assigned classification.

9 Filter by Locatiorg, Filtersthe database by a selectable, assigned location.

Features of the Work Requests Module

There are many features of th&ork andRequestamodule, 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 locatingork ordersby grouping filteringand sortinghem. All thework orders in the
current filter are located in the grid found ther&o select avork orderand make ithe activerecord,

the user needs only to click on theork order from within the grid. Once selected the user can click on
the other tabs to view or edit the work ordétself.

The following image illustrates the features available onltbekuptab:

Barcode Scan and Lookup Show/Hide Grouping

Lookup Show/Hide Filter Row
mﬁ' Lookup v| Show Filter Row w*| 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 4/15/2013 4/30/2013 0%  Support Equi... Albright, Ge...
@ @ 1110-11  Air Compressor Mont.., | 12/3/2012  12/7/2012 0% Support Equi... | 600 PSI High Pr...  Eliot, Gary Database Records
= — — or Rows
» ? 14019 Unclog the blocked dr... 6/25/2014 6/27/2014 [E0EE
(¥ © MN4056  Work Order from Issu... 6/3/2014  6/18/2014 B High Pressure Ai... | Eliot, Kate

Priority Column
Work Order Status

The functions of the.ookuptabs are used througbut the systermand are fairly common regardless of
the modules that use them. Please review the chapteCammon Featureto read about the
functionality of the controls located on this tab. Pay special attention to the following:

1 Using the Lookup Grids
1 Searching
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1 Scaned Lookups (Barcodes Support)

Details Tab
Under the Details tab you can setup your scheduling information, equipment, classification assignments,
labor resources and other work ordspecifics.

Work Order Identification
This section allows you to specifg@bject 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\ Created | 1/7/20118:51 AM Date and Time of Creation
Task Idenification Task Location Assignment
Subject

This field can contain up to 100 alpha/numeric characters. Used for identificatirposes, 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 followingrdmat: 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 itd unique you can click on tl@&heckbutton 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 newonrk 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 thePrimary AssetMost of the available reports will be based on temaryassignment.
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The following image iktrates the elements of this section:

Asset Assignments

Asset Name Asset Ref Assigned Assets
» | 600 PSI High Pressure Air Compressor PEIHOOO0] View Info on Selected Asset
+ - f x View Asset Set Primary Asset Sets the selected Asset

as the Primary Asset
Primary Asset | 600 PSI High Presser Air Compressor

Asset Assigned as Primary

To assign an asset to the work order:
1 Move to theAssigned Assetsection and click on th&ppend(+) buttonin the data control
found there.
1 From the invoked lookup dialog, click on the asset record you waaggimn.
9 Click on theSelectbutton.
f ClickthePost (checkp dzi G2y Ay GKS ' aasSiaQ RIFEGF O2yiNRf G2

To set which asset to assign as the primary asset:
1 Click on the asset you want to assign from those listed.
9 Click theSet Primary Assdbutton.
9 ClickYesto the prompt about setting the primary asset.
1 The asset should be displayed in themary Assefield.

To remove an asset from the current work order:
9 Click on the asset you want to remove from those listed.
f Click orRemove (minussigrjuii 62y Ay GKS 1 a&s
1 When prompted about the removable, click on tiesbutton.
f Click thePost (checkmarkp dzi G2y Ay GKS 1 3aSGaQ RFEGIF O2yGNRTE ¢

aQ REGE O2yGNBT

(et

To use the Auto Subject feature in this section:
9 Click on théAuto Subjectbutton found in this ara.
1  When prompted about accepting this neSubjecttitle, clickOK

The auto subject feature combines the assigned work order type with information about the assigned
primary asset to create Subjecttitle for the current work order, replacing any existitiige.

Work Order Settings
The section allows you to setup thask Typef 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 Priorty Assignment

Est, Down Time olw] Hrs 0 e 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. Béwkhe
Orders Setuection of theMaintenance Schedulechapter for more information.

To assign aask Typeo your work order:

9 Click on the downraow attached to this field.
9 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 &riority to your work order:

1 Click on the downraow attached to this field.
9 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 uséth reports.

To assign th&stimated Downtimefor your work order:

9 Click on the down arrows adjacent to thlRSand MINSfields.
9 Click on the value that you want to assign from those listed.

Work Requested By

This section allows you to specify who reqeesthis work to be performed.

The following image illustrates the elements of this section:
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Work Reguested By
Select from Database

Requester Eliot, Gary Select

Email geliot@aal, com Open Open with Email

Fhone Requester Information
Send Completion Motice Allow Completion Motice

To assign who request this work order:
1 Move to theWork Requested Bgroup and click on th8electbutton.
1 From the invoked lookup dialog, select the mechanicwant to assign and click on tigelect
button.

To email the requester:
1 Move to theWork Requested Bgroup and click on th®penbutton

Work to Be Performed
This section allows you to create tasks instructions to be used with Repair types of work ohders.
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 TrETTILER
seat covers and toilet paper. Note anv corrective actions that mav 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
1 Select the work order you want to edit instructiors.f
1 Move to theDetailstab.
1 Move to theWork to be Performedyroup.
1 Perform one of the following:
0 Type in your instructions or comments in the editor found there.
0 Click on theDpen with Editorto edit your instructions or comments with the invoked
RepairProcedures Editgrclicking on the&Ssave and Closleutton in the ribbon when
done.

For more information on the editor, please refer to tRepair Procedures Editan the Maintenance
Schedulechapter.
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To use the Auto Subject feature in this section:
1 Clickon the Auto Subjectbutton found in this area.
1 When prompted about accepting this new subject title, cliik

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

Administrator Tab

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

Work Order Scheduling

This ara sets up the work ordescheduling criteria.

The following image illustrates the elements of this section:

Wark Qrder Scheduling
Scheduled Start Date and Time

Start Date 6/3/2014 W | Start Time 2:00 AM W

End Date 6/18/2014 |+ |End Time 00PM |
S5cheduled 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 thesevalues:

9 Click on the down arrows attached to these fields.
1 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:

i Clickon the down arrows attached to these fields.
1 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.
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The followng image illustrates the elements of this section:

Assignments

Assigned To Murray, Fred

Manager Martin, Scott Select Assignments
Classification General Repairs L

Safety Instruct

s | Standard Safety Instructions

Assignments

To make the assignments in this section:

a2@S (G2 GKS FLILINRPLNARIFIGS FASER gAGK StfALAS oXo
From the invoked lookup dialog, move to the grid and click on the record ofcymire.

Click on theselectbutton. Or

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

Make your selection by clicking on it.

