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Approach and Conventions Used in this Manual

Understanding the approach and conventions used in this manual will allow you to learn and
successfully use Workorderama PM as quickly as possible:

We’ll present the information in this manual in a top-down fashion, first covering the
fundamentals, and then building-upon information already covered to describe how to
perform work order administration tasks. Also, configuration of your Workorderama PM
software is covered in a chapter at the end of this manual.

The manual is divided into chapters, sections, and subsections. You can distinguish these by
their numbering and font size. These examples are actual chapter, section, and subsection
headers from this manual:

Chapter 4 Introduction to the Workorderama PM

User Interface

4.1 Data Presentation in Workorderama PM
4.1.1 Data Fields

We use italics font when we are defining a new term, and also when we are referring directly
to a term.

We use bold font to indicate a command executed through a menu or button, and when
specifying a label of a data field or button, or the text or selection entered into a data field.
For commands entered using the menu at the top of the application’s window, this will
specify the sequence of menu commands required to execute a specific function. Here are
some examples of how bold font is used:

— File>Print prints the records displayed on the screen
— The Order # field specifies the work order 1D

— Selections to the Job Type field include “Housekeeping”, “Carpentry”,
“Electrical”, “Keys / Locks”, etc.

Worthwhile information that supplements a topic, but that doesn’t necessarily relate directly
to the topic discussion, is shown in clarifying information insets like this:

This is an example of how a clarifying information inset looks.
(W‘J These provide supplemental information for the topic.

Instructions on how to use the Workorderama PM as effectively and efficiently as possible,
using shortcut keys and other productivity enhancing techniques, are shown in power user
insets, like this:

( I .
4‘\ '}“’/ This is an example of how a power user inset looks. These
= | provide instructions on how to more efficiently and effectively

e use the software.
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Information to help you better find your way around this manual, such as giving you
information about where a certain topic will be covered, are shown in manual navigation
insets like this:

N This is an example of how a manual navigation inset looks.
W 2{@:&. These provide information to help you get around this manual.
s
5

There are certain Workorderama PM functions (mainly for deleting data) that are potentially
harmful to your data. When these functions are described, we also provide a caution,
reminding of the potential bad consequences if the user is not careful. These are contained in
caution insets, like this:

This is an example of how a caution inset looks. These warn you
about functions that are potentially harmful to your data if not
used correctly.

Getting Support

We at Facility Wizards believe that our software is so easy to use, that your need for support
will be minimal. We stand by this belief with our support policy: For as long as you license
and use our software, we'll never charge you for end-user support by phone, fax, or e-mail.
This includes helping to get you and your organization’s other new users productive,
including answering any questions you may have about how to work with our software,
entering and editing information, running reports, and so forth.

To contact Facility Wizards Support:
« Our technical support is available Monday through Friday 9AM to 5PM CST
« We can be reached at (773) 832-0200

« We often will be able to assist our clients through our online remote administration
service at support@facilitywiz.com. You must first be speaking with one of our
technical support staff before you click on the link: Join an online tech support
session.
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Chapter 1 Getting Started with Workorderama PM

Workorderama PM is the ideal software for any organization that performs facilities work and
maintenance. Workorderama PM has been designed and developed with you, the software user,
in mind. The result is easy to learn and use, powerful software. Workorderama PM’s standard
user interface gives you the features and functions, screens, menus, data fields, and reports that
you need to be successful in your work order administration responsibilities.

This chapter gives you preliminary information on getting Workorderama PM operational within
your organization. We’ll cover the various installation and configuration options for
Workorderama PM, followed by our recommendations for implementing the software.

1.1 Product Configurations
Workorderama PM can be installed and configured in several different ways. Understanding
these options is important to make the correct decisions about:

« How many seats of software to license

« Any Facility Wizards add-on kits that also need to be licensed (add-on Kits provide
additional, optional capabilities for Facility Wizards software)

« The design and plan for your overall Workorderama PM software solution

« The process for installing the configuring the software

« The hardware that will be required to host the software

« Any staff who will be required to install and configure the software

« Any staff who will be required to support the software once it is operational

The different Workorderama PM configurations are:

Standalone

The standalone configuration is an implementation in which the Workorderama PM
software is installed on a single computer for a single user.

Multi-User Client-Server

The multi-user client-server configuration is an implementation in which Workorderama
PM’s databases are installed on a central server computer, with multiple Workorderama PM
users each working on their own, separate computers, and accessing the data from these
common databases. Workorderama PM is installed on each user’s computer, and the
computers are networked to the server computer that contains Workorderama PM’s
databases.

Web-Based

The web-based configuration uses the Facility Wizards Web Interface Add-On Kit to
implement a web browser based user interface to Workorderama PM. This allows users who
do not need all the capabilities of the full-function Workorderama PM software, to access
Workorderama PM data using any computer with a Web browser.

Terminal Server using Windows Terminal Services or Citrix

The terminal server using Windows Terminal Services and the terminal server using Citrix
configurations are similar to the multi-user client-server configuration described above. In
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this implementation, the server computer containing Workorderama PM’s databases is
remotely located, and is communicated with using Windows Terminal Services or Citrix.

It is also possible to implement a hybrid configuration of Workorderama PM, which combines
elements of two or more of the above configurations. For example, it is possible to have a multi-
user client-server configuration that also implements a web-based user interface.
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1.2 Software Implementation Steps

You and your organization will become productive with Workorderama PM as quickly as
possible if you have a plan for making your software operational. There are four basic elements to
getting started with Workorderama PM, that should be included in such a plan:

Installation and Configuration

The first step in getting started with Workorderama PM is to install and configure the
software. You may or may not be the person who performs this task, depending on your role
within your organization. Contact Facility Wizards or your Facility Wizards distributor if
you will be involved in this installation task. Once the software is installed, the specific
configuration features and instructions for Workorderama PM are located in Chapter 7 —
Configuring Workorderama PM.

Learning Workorderama PM

Getting familiar with Workorderama PM’s features and functions is also obviously
necessary in order for you to become successful with the software. This manual is the great
place to gain this familiarity. Working with the sample data, which is installed as part of
software installation, is also an important learning activity. In addition, Facility Wizards and
Facility Wizards distributors offer in-depth training, which is another effective way of
getting up-to-speed. Contact Facility Wizards or your Facility Wizards distributor for more
information.

Data Preparation

The sample data that is installed with the software is useful for learning the software.
However, before your organization actually starts using the software for real work order
administration tasks, it is important to remove this sample data. In addition, there are several
other data preparation tasks that should be done, including setting-up default data, and
changing the headers and footers that are printed on reports. Again, you may or may not be
the person who performs these tasks. If you will be involved in these tasks, refer to Chapter
7 — Configuring Workorderama PM.

Standards and Procedures

Organizations often develop standards and procedures for properly using software like
Workorderama PM. These standards and procedures can provide common guidelines for
how Workorderama PM will be utilized, including conventions for inputting data, and
defined roles and responsibilities for performing software functions and for performing
accompanying work order administration tasks. The larger your Workorderama PM
installation in terms of number of users, the greater the need will be for these standards and
procedures.

The sequence of these software implementation steps should be as follows:

« Installation and configuration should be done as soon as your organization receives the
software. This will enable you and your organization to get productive with
Workorderama PM as soon as possible.

« Since you are reading this manual, you have obviously begun your learning of
Workorderama PM. You can continue to study this manual as your software is being
installed and configured. Then, in combination with this manual, and in combination with
any training being provided by Facility Wizards or by your Facility Wizards distributor,
you can get hands-on experience with the Workorderama PM software using the sample
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data. This practice will prepare you for using Workorderama PM to perform your
organization’s actual work order administration tasks.

« The data preparation steps depend on the installation of the Workorderama PM software.
Also, one of the data preparation steps, the removal of the sample data, depends on you
and your organization’s personnel being sufficiently up-to-speed on the software such
that the sample data is no longer needed for learning. Because of these dependencies, the
data preparation steps should take place when the software has been installed, and when
you and your organization’s personnel no longer need to use the sample data for learning.

« The development of standards and procedures can occur in parallel with all of the above.
Ideally, this should be completed when your organization begins its actual production use
of Workorderama PM.
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1.3 Customization

One of Workorderama PM’s key strengths is that it can be readily customized to implement any
unique and special requirements that your organization might have. This could involve adding or
re-arranging fields, or reports, or adding new functions. Usually this work is performed by
Facility Wizards, a Facility Wizards distributor, or your own organization’s staff depending on
their technical capabilities. Contact Facility Wizards or your Facility Wizards distributor for more
information about customization options for Workorderama PM.
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Chapter 2 Workorderama PM Key Concepts and
Features

This chapter introduces and describes Workorderama PM’s major features, and the key concepts
behind these features. This will give you the necessary background to go deeper into the specific
functions for using the software. From a high level view, Workorderama PM lets you perform
work order administration tasks by utilizing and tracking:

« Work orders for scheduling and performing facility-related work

« Preventive Maintenance (PM) work orders, for generating regularly scheduled work
orders

« Multiple properties for which work order efforts can be managed independently

« Parts and supplies that are utilized for work orders

« Equipment and other items that are involved in work orders

« Workers who are assigned, and who perform the work on work orders

« Vendors that provide parts and supplies, equipment and items, or contract workers who
work on work orders

« Staff persons who can request work orders

« Tenants who can request work orders, when Workorderama PM is configured to the
needs of property managers

« Standard checklists for performing work orders

« Reports that provide visibility into your organization’s work order efforts

2.1 Workorderama PM Databases and Records

Workorderama PM stores your work order administration data in databases. Each database stores
data that serves a specific purpose, and all the databases together comprise the repository for all
of the data that supports Workorderama PM’s features and functions.

The databases in Workorderama PM contain records. Regardless of how your data is displayed,
internally within Workorderama PM your data is stored as records. A record is a set of closely
related data. For example, the data that defines a person that can be assigned a work order is
stored in a record which consists of that person’s last name, first name, contact information, and
so forth. Continuing with this example, the database containing the data for the persons that can
be assigned work orders consists of multiple records of this type, one for each person that can be
assigned a work order.

Depending on the specific database, a Workorderama PM database can contain just one type of
record, or several or many different types of records.

In order to be successful with Workorderama PM, you should be familiar with the different
Workorderama PM databases and the records that are stored within each database. In the
remainder of this chapter, we’ll describe Workorderama PM’s software features, including related
databases and records:
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2.2 Properties

Workorderama PM can be used by facilities maintenance service providers, or by any other
Workorderama PM users who need to manage work orders across multiple properties. In these
cases, you track multiple properties using Workorderama PM. For each property you access just
that property’s work order data.

This table shows the major data elements contained in Workorderama PM’s Properties database,
and the corresponding record that this data is contained in:

Properties Database

Data Records
— Property name Property records
— Property address

— Property primary contact person
and contact information

— Property -specific system
settings and preferences

Properties in Workorderama PM can be Active or Inactive:

« Active properties require ongoing facility-related work, and therefore require work orders
to record, manage, and perform this work

« Inactive properties do not currently need facility-related work, and will therefore not have
work orders created and worked-on
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2.3 Work Orders and Preventive Maintenance Work Orders

You use Workorderama PM to create, track, and manage work orders and Preventive
Maintenance (PM) work orders. The difference between these two types of work orders is
described next:

2.3.1 Work Orders

Work orders are data within Workorderama PM that specify a requirement to perform some kind
of facility-related work. There is a wide variety of work that can be specified in a work order, for
example:

« Cleaning jobs

« Installing new furniture or moving furniture

« Installing office fixtures, carpeting, drapes, and so forth

« Installing or repairing equipment

« Fixing plumbing or HVYAC

« Work on locks and keys

« Any other facility improvements or maintenance that does not require substantial project

planning and tracking

Work orders are stored in Workorderama PM’s Work Orders database. The following image
shows the Work Order Information screen, which is one of the screens that provides you with
access to the Work Orders database. This screen lets you view, enter, and edit detailed work order
information. At this point it’s a good idea to get a little familiar with this screen, to begin
developing an understanding of the data that’s contained in a work order (all of Workorderama
PM’s screens will be covered in complete detail later in Chapter 5 — Section 5.2 — Workorderama
PM Screens in Detail):

Abercrombie Plaza 5 )
Back to List Exit
WORK ORDER

Property  ABER Time i § ] \’Lis‘t ] Emails ] Hotes ]
Order # 10035 REQ # AVUX929
reer e Job Start Date Friday 01/2304 | Time  7:26 PM

Entry Date 011604 | Time | 726 PM Target / Due Date Time D m

Bt 7 Be"’”_ Greg Completion Date | Saturdsy 01/31/04 | Time | 533 PM | ISR ol

Dept Executive Duration 50 | Days

Phone £42-624-1040

Building Centert Room 1120 Labor - Hame / Trade Date Hours Rate % Amount B
Andy Holub 0153104 300 §4550 $136.50 5[ ~]

Location Description

[4]

Deseription of Work New LABOR Entry ... Labor Totals 3.00 % 136.50
fix broken paycheck Part Hame PartiD Oty Units Unit$ $ Amount

1402 DRAIMN Pa301 2 (=1 5073 $1.46 X Z

1 1I2 FLEX P3303 2 3 $6.49 $1298 ¥

= 1152 DRAIN Pa30t 15 (=] FO.73 1095 ¥ |+

Job Type Cleaning e _—
AssonTo  Andy Holub MNew PARTS Entry .. Total Parts $25.39
Priority (31 @®2 (33 Total Order Cost (O Estimated 2 Actusl $161.89
ftem ID# & Bilskle Al Markup $0.0
Billto Project Billable Amount %161.39

tem/Equip

fina.._ | tokerm | Doete B sam ] tems | vendors | workers | lists |

Work Order Information Screen
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As shown in this screen image, work orders contain a variety of data. This table shows the major
data elements contained in work orders, and the different types of records that this data is
contained in:

Work Orders Database

Data

Records

— Work order ID

— Staff person who requested the
work order

— Job Type

— Description of the work to be
accomplished

— Worker who the work order is
assigned to

— Facility location where the

work is to be performed

Equipment or other item

involved in the work order

— Standard checklist for
performing the work

Work Order records

— Labor expended on the work
order

Work Order Labor records

— Parts and supplies utilized on
the work order

Work Order Part/Supply Usage records

Each work order in Workorderama PM has an assigned status:
Open work orders are work order for which work needs to be performed, or is in-progress
Complete work orders have been accomplished

Hold work orders are work orders that have been created, but which are not currently
scheduled to be worked on for some reason. For example, a Hold work order may be
waiting for some facilities related construction to be completed, or a for worker to be

hired.