= =4 =4 4 =4

Work Order Status

The following illustrates the elements found in this section:

Work Order Status Status Indicator
Status {¥) In Progress w Send Status To Requester | Email Status Notice
% Completed 505

Record Percentage Done

To change the Satus of the current work order
1 From theAdministrator tab, move to theWork Order Statugroup.

1 Select the status indicator your want to assign from the drop down list. Available options
include:

New Request

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

In-Progress
Completed
Disapproved

o

O O0OO0OO0OO0OO0OO0OO0OO0oOOo
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1

Move to the% Completedield to record this information.

To Send Status to Requester

1
1
T

From theAdministrator tab, move to theWork Orde Statusgroup.
Click on thesend Status to Requestéutton.
When prompted about sending the email, clit&s

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
Date Completed 6252014 W Completed By
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 W | Hre 14 v | Mins

Inspected By

Save To History Actual Time Spent

Save summary to Asset's
History Log

Equipment Meter Value

Date Completed; Use the drop down calendar adjacent to this field to set the diagework
2NRSNJ adlFddza ¢l a OKIy3aSR (2 W 2YLX SGSRQ®
Completed By Use theSelectbutton adjacent to this field to assign an employee to this field.
Inspected By Use theSelectbutton adjacent to this field to assign an employee to this field.
Meter Value ¢ This field would indicate the meter value, if applicable, of the primary asset at
the time the work order was completed.

GetCurrentc/ t AOl Ay3 (GKAA odzitdz2y ¢gAfft OFdzaS GKS
retrieve its current meter valuand insert it in to theMeter Valuefield.

Actual Down Time; Use theHoursand Minutes fields found here to record the actual time it
took to complete the selected work order.

Save to History Clicking this button will save a summary of the completedkayder to

t NAYFNEQA ! 34S30 1 AaG2NE [230

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 tl@gpen with Editorbutton to edit this information with dext editor.
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Completion Comments and Delays

Undogged the drain Open with Editor

Allows the use of the Editor t%

record this information.

<< TEXT EDITOR AREA >>

Add New Work Order

To add a new work order:
Create Mew Work Order —E

:I Do you want to use the Work Crder Wizard?

| Y¥es | ’ Mo ] ’ Cancel

1 Move to theWork and Requestmodule
1 Move to theWork Orderstab in the ribbon and click on thiedd Newbutton.
1  When prompted about the operation, click on the response of your choice.
0 Yesc Launches th&Vork Order Wizardhat steps you through the creation process.
This wizard will be explained later in this chapter.
0 Nog Creates a new work and returns you to tBetailstab where you can move
through the fields editing and adding inforniah as necessary.
0 Cancek Backs out of the creation process.

Save Changes
To save changes to the main work order record, click orPtist(V checR button in theData Control
t20FG8R 6 A G Kiick AdbekssSolbh 06 2 YV Q&

To save changes to the maimsk order record and all the underlying records (assets, etc.), click on the
Save Changdsutton found on theWork Orderstab of the ribbon control.
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Export the Current Work Order
To export the currently selected work order:

Select the work order yowant to export.

Open theFilemenu and select th&xport Work Ordeioption.

Browse and select the folder you want to export to.

Type in a name for the export file in ti@de nametext box.

Move to theSave as typelrop down and select the export file type of your choice.
Click theSavebutton.

= =4 =4 4 -4 4

Printing the Current Work Order

To print the current work order:

1 Open theFilemenu and expand th€rint submenu by clicking on it.
9 Select the print option of your choice.

Work Order Wizard

TheWork Order Wizardvhen accessed from this module will help ease in the work order creation by
stepping you through the process. This wizard is also accessible frdsstles Tracking Modules
Safety Managementnd thePersonal Manager

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

Work Crder Wizard

ﬁ\ Work Order Wizard

Tab Pages
Identification Equipment Requester Wark to be Done

Moves to the Previous tab

Requester: Murray, Fred

IMoves to the Next tab

Regyetter Email: furray @gmail
Saves changes and
Closes the Wizard

Phone Mo:

Send Completion Motice

Closes the Wizard

A i Save and without saving
.@ Previous @ Mext H Close )

i Tab Pages This is a logical way of grouping controls by function.
9 Previousg Clicking this button moves you to the previous tab.
1 Nextg Clicking the button moves you tbe next available tab.
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9 Save and CloseClicking this button saves any changes you may have made, and closes the
Wizard.
1 Cancek Clicking this button closes the wizard without applying any changes made.

Wizard ldentification Tab
The following illustratia shows the elements on this tab:

wokorterwizrd
'h\ 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 Faility] lolclsla;ion atfwhichdthe work
will be performe

Work Order
Identification

Task Type Standard Work Order Work Order Type
Assignment

I I Save and E Concel
Close

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

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

9 Checkg This checks to ensure that the suppligaisk 10s unique in the database. If it was
generated by the program then is already known to be unique.

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

9 Task Type There are 7 possible task types available, with 6 of these having user definable titles.
See theWork Orders Setupection of theMaintenance Schedulechapter for more
information.

Wizard Equipment Tab
Youcan assign annlimited number of assets towork order.The following image illustrates the
elements of this section:
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o e
#. Work Order Wizard

Identification Equipment | Requester | Work to be Dane |

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

Add Asset Assignment

Equipment to
Work On o« v mmi-7x

. . Save and
@ Previous @ Mext H Close

Remove Assigned Asset

To assign an asset to the work order:

1 Move to theAssigned Assetsection and click on the (plus sign) in the data contré&und
there.

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

1 dick on theSelectbutton.

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

The following image illustrates ¢helements of this section:

e
#. Work Order Wizard

Identification | Equipment | Requester | Work to be Done

Requester: Murray, Fred Select Requester from List

Requester Email: fmurray @gmail Requester Information

Phaone No:

Work
Requested By

Allow Completion Notice
to be sent

[ send Completion MNotice

/ . Save and
@ Previous @ Mext H Close
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To assign who requested this work order:
1 Move to theRequesterfield and click on th&electbutton.
1 From the invoked lookup dialog, select on the employee you want to assign and click on the
Selectbutton.

To allow a Completi on Notice to be sent to the requester:
1 Check thesend Completion Noticeheckbox

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

woromerwizard
*i\ 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

7 - - Save and
revious r lext H Close

Open with Editor Edit with the Tasks Editor

To include work instruction for repair types of work orders
1 Move to theWork to be Performedsection and edit your instructions in the editor found there.
You can also click on tl@pen with Editorbutton found in this area and use t&epair
Procedures Editodiscussed in th&laintenance Schedulechapter.

Wizard z Save and Qose
Whenever you either make changes to work orders, or create a new onaNatk Order Wizard
ensure to save your changes.

1 Click on thesave and Closkutton to save and apply your changes.
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Main Report z Filter Wizard

This Wizard is used or both tidter Wizardand Main Report Wizardf 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:

s I ==
#. Report Wizard

Types and Status Assignments Dates and Sorting

Wark 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 E Cancel

1 Work Order Typeg 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.

1 Work Orde Statusg 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: Lze All Select ||| Use al

Classifications: Lze all Select ||| Use Al Criteria or Matching

Assignments Selection

Locations: Use All Select ||| Use all
Projects: Use all Select ||| Use al
Assets/Equipment; | Use all Select ||| Use all Clears Assignments

Mechanic: Use All Select ||| Use al

@ Previous @ E Cancel

9 To assignalues to these fields:
0 Move to the appropriate fields and click on tBelectbutton adjacent to them.
Available options include:
A Requester
Classifications
Locations
Projects
Assets/Equipment
A Mechanic (Employee)
o From the invoked dialogs, move to thesplayed grid and click on the record of your
choice.
o Click on theSelectbutton.
1 To clear the assignments:
0 Move to the appropriate field and click on thése Allbutton adjacent to them.

D> D> > B
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Dates and Sorting Tab
The following illustrates the elements fod on this tab:

e ==
#. Report Wizard

Types and Status Assignments Dates and Sorting

Date Range Criteria

Date Range Selection based on 5 ed Start

Start Date: 8/27/2014 | v End Date: 6/27/2014 | v

Use All Dates Use Completion Dates Type of Dates to Use

Show all (Ignore Dates)
Qrder By

Sort By: Subject Sort By Field

.-'"- %
'@ Previous E‘) Next J Accept E Cancel

To assign date values:

1 Move to theStart Datefield and using the drop down calendar, select the starting date of your
filtering criteria.

1 Move to theEnd Datdfield and using the drop down calendar, select #émlingdate of your
filtering criteria.

1 Toignore or use all available dates, checkliise All Datesheckbox.

1 To use completion dates, place a checkmark inlee Completion Datesheckbox. Otherwise,
Scheduled Start Dates will be used.

1 Move to theSort Bydrop down, and selectdw you want things sorted by.

1 With everything setup as wanted, move to and click onAlseeptbutton.

Main Report Wizard

This report uses th#ain Reportsg Filter Wizardfor the creation of report criteria. Please refer to the
Main Reportsg Filter Wizad section of this chapter for more informatiofhe only elements of this
wizard that is not explained with this wizard is outlined next.

These options are found on thH2ates and Sortingab of the wizard.
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1 Include Task Instructiong When checked, the report will include all task instructions as
assigned to each of the reported work orders.

9 Include Delays and Completion Commermt$Vhen checked, the report will include Blelays
and Completions commentthat were recorded for eachfdhe reported work orders.

To create aVork Orders Summary Report

1 Move to theWork Orderstab in the ribbon.
1 Click on theMain Report Wizardption.
1 Follow the instructions as outlined in tiain Reportsc Filter Wizardsection of this chapter.

The following illustration shows a preview of\Mork Orders Summary Report

Work Orders Summary

1110-11 - Air Compressor Monthly Checks

SCHEDULING ASSET-EQUIPMENT PERSONNEL ASSIGNMENTS
Start Date: 12/%2012 lAzszetEquipment: 500 P31 High PressenRequester Eliot, Gary Clazsification:

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

End Date: 122012 Serial Na: 88T1GHES Wesigned To: Albright, Gearge Project:
End Time: 5.00PM M anufactuer; Gardner and Denver |4ssigned To: Wecount;
WORK ORDER SPECIFICS: Task Type: Standard Work Order Status: Ready Prionty: 2 Date Completed: —
1101-1 - Repair sink in ladies room

SCHEDULING ASSET-EQUIPMENT PERSONNEL ASSIGNMENT S
Start Date: 42H2013 \Aeset/Equipment: Requester. Eliot, Gary Classification: General Repairs
Start Time: 2:00 AN Reference: Manager. Location; Support Eguipment

Room

End Date: 4302013 Serial No: Wesigned To: Murray, Fred Project:
End Time: 5:00PK Wanufactuer: Wasigned To: Albright, George Wecount:
WORK ORDER SPECIFICS: Task Tvpe: Standard Work Order Status: InProgress P rerity: 3 Date Completed: —
14056 - Work Order from Issue: 1105-8, Line/System: Line 1, Issue/Problem: Line 1

SCHEDULING ASSET-EQUIPMENT

PERSONNEL ASSIGNMENT S
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extremely powerful, feature rich, and easy to use. Mantenance Schedulemodule was designed to
handle all work order types. These include recurring and one time, or repair types of work orders.

& Maintenance Scheduler (=S
Main Scheduler < | Work Orders and Planned Maintenance Scheduler
Shorfauty OO e @ -
= | Home | workOrders  Go  Fites  Instuctions  Reports o
=1 View Work Requests 7}
N o o :
: % X & & 5 &8
. L 5 i
¢} it Work Order AddNew SaveChanges | Reffesh | Generate Generaion | MalWork | Search | Exit
Today ~ Options - Order
" Records Refresh Wiork Generation send Find Close
2 ort Work Order
% EBe Lookup | Details | Options | Instructions | Status
i Compless Work Ortr Work Order Identification Work Order Settings
Subject Air Compressor Monthly Checks TaskType | Planned Maintenance -
Task ID 11010 Check Priority < Normal
Open Work Orders Location Support Equipment Room Mariage Estimated Down Time of~|Hes |o -
Work Order Scheduing Work Order Recurrance Work Requested By
Freqs: 20
Late: 40 % %
Created 1/8/2011 2:36 PM Frequency Manthly - Requester Eliot, Gary Select
StartDate  |4/8/2013 |- |StartTime  |3:00 AM XX Criteria of: Email geliot@aol.com Open
EndDate  4/12/2013 |- |EndTme  |s00PM Generate New When Done Do Not Regenerate Phone Send Completion Notice
Hold: 40 % Asset Assignments e e
Asset Name: Asset Ref Assignment 1 | Albright, George X|| Select
i ain Scheduler » | 600 PSI High Pressure Air Compressor PSIHO0001 J— x| seeet
e Assignment 3 X|| Select
| s| Work Order Planner
Manager %|| select
3], Work Order Calendar Mo 4 m oM+ — v X Auto Subject || View Asset | SetPrimary Asset
- Primary Asset 600 PSI High Presser Air Compressor
2%, Support Options
1101-0 - Air Compressor Monthly Checks Record 10f 16