Workorderama PM supports an optional workflow in which work orders are first requested, and
then reviewed and, if necessary, corrected in order to create proper work orders. This is described
in more detail below, in Chapter 3 — Section 3.1 — Workflow for Work Orders.

Each work order in Workorderama PM is also assigned a Job Priority and Job Type. These
enable you to analyze the work orders to answer various important questions. For example, it
could be interesting to know which work orders are the highest priority, or how many work
orders pertain to a particular type of work.

11
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2.3.2 Preventive Maintenance Work Orders

Many work orders are created and performed when something in a facility has broken and needs
to be repaired, or needs to be moved, cleaned, and so on. However, there is another type of work
order that you can use to schedule and perform regularly scheduled work within a facility. These
are Preventive Maintenance (PM) work orders, which include a schedule for performing the work
on a repeating basis. PM work orders are stored in the PM Work Orders database.

You can use PM work orders to perform routine preventive maintenance on equipment,
accomplishing regular cleaning tasks, or any other kind of job within your facility that needs to be
repeated according to a defined schedule.

N In this manual, we always refer to Preventive Maintenance work
W :;gn, orders as PM work orders; we refer to normal work orders as either
Y just work orders or as normal work orders.

S

PM work orders are not the work orders that are communicated to the workers for performing the
actual work. Instead, you use PM work orders to generate the normal work orders, which in-turn
are communicated to the workers. Each generated normal work order is scheduled for a specific
date, which is determined by the repeating schedule contained in its PM work order. A PM work
order can be thought of as a master, or parent, template for generating normal work orders.

The following image shows the PM Work Order Setup screen. This screen lets you view, enter,
and edit the information that is stored in a PM work order. Again, it’s a good idea at this point to
get a little familiar with this screen, to begin developing an understanding of the data that’s
contained in a PM work order:

Aoerrembie Pz oo | e [T
S e e |

S Timel$ | Motes | WfList |

Order # PM10022 Scheduled Start Date Tuesday 10/12/04 Time
Entry Date |08M%/04 Time | 11:52 AN Repeat Order Every 1 day(s) Until Forever
Order By |Bob Stone Drafting Next Repeat Date Wednesday 10/13/04
Dept Janna Diepenbroek Target Completion Days After Work Start
Phone 962-910-2335
> Thig order supersedes
Description of Work
Labor - Name | Trade Hours Rate § Amount
Job Type |PM Subtotal Labor
AssgnTo |Blaine Frost Materials [In} Qty Units _ Unit$ _ $ Amount
Priority 1 w2 O3
Building Plaza 1
=0 il Subtotal Materials
Item 1D 10109 E Total Order Cost
Itemi/Equip Cooling Tower 2 m
Checklist Air Compressor (Control) i LT Sk
| staii | _ltems | | V/Lists |

PM Work Order Setup Screen

12
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As shown in the screen image, a PM work order has much of the same data that is contained in a
normal work order. In addition, each PM work order also contains the schedule for the normal
work orders that it will generate. This table shows the major data elements contained in PM work
orders, and the different types of records that this data is contained in:

PM Work Orders Database
Data Records
— PM work order ID PM Work Order records

— Staff person who requested the
PM work order

— Job Type

Description of the work to be
accomplished

— Worker who the generated
normal work orders should be
assigned to

— Facility location where the
work is to be performed

— Equipment or other item
involved in the generated work
orders

— Start date for the first normal
work order that will be
generated

— Period for repeating the work,
which is used to generate
additional normal work orders,
one for each date that is part of
the repeating cycle

— Standard checklist for
performing the work

— Standard amount of labor that PM Work Order Labor records
should be expended on the
generated work orders

— Standard amounts of parts and PM Work Order Part/Supply Usage
supplies that should be utilized | records
for each generated work order

The key concept for understanding PM work orders is that normal work orders are generated
automatically from PM work orders, and that it’s the PM work orders that are manually created.
A PM work order’s schedule determines the individual schedule for each generated normal work
order.

Each PM work order in Workorderama PM is assigned a status: Active PM work orders are ready
to generate individual, scheduled normal work orders for accomplishing the work stated in the
PM Work Order; Done PM work orders are no longer scheduled to generate normal work orders
for future dates

13
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Once you manually create a PM work order, there are a couple ways in which Workorderama PM
can generate the normal work orders. Workorderama PM uses the schedule stored in a PM work
order to calculate the scheduled dates for its next, upcoming normal work orders. Usually, when
you enter the software, Workorderama PM will analyze the PM work orders, and will
automatically generate the normal work orders for their next, upcoming scheduled dates. You can
also manually execute this function, which you can use if you have just entered one or more PM
work orders, and want to generate the next scheduled normal work orders right away.

Because automatic generation of normal work orders depends on entering your Workorderama
PM system, a problem can arise if you have not executed the software for some period of time,
for example, if you have not used Workorderama PM for a week or for several weeks. In this
situation, Workorderama PM may not have had the opportunity to automatically generate one or
more normal work orders from PM work orders, causing the next scheduled dates for the normal
work orders to be missed. To recover, Workorderama PM has a function that will identify the PM
work orders that have not had a chance to generate their next scheduled normal work orders.
Once you identify these PM work orders, you can manually generate the normal work orders that
were accidentally missed.

14
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2.4 Parts and Supplies

Workorderama PM includes a Parts and Supplies database, which tracks the parts and supplies
that are used when work is done on work orders. Parts and supplies can include parts for
equipment, plumbing parts, parts for furnishings, cleaning supplies, paint, nuts and bolts, other
types of hardware, and so on.

Parts and supplies are generally things that are stocked in inventory. One of Workorderama PM’s

key functions is to manage inventory for the parts and supplies used in work orders. This lets you:
« Log the usage of parts and supplies on each work order, causing inventory to be reduced
« Log the receipt of new parts and supplies, causing inventory to increase

« Manage inventory levels, which for each part or supply consists of a maximum inventory
quantity, and a reorder quantity

« Assemble data for creating POs (Purchase Orders) for ordering parts and supplies

This table shows the major data elements contained in Workorderama PM’s Parts and Supplies
database, and the records that this data is contained in:

Parts and Supplies Database

Data Records

— Part or supply ID Part/Supply records
— Part or supply name

— Manufacturer and
manufacturer’s part number for
the part or supply

— Part or supply cost

— Inventory replenishment level
for the part or supply

— Current inventory level for the | Part/Supply Inventory Log records
part or supply

— Inventory history for the part or
supply

— Data to create POs for Part/Supply Inventory PO Setup records
procuring parts and supplies

The use of parts and supplies in PM work orders can be standardized. This means that, when
creating a PM work order, you can enter the quantities of parts and supplies that should be
utilized for each normal work order that is generated from the PM work order. Then, the actual
usage of parts and supplies, which can be different than the standard quantities, is entered into the
normal work order once it is accomplished.

15
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2.5 Equipment and Items

Equipment and items that are involved in work orders are also tracked within Workorderama PM.
Equipment can be machinery and hardware such as HVAC systems, electrical systems, plumbing
systems, or any other type of industrial equipment; an item can be any other substantial object
within your facility, including furniture, wall fixtures, cubicle assemblies, and so forth.

Equipment and items are major objects that are usually not stocked in inventory. This is the key
difference between equipment and items, and parts and supplies, which are stocked in inventory
(in fact, parts and supplies are often used to maintain equipment and items).

In Workorderama PM, equipment and items can also be associated with PM work orders. The
resulting generated normal work orders are used to install, maintain, or repair the equipment or
items.

This table shows the major data elements contained in Workorderama PM’s Equipment and Items
database, and the corresponding record that this data is contained in:

Equipment and Items database
Data Records

Equipment or item ID and name | Equipment/Item records

— Manufacturer, model number,
and serial number of the
equipment or item

Facility location of the
equipment or item
Equipment’s or item’s physical
characteristics and
specifications

Equipment’s or item’s service
agreement

When you create a work order or a PM work order in Workorderama PM, you can easily select
the equipment or item that the work order involves. This causes the facility location of that
equipment or item to also automatically get entered into the work order or PM work order.

16
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2.6 Workers

Workers are the people who actually perform the work on, and accomplish work orders.
Workorderama PM’s Workers database makes it easy to assign workers to work orders and to
PM work orders.

The workers who are tracked in Workorderama PM can include workers employed by vendors,
and who are contracted to your organization to work on work orders. For these vendor workers,
the Workers database contains the name of the vendor company. This same vendor company is
also stored in Projecto (which is discussed in the next section).

The Workers database in Workorderama PM contains a timecard function. This allows for entry
and display of the daily amount of labor that each worker expends on work orders (as well as any
non-work order activities). A timecard in Workorderama PM is essentially a portion of a screen
designated for this purpose (there is actually no physical or paper timecard involved with this
capability).

This table shows the major data elements contained in Workorderama PM’s Workers database,
and the records that this data is contained in:

Workers Database
Data Records

— Worker ID Worker records

— Worker’s contact information

— Worker’s trade or specialty

— For vendor workers, the vendor
that the worker is employed by

— Amount of daily labor that the | Worker Timecard records
worker has expended on work
orders or other efforts

17
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2.7 Vendors
Workorderama PM includes a Vendors database. The vendors tracked in Workorderama PM can
relate to work orders in one or more of the following ways:

« Vendor companies can be suppliers of parts and supplies

« Vendor companies can be suppliers of equipment and items

« Vendor companies can provide contract workers who perform work on work orders

This table shows the major data elements contained in Workorderama PM’s Vendors database,
and the corresponding record that this data is contained in:

Vendors Database
Data Records

— Vendor ID Vendor records
— Vendor Name

— Vendor specialty

— Vendor contact information

As mentioned in the previous section, the Vendors database ties-in the Workorderama PM’s
Workers database, which is where any contract workers employed by the vendor (vendor
workers) are stored.

18
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2.8 Orderers

Workorderama PM includes a Orderers database. For each property, this will contain the
Orderers who can request work orders. The default is staff, which can be any person who is
authorized to request work orders. However, a property can also be configured to meet the work
order reporting needs of property managers, causing tenants to be the requestors of work orders.

This table shows the major data elements contained in Workorderama PM’s Orderers database,
and the corresponding records that this data is contained in:

Orderers Database
Data Records
— Staff person’s hame Staff/Department records
— Staff person’s department
— Staff person’s facility location

— Staff person’s phone number
and email address

— Facility location where the Tenant records
tenant resides

— Tenant name

— Tenant contact person and
contact information

The fact that a staff person is stored in Workorderama PM’s Orderers database does not
necessarily mean that the staff person has access to the Workorderama PM software for creating
work orders. What this does mean is that any staff person who does have access to the
Workorderama PM software can select another staff person, who does not have access, as a
requestor of a work order.

It’s very possible to enable staff persons to directly access
( ) Workorderama PM to request and create work orders. One

q approach is to license Workorderama PM software for each of

1 these staff persons. Another approach is to implement a Web

browser based interface to Workorderama PM, which will allow
all staff who have access to a computer with a browser to
request and create work orders. Contact Facility Wizards or your
Facility Wizards distributor for more information.

19



Workorderama PM User Manual

2.9 Checklists

Workorderama PM also includes a Checklists database that lets you define and use checklists for
performing work on work orders. A checklist is a procedure consisting of a list of sequential
steps, which is used to guide the work. Checklists can be used for both normal work orders and
PM work orders. When a checklist is specified for a PM work order, it will be referenced in all of
the normal work orders generated from that PM work order.

This table shows the major data elements contained in Workorderama PM’s Checklists database,

and the corresponding record that this data is contained in:

Checklists Database

Data

Records

— Checklist ID

— Checklist name

— Checklist type

— Checklist author
— The checklist itself

Checklist records
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2.10 Facility Locations

To support assigning work orders, Workorderama PM’s facility locations are divided into two
key elements: the Primary Facility Location and the Secondary Facility Location. These allow a
work order’s facility location to be displayed and printed in two parts, which accurately identifies
the location. Examples are Building and Suite, Floor and Room #, and so forth.

Workorderama PM has a Facility Locations database that contains the Primary Facility Locations
where work on work orders is performed. You can easily enter the facility location data from this
database into new work orders and new PM work orders, ensuring that the workers who
accomplish work orders will know where their work is to be done.

This table shows the major data elements contained in the Facility Locations database, and the
corresponding record that this data is contained in:

Facility Locations Database

Data Records
— Location ID Primary Facility Location records

— Location Name
— Location address
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2.11 Reports

Workorderama PM’s reports provide you with important visibility into the status of work orders
and the data that affects work orders. These reports give you the capability to spot bottlenecks
and other issues, and to take proactive steps to keep your organization’s work order efforts on-
track:

Report Purpose
Summary of Open and Completed | Prints a list of the numbers of Open and
Orders report Complete work orders for facility

locations. Also shown in the total
numbers of work orders, and the earliest
and latest dates of the work orders.

Billing Summary report Prints a list of work order billable costs,
and the companies that are billed for
work on work orders. Also shown are
facility locations, requesting
departments, and work order dates.

Analysis of Order Cost report Prints a list of work order costs by Job
Type
Analysis of Order Time report Prints a list of the time it took to

accomplish work orders, broken-down
by Job Type. The quantities of work
orders are listed according to different

time ranges.
Open Orders Past Target Date Prints a list of the Open work orders that
report are past their scheduled target

completion dates, including the number
of days that each work order is past due.
Also shown are assigned workers, Job
Types, and facility locations.

Future PM Work Orders report Prints a list of key information for future
work orders generated from PM work
orders, including Job Type, affected
equipment and items, and assigned
workers.

Bar Chart report Prints one of a set of Bar Chart reports
that graphically show the numbers of
work orders according to:

— Job Type

— Assigned worker

— Assigned vendor

— Facility location

— Requesting staff or tenants
— Job Priority

— Month
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— Equipment and items
— Open and Complete work orders

Property report

Prints property information including the
property’s location, contact information,
and the numbers of affected work orders

Work Order List report

Prints a list of work orders including Job
Types, work descriptions, Orderers,
workers, and affected facility locations

PM Work Order List report

Prints a list of PM work orders including
Job Types, workers, affected facility
locations, and repeating periods

Parts Inventory Order List report

Prints the order and inventory status for
parts and supplies

Inventory List report

Prints the inventory status for parts and
supplies

Inventory Detail report

Prints detailed supplier and inventory
information for a part or supply,
including inventory history

Equipment/Item List report

Prints a list of equipment and items,
including the facility locations where the
equipment and items are installed

Equipment/Item report

Prints detailed information for a piece of
equipment or item, including the
equipment’s or item’s specifications

Worker List report

Prints a list of workers, including their
trades or specialties, rates, and vendor
companies for vendor workers

Vendor List report

Prints a list of vendors, vendor
specialties, company addresses, and
contact information

Checklist/Procedure List report

Prints a list of the checklists stored in
Workorderama PM

Checklist/Procedure Sheet report

Prints the contents of a checklist

Primary Location/Building List
report

Prints a list of the facility locations
stored in Workorderama PM

Staff List report

Prints a list of Staff persons, their
departments, and contact information

Tenant List report

Prints a list of tenants, their facility
locations, and contact information
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Chapter 3 Workflows for Processing Work Orders and
PM Work Orders

We suggest that your organization implement a workflow for processing work orders using
Workorderama PM. A workflow standardizes the steps involved in processing work orders. A
well thought-out, documented, and communicated workflow will help ensure that your
organization creates, assigns, performs, and completes work orders efficiently and effectively.

Because of the difference between, and the relationship between normal work orders and PM
work orders, different workflows are required for processing normal work orders and for
processing PM work orders:

3.1 Workflow for Work Orders

Processing normal work orders is straightforward. We recommend that your organization’s
workflow for processing normal work orders consists of the following steps, which are performed
for each work order:

1. The work order is requested by someone in the facility

2. The requested work order is reviewed. If it is sufficiently correct and complete, the
requested work order is made into a proper work order

3. The work order is assigned to the worker

4. The worker performs work on the work order, and accomplishes and completes the work
order

5. The amount of labor expended on the work order is entered into the work order
6. The parts and supplies utilized for the work order is entered into the work order
7. The work order is marked as Complete

As shown in this workflow, once a work order has been created, the work order needs to be
communicated to the worker who is assigned to perform the work. This can of course be
accomplished by printing the work orders, and then manually handing them out. However, a more
efficient approach is to distribute the work orders electronically. To provide for this,
Workorderama PM and Facility Wizards provide these capabilities:

« Work orders can be emailed to workers using Workorderama PM

« If workers have access to the computer that has Workorderama PM installed, they can
view them directly, and print them to take along on their work assignments

« If workers have access to a browser on a computer, a browser based user interface for
accessing Workorderama PM’s work orders can be implemented using the Facility
Wizard’s Web Interface Add-On Kit

« By implementing a wireless interface to Workorderama PM, workers can view work
orders using wireless Personal Digital Assistants (PDASs) such as Palm and PocketPC

« Workers can also view work orders using intelligent cell phones that provide advanced
user interface capabilities

Once the work on a work order is done, and the work order has been completed, data from the
effort needs to be collected and entered into the work order. Then the work order is marked as
Complete.
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Depending on your organization’s workflow process, and whether your organization’s workers
have electronic access to Workorderama PM, these steps may be accomplished by workers, or by
staff persons who is responsible for work order administration. It is possible to implement a
Facility Wizards Workorderama PM solution that enables workers to electronically enter their
labor, to log their utilization of parts and supplies, and to mark work orders as Complete. Similar
to the ways in which work orders can be electronically communicated to workers (as we
described above), this can be done by providing workers with access to Workorderama PM,
including through a browser based user interface, and/or through use of PDAs or intelligent cell
phones.

Contact Facility Wizards or your Facility Wizards distributor for
(W) more information about additional Workorderama PM licenses,

J the Facility Wizard’s Web Interface Add-On Kit, or interfacing
k- Workorderama PM with wireless PDAs or intelligent cell
phones.
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3.2 Workflow for PM Work Orders

Based on the above workflow for processing normal work orders, and reflecting back on the
difference between work orders and PM work orders (PM work orders generate regularly
scheduled normal work orders) we can now visualize a workflow for processing PM work orders.
The basic elements of this workflow are:

1. The PM work order is created
2. The PM work order is assigned to the worker who is best suited to perform the work

3. The standard amount of labor that should typically be utilized for each generated normal
work order is entered into the PM work order

4. The standard parts and supplies that should typically be utilized for each generated
normal work order is entered into the PM work order

5. A normal work order is generated from PM work order

6. If different from the worker assigned to the PM work order, the normal work order is re-
assigned to the actual worker who will perform the work

7. The worker performs and accomplishes the work on the normal work order

8. The actual amount of labor expended on the normal work order is entered into the normal
work order

9. The actual parts and supplies utilized for the normal work order is entered into the normal
work order

10. The normal work order is marked as Complete

Steps 5-10 are then repeated for each generated normal work order until it is no longer necessary
to perform the work defined in the PM work order.

As you can see, with PM work orders, the workflow is changed in several ways. Note that with
this workflow, the normal work orders are generated from the PM work orders, and it’s the PM
work order’s scheduling data that determines the individual schedule for each generated normal
work order. Also note that the worker assigned to the PM work order does not necessarily have to
be the same worker who actually performs the work on the generated normal work order.
Likewise, the labor, and the parts and supplies recorded in the PM work order are estimated
standard amounts only. The actuals for these values are recorded in each generated normal work
order.

Facility Wizards or your Facility Wizards distributor can help
( ‘J you implement a standard workflow for processing work orders
% and PM work orders. This can include working with you and
k;- your organization’s staff to develop the procedure, taking into
account your organization’s unique needs, and training your
organization’s staff on the new workflow process.
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Chapter 4 Introduction to the Workorderama PM User
Interface

This chapter covers the underlying concepts, and the basic parts that comprise Workorderama
PM’s user interface. We’ll cover these in a top-down fashion by first defining the elements that
makeup the user interface, followed by the discussion of the functions that are common
throughout Workorderama PM.

4.1 Data Presentation in Workorderama PM

In Workorderama PM, your data is presented, entered, and edited using a variety of data fields. In
addition, buttons are displayed, which when clicked, perform various Workorderama PM features
and functions, and let you navigate throughout the software. The data fields and buttons are
grouped together in screens. Each screen presents a meaningful set of related data, and provides
you with access to the features and functions that operate on that data. In the following
subsections, we’ll go into more detail about Workorderama PM’s data fields, buttons, and
screens:

4.1.1 Data Fields

The data fields in Workorderama PM are used to display your data, and allow you to enter and
edit your data. Most data fields are positioned on the screen next to labels describing the data
contained in the data fields. We refer to these as labeled data fields. However, some data fields
are not labeled, because their placement on the screen makes it clear what their purpose is. We
call these unlabeled data fields.

Data fields contain or represent character and numeric data. Most let you view, enter or select,
and edit data. We call these read/write data fields. Some data fields, however, just allow you to
view data, because their values have been set somewhere else in Workorderama PM. We call
these calculated data fields if their values have been calculated by Workorderama PM, and we
call these read-only data fields if their values have simply been set by another of Workorderama
PM’s screens. Here is detailed information about the different types of Workorderama PM’s data
fields:
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Some character fields contain both alphabetic data and numeric data, and other character
fields contain just numeric data. You often use the character fields that contain numeric data
to view, enter, or edit currency data, in U.S. Dollars. Read/write character fields let you
view, enter, and edit the character data; calculated character fields and read-only character
fields just allow you to view the character data.

Location Description

Description of Work
fix broken paycheck

Bl order # Start Job Type Order By Pri Assigned To Building Room #
W 10001 0&8/28/04 Cleaning Berry, Greg 2 Andy Holub Center1 1120
W 10179 07/10/04 Cabling i Telecom @ Cling, Nancy 2  Colleen Rochford | &B Plaza 390
W 10201 06/23/04 Carbone, Jim 2 Fred Thomas AB Plaza 250
I—Button-EnabIed
Character Fields
Order By Berry, Greg ReadIWrite
Dept Executive Character Fields
Phone G42-524-1040
Building Centeri Room 1120

Read-Only
Character Fields

| 87 || §39.33

Example Character Fields

Another type of character field that is used in Workorderama PM is the button-enabled
character field. These display character text, are read-only, and behave just like a button
when clicked, causing Workorderama PM to go to another screen.
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Date Fields

Date fields display dates in the format mm/dd/yy, for example, 10/31/04, or in the
format (day) mm/dd/yy, for example, Friday 10/31/04. The date fields in
Workorderama PM are either read/write date fields or read-only date fields.

M order # Start Job Type Order By Pri Assigned To Building Room #
W 10004 08/26/04 Cleaning Berry, Greg 2 Andy Holub Center1 1120
W 10179 07/10/04 Cabling/ Telecom  Cline, Nancy 2 | Colleen Rochford | AB Plaza 350
W 10201 06/23/04 Carbone, Jim 2 Fred Thomas AB Plaza 280
Date Fields
Property  ABER Time/§ | WList | JEmails | Notes |
Order # 10001 REQ# AVUX929
raer g Job Start Date Thursday 08/26/02 | Time 7:28 Fl
Entry Date | 08(17/04 |Time| 7:26PM

Target / Due Date Time || Hold |
Completion Date  'Wednesday 09/01/04 | Time  &:38 BI

Order By Berry, Greg

Time Fields

Example Date and Time Fields

Time Fields

Time fields allow you to view, enter, and edit times, in the format nn:nn AM|PM, for example
11:35 AM. All of the Time Fields in Workorderama PM are read/write.
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Value lists are data fields that contain a predetermined set of values. Instead of typing your
data into the field, you click on a value list, causing the set of values to be displayed, and

then you click again to select one of the values.

Order# 10001 ! REQ# AVUX929
Entry Date | 0817/04 Time{ T25PM |

Tenant Brettman, Melizza Hemix Software

Phone Egrbnn&.Jim F‘..Esidsntial Mortgage Corp
o Cling, Mancy PrimeStreet

Building

Jim, Shelley Fitzpatrick Homes, P.C.
Location De| Mussbaumer, Helen Regency Healthcare
Parzonz, WVance Kennedy & Robertz
Shore, Rich Rick Shore Builders
Simeon, Cody Simon A, Mark
Description OTTOTE

fix broken paycheck

TimeCard | Properties |

Job Start Da
Target ! Due

Value Lists

Sunday 10/03/04

selectaDate AT

NEXT »»>

Date Type

Wkord # Hours HNotes

WkOrder

Emergency
PM
Meetings
Admin

Training
TimeOff

Example Value Lists

Almost all of the value lists in Workorderama PM have a predefined set of initial selections,
and many of the value lists get their range of selections from some data source in
Workorderama PM, or from the user. These different types and variations of the value list

fields in Workorderama PM are as follows:

« Some of Workorderama PM’s value lists have a selection entitled “Edit...”. When
you click on this selection, an Edit box appears, displaying the currently defined list of
selections for the value list. You can then add one or more selections into the value
list, by typing them into the Edit box. You can also edit the already existing
selections. From that point forward, the new or changed selections will appear in the

value list.

« Workorderama PM also uses value lists that get their range of selections from one of
Workorderama PM’s databases. This means that when you enter or edit a specific set
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of data in the Workorderama PM database, that data will show-up as a range of
selections in the value list. For example, the facility locations where the work on work
orders is performed are stored in Workorderama PM’s Facility Locations database,
and then these locations are selected from value lists when creating work orders and
PM work orders.

The selections in several of Workorderama PM’s value lists are set using one of
Workorderama PM’s software configuration and preparation screens. The affected
value lists involve Job Types, part and supply types, equipment and items types,
departments, and workers.

N Workorderama PM’s software configuration and preparation screens
W @}'g. are covered in Chapter 7 — Section 7.1 —Software Configuration and
BT Preparation screens

S

Some of Workorderama PM’s value lists have a selection entitled “Other...”. When
you click on this selection, an Other box will be displayed. You can use this Other
box to specify a value other than one of the selections displayed in the value list.

Workorderama PM also has value lists that you build dynamically. That is, when you
first access one of these value lists, the value list will be empty. So, instead of making
your selection from the value list, you type-in your selection. From that point forward,
the value that you had typed will show-up as a selection in the value list. If you want
to add additional selections to the value list, you first type them in.

For some of the value lists in Workorderama PM, you can also override the values in a
value list field by typing-in a value that is not one of the selections. You can also
select a value from the value list and then edit it.