One of the most valuable features ofshinodule 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 idauglyr 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 repatinene

group, and the other one belonging to the recurring, Pidety 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 Werk Orders Setup

Company Logo Company Information

Simplicity Software Technologies
3760 Vine Maple Road
San Bernardino, CA 92407

Work Order

11012 L Task ID

Barcode Image

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

Subject
Work Order Type

Current Status: Ready

SCHEDULING AND DETAILS

Scheduled Han 5172012 8:00 AM Requesed 5 Elict Gary
Scheduled End 512012 500 P Caie Requesed 1872011 1:52:20 FM
Classiization Support Equipment Maintenance  E51 Down Time 1 hour 35 minutes

Wark Assigrments: Mumay, Fred

PRIMARY ASSET: 600 P 5l HIGH PRES 5U RE AIR COMPRES 50R

PRIMARY PROPERTY OR FACILITY

Prperj Name:  Friends Street Fropery Contact Thomas Malone
Address 1 8415 Friends Strest Corfact TRE Mansger
Acdress 2 Apt.1 Tekohone Noo 3138036738
TRy W hittier Regon-Postal Code” Cp, BOE0Z

SAFETY INSTRUCTION S

g uipme nt before placing ic back fute service.

WORK INSTRUCTIONS
Procedures for cleaning electrical panels

Chedzed Procedures to Perform

Enmurs all slectical powser has been removed fron the pansl being sarvics. Ues the
lock-out, tag out procedures
Tast all sources of incoming powar 1o ensure pOWer is N0t present
Using a meg-ohm mefer, €5t all incoming lines are within spec.
Tightan 21l connections o menufacweres specifisd torgua.

Clean and vacvnm any axpossd surfaces.
Faplace cabinat filters

RECORD ALL PART 5 USED

Eulomen 200 PSI High Pressure Air Loczon Support Equipment Room
Compressor

Retzrencs 1D PSIHD0001 Bulldig

Serial Mo BET1EHD Roam

Use the loek out tog out procedures to remove ol electrical, neumatic, and hy draulic sowrces from the e guinme e
being service. Barrack all areas that will remain exposed and remain a hagord Ensuwre all personal ie elear of the

Current Status

| Scheduling and
Primary Assignments

| Primary Asset
Information

| Primary Asset
Property Infomation

= Safety Instructions

>

= Work Instructions

Part Usage Recording

RECORD STEFPS TAKEN TO COMPLETE WORK ORDER

Recording of

Completion Steps

COMPLETION SIGH-OFF 5

Pj'nalehed ] [ Fahe

= Sign-Offs

T\/ N

Page 1 of 2
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Work Orders Setup

The Scheduler module allows you to setup various options for use with this adaHeRequests
modules. This includes elements on the printed documents, view options, and other general features.

To access th@&/ork Orders Setucreen:

|
_F'rint

Provides various print options »

in

Work Orders Setup
Setup various work order options

EMail Settings
Edit email settings as it applies to the
feature

=11t0 B

Main Lockup Grid Options

Allows you save the current layout  #

5l g &

or print the grid

Export Work Order

"OVIOES VaErious eXport

[=]
1=}
=]

Hhe corrent work order

m
N
=
(1
1
[=]
7]
o
1]
[=]
1
1]

Move to theMain Scheduler
9 Click on the-ilebutton in the ribbon and click th&/ork Orders Setupption.

=

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

GLOBAL SETTINGS

1 Next Work Order NumbefThe number here specifies the next sequential number to use in the
automatic work order number generation. These numbers use the following fogyaimg xx
Whereyyequals the year of task creation, mm equals the month of task creationvaisca
sequential number.

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

1 Work Order Types Document Control NumberThis is the ISO doc@mt control number you
want to assign to repair types of work orders.

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

Simplicity Software Technologies In&/ork Orders Setu
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1 Do No Generate New Work Orders for WeekendSelectinghis 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 MondayThis applies to auto recurring work orders only.

1 Generate New Work Orders for iservice Equipment OnlySeécting this option prevents the
automatic creation of new work orders when the assigned equipment record has not been
placed in service. Please refer to tEquipment and Assetshapter for more information.

 Default Times! £ t 264 @ 2dz (2 { DK RRtHtSREdTREsTolbelzfsad asV
new work orders are created. Change the values by selecting new values from the drop down
lists.

“4 Work Orders Settings

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

Global Settings

Mext Work Order Mumber: Sets the Next Sequential Number

Days in advance to generate work orders Sets the days in adavnce to generate
new work orders

Work Orders Types - Document Control Mo W0Os0001

150 D t Control Numb
PM Types - Document Control No. PM30002 ocument Control Numbers

| Do Not Generate New Work Orders for Weekends Sets the Generation of Weekend Work Orders

Generate New Work Orders for In-Service Equipment Only Sets the Generation of In-Service Assets

Default Times:  Start: 3:00 AM - End: Default Scheduled start and End Times

Local Settings

| Allow the Automatic Printing of Work Orders Allows Printing Work Orders at Startup

Allow Work Order Reminder Settings Allows Work Order Reminders

{Allow Past Due Notification of Work Orders: Allows Overdue Notification

J CK

LOCAL SETTINGS

1 Allow the Automatic Printing of Work OrdersSelecting this option allows a notice to popup
when you first open the program. This will notify you about work orders due today, and gives
you the option to print them from the pop up.

1 Allow Work Order RemindersAllows the pop ups reminding of upcomingrk orders.

91 Allow Past Due Notification of Work Order§electing this option allows a popup to be
displayed when you first enter thdaintenance Schedulenodule. This signals the user about
work orders that are still open, but the scheduled completilates have past. You then have
the option of filtering the database by only past due work orders.

NOTEGIobal Settingare applied throughoutthe system andfrom wherever the application is
running from.Local Setting®n the other hand onlyapplyto the local computerfrom where these
settingswere made

Simplicity Software Technologies In&/ork Orders Setu
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Recurring PM Types Tab

This tab allows you to setupe Work TypeTitles to be used for recurring, or PM types of work orders.

,2dz Oy alLISOATFe (GKS O2ft2NR (G2 0S dzaSR o0& GKS LINAY
these documents we suggest using a light, or even a white/clear color.

I Work Crders Settings

““4 Work Orders Settings

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

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
Contractor Type Type Titles

|Contracted PM

J OK

To change a Title
1 Edit thedisplayed title to your liking.