N Any value list can easily be customized to change or add-to their
W @:;g, initial range of selections. For instructions on how to accomplish
w"’ this, contact Facility Wizards or your Facility Wizards distributor.

S

Almost all of the value lists in Workorderama PM are read/write. That is, you can make a
selection using the value list, and then view the selection in the value list after you made the
selection. However, there are some value lists in Workorderama PM that are read-only. This
means that although you can click on the value list and see its different selections, you
cannot actually make the selection. In this manual, we call these read-only value lists,
whereas we refer to the normal read/write type as just value lists. For each read-only value
list, there is a corresponding value list on another screen that is read/write. So, the purpose of
a read-only value list is just to remind you of what the valid selections are in the read/write
value list on the other screen.
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Checkboxes

A checkbox is a data field that indicates a single value that can be true or false. When the
box is checked, the value is true; when the box is not checked, the value is false.

Hame Gary Kean Rate
JobType Cleaning §75.50 /Hour

Phone # 342-201-1021 -
O Primary = Checkbox
Cell 342-234-1234 Contact

Emiail garyi@fwiz.com B

Example Checkbox

Another type of checkbox in Projecto is the read-only checkbox. This checkbox displays its
state as either checked of not checked. However, you cannot actually manipulate this
checkbox, because this checkbox value is actually set internally by Workorderama PM when
another action is taken.
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Radio Buttons

Radio buttons are data fields that exist in groups of two or more, and represent mutually
exclusive values that can be true or false. That is, only one of the radio buttons can be set to
true, and all of the others will be set to false. A radio button is true when the inner-circle of
the radio button is filled-in to show a solid color.

P

H 2. Enter How you would like @ by Building
the Report sorted and subtotaled >

1 by Week

3 by Vendor | Assigned to

= 7 by.Job Type

7+ by Month

Radio Buttons

Job Type |PM

Azsgn To rﬂmm
Priority 1 w2 D-sl

Building Garage
Suite 100

Example Radio Buttons
Container Fields

Container fields contain references to external image files, and each container field displays
the image contained in its file. The container fields in Workorderama PM are used to contain
images of your organization’s logo and name, or the different properties’ logos and names if
you are a managing work orders for multiple properties. These images replace the Facility
Wizards logo and name that appear in each Workorderama PM screen.

Images can be .BMP, .GIF, .JPG, .PICT, or .TIFF files. It’s important to clarify that
container fields do not actually contain the image files themselves. Instead, they contain
references to the files. The image files still exist as separate disk files outside of
Workorderama PM.

For more information on changing the displayed screen images, see
"R Chapter 7 — Configuring Workorderama PM.
5
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Buttons can be part of menus, and can be placed among the data fields that are contained in the
screens. You click on the buttons to move among the various screens, and to perform various
Workorderama PM functions, for example, calculating a value or printing a report.

e onoer | D
PM WORK ORDER - m
3 SETUP Back to List

i G Time($ | hotes | WList |
Order # Scheduled StartDate | Tuesday 1014204 | Time
Entry Date [D8/19/04 | Time [ 11:52 AM Repeat Order Every 1 Until Forever
Order By | Bob Stone Drafting Next Repeat Date Wednesday 10/13/04
Dept Janna Diepenbroek Target Completion Days After Work Start
Phone 962-910-2335

= This order supersedes
Description of Work

Labor - Name | Trade Hours Rate § Amount
JobType PM | total Labor
AssgnTo [Blaine Frost | Materials ] Oty Units _ Unit$ _ § Amount
Priority o1 @2 O3
Building  |Plaza 1 |
Suite Riot ‘ Subtotal Materials
temin# [1010s  |[EH I Total Order Cost
Item/Equip Coocling Tower 2 :'
Checklist Air Compressor (Control) \ il it $IE00
| stat | ttems | | Workers |

Top Menu

Additional
Buttons

Bottom
Menu

Workorderama PM Top Menu, Bottom Menu, and Additional Buttons

Menus are simply groupings of buttons that appear in a consistent placement and format in
Workorderama PM’s screens. As shown in the above screen image, most screens contain a top
menu and a bottom menu. In addition, a few of Workorderama PM’s menus, such as in the Menu
of Reports screen, take-up most of the screen area.
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4.1.3 Data Presentation within Workorderama PM Screens

To present your data, most Workorderama PM screens contain data fields, usually including a
mix of the types and variations we described above (read/write character fields, checkboxes, and
so forth). The screens that contain data fields can also contain buttons among the data fields. All
Workorderama PM screens contain one or more menus.

Workorderama PM presents your data in three different ways. The most basic of these is a list
display. As part of a screen, this lists the data fields in a table, in rows and columns, with column
headers. Each displayed row of data represents a record of data contained in one of
Workorderama PM’s databases. There can also be one or more buttons within each row in the
tabular display, which you use to execute various functions on the record.

B 1w Company Name Type Phone Fax Primary Contact

W iz Facility Wizards Mizc 312-527-0200 312-527-088% [ x]
W MASTER Masters HVAC Maint HWALC 800-285-0000 516-903-7745 Fred Patterzon B
W AGC AGC Automatic Gate Co Carpenter 415-355-2828 200-343-3935 Weronica Lukas B
W CLUNE Clune Construction Co GC 415-785-9555 510-785-9555 Nicole Appleman ﬂ
W ADAMS Adams Associates Janitorial 415-881-1004 415-881-1004 B
W AMER Amer Lock And Supply Inc Carpenter T14-395-2282 200-572-5530 Scott Durr B
W HENRI Henri Mancini Co Inc HWAC 408-727-8700 408-542-7200 Howard Kemery B
W COTEY Cotey Construction GC 4150542229 415-054-2220 Freddie Thomaz B
W CRANE Crane Pest Control Wisc 415-922-1668 55-922-16658 Rachel Martin B
W DECOR Decorative Plant Serv Co Plants 415-825-8181 415-052-2275 Howard Cunningham B
B DEPEND Dependable Dealers Furniture 51068351111 S10-835-1111 B
W DESIGH Design Tex Wisc 213-855-9500 415-354-4144 Roger Hammerstein [ x|
W IuSTIT Institutional Coop Svc HWAC 516-273-7900 200-283-4445 Allan Shepard B
W ELECTR Electrical Materials Inc Electrical 415-484-0400 415-484-0400 [ X]
W ENVIRO Environ Control Industries Engineer 415-514-0180 415-555-5855 Dave Anderson B
W FISHER Fisher-Friedman Assoc Engineer 415-081-5078 415-545-4953 Phil Parrilla B
W FLUKEY Flukey Chemical Corp HWALC 516-457-0820 800-358-5287 Dell Shimandel n
W INTERIM Interim HVAC HWALC 415-483-1444 453-1444 [ x]
W s Himmines | iimibar Marmantar A1E AT4A AGNAN CAN AT4 AGNAN MNana Kithar ﬂ

List Display Presenting Data In Tabular Format
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Another common type of presentation for your data is a detail display. As part of a screen, this
organizes a record or several different types of records of your data into individual data fields and
groups of data fields that are meaningfully laid-out to create a form. The data fields and groups of
data fields can be labeled data fields or unlabeled data fields. Like the list display, the detail
display can also contain buttons.

Vendor ID FWIZ Worker List

Company Facility Wizards

e Misc Name Gary Kean Rate

Address  £35 North Michigan Ave JobType  Cleaning §75.50 | Hour
#3100 Phone #  342-201-1021 Ol erimary

City Chicago State L Cell 342-234-1234 Contact

=5 50811 Email gary@fwiz.com B

Phone # 312-527-0200

Fax # 212-527-0658

Other

Web Site  www facilitywiz.com

Fed Tax ID
Account #
Notes

New Worker _..

Detail Display Presenting Detail View of Data

As shown in the above and below screen images, many of the detail display screens in
Workorderama PM contain parts of the screen that you access through tabs. You use the different
tabs to select among different portions of the screen that are used for different purposes. For
example, as shown above, by clicking on the tabs for Time/$, Check-List, E-Mail, and Notes,
you can access screen areas for these different subsets of the work order data that is contained in
the overall screen.

Vendor ID FWIZ — History ] 15 Work Orders
Company Facility Wizards B Order #/Date Job Type i Descripti Complete
Type Misc
Address 435 North Michigan Ave W 10003 Cleanina 081004
#3100 02/08/04 needs 1 blue and 1 black trash can
City Chicago State L
Zip 50611
Phone#  312.527-0200 W 10010 Cabling / Datacom
Fax # 312-527-0698 LEELL
Other
Web Site  www . facilitywiz.com
N 10105 Electrical 0802304
Fed Tax ID 0916/04
Account #
Notes
B 10152 Kevs | Locks

0Tnzing

Results of Selecting a Different Tab in a Detail Display
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This brings us to the portal. This combines the detail display with the list display, providing a
tabular list of data fields that is contained within a detail display. Also, like the list display:

« There can also be one or more buttons within each row in the tabular display.
« Each row of data fields corresponds to a record contained in one of Workorderama PM
databases

Each portal contains a scroll-bar that lets you scroll through the records shown in the portal.

partipz P3404 Inventory Log ] Supplier Info ]
Name KOHLER 71005 O RINGS | Date Whord # Add Deduct Net Cost  e—
Type FLBG W 08/03/04 40 3 7 EEEE « |
Mir W 0927004 20 20 £13.30 @
Mfr Part #
Unit Cost 5 0.69 I Unit =]
Order When 5tock Reaches 72
Order to Stock Capacity
Current Stock Qty 57
Additional 5tock Needed 0
Date Updated 0%/27/04
Last Order Date 10/M11/02
Last Order Oty
Notes
]
Totals Lill] 3 57 §38.33
Add Inventory ...

Portal within Detail Display

Simply stated, a portal shows a list of related records displayed within a detail display. For
example, as shown in the above screen image, the portal shows an inventory log of parts and
supplies used for performing work orders Note that there are also buttons in this portal. We’ll
explain the purpose of these buttons in the next subsection.
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41.4 More on Workorderama PM Buttons

In this subsection we’ll describe some additional details about some of Workorderama PM’s
buttons that are positioned among the data fields in Workorderama PM’s screens. You should be
familiar with this to better understand the purpose of each of Workorderama PM’s screens (which
we’ll cover in Chapter 5 — Using Workorderama PM). The specific buttons we need to discuss
are:

Detail View Button

Some of the list displays and portals in Workorderama PM’s screens contain a detail view
button. This will be displayed in the first column within these tabular types of displays. The
detail view button, which appears on each row, lets you expand that record, taking you to
another screen that presents a detail display of your data.

M Order # Start Job Type Order By Pri Assigned To Building Room #
0001 0&/28/04 Cleaning Berry, Greg 2 | Andy Holuk Center1 1120
HO179 07/10/04 Cabling / Telecom | Cline, Nancy 2 | Colleen Rochford | AB Plaza 350
0201 05/23/04 Carbone, Jim 2 | Fred Thomas AB Plaza 250
0202 08/12/04 Hot/Cold Parzons, Vance 2 | Tim Gillet AB Plaza 1870
10203 08/05/04 Electrical Todd, Hubert 2 TaraRoss AH Plaza 10

Detail View Buttons

Specs Service History

W P00z Electrical WMorriz =
Repeat Every 3 day(s) Until 04/20/05 Start 1020004
Checklist
Description  Inzpect =uzpect equipment for leaks
FIM supersedes E

W pii003 Electrical Kyle

Repeat Every 1 Until  11/01/05 Start 110184
Checklist Fire Pump: Electrical MONTHLY PI
Description

i supersedes E

W Fi1004 Electrical Kyle

RepeatEvery 1 [month(s)| Until 11/01/05 Start 11014
Checklist Air Fiter Replacementz MONTHLY PM

Description
FM supersedes E

-

PM Orde 2w PM Orders

Delete Buttons

Detail View Buttons and Delete Buttons
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Delete Button

Some of the portals and screens in Workorderama PM’s also contain a delete button. This
will appear in the last column within these tabular types of displays. The delete button for
each row lets you delete that record.

Once you delete a record you cannot get it back (except by
reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.
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Selection Buttons

The selection button is another type of button that is used in some of Workorderama PM’s
screens. In Workorderama PM, this type of button lets you select a different property (a
capability used by facility maintenance service providers and other Workorderama PM users
who need to manage work orders across multiple properties).

Workorderama PM also displays combination detail view and selection buttons in one of its
screens. Like the regular selection button, this button lets you select a specific property.
Then, when that property is selected, the button displays differently, signifying that the
property is selected. Clicking the button again takes you to another screen that presents a
detail display of the property data.

|— Selection Button

Property -- Abercrombie Plaza

Porer

Print Batch Print List

Exit
e |

Order By Pri As=zigned To Building Room# Complete
Berry, Greg 2 Allan Shepard Centeri 1120 W 013104
Cling, Nancy 2 | |Colleen Rochford  AB Plaza 350 |
Carbone, Jim 2 | |Fred Thomas AB Plaza &a0 |

Combination Selection and Detail View Buttons

B D& Property Name # Bldgs #Wkords # Open
Address
B ABER  Abercrombie Plaza 2 51 45
102 LehighAve. Newbery, CT
— DERMO One Plaza Center {Demao) 4 246 141
739 West Vermont Sitreet Oak Brook, IL
PMC Paramount Center 1 23 22
| 100 Hedridk Drive Thomasville, NC

Selection Button, and Combination Detail View and Selection Buttons
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Action-Hint Buttons

Action-hint buttons are also displayed on some of Workorderama PM’s screens, usually

appearing next to one or several data fields. Each of these buttons serves one of two
purposes:

« Lets you execute some infrequently used function relating to the field or fields that the
action-hint button is next to

« Displays a dialog box that gives you additional, clarifying information, telling you
how to properly use the field or fields that the button is next to

Job Type Cleaning

El AssgnTo Andy Holub
Priority {1 ®2 O3

ltern 1D# e
temi/Equip

Action-Hint
Buttons

ltem ID#  HVAC106 GO

tem/Equip |l:.|:mling Fan Unit | ﬂ
Checklist |Air Compressor (Control) |

Action-Hint Buttons
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4.2 FileMaker Operations

Workorderama PM is implemented using FileMaker, a leading database and application
development platform. Using FileMaker’s rich set of capabilities and tools, Facility Wizards has
developed Facility Management software that is simple and intuitive, and at the same time is
powerful, with the ability to handle demanding Facility Management requirements.

Because this software has been implemented using FileMaker, there are some FileMaker
functions you will need to be able to use in order to successfully use Workorderama PM. Like all
parts of Workorderama PM, these functions are easy to learn. To get started, let's distinguish
between the display area that is used to display Workorderama PM’s screens (containing
Workorderama PM’s menus, data fields, and buttons among the fields), and the display area that
is used to perform FileMaker functions:

Screen Area Used for Workorderama PM Functions —I

i FileMaker Pro - [PMVENDOR.FP5] BEx) |
File Edit Yiew Insert Format Records Scripts Window Help - a8 x
vendaor_i... _ Broper‘tyI e RDercrompie raza 1=

i.v] ' Abercrombie Plaza -
-  horsrs [ e v SRS

i VENDOR

INFO - CONTACTS Vendor List Print List m
[
g_lECU"jS- Vendor D FWIZ History Worker List
Company Facility Wizards
Ungorted Type Misc I3 Carvjkean
Address 435 North Michigan Ave faaauay Cleaning $75.50 | Hour
#3100 Phone # 3:5-531-121 e
city Chicago State 1L L el Contact
Zip 50611 Email gary@fwiz.com B
Phone # 312-527-0200
Fax# 312-527-0659
Other
Web Site  www. facilitywiz.com
Fed Tax ID
Account #
Hotes
New Worker ...
Find ..
=
1000l B Browse | | |—
For ielp, press F1

L Screen Area Used for FileMaker Functions

Display Areas used for FileMaker Functions and for Workorderama PM Functions

As shown in this image, there are two distinct portions of the display area that is used to perform
FileMaker functions: these contain the FileMaker menu and the FileMaker status bar. The
FileMaker menu is like the application menu found in many Windows and Macintosh software
applications. There are only a few operations that you will perform using the FileMaker menu;
most Workorderama PM operations are accomplished using Workorderama PM’s menus and the
other buttons that are contained in Workorderama PM’s screens. Here’s a close-up of the
FileMaker menu:
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File Edit View Insert Format Records Scripts Window Help

FileMaker Menu

The FileMaker status bar contains a record marker that is useful for moving between your
records, as well as displaying a count of how many total records you have. The FileMaker status
bar also contains buttons that allow you to change the magnification of your screen, and a button
that lets you toggle on or off the part of the status bar containing the record marker and record
count. Also important, the status bar contains a button that tells you what FileMaker mode you

are in, and allows you to switch modes (FileMaker modes are discussed just below). Here is a
close-up of the FileMaker status bar:

staff_list vl FileMaker Status Bar

Records:
61

Found:
12

Unsorted

100] lod|E| Browse
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421 FileMaker Modes

FileMaker has four modes: Browse mode, Find mode, Preview mode, and Layout mode. Layout
mode will rarely be used by a Workorderama PM user (it is used for customizing
Workorderama). The other three modes, however, are key for your day-to-day use of
Workorderama PM. You will find yourself toggling between these modes often, and it’s
important to know what each mode does. Within each FileMaker mode you have certain
capabilities:

Browse Mode

You use Browse mode to normally view, enter, and edit data. This is the default mode that is
in effect when you enter Workorderama PM, and you will usually not need to tell
Workorderama PM to switch into Browse mode. If, during your work, you find that you
cannot view or enter data, then probably your Workorderama PM system has been
accidentally placed in another mode, and you will need to switch back into Browse mode.

( .
uﬁf‘\g Ez / E“’ ;| To switch to Browse mode use the shortcut keys:
G ®
i o= ol Windows: CONTROL + B

L e T

% Macintosh;: MacCOMMAND + B

Find Mode

Find mode lets you locate a record or a group of records. You will only be in Find mode
when you switch into it, and up until you retrieve your records. We refer to these operations
as Find operations (this is discussed in more detail a little later in this chapter).

Preview Mode

Preview mode lets you view a report prior to printing. This is valuable because it allows you
to see what the printed page will look like, enabling you to ensure that your desired
information is contained in the report.

(
H\G“% Ez ¢ E"" , | To switch to Preview mode, use the shortcut keys:
e []
e e 4 Windows: CONTROL + U

L e T

% Macintosh: MacCOMMAND + U

N Reports are covered later in this manual, in Chapter 6 —
W ej:@:;g, Workorderama PM Reports.

=AY
s

4.2.2 Entering and Editing Data

Entering and editing data couldn’t be easier using Workorderama PM’s read/write data fields. For
character fields, you simply type in your data. To edit data, you simply either type over the
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existing data, or delete the existing data and type in your new data. For checkboxes and radio
buttons, you just click the checkbox or radio button to change it to the setting you desire.

As a reminder, value lists are data fields in which there is a predefined set of values to select
from. To enter data into a value list, you simply click on the field and select the desired value.

4.2.3 Find Operations

You use Find mode to retrieve a record or a group of records. To Find one or more records, you
switch into Find mode from the FileMaker status bar, enter your Find criteria into one or more
data fields, and then execute the Find operation by pressing the Return Key. In a list display or a
portal, the retrieved records will be displayed; in a detail display, one of the records will be
displayed (the detail display only displays one record at a time), and the other found records are
also available for viewing and editing.

As a result of a Find operation, the number of records found will be shown in the record marker
in the status bar. Also, in a detail display, you can use the record marker to move between the
found records.

Find is important for viewing a desired subset of your Workorderama PM data. You can also use
Find to create a report. In this case, you first perform a Find to locate the records you want to
appear in the report, and then you create and print the report.

( . .
2 ’® | To switch to Find mode use the shortcut keys:
G []
Em&é&;, Windows: CONTROL + F

L o g

% Macintosh: MacCOMMAND + F

Find can be repeated to refine the last executed Find operation. This means that you can do an
initial Find to locate a group of records, and then based on your examination of those records, you
can perform another Find with more limiting criteria, further narrowing the set of returned
records. You can repeat this procedure as many times as necessary to get just the records you
need.

For Find operations, the status bar contains a button that lets you include logical operators and
pattern-matching operators in the fields. Once you learn the meaning of these symbols, you can
optionally just type them into the fields instead of using the button. These symbols give you the
ability to do things like Find work orders assigned to a particular worker, or Find the inventory of
a specific part or supply that is used for work orders. The symbols that you can use for Find
operations are:

< less than

<= less than or equal

> greater than

>= greater than or equal

= exact match

numeric range

! Duplicates
1 today's date
@ one character

45



Workorderama PM User Manual V4.1 R2.0

* zero or more characters

literal text

When in Find mode, the status bar also contains an Omit button. This lets you omit the records
that were found, based on your Find criteria. This has the effect of returning all the records in
your data except the records found by your criteria. In other words, this has the opposite effect of
performing a normal find, as we described above.

Most Workorderama PM screens contain a bottom menu that includes a Find button. This button
does the same thing as selecting the Find mode button that is part of the FileMaker display area.

4.2.4 Sorting Records

Sort operations determine the order in which you can view your records. You can sort and view
them in numerical order, alphabetical order, or by date. For the tabular types of data displays (list
displays and portals), you can sort the records quickly by clicking a column heading. You can
also perform a more complex sort by executing the Records>Sort command from the FileMaker
menu. This displays a dialog box that lets you define a sort order using any of the data fields,
including two or more data fields, as well as giving you full control over all other sort parameters.

Sort operations also work with Find operations, and with reports. If you execute a Find, and then
perform a sort of your data, then just your found records will be sorted; if you perform a sort prior
to creating a report, then (given that the report is intended to operate on the data you have sorted)
the report will contain your data in the sorted order.

(
uﬁf‘\g Ez ’}E“’/ To perform a complex sort:
& ® .
- Windows: CONTROL + S
L e T

% Macintosh: MacCOMMAND + S

4.2.5 Spelling Correction

Another useful FileMaker function that is available in Workorderama PM is spelling correction.
To check and correct spelling, select Edit>Spelling from the FileMaker menu. This function
gives you the choice of checking all of your data, the current record, an individual data field, or
selected text within a field.

4.2.6 Printing

The File>Print selection from the FileMaker menu prints the record or records that are displayed
on your screen. However, generally, instead you will want to use Workorderama PM’s printing
capabilities. These consist of a Print button that is part of the top menu on many Workorderama
PM screens, and Workorderama PM’s reporting capability.

The use of the top menu’s Print button is described for each screen
W @}'g. in Chapter 5 — Section 5.2 — Workorderama PM screens in Detail;
w"’ Workorderama PM’s reporting capability is described in Chapter 6 —
S Workorderama PM Reports.
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4.2.7 Exporting Data

You can also use a FileMaker function to export data from Workorderama PM. To do this, use
the File>Export selection from the FileMaker menu. This displays a dialog box that lets you
specify the record fields to be exported, as well as the output file format. The output options
include Comma-Separated Value (.csv), DataBase File (.dbf), and eXtensible Markup Language
(.xml). Export operations also will export only the records found by Find operations.
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Chapter 5 Using Workorderama PM

In the previous chapters we described Workorderama PM’s major features, and the parts of
Workorderama PM’s user interface: its data fields, buttons, menus, and display types, as well as
FileMaker’s functions. In this chapter, we’ll expand on these topics to walk through
Workorderama PM’s user interface in detail, and to show you how to use Workorderama PM for
creating and processing work orders.

N Workorderama PM’s reports are not covered in this chapter, and
N instead are covered in their own chapter: Chapter 6 — Workorderama
w %}ﬁ}% E PM Reports.
S

5.1 Overview of Workorderama PM Screens

Workorderama PM’s screens present your data using data fields, and also display menus and
buttons that you use to execute the software’s functions, and to navigate between the screens. The
next section covers each of Workorderama PM’s screens used for creating and tracking work
orders. However, it’s a good idea to first give you a high-level perspective of Workorderama
PM’s screens, including the relations between the screens, and Workorderama PM’s databases
and records that we defined earlier in Chapter 2. The following two tables lists these screens.

This first table lists Workorderama PM’s screens that you use to access Workorderama PM’s
databases, and the records within the databases:

Screen Databases Records

— Property Selection Properties database

screen
— Property List screen
— Property Information

— Property records

screen

— Work Orders screen Work Orders database — Work Order records

— Work Order Information — Work Order Labor records
screen — Work Order Part/Supply

Usage records

— PM/Scheduled Work PM Work Orders database | — PM Work Order records
Orders screen — PM Work Order Labor

— PM Work Order Setup records
screen — PM Work Order

Part/Supply Usage records

— Parts Inventory List Parts and Supplies database | — Part/Supply records
screen — Part/Supply Inventory Log
— Parts Inventory Log records
screen

— Equipment/Item List
screen

Equipment and Items
database

Equipment/Item records
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— Equipment/ltem
Information screen

— Equipment/ltem PM
Pick List screen

— Workers/Rates screen Workers database — Worker records

— Worker Information — Worker Timecard records
screen

— Vendor List screen Vendors database — Vendor records

— Vendor Information
screen

— Checklists and Checklists database — Checklist records

Procedures screen
— Checklist/Procedure

screen

— Primary Facility Locations database | — Primary Facility Location
Location/Building List records
screen

— Staff/Department List Orderers database — Staff/Department records
screen — Tenant records

— Tenant List screen

— Auto Email Setup and Defaults — Auto Email Text records
Types/Default Text database — User records
screen

— System User List screen

— Account Passwords
screen

This table lists additional Workorderama PM screens that do not directly affect one of
Workorderama PM’s databases:

Screen Purpose

Main Menu screen Main switchboard for accessing all of
Workorderama PM’s features and
functions. Provides access to the Work
Orders database, PM Work Orders
database, Parts and Supplies database,
Equipment and Items database, Vendors
database, Workers database, and
Orderers database.