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

One-Time WO Types Tab

This tab allows you to setup th&ork Type Titlego be used for ondime, or repair types of work

2NRSNA®  2dz Oy &aLISOATe (KS O2f2NmR (2 06S dzaSR o@
ink with these documents we suggest using a light, @nes white/clear color.

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

To setup the colors to use
91 Click on the down arrow adjacent to the task Work Order type you want to setup.
1 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 ingtates the item will be printedRemoving the checkmankill prevent printing.

“4 Work Orders Settings

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

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 {Recording 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 0K

With the Material List, Completion Information (Sigoffs) and Recording of Completion Step®ctions,
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:

1 Move to theSpinbuttons adjacentto these fields and near th# of Linesarea.
9 Using theUpor Downarrows, 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 dodsinden
checkmark indicates the item will be printed, removing the checkmark prevent the item from printing.

With the Material List, Completion Information (Sigaffs) and Recording of Completion Steg®ctions,
you have the ability to print 1 to multiplenies of information for the purpose of recording this
information.

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

1 Move to theSpinbuttonsadjacent to these fields and near tieof Linesarea.
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1 Using theUpor Downarrows, adjust these values tbe number of lines you want printed.

“4 Work Orders Settings

| General | Recurring PMTypes | OneTime WO Types | PMPrintElements | WO Print Elements | User Fields | Email |

Document Print Elements

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

| Company Logo

| Work to be Performed
selected Elements will be

| Safety Instructions printed on documents

| Property Information
| Material Lists (Recording information) # of Lines
| Completion Information (Sign-offs) # of Lines

. Number of recordining
| Materials Needed lines to be printed

| Recording of Completion Steps # of Lines

J OK

User Fields Tab
WorkOrders Settings l x)

“4 Work Orders Settings

| General | Recurring PM Types | one-Time Wo Types | PMprint Blements | wo print Elements | User Fislds | Email

Waork Orders User Defined Fields

Use Usger 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:

1 Use User Defined FieldsPlacing a checkmark here will cause the tdefined fields to show
up on the printed document.
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! Work Orders UsePefined Fields,¢ KA a Fff2¢a @2dz 62 aLISOAFe GKS |
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.

1 Use Cstom Commentg; 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
GAGES 2F &/ 2YYSyGaéo

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

Email Tab
TheEmailtab allows you to enablblew Work Orderbloticesto be sent, who to send these notices to,
and enable the use afompletion Notices

“4 Work Orders Settings

| General I Recurring PM Types | One-Time WO Types | FM Frint Elements | WO Print Elements | User Figlds | Email |

Allows New Work Requests

| Allow New Wark Request Motices A .
notice to be emailed

Mew Notices Redpients

Recipients Email Addresses:
Mew Motices Mail Recipients

fmurray @gmail lists

Select

Select Recipients

Allow Completion Notices to

| Allow Completion Motices to Originator (Requester); b o hi N
e sent rrom 15 computer

To enable a notice to be sent as new work orders are entered into the system:
1 Check theAllow New Work Request Noticesheck box.
To add mail recipients for use withgéiNew Requests routine:

1 Move to and add the email addresses in fRecipients Email Addressésxt box, Separate
multiple addresses with a seroolon (;).

9 You can also use the lookup routine to add recipients by clicking oBeteetbutton found in
this area.
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To allow Completion Notice to be sent to the Requester:

1 Check theAllow Completion Notice to Originatocheck box.

Ribbon Control

Thecomprehensive functionality dhe Main Scheduleis provided via a set of Ribbon tabbed pages.
Ribbon pages are stcturally and visually split into logical groups. Each of these groups includes
commands thaperform specific functions

HOME TAB

|_ | Home Work Qrders GO Filters Instructions Reports
iy v U fi‘ % El.l.lu:-mc L?a E
' T . & 24

Add Mew Save Changes Refresh Gernerate Generation Mail Wark Search Exit
Today  Options Order

Records Refresh Waork Generation Send Find Close

The following are the elementsn the Homeribbon tab, reading left to right:

1 Add Newg Creates a new work order documeitirough the use of a wizard, or directly on
screen.
i Save ChangesSaves all current changes from all elements of a record (master save).
Refreshg Rereads the databases and returns new or changed information.
1 Generate Today, Shows all work orders scheeédlto start today and allows printing these
work orders.
1 Generate Options
0 Generate by Dateg Allows you to view and print all work orders that fall with a date
range.
0 Generate by ClassificationAllows you to view and print all work orders that fall within
a date range and has a specific classification assignment.
0 Generate by LocationAllows you to view and print all work orders that fall within a
date range and has a specific location assigmme
1 Mail Work Orderg Opens the Email Composer with current work order as an attachment.
1 Search Invokes the search routine on the Lookup Grid as explained i@ tlhemon Features
chapter.
1 Exit¢ Close the Maintenance Scheduler module.

=
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WORK ORDERS TAB

|_ | Home Waork Orders Go Filters Instructions R
% et T 3
Materials Work Labor  Time Tracker Recur Copy Wark Paste W
- Order Jrde
Waork Resources Recurring Duplicate

The following are the elements found on tki¢ork Orderstab:

1 Materials ¢ Allows you to assign and track inventory items needed and used for the work order
completion.

f WorklLaborg! f f 2¢6a& @2dz (G2 | adaArAdy YSOKFIyAO0aQ BadAYFGS

order completion.
1 Time Tracker Allows the use of a stop watch type function to record a mechanics time working
on a work order. Also allows for the creationTafme Cardype reports.
1 Recurg Provides options for recurring work order types.
0 Set Next Meer ¢ Allows you to specify the meter value of the Primary Asset to reach,
for the current work order to become due.
o / KIy3aS w52 b 2dThiDdighs i ta eitifer staift dr Sop a recurring work
from regenerating itself.
1 Copy Work Order; Makesa copy of the current work order fields for-nesertion. Note: Only
the primary fields are copied.
9 Paste Work Order; Pastes a previously copied work order over the currently selected one.

GO TAB
|_ | Home Wark Orders Go Filters Instructions Reports

& o &€ LW 2 F ..

Mechanics Inventory — Assets Planner Calendar PM Groups Batch Budgets  E-Mal  Maintenance
Database Database Database Actions Composer  Documents

Resources Work Orders Support Tools

The following are the element found on ti&otab:

Mecharics Database Opens the Mechanics and Employee database (Lookup Screen).
Inventory Database; Opens the Parts and Inventory database (Lookup Screen).
Assets Database Opens the Equipment and Assets database (Lookup Screen).
Planner¢ Branches to the Worrders Planner view.

Calendarg Branches to the Work Orders Calendar (Outlook style) view.