Parts Inventory Purchase Order Setup screen | Assembles data to create POs for
procuring parts and supplies used for
work orders

Parts Inventory Purchase Order Captures standard data used in all POs
Config/Defaults screen created using the Parts Inventory
Purchase Order Setup screen and the PO
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creation function

Work Order Help screen

Provides question and answer help for
Workorderama PM

Menu of Reports screen

Provides access to Workorderama PM’s
reports

Future Work Orders Reports Setup screen

Used to select options for the Future PM
Work Orders report

Work Order Bar Chart Report Setup screen

Sets-up parameters for Workorderama
PM’s Bar Chart reports

Getting Started With Workorderama PM
screen

Provides a checklist to help in setting-up
and getting-started with Workorderama
PM

Property Preferences screen

Used to specify configuration settings
for properties

System Web Settings/Preferences screen

Used to specify settings for
Workorderama PM web access

System Mail Settings/Preferences screen

Used to specify settings for emails that
are sent from Workorderama PM

System Provider Settings/Preferences screen

Used to specify settings for a web
browser-based user interface deployed
for a facilities maintenance service
provider

System Miscellaneous Settings/Preferences
screen

Used to specify additional
miscellaneous Workorderama PM
configuration settings

Work Order Setup/Customization Backup
Preferences screen

Provides access to Workorderama PM’s
function for performing automatic
backups of database files

S this manual:

Reports:

Most of these screens (in the above tables) are covered in this
chapter, next, in Section 5.2 — Workorderama PM screens in Detail.
The screens that are not covered in this chapter are covered later in

« These screens are covered in Chapter 6 — Workorderama PM

— Menu of Reports screen
— Future Work Orders Reports Setup screen

— Work Order Bar Chart Report Setup screen

« These screens are covered in Chapter 7 — Configuring
Workorderama PM:

— Getting Started With Workorderama PM screen
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— Primary Location/Building List screen

— Staff/Department List screen

— Tenant List screen

— Property Preferences screen

— System Web Settings/Preferences screen

— System Mail Settings/Preferences screen

— Auto Email Types/Default Text screen

— System Provider Settings/Preferences screen
— System Miscellaneous Settings/Preferences screen
— System User List screen

— Account Passwords screen

— Work Order Setup/Customization Backup Preferences
screen
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5.2 Workorderama PM Screens in Detail

Now we’re into the details of Workorderama PM features and functions. A good way to gain a
comprehensive understanding of Workorderama PM is to review each of Workorderama PM’s
screens, and each screen’s menus, data fields, and buttons. We’ll start with the Property Selection
screen:

screens. We’ll accomplish this by first showing an image of the
screen. Then, when applicable, we’ll walk through (1) the screen’s

S top menu, (2) the screen’s data fields and buttons, and (3) the
screen’s bottom menu. We’ll often also show additional images of
parts of a screen to further clarify a screen’s description.

N In this section, we’ll walk through most of Workorderama PM’s
D).

PROPERTY SELECTION SCREEN

The Property Selection screen lets you select a property, to access that property’s work
orders, PM work orders, parts and supplies, and equipment and items. This screen is used by
facilities maintenance service providers, or by other Workorderama PM users who need to
manage work orders across multiple properties.

The Property Selection screen presents your data using a detail display, with a bottom menu.

| _
Abercrombie Plaza

Workorderama~/

MAINTENANCE MANAGEMENT

SELECT A PROPERTY

1> Choose a Property | ABER |
2> Click Here
Tuesday, March 9, 2004

Property Selection Screen

The Property Selection screen does not have a top menu.
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Data Fields and Buttons

The main portion of the Property Selection screen has these data fields and buttons:

e 1> Choose a Property [value list] — The property for which to access work orders and
PM work orders

e 2> Click Here [button] — Goes to the Main Menu screen, providing access to the work
orders, PM work orders, and other data for the property

Bottom Menu

The Property Selection screen’s bottom menu contains this button:
o EXxit [button] — Ends the Workorderama PM session
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PROPERTY LIST SCREEN

The Property List screen lets you access each property’s work orders, PM work orders, parts
and supplies, and equipment and items. This screen is used by facilities maintenance service
providers, or by other Workorderama PM users who need to manage work orders across
multiple properties.

This screen presents your data using a list display, displaying a Property record for each
client. The Property List screen also has a top menu and bottom menu.

| _ Current Property -- Abercrombie Plaza .
! Abercrombie Plaza
Hew Property Exit
PROPERTY
S LsT | e | hew
[ (173 Property Hame #Bldgs #Wkords #0pen Primary Contact Email Active
Address Phone
H ABER Abercrombie Plaza 2 41 38 Joel Miemi j.=peakeri@facilitywiz.com ]
102 Lehighfwe, Newberny, CT FT3-832-0200
DEMO One Plaza Center {Demo} 4 245 141 Jennifer Speaker j.speakerifaciltywiz.com ]
739 iest Wermont Street Oak Brook, IL FIA-EEI2-0200
PMC Paramount Center 1 23 22 Drarvid Johnzon j.speaker@faciitywiz. com ]
100 Hedrick Drive Thomaswille, NC FTI-EE2-0200
Er all Properties Active Properties | |

Property List Screen
Top Menu

The Property List screen’s top menu has these buttons:

New Property [button] — Creates a new property, and stands-by for data entry
Menu [button] — Goes back to the Main Menu screen

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Property List screen has these data fields and buttons:

¢ [combination selection button and detail view button] — Selects the property when first
clicked. Once the property is selected, clicking this button again goes to the Property
Information screen for the property.

ID# [button enabled character field] — Property 1D

Property Name [read/write character field] — Property hame

Address [read-only character field] — Property address

# Bldgs [button enabled character field] — Number of buildings in the property
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# Wkords [button enabled character field] — Total number of Open, Complete, and Hold
work orders for the property

# Open [button enabled character field] — Total number of Open work orders for the
property

Primary Contact [read/write character field] — Name of the primary contact person for
the property

Phone [read/write character field] — Primary contact person’s phone number

Email [read/write character field] — Primary contact person’s email address

Active [checkbox] — Indicates that the property is Active. Active properties require
ongoing facility-related work, and therefore require work orders and PM work orders to
record, manage, and perform this work

Bottom Menu

The Property List screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing properties to be found

All Properties [button] — Stops Find mode, going back to Browse mode, and causing all
properties to be displayed

Active Properties [button] — Causes only active properties to be displayed

Checklists [button] — Goes to the Checklists and Procedures screen, providing access to
the Checklists that are used to perform work on work orders
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The Property Information screen lets you view, enter, and edit detailed property information,
including the property address, primary contact person and contact information, and the
number of work orders for the property. This screen is used by facilities maintenance service
providers, or by other Workorderama PM users who need to manage work orders across

multiple properties.

The Property Information screen presents your data using a detail display, with a top menu

and bottom menu.

J " I -
— | whordors_| awprovry [T
wro -
"S55 INFO Pt |  Hep |

Property ID  ABER Hame Abercrombie Plaza

[ Set Hew Orders to REQ

Address 102 Lehighdyve, # Orders H #0Open 39 Hext Order # 10069
Hext PM Order # 1001

City Mewwberry State cT

Zip 44354

Time Zone 1

Contact Joel Miemi

Phone T73-832-0200

Fax T73-832-0202

Cell T73-g32-0200

Email j.=peakercfacilitywiz.com

Web Site wewewy facilitywiz.com

Account # 55E6-095-0 % Markup

Comments

| Find .. |propERTY FO ] 2 BUILDING(S)... | 12 STAFF PREFERENCES
LI

Property Information Screen
Top Menu

The Property Information screen’s top menu has these buttons:

o WKkOrders [button] — Goes to the Work Orders screen, providing access to the property’s

work orders
e Property List [button] — Goes back to the Property List screen

o New Property [button] — Creates a new property, and stands-by for data entry
e Print [button] — Prints a Property report listing the property’s location, contact

information, and the numbers of affected work orders
o EXxit [button] — Ends the Workorderama PM session
e Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Property Information screen has these data fields and buttons:

o Property ID [read/write character field] — Property ID
o Name [read/write character field] — Property name
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Set New Orders to REQ [checkbox] — Enables the work order request workflow for the
property. Using this workflow, work orders are first requested, and are then reviewed
and, if necessary, corrected in order to create proper work orders.

Address [read/write character field] — Property street address

City [read/write character field] — Property city

State [read/write character field] — Property state

Zip [read/write character field] — Property zip code

Time Zone [value list] — Property time zone. Selections include “Eastern”, “Central”,
etc.

Contact [read/write character field] — Name of the primary contact person for the
property

Phone [read/write character field] — Primary contact person’s phone number

Fax [read/write character field] — Main fax number at the property, or the primary contact
person’s fax number

Cell [read/write character field] — Primary contact person’s cell phone number

Email [read/write character field] — Primary contact person’s email address

Web Site [read/write character field] — Website URL for the property

Account # [read/write character field] — Account number for charging the cost of
accomplishing the work order, for the property

% Markup [read/write character field] — Percent markup that is added to the calculated
cost of work orders, to determine the final, billed cost of the work orders, for the
property. (Work order cost is calculated from the amount of labor expended, and parts
and supply utilization.)

Comments [read/write character field] — Any comments regarding the property

# Orders [calculated character field] — Total number of Open, Complete, and Hold work
orders for the property

# Open [calculated character field] — Total number of Open work orders for the property
Next Order # [read/write character field] — The ID that will be assigned to the next work
order created for the property

Next PM Order # [read/write character field] — The ID that will be assigned to the next
PM work order created for the property

Photo [container field] — A image of the property

Bottom Menu

The Property Information screen’s bottom menu contains these data fields and buttons:

BUILDINGS [read-only character field and button] — Goes to the Primary
Location/Building List screen, providing access to the property’s Primary Facility
Locations

STAFF [read-only character field and button] — Goes to the Staff/Department List
screen, providing access to data about the staff persons who can request work orders for
the property

PREFERENCES [button] — Goes to the Property Preferences screen, providing access to
configuration settings for the property

The PROPERTY INFORMATION button is inactive and is displayed in grey, signifying
that the Property Information screen is the current screen.
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MAIN MENU SCREEN

From the Main Menu screen you can get to all of Workorderama PM’s features and
functions. This screen consists of the main menu itself, and a top menu.

Abercrombie Plaza

Workorderama~™

MAINTENANCE MANAGEMENT

Exit

I

WorkorderamaPM™ Modules

WORK ORDERS View | Create | Edit Work Orders

PM ORDERS View | Setup Preventive Maintenance Orders

View Maintenance Supplies and Inventory

EQUIPMENT [/ ITEMS Edit the Database of Equipment and ltems

VENDORS | WORKERS Edit Vendors | Workers and Hourly Rates

STAFF View | Edit the Staff List

Property -- Abercrombie Plaza

Property Setup ...
System Users | Prefs

Main Menu Screen

Top Menu

The Main Menu screen’s top menu contains these buttons:

Exit [button] — Ends the Workorderama PM session
Help [button] — Goes to the Work Order Help screen

Main Menu Buttons

The main menu portion of the Main Menu screen contains these buttons:

WORK ORDERS [button] — Goes to the Work Orders screen, providing access to the
Work Orders database

PM ORDERS [button] — Goes to the PM/Scheduled Work Orders screen, providing
access to the PM Work Orders database

PARTS AND SUPPLIES [button] — Goes to the Parts Inventory List screen, providing
access to the Parts and Supplies database

EQUIPMENT/ITEMS [button] — Goes to the Equipment/Item List screen, providing
access to the Equipment and Items database
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o VENDORS/WORKERS [button] — Goes to either the VVendor List screen or to the
Workers/Rates screen, providing access to either the VVendors database or the Workers
database. This button causes a dialog box to first be displayed, asking user to select
between these two screens and databases.

o STAFF [button] — Goes to the Staff/Department List screen, providing access to the
Orderers database

@

b

Workorderama PM can be tailored to the needs of property

managers. This is done using the Property Preferences screen,

by changing the Orderers field to “Tenants”. This will cause

Workorderama PM to work with tenants instead of staff, and

will result in the following changes to Workorderama PM:

« The STAFF button on this Main Menu screen will change to
a TENANTS button

« Instead of going to the Staff/Department List screen, the
TENANTS button will take you to the Tenant List screen.

The Property Preferences screen and the Tenant List screen are
covered in Chapter 7 — Section 7.1 — Software Configuration
and Preparation screens.

The Main Menu screen does not have a bottom menu.
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WORK ORDERS SCREEN

The Work Orders screen lets you access your organization’s normal work orders. From this
screen you can go to the detailed screen for a work order. This screen presents your data
using a list display, displaying a Work Order record for each work order. The Work Orders
screen also contains a top menu and bottom menu.

AL bie Plaza Property -- Abercrombie Plaza
PM Orders Reports ... Exit
Workorderama "

M order # Start Job Type Order By Pri Assigned To Building Room # Complete
W 10001 08/28/04 Cleaning Berry, Greg 2 | Andy Holub Center1 1120 W ownd/04
W 10179 0710i04 Cabling/ Telecom  Cling, Nancy 2  |Colieen Rochford | AB Plaza 350 [ |

W 10201 06/23/04 Carbone, Jim 2 | |Fred Thomaz AR Plaza 260 | |

W 10202 059/12/04 Hot/ Cold Parzons, Vance 2 Tim Gillet AB Plaza 1870 [ ]

W 10203 08/05/04 |Electrical Todd, Hubert 2 Tara Ross AB Plaza 310 | |

W 10204 07/28/04 Hot /! Cold Smith, Janst 2 | Sara Born AB Plaza 458 [ ]

W 10205 07/0%/04 Lighting Carbong, Jim 2 Dell Shimandel Campus 850 | |

W 10206 08/28/04 Painting Simon, Cody 2 | Dell Shimandel AB Plaza 720 [ |

W 10208 0vi2ei04 PM Brettman, Melizsza 2 | Sara Born AB Plaza 720 [ |

W 10209 07/30/04 |PM Parzons, Vance 2 | |Sara Born Campus 1870 | |

W 10210 0&8/01/04 | PM Nuszbaumer, 2 | |Dell Shimandel AB Plaza 2430 [ ]

W 10211 07/04/04 PM Todd, Hubert 2 | |Collesen AB Plaza 310 | |

W 10212 09/16/04 |PM Patel, Ami 2  Sara Born Campus RA01 [ ]

W 10214 orMe/04  PM Patel, Ami 2 | Scott Durr AB Plaza R101 [ |

W 10215 0811904 |PM Patel, Ami 2 | Tom Munz AB Plaza R101 [ |
LT AT aIn s YT Mool Ao - e B - AT e e mAna -
|_REQs | |_ByDay .. |

Work Orders Screen
Top Menu

The Work Orders screen’s top menu contains these buttons:

o New Order [button] — Creates a new work order, and goes to the Work Order
Information screen, standing-by for data entry

e Menu [button] — Goes back to the Main Menu screen

e PM Orders [button] — Goes to the PM/Scheduled Work Orders screen, providing access
to the PM Work Orders database

e Print Batch [button] - Prints the work orders shown in the Work Orders screen. This
function first displays a dialog box that gives an option of whether to print normal work
orders or PM work orders.