PM Groups; Manage PM Groups and their schedules.

Batch Actions; Opens the Work Orders Batch Actions routines.

Budgetsg Create and manage work ordezlated budgets.

Simplicity Software Technologies InRibbon Control
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1 Email Composeg Opens the builin email writer/composer dialog.
1 Maintenance Documentg Branches control tthe Maintenance Documents (Management)

database.
FILTERSTAB
L | Haome Work Qrders Gao Filters Instructions Repaorts
KEFAIR :wnmt_ w Al :'UE;.“/ 4. ! :U.ID% :UJDR[ :I.UDM: 4._ = b1
3 © w &2r ¥ 2 m @ A -
Work Requests Past Due Custom Default  Show All Open Al On-Hold Set to With Current Assignment
Filter Filter ~ Work Orders  Dates Regenerate Description + -
Requests Date,/Time Wizard General Filters Recurring Waork Orders Assignments

The following are the elements found on tRéterstab:

1 Work Reauestsc Filters the database to view only those records with a status of Work Request.
1 Paste Dug Filters the database by all records with scheduled completion date prior to today.
1 Custom Filterg Launches the Custom Filter Wizard dialog that allows Bpexiteria to be setup
to filter the database by. See thidain Reportg; Filter Wizardsection form more information.
Default Filter¢ Removes custom filter and reapplies the default filter.
Show All Works Orderg Removes all filters and returns every work order in the system.
Open All Dateg; Shows all work orders that have yet to be completed or closed.
OnHold¢cCAf 6SNAR GKS RIGIolFAaS (2 akKgaf R RQE BRANKI 2 NRS
some action® occur.
1 Setto Regenerate Shows all recurring types of work orders that have not regenerated, and do
y2i KIFIgS GKS w52 b2d wS3ISYySNriSQ FfI3 aSido
1 With Current Descriptiorg This is based on the subject field of the currently selected work
order.
0 Show AllRecords; Shows all work orders with the current subject text.
0 Open Records Only Shows all work orders with the current subject that still have an
open status.
o Closed Records OntyShows all work orders with the current subject, and have a status
of Conpleted.
0 Setto Regenerate Shows all work orders with the current subject and do not have the
W52 p2d wS3ISYSNIGSQ Ftr3a aSao
I Assignments
0 Mechanics Filtersthe database by a selectable, assigned mechanic or employee.
0 Assets/Machineg; Filtersthe datalase by a single, selectable, assigned machine or
asset.
0 Mechanicgg Filtersthe database by a selectable, assigned mechanic or employee.
o Classificationg; Filtersthe database by a selectable, assigned classification.
0 Locationg Filtersthe database by a selectable, assigned location.

=A =4 =4 =4
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INSTRUCTIONS TAB

|_ | Home Wark Orders Go Filters Instructions

Safety Recurring (FM)  Wark and
Instructions  Instructions  Comments

Add and Edit Instructions

The following are the elements found on thestructionstab:

9 Safety Instructions; Allows for the creatiorand editing of the Safety Instructions database.
1 Recurring (PM) Instructiong Allows for the creation and editing of the reusable, recurring tasks

Instructions database.

1 Work and Commentg, Allows for the creation and editing of the work to be done/comrmsen

instructions database.

REPORTS TAB

|_ | Home Work Orders Go Filters Instructions
T X 2 5 ] =
= - o . I \m * i
Main Summary Current Completed  Summary Labar Labar
wW.Q, - Wos - Reports - Resources = Time =
Wizard Current Completed Mechanics and Labor

The following are the elements found on tReportstab:

Reports

i

Open WQOs

-

Opened

1 Main Summary This report uses a Wizard that allows the user to setup the criteria to use for

the report creation.
1 Current W.O. (Current Work Order)

0 Work Orde Detailsg This report returns information on the currently selected work

order, and can also be considered a status report.

o Parts Inventoryg This reports on the inventory levels as they relate to items needed for

the work order completion.

o Estimated Cas ¢ This report returns information to the estimated costs associated

with the currently selected work order.
1 Completed WOs (Completed Work Orders)

0 Work Orders Costg This report uses a criteria selection wizard to return costs
information on workorders of your choice. Also includes a chart to help present the

information returned.

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

0 Repair Codeg This repots on a single asset and one or all associated repair codes.

1 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 retumed.

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

1 Labor Resources

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

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

o0 Overdue by Mechanicg This reports on all overdue work orders assigned &ingle
mechanic.

9 Labor Time

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

o0 Actual Man Hourg; This reports on work orders actual time used based on a date
range, asset and/or mechani

o Time Card Report This reports on information as collected with thane Tracker
feature.

1 Open WOs (Open Work Orders)

0 Open by Primary AssetThis reports on all open work orders assigned to a single asset.

0 Projected CostsThis report uses a criteriselection wizard to return a summary of
projected costs by category (labor, parts, etc.).

o Past Due Work Orders Reports on all work orders that have a scheduled completion

SINIASNI GKIy G(G2RFreQa RIFIGS FYR KFEGS + adl

o0 Open Work Requestg Reports o all work orders with a status of Work Request.

Features of the Main Scheduler

There are many features of the main scheduler, with the majority of these features found on either the
tabbed pages found here, or within the tabbed ribbon control. We aregytmrexplain the use of these
features as we move through the tabbed pages.
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Lookup Tab

This tab helps in locatingork ordersby grouping filteringand sortinghem. All thework orders in the
current filter are located in the grid found her€&o select avork orderand make ithe activerecord,

the user needs only to click on tleork orderfrom within the grid. Once selected the user can click on
the other tabs to view or edit the work ordéiself. Also note that double clicking on a warkder will
move you to theDetailstab showing the selected record.

The following image illustrates the features available onltbekuptab:

Barcode Scan and Lookup

Show/Hide Filter Row Show/Hide Grouping
Lookup
Iﬁﬂ'ﬁ 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)
T Filtering Row
3 @ 2 11010 Air Compressor Monthly Ch... 4/8/2013 4/12f2013  Support Equipment ...
& A 11011 Repair sink in ladies room 422/2013  4/30/2013  Support Equipment ... General f
@ 11012 Air Compressor Monthly Ch... 5/1f2013 5/13/2013  Support Equipment ... Support| Database Records
? @ 11013 Trash compactor not working  4/15/2013  4/30/2013 | Support Equipment ... or Rows
@ 1102-1 Air Compressor Monthly Ch... 4/17/2011  4/28/2011 | Support Equipment ...
» \1 104-0 Air Comoressor Monthlv Ch... 5/17/2011  5/28/2011  Support Equioment ...
I Priority Column

Waork Order Status

The functions of the.ookuptabs are used througbut the system and are fairly common regardless of
the moduleghat use them. Please review the chapter@ommon Featureto read about the
functionality of the controls located on this tab. Pay special attention to the following:

1 Using the Lookup Grids
1 Searching
9 Scanned Lookups (Barcodes Support)
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Details Tab

Under the Details tab you can setup your scheduling information, equipment, classification assignments,

laborresources and other task specifics.

Details

Work Order Identification Work Order Settings

Subject |Air Compressor Monthly Checks Task Type Planned Maintenance ﬂ

Task ID [1101-0 | Check Priority E-

Location |Support Equipment Room |*| Manage EelEEi T TR Hrs Mins

Work Order Scheduling Work Order Recurrance Work Reguested By

Created |1!8!2011 2:36 PM | Freguency |I‘¢'Ionﬂ'1|\-I | - | Requester |EI|ot, Gary | Select

Start Date StartTime  [8:00AM |~ | || xXCriteria Emai |geliot@aol.com | [ open

End Date 4/12{2013 ﬂ End Time Generate New When Dane Do Not Regenerate Fhone l:l Send Completion Notice

Asset Assignments Primary Work Assignments

Asset Name Asset Ref Assignment 1 |.&Ihright, Gearge |X | Select

L 600 PSI High Pressure Air Compressor PSIHOODOD1 S | |X | e
Assignment 3 | |X| Select
Manager | |X | Select

LA | LI R - 4 Auto Subject View Asset Set Primary Asset
Primary Asset |600 PSI High Presser Air Compressor

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

The following image illustrates the elements of the section:

Task Idenification
_

Breif description of work order (100 characters max)

Waork Order Identification

Subject |Air Compressor Monthly Checks f

ol
TaskID  [11010 “1 che Check if Task ID is unigue
Location |Support Equipment R.oom | > | Manage

1
Manage Quick Entry List

Task Location Assignment (Quick Entry)

Subject
This field can contain up to 100 alpha/numeric characters. Used for identification purposes, this should
provide a brief desdption of the work order as it relates to the work to be performed.
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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: YYM###, where YY is the year of wornider 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 @feeclkbutton adjpcent 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.

Work Order Scheduling

This area sets up the work ordecheduling criterialTHs section needs not to iiiled in manually when
the work ordethas been assigned to a PM group.

The following image illustrates the elements of this section:

Work Order Scheduling

Created 1/3/2011 2:35 FM ———— [ate and Time Work Order was created

Start Date 4faf2013 - |Btart Time 8:00 AM -
== Scheduled Start and End Times
End Date 4122013 | ~ |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 usantmmatically 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:

9 Click on the down arrows attachéd these fields.
1 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:
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1 Click on the down arrows attached tioese fields.
1 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.

Nate: Like the Scheduling section, this information does not require manual setugvdrtherderhas
beenassigned to a PM group.

The following image illustrates the elements of this section:

Waork Qrder Recurrence

Frequency Monthly v — R ECUTiNg Frequency Selection
¥¥ Criteria al s Every XX Criteria Setting
Generate Mew When Done Do Mot Regenerate === Prevents the Work Order from
I Recurring

Creates a new Work Order OMLY when the present one is completed

Frequency
ThisFrequencyfield allows you to specify the fgegency at which the recurring work order will recreate
(regenerate) itself.

To setup thé=requency

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

Available values are:

None

Every XX Meterq*see nae below)
Every XX Days
XX Days (MoFFri)
Daily

Daily (Mon-Fri)
Weekly
Bi-Weekly

Every XX Weeks
Monthly
Bi-Monthly

Every XX Months
Quatrterly

= =4 =8 = -8 -8 -8 8899 _8_9

Simplicity Software Technologies Iné&/ork Order Recuence



Maintenance Coordinator

1 SemiAnnually
1 Annually
1 Every XX Years

*Please refer to the sectiocheduling by Metet&or more information when th€Every XX Mete®@
frequency is assigned.

XX Criteria
If the selected-requencyhasXXanywhere in its description, th&X Criteriavalue must also be
provided. This field only accepts numeric values.

To assign th&X Critera value, please do one of the following:

9 Click the up arrow to increase the value here.
i Click the down arrow to decrease the value here.
1 Click and type in your value in the space provided.

The value entered here replaces tHXZriteria of the selectedéquency. For example, if you have a
CNBIljdzSyoe 2F WI9O@SNE - .- aSiSNKXCrierfathéwdik SrfeEwolild/ R @ 2 dz
NEISYSNI S WOOBSNE onnn aSiSNEQO®

Generate New When Done

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

To set theGenerate New When Don#ag:
9 Place a checkmark in tii@enerate New When Doneheckbox.

Note about using this option: When this option is used, the selected recurring frequenayiitdiae

FRRSR G2 (i Kcbmpieoidate PoNadR ExbidipEe: If you have a recurring frequency set for
WOGSNE mMn 5FeaQ> FyR GKS g2N] 2NRSNI KFa | O2YLX Si
generated work order would have a scheduled statedd the 20th (Completion Date + 10).

Using the example above, and tBenerate New When Donis not used, the newly generated work
order would have a scheduled start dafev n R @& Ay (KS ¥Fdzi dzN&heguled G KS O dzN
start dateCnot 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 thattesprogram executes one of the buiit
regeneration routines, it will automatically set this flag. This basically does two things:

1 Ittells the application and the user that the work order has already regenerated itself and a new
one should already be psent in the database.
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T Ld LINB@Syida (GKS LINRPAINIY FNBY NBISYSNIraGAy3a (GKS
possible duplicates from being created.

To manually change tH2o Not Regenerat@alue (llowed but not recommende)

Move to theWork Orderstab in the ribbon.

Click on theRecuroption to expand the drop down.

Clickk KFy3dS w52 b2 wS3ISYySNIiSQ ¥FflI 3
ClickYesto the prompt.

= =4 =4 =4

Work Order Settings
The section allows you to setup thask Typef the work order, the priority indicator, and the
estimaed downtime.

The following image illustrates the elements of the section:

Work Order Settings

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

Estimated Down Time ol=|Hs |0 v | Ming =—— 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 redng types of work orders, where the others are designated as repair,
or onetime work orders types. See th&ork Orders Setugection in this chapter for more information.

To assign aask Typéo your work order:

1 Click on the down arrow attached to tHisld.
1 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 beintinoaer
repair types.

Priority
You can assign your work orders a priority indicator. Optionsdecldrgent, High, Normal and Low.