¢ Reports [button] — Goes to the Menu of Reports screen, providing access to
Workorderama PM’s reporting capabilities

e Print List [button] — Prints a Work Order List report listing the displayed work orders,
including Job Types, Orderers, workers, and affected facility locations. This button first
displays a dialog box for selecting whether to include an optional work description for the
work orders in the report.

e EXxit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

The main portion of the Work Orders screen has these data fields and buttons:

PM [unlabeled read-only character field] — “PM” indicates that the work order was
generated from an Active PM work order

[detail view button] — Goes to the Work Order Information screen, providing complete
details for the work order

Order # [button-enabled character field] — Work order 1D. When this field is selected,
Workorderama PM goes to the Work Order Information screen, providing the detail for
the work order.

When you enter a new work order, Workorderama PM automatically
(w\) determines and assigns a unique work order ID.

Start [read/write date field] — Scheduled start date for work to begin on the work order
Job Type [value list] — One of a set of standardized Job Types, for example,
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

Order By [value list] — Staff person who requested the work order

Pri [read/write character field] — Numeric Job Priority for the work order, which will
have a value of either 1, 2, or 3

Assigned To [value list] — Worker who will be performing the actual work on the work
order

Building [value list] — Primary Facility Location where the work on the work order is to
be performed

Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the work on the work order is to be performed

The Building and Suite fields are facility location fields that are

( ) used in many Workorderama PM screens. The screen images in this
% manual were taken from Workorderama PM software in which these
k;- two fields were set to “Building” and “Suite”. The proper names of

these fields are as follows:

« The field marked “Building” is the Primary Facility Location
field

« The field marked “Suite” is the Secondary Facility Location
field. This further narrows the location within the Primary
Facility Location where the work needs to be done

Using Workorderama PM’s setup and customization capabilities, the

labels “Building” and “Suite” can be changed:

« Instead of “Building”, other alternatives for the Primary Facility
Location field include “Property ID”, “Floor”, etc.

» Instead of “Suite”, other alternatives for the Secondary Facility
Location field include “Floor”, “Room #”, etc.

The use of Workorderama PM’s setup and customization feature for
setting the Primary and Secondary Facility Location fields is
covered in Chapter 7 — Section 7.1 — Software Configuration and
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Preparation screens —- PROPERTY PREFERENCES SCREEN.

It’s also important to note that the Primary Facility Location field is
a value list that lets you select from a set of predefined location
values. These values are defined in the Location ID field in the
Primary Location/Building List screen. The Primary
Location/Building List screen is covered in Chapter 7 — Section 7.1
— Software Configuration and Preparation screens — PRIMARY
LOCATION/BUILDING LIST SCREEN.

Complete [button and read-only date field] — Selecting the button indicates that the work
order has been completed. This marks the work order as Complete, and enters the
completion date into the date field.

Bottom Menu

The Work Orders screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing work orders to be found

All Orders [button] — Causes both Open and Complete work orders to be displayed in
the list

Still Open [button] — Causes only Open work orders to be displayed

Complete [button] — Causes only Complete work orders to be displayed

By Day [button] — Causes display of the work orders that are scheduled for either the
current day or the previous day

By Week [button] — Causes display of the work orders that are scheduled for either the
current week, the previous week, or the next week

By Month [button] — Causes display of the work orders that are scheduled for either the
current month or the previous month

By Year [button] — Causes display of the work orders that are scheduled for either the
current year or the previous year
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WORK ORDER INFORMATION SCREEN

The Work Order Information screen lets you view, enter, and edit the detailed information
for one of your organization’s normal work orders. The data contained in this screen
includes:

A description of the work to be accomplished

The worker who the work order is assigned to

The facility location where the work is to be performed
Any equipment or item that the work order involves
The amount of labor expended on the work order

Parts and supplies utilized on the work order

A checklist for performing the work

From the Work Order Information screen you can navigate to the other screens that provide
access to the detailed information that supports the work orders. The Work Order
Information screen presents your data using a detail display that contains four tabbed screen
areas, and contains a top menu and bottom menu.

Property  ABER Time i § ] \’Lis‘t ] Emails ] Hotes ]
Order # 10035 REQ # AVUX929
reer e Job Start Date Friday 01/2304 | Time  7:26 PM

Entry Date 011604 | Time | 726 PM Target / Due Date Time D m

Bt 7 Be"’”_ Greg Completion Date | Saturdsy 01/31/04 | Time | 533 PM | ISR ol

Dept Executive Duration 50 | Days

Phone £42-624-1040

Building Centert Room 1120 Labor - Hame / Trade Date Hours Rate % Amount B
Andy Holub 0153104 300 §4550 $136.50 5[ ~]

Location Description

Description of Work New LABOR Entry ... Labor Totals 3.00 % 136.50
fix broken paycheck Part Hame PartiD Oty Units Unit$ $ Amount

1402 DRAIMN Pa301 2 (=1 5073 $1.46 X Z

112 FLEX P3303 2 3 $6.49 $12398 [¥

= 1152 DRAIN Pa30t 15 (=] FO.73 1095 ¥ |+

Job Type Cleaning — e
fssgnTo  Andy Holub MNew PARTS Entry .. Total Parts $25.39
Priority 1 @2 O3 Total Order Cost (0 Estimated {2 Actusl $ 161.89
ftem ID# [ Billakls Add Markup $0.00
ltem/Equip Billto Project Billable: Amourt % 161.89

fina.._ | tokerm | Doete B sam ] tems | vendors | workers | lists |

Abercrombie Plaza 5 )
Back to List Exit
WORK ORDER

Work Order Information Screen

Top Menu

The Work Order Information screen’s top menu contains these buttons:
e Back to List [button] — Goes back to the Work Orders screen, providing access to all
work orders

New Order [button] — Creates a new work order, and stands-by for data entry
Reports [button] — Goes to the Menu of Reports screen

Print Order [button] — Prints the displayed work order

Exit [button] — Ends the Workorderama PM session
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Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

Job Type  PM
Assgn To Blaine Frost
Priority | :

Property  ABER fram Pha1 0022

Order & " REG# AYUX929

Entry Date

Orcder By  Bob Stone

Dept iJanna Diepenbroek
Phone AE2-910-2335
Building

Location Description

Behind cooling tower 1

Description of Work

Be sure to check for excess
condensation

tem IDZ 10109 i # |
hem Equip Cooling Tower 2 ]

Use this portion of the Work Order Information screen to access basic work order
information. It has these data fields and buttons:

Property [read-only character field] — Property 1D for the property that the work order
belongs to

From PM [button-enabled character field] — If the work order was generated from a PM
work order, indicates the PM work order ID

Order # [read/write character field] — Work order 1D

REQ # [read-only character field] — Request number for the requested work order. This
will be displayed if the workflow for requesting and reviewing work orders is in effect.
Entry Date [read/write date field] — Date that the work order was entered

Time [time field] — Time of day that the work order was entered

Order By [value list] — Staff person who is requesting the work order

ADD [button] — Adds the staff person specified in the Order By field to the Orderers
database, if that person is not currently in the database

Dept [value list] — Department of the staff person who is requesting the work order
Phone [read/write character field] — Requesting staff person’s phone number

Building [value list] —Primary Facility Location where the work on the work order is to
be performed

Room [read/write character field] —Secondary Facility Locations where the work on the
work order is to be performed
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« When you enter the name of the requesting staff person for a
( ) work order, Workorderama PM automatically fills-in that staff
q person’s department in the Dept field, phone number in the
1 Phone field, and the Primary and Secondary Facility Locations in
the Primary and Secondary Facility Location fields (the Building
and Room fields shown in the screen image).

« You access Information about staff persons (including their
departments and phone numbers) by using the Staff/Department
List screen, which is covered in Chapter 7 — Configuring
Workorderama PM.

Location Description [read/write character field] — Additional descriptive information
about the location where the work on the work order is to be performed

Description of Work [read/write character field] — Summary of the work to be
accomplished by the work order

Job Type [value list] — One of a set of standardized Job Types. Selections include
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

Assign To [value list] — Worker who the work order is assigned to, and who will be
performing the actual work on the work order

[action-hint button] to left of Assign To — Executes a function that makes a copy of the
work order, and then allows the new work order to be assigned to a different worker
NOTIFY [button] — Causes an email to be sent to the worker, communicating to the
worker that the work order has been assigned

[unlabeled read-only character field] to right of Assign To — If the assigned worker is
employed by a vendor, displays the vendor name next to the worker’s name
Priority-1,2,3 [3 radio buttons] — Numeric Job Priority for the work order

Item ID# [value list] — Equipment or item ID. Selecting this ID causes the equipment or
item name to be displayed in the Item/Equip field.

[action-hint button] to right of Item 1D# — Executes a function that looks-up the location
of the equipment or item specified in the Item/Equip field, and enters this location
information into the Primary and Secondary Facility Location fields

Item/Equip [read/write character field] — Name of the equipment or item
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W List Ernails

Friday 0152304 726 PM
B =] oo

Saturday 01531104 .35 Ph Complete

Anchy Holuty M31m04 3000 F43.50 §136.50 &

Mew LABOR Entry ...

1 152" DRAIN $1.45 x|
1152 FLEX 2 F1295 &
1 1722" DRAIM 1095 =

Mew PARTS Entry ...

Poect |

Use this part of the Work Order Information screen to access cost information for a work
order. This screen area contains a two portals, with data fields and buttons above, between,
and below the portals.

The data fields and buttons above the portals are:

Job Start Date [read/write date field] — Scheduled date for work to begin on the work
order

(Job Start) Time [time field] — Scheduled time of day for work to begin on the work
order

Target / Due Date [read/write date field] — Scheduled or target completion date for the
work order

(Target / Due) Time [time field] — Scheduled or target completion time of day for the
work order

Hold [checkbox and button] — Puts the work order on Hold

Completion Date [read/write date field] — Actual completion date for the work order
(Completion) Time [time field] — Actual completion time of day for the work order
Complete [button] — Selecting the button indicates that the work order has been
completed. This marks the work order as Complete, and enters the completion date and
time in the Completion Date and Time fields

Duration [calculated character field] — Actual elapsed number of days to accomplish the
work order
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Use the first portal to access Work Order Labor records, for logging the amount of labor that

it took to perform and accomplish the work order. It has these data fields:

e Labor — Name / Trade [value list] — Name of the worker assigned to this work order.
Once the worker is selected from the value list, the entry can be edited to add the
worker’s trade.

Date [read/write date field] — Date that the labor on the work order was performed

o Hours [read/write character field] — The number of hours of labor that was expended on
the work order

o Rate [read/write character field] — Worker’s hourly dollar rate

e $ Amount [calculated character field] — Cost amount for this worker’s labor on this work
order

o [delete button] — Deletes the Work Order Labor record

Once you delete a Work Order Labor record you cannot get it
back (except by reentering the data or loading the last backup of
the data). Be careful to make sure that you actually want to
perform the deletion operation before you click the delete
button.

This button and two data fields are under the first portal:

e New Labor Entry [button] — Creates a new Work Order Labor record, and stands-by for
data entry

e Labor Totals [2 calculated character field] — Total labor hours and cost for all worker’s
efforts on the work order

Use the second portal to access Work Order Part/Supply Usage records, for logging
quantities of parts and supplies used for the work order. It has these data fields:

o Part Name [value list] — Name of the part or supply used for the work order

Part ID [read/write character field] — Part’s or supply’s ID

Qty [read/write character field] — Quantity of the part or supply used for the work order
Units [value list] — One of a set of standardized units of measure for the part or supply.
Values include “ea”, “gal”, “sf”, etc.

Unit $ [read/write character field] — Unit cost of the part or supply

When you select the part or supply name in the Part Name field,
( ) Workorderama PM automatically looks-up and enters the part’s or
% supply’s:
k;' « IDinthe Part ID field
« Units of measure in the Units field
« Unit cost in the Unit $ field

You access parts and supplies information using the Parts Inventory
List screen, which is covered later in this chapter.

e $ Amount [calculated character field] — Total cost of the part’s or supply’s usage in the
work order

o [delete button] — Deletes the Work Order Part/Supply Usage record
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Once you delete a Work Order Part/Supply Usage record you
cannot get it back (except by reentering the data or loading the
last backup of the data). Be careful to make sure that you
actually want to perform the deletion operation before you click
the delete button.

The following data fields and button are under the second portal:

New PARTS Entry [button] — Adds a new Work Order Part/Supply Usage record into
the portal, and stands-by for data entry

Total Parts [calculated character field] — Total cost amount for all of the parts and
supplies used for this work order

Total Order Cost-estimate, actual [2 radio buttons] — Indicates whether the total cost is
an estimated cost or an actual cost. This judgment depends on the accuracy of the
completion information being input for the work order.

Total Order Cost [calculated character field] — Total cost for all labor, and for all parts
and supplies utilized for the work order

Billable [read-only checkbox] — Indicates that the work on the work order is billable.
This checkbox gets set when the Bill to field (below) is set.

Add Markup [read/write character field and calculated character field] — The first field
is used to specify a percent markup margin that is added to the total cost of the work
order (cost of labor plus cost of parts and supplies). The dollar amount of the markup is
displayed in the second field, and the total calculated billable cost of the work order is
displayed in the Billable Amount field (below).

Bill to: [value list and read/write character field] — The value list is used to specify the
entity to charge the cost of the work order. The value list contains a selection such as
“Acct”, “Cost Center”, “Dept”, etc. The second, read/write character field, provides
additional clarifying data for the billing, for example, this could be the account number if
“Acct” is specified for the first field.