To assign &riority to your work order:

9 Click on the down arrow attached to this field.
9 Click on the value you want to assign from those listed.
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Estimated Down Time
You can record the estimated time you feel will be negttiecompleted a work order. This information
shows on the work order itself, and can be used with reports.

To assign th&stimated Down Timéor your work order:

9 Click on the down arrows adjacent to thERSand MINSfields.
9 Click on the value you watt 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 thePrimary AssetMost of the available reports will be based on ti@maryassignment.

The following image illustrates the elements of this section:

Assigned Assets Auto Subject based on Asset and Work Information

Asset Assig ts
Aszet Name Azzet Ref

» [600 PSI High Pressure Air Compressor PSIHOOOO1

Sets the selected Asset

W A Fnr W = v X Auto Subject iew Asset Set Primary Asset =TT _ ihe Primary Asset
Primary A@High Presser Air Compressar

Asset Assigned as Primary View Info on Selected Asset

To assign an asset to the work order:
1 Move to theAssigned Assetsection and click on the (plus sign) in the data control found
there.
1 From the invoked lookup dialog, click on the asset record you waasgimn.
9 Click on theSelectbutton.
f ClickthePost (checkp dzi G2y Ay (GKS ' a3aStaQ RIGF O2y0NRf o

To set which asset to assign as the primary asset:
1 Select the asset you want to assign from those listed in the grid.
91 Click theSet Primary Assdbutton.
9 ClickYesto the prompt about setting the primary asset.
1 The asset should be displayed in themary Assefield.

To remove an asset from the current work order:
9 Click on the asset you want to remove from those listed.
f Click orRemove (minus sigijuttoninthe! 8 ASGa4Q RIGF O2y G NRT @
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1 When prompted about the removable, click on tiesbutton.
1 Click thePost (checkp dzii 1 2y A Y

To use the Auto Subject feature in this section:
1 Click on theAuto Subjectbutton found in this area.
1 When prompted about accepting this nesubjecttitle, clickOK

iKS

raasdaqQ REGE

O2y G NRE O®

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

Primary Work Assig

nments

ThePrimary Work Assignmentsection albws 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 theAuto Emailof work orders.

The following image illustrates the elements of this section:

Primary Work Assignments

Assignment 1 |Albright, George b4

Assignment 2
Assignment 3

Manager I

Assignments

x

x

*

Select —

Select
Select

Select

Select Assignments from
Employees Lookup Dialog

\_Elears Assignment

To assign mechanics or employees to the work order:

1 Move to and click on th&electbutton adjacent to the Assignment field you want to assign an

employee to.

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

=

Click o the Selectbutton.

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

Options Tab

TheOptionstab allows you to continue making general assignments to the current work order. Some of
the possible assignments are s and contractor, auto email features, email list, add attachments

and more.
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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 illisates the elements of this section:

General Assignments Classification Assignment
Classification | General Repairs ~ | Manage Manage Drop Down List
Account T a0 Account Assignment
Project Time Tracker Project Tl e Project Assignment

To make the assignments in this section:

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

Work Order Auto Email
The application has the ability tutomatically email copies of work orders as they become due.
However, for a work order to be able to use this feature, the feature needs to be enabled.

The following image illustrates the elements of this section:

Waork Order Auto Email

IUse Auto Email Allow use of Auto Email Feature

Prevent Auto Email for this Wark Crder Prevents Emails or Additional
Emails to be sent

Use Auto Email
To give theapplication permission to use the Auto Email feature for the current work order:

M Place a checkmark in thése Auto Emaitheckbox.

When the application sends out an email of the work order, the application sefsrail Sendlag,
preventing the applicatio from sending out duplicate emails of the same work order.

Prevent Auto Email for the Work Order
To override theemail senflag, allowing an additional set of emails to be sent:

T Remove the checkmark from th&revent Auto Email for this Work Ordetheckbox.
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Work Order Audits

With Work Order Auditsyou can attach an audit list to the end of work orders. These audits can be a
requirement made by company policy, a federal requirement or from customers. Possible audit items
could be a check list to see ifyatools were left in the work area, was welding performed, was the area

inspected and so on.

The following image illustrates the elements of this section:

Work Order Audits / Shows the assigned Audit Group

Clear Asset of Used Items

Clears the Group Assignment

Clear Group™| | Select Group

Select, Edit or Create the Assigned Group
Perform Audit Perfrom the Assigned Audit

Select Group
To assign aAudit Groupto the current work order:

1 Click on theSelect Grougbutton.

1 From the invoked\udit Setupdialog, move to théAudit Groupsgrid and select the audit group

you want to assign.
i Click on theSelectbutton.

Creating Audit Lists

Audit lists require a few steps. A group is first created, and then audit items are added to this group.

Please note that if you later add items to audit groups, these new audit items may also show up on

previously closed items.

Simplicity Software Technologies Iné&/ork Order Audit



Maintenance Coordinator

Work Order Audits

[ ] Audit Setups

Audit Groups Audit Questions

Description QOrder Question

Clear Asset of Used Items 1 Inspect and Inventory all parts used in WO Completion

2 Insert and Inventory all Tools used in WO Completion

||««ip.ecordlof1r»m+—vx m«<Remrd1ofz>»m+—«x|

J Select

Creating Audit Lists
Tocreate an audit list:

Mew Audit Group

Enter the name or title for your new group in the
gpace provide and click OK

T

Move to theOptionstab in theMaintenance Schedulemodule.

Move theWork Order Auditssection and lick on the Select Grougbutton.

Move to the data control located below th&udit Groupsgrid and click on théppend(+)

button.

From the invokedNew Audit Groupialog, move to the space provided and type in a title for
the new group. This field can contain alpha/numeric characters with a maximum length of 40
characters.

Click theOKbutton.

Adding Audit Items
To addAudit Itemsto an Audit Group
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1

Enter your new question in the space provided and 0
click QK

II

Cancel

Mew CGuestion

1 Move to theAudit Groupsgrid and click on the audit group you want to add items to.
1 Move to the data contrblocated below theAudit Questionsgrid and click on théppend(+)
button.
1 From the ivokedNewAudit Questiondialog, move to the space provided and type in your new
audit question. These are no size limit to this field, but you should try and keep it to a minimum.
9 Click on theOKbutton.
1 Repeat the above steps to add additional auig#ims.

Performing a Work Order Audit
If a work order has aAudit Groupassigned to, it may be required that the audit be completed.

Simplicity Software Technologies InBerforming a Work Order Aud

























































































































































































































































































































































































































































































































































































































































































































