Billable Amount [calculated character field] — Total calculated billable cost of the work
order
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Timei$ | &fuist | Emails |  MNotes |

CHECKLIST /| PROCEDURE
Air Dryer - Water Cooled aMTr2004

1. USE LOCKOUT/TAGOUT PROCEDURES AS REQUIRED

1.1 REPLACE DESICANTS IF ISCOLORED, IF APPLICABLE

1.2 REPLACE FILTERS AS REQUIRED

1.3 MAKE SURE ALL DRAINS FUNCTION AUTOMATICALLY

1.4 CHECK & CLEAN ALL DRAINS, STRAINERS & FILTERS
2. CHECK PNEUMATIC & ELECTRICAL CONNECTIONS SECURMY/GOOD
REPAIR
3. CHECK SUPPORTING MOUNTS—TISHTEN AS REQUIRED

3.1 CHECK ALL MECHANICAL CONNECTIONS FOR SECURMY
4. CLEAMN UNIT & CONDENSER FINS—BLOW OUT WITH COMPRESSED
NITROGEN

4.1 SAFETY NOTE: USE EYE PROTECTION!
5. CHECK UNIT FOR ANY LEAKS—USE SOAP BUBBLES OR OTHER
DETECTION

3.1 RECHARGE UNIT A5 REQUIRED—QUALIFIED TECHNICIANS ONLY

5.2 USE PROTECTNVE GEAR & DO MOT ISCHARGE TO THE
ATMOSHERE

g. CHECK UNIT OPERATION FOR ANY UNUSUAL NOISES, VIBRATIONS AIR

PRESSURES, LEAKS OR OWVERHEATING OF THE CONDENSER
6.1 ENSURE THAT UNIT IS REMOVING EXCESS MOISTURE FROM THE

B s T L T R L T e L

V4.1 R2.0

Use this part of the Work Order Information screen to access either a standard or custom
checklist for the work order. You can also call-up a standard checklist, and then edit it to

customize it for the specific work order. This screen area has these data fields:

[value list] directly under the header Checklist / Procedure — Selects the checklist by

indicating its title

[read-only date field] directly to the right of the value list — Checklist creation date or last

revision date

[read/write character field] the large text area — The checklist itself

You access the individual predefined checklists using the Checklists

1
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Time /§ | wfList | Emails | Hotes |
Hew: |Completed CREATE

Subject Mesating Request Received
Emailto  gregb@aximan.com

Copyto |_Send Now ... |

This email has been automatically sent from the DIBS scheduling system.
The following meeting request has been received:

Request #a0L0x829

Mok Order #10035

EMAIL 'HOTIFICATION LOG

Type Subject Date Time

Waker Motity otk Order Alert
MEETIMNG_RE Meeting Request Received

Requester gregb@aximan.com
Wolker ma_s@f acilitypwiz. com
Admin j.speaken@facilibwiz.com

Use this part of the Work Order Information screen to compose and send an email regarding
the work order. You can use this function to assign work orders to workers who do not have
access to Workorderama PM, but who have email access. This screen area consists of the set
of data fields and buttons, followed by a portal and another set of data fields:

The data fields and buttons above the portal are:

New [value list] — Indicates the type of email message to be created. Values include
“Worker Notify”, Completed”, “MEETING_REQUEST?”, and so forth.

CREATE [button] — Creates a new email message of the type specified in the New field
Subiject [read/write character field] — Subject of the email

Email to [read/write character field] — Email address for the recipient of the email

Copy to [read/write character field] — Email address for a person to receive a copy of the
email

Send Now [button] — Sends the email

[read/write character field] just above the portal — Email message text

The portal shows the history of emails that have been sent for the work order, and contains
these data fields:

Type [read-only character field] — The type of email, for example “Worker Notify”,
Completed”, “MEETING_REQUEST”, and so forth.

Subject [read-only character field] — Subject of the email

Date [read-only date field] — Date that the email was sent

Time [read-only time field] — Time that the email was sent
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Use the data fields below the portal to view the email addresses that will be used depending

on the email type:

e Requester [read/write character field] — Shows the email address for the requester of the
work order. Depending on the email type shown in the New field, this email address will
automatically be used in either the Email to or Copy to fields, defining the email address
that the email will be sent to.

e Worker [read/write character field] — Shows the email address for the worker who the
work order is assigned to. Depending on the email type shown in the New field, this
email address will automatically be used in either the Email to or Copy to fields,
defining the email address that the email will be sent to.

e Admin [read/write character field] — Shows the email address for the primary contact
person for the property. Depending on the email type shown in the New field, this email
address will automatically be used in either the Email to or Copy to fields, defining the
email address that the email will be sent to.

The different email types, and the classes of email addresses
( ) (Requester, Worker, and Admin) that are automatically used in the
% Email to and Copy to fields are set using the Auto Email
k;- Types/Default Text screen. This is covered in Chapter 7 — Section
7.1 — Software Configuration and Preparation screens — AUTO
EMAIL TYPES/DEFAULT TEXT SCREEN.

Time/$ | &fust | Emails |  Notes |

General Notes (not printed with Werk Order) :
Seth did a good job completing this work order.

Use this part of the Work Order Information screen to enter and view miscellaneous notes
regarding the work order. It contains this data field:

o General Notes [read/write character field] — Any notes about the work order
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Bottom Menu

The Work Order Information screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing work orders to be found

Make PM [button] — Causes the work order to become a PM work order, allowing it to
be scheduled on a repeating basis. Selecting this button goes to the PM Work Order Setup
screen, and then Workorderama PM stands-by for entry into the additional data fields of
the new PM work order.

[delete button] — Deletes the work order

Once you delete a work order you cannot get it back (except by
reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.

Staff [button] — Goes to the Staff/Department List screen, providing access to the
Orderers database

Items [button] — Goes to the Equipment/Item List screen, providing access to the
Equipment and Items database

Vendors [button] — Goes to the Vendor List screen, providing access to the Vendors
database

Workers [button] — Goes to the Workers/Rates screen, providing access to the Workers
database

Checklists [button] — Goes to the Checklists and Procedures screen, providing access to
the Checklists database
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PM/SCHEDULED WORK ORDERS SCREEN

The PM/Scheduled Work Orders screen lets you access your organization’s PM work orders.
From this screen you can go to the detailed screen for a PM work order.

This screen presents your data using a list display, displaying a PM Work Order record for
each PM work order. The PM/Scheduled Work Orders screen also contains a top menu and
bottom menu.

Property — Abercrombie Plaza

Abercrombie Plaza _

PM / SCHEDULED

f

WORK ORDERS OW2TI04 [week 40) m m
o PMm # Next wk Repeat Every .Job Type Assign To Item 1D Building Suite  ACT
W EM10022 10112104 1 dayis) PM Blaine Frost 10109 Plaza 1 R101 B
W PM10034  05/19/05 8 |month(z) @ PM Sandy Schwain Plaza 2 5]
B FM10021 12123104 5 |menthiz) | PM Wilma Peterzon 10104 Plaza 1 B-150 E
W PM10011 04/09/05 2 |week(s)  PM Fred Collier Plaza 1 100 E
B PM10018  07/31/04 1 day(s} PM Serge Voltaggio 10107 Plaza 1 R101 7
W EMA0016 03127105 § |month(s) = PM Tara Ross 10105 Alll Location 150 B
W PM10018  05/17/05 21 PM Jeannie Betancourt 10105 Plaza 1 150 B
W EM10026  07/03/05 22§ month(z) PM Chriz LaPata 10102 Plaza 1 100 EH
W PM11510  10/30/04 44 1 |weekiz) PM Tara Ross 10105 Plaza 2 150 5]
W FM11513 12107104 21 month{z) PM Carleton Britt LU-123 Plaza 1 zeth E
W EM11515 10115104 42 PM Plaza 1 B
B PM1000111 10/24/04 44 2 dayiz) Electrical Colleen Rochford Campus 1500 E
W PM1004 03/27105 4 3 month(s) B

ctive Pits | Ready Pis By bonth.

PM/Scheduled Work Orders Screen

Top Menu

The PM/Scheduled Work Orders screen’s top menu contains these buttons:

New PM [button] — Creates a new PM work order, and goes to the PM Work Order Setup
screen, standing-by for data entry

Menu [button] — Goes back to the Main Menu screen

WKOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Do Orders [button] — Generates the next scheduled, upcoming normal work orders from
the PM work orders

Workorderama PM uses the schedule stored in a PM work order to
( ) calculate the scheduled date for its next, upcoming normal work
% order. Usually, when you enter the software, Workorderama PM will

1 analyze the PM work orders, and will automatically generate the
normal work order for its next scheduled date. However, a problem
can arise if you have not executed the software for some period of
time, for example, for a week or for several weeks. In this situation,
Workorderama PM may not have had the opportunity to
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automatically generate one or more upcoming normal work orders
from PM work orders, causing one or more scheduled normal work
orders to be missed.

The Do Orders button allows you to recover from this condition. It
will generate any non-generated normal work orders that missed
their scheduled dates because Workorderama PM had not been
entered and executed in time.

Forecast [button] — Begins creation and printing of a Future PM Work Orders report, by
going to the Future Work Orders Reports Setup screen. The Future PM Work Orders
report allows future work orders generated from PM work orders to be viewed and sorted
by various timeframes and categories.

N The Future PM Work Orders report and the Future Work Orders
W @}'g. Reports Setup screen are covered in more detail in Chapter 6 —
A Workorderama PM Reports — Section 6.6 — Future PM Work Orders
als
5 Report.

Print List [button] — Prints a PM Work Order List report listing the displayed PM work
orders, including Job Types, workers, affected facility locations, and repeating periods.
Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the PM/Scheduled Work Orders screen has these data fields and
buttons:

[detail view button] — Goes to the PM Work Order Setup screen, providing complete
detail on the PM work order

PM # [button-enabled character field] — PM work order ID. When this field is selected,
Workorderama PM goes to the PM Work Order Setup screen, providing the detail for the
PM work order (selecting this field behaves the same as selecting the detail view button).

When you enter a new PM work order, Workorderama PM
(W) automatically determines and assigns a unique ID for the PM work
k order.

Next [read/write date field] — Next scheduled date for performing work on a work order
generated from the PM work order

[read-only character field] directly to the right of the date field — The letter R indicates
that the PM work order is setup to repeat

wk [calculated character field] — The week of the year that the last resulting normal work
order will be generated

Repeat Every [read/write character field and value list] — The duration, in value-units,
between each scheduled work order generated from the PM work order. For example
Repeat Every “2 month(s)”.

Job Type [value list] — One of a set of standardized Job Types, for example,
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.
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Assign To [value list] — Name of the worker who should normally be assigned the work
orders generated from the PM work order

It is possible to reassign a normal work order generated from a PM
( ) work order to a worker other than the worker specified in the PM
W work order’s Assign To field. This is done by assigning the
k generated work order to a different worker.

Item ID [read/write character field] — ID of the equipment or item involved in the PM
work order

Building [value list] — Primary Facility Location where the work on the work orders
generated from the PM work order is to be performed

Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the work on the work orders generated from the PM work order
is to be performed

ACT [checkbox] — Indicates that the PM work order is Active. Inactive work orders are
indicated when this checkbox is not checked.

Bottom Menu

The PM/Scheduled Work Orders screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing PM work orders to be found

Active PMs [button] — Causes only Active PM work orders to be displayed in the list
Ready PMs [button] — Causes the PM work orders to be displayed for which past
scheduled normal work orders have not been generated. This can occur if Workorderama
PM has not been entered/executed for some period of time, causing one or more normal
work orders to not be generated prior to their scheduled start dates.

The Do Orders button allows you to recover from the condition in
( ) which scheduled normal work orders were not generated because the
q Workorderama PM software was not entered and executed in time to
1 generate the work orders. The PM work orders that missed
generating their normal work orders can first be identified using the
Ready PMs button.

Done PMs [button] — Causes only Done PM work orders to be displayed in the list. Done
PM work orders are no longer scheduled to generate normal work orders for future dates.
By Day [button] — Causes display of the PM work orders which are scheduled for either
the current day or the next day. First displays a dialog box asking the user to select
between these two options.

By Week [button] — Causes display of the PM work orders which are scheduled for either
the current week or the next week. First displays a dialog box asking the user to select
between these two options.

By Month [button] — Causes display of the PM work orders which are scheduled for
either the current month or the next month. First displays a dialog box asking the user to
select between these two options.

By Year [button] — Causes display of the PM work orders which are scheduled for either
the current year or the next year. First displays a dialog box asking the user to select
between these two options.
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PM WORK ORDER SETUP SCREEN
The PM Work Order Setup screen lets you view, enter, and edit the detailed information for
a PM work order. The information contained in this screen includes:

« Adescription of the work to be accomplished

« The worker who the generated normal work orders should ideally be assigned to

« The facility location where the work is to be performed

« Any equipment or item that the work orders involve

« The amount of labor that should be expended on the work orders

« Parts and supplies that should be utilized for the work orders

« A checklist for performing the work

Remember that PM work orders are not the work orders that are
) used to perform the actual work. Instead, you use PM work orders to
‘\?; generate normal work orders, and the normal work orders are
[ communicated to the workers to accomplish the work.

From the PM Work Order Setup screen you can navigate to the other screens that provide
access to the detailed information that supports the PM work orders and the normal work
orders that they generate. The PM Work Order Setup screen presents your data using a detail
display that contains three tabbed screen areas, and has a top menu and bottom menu.

WkOrders New PM “

Back to List Help
_ totes | MList |

Tuesday 10/12/04
1 day(s)

—

UORK ORNDER
WORK ORDER

UP

Mew Line ... -

New Line ...

|T
I B

Find ... Delete ltems Vendors Workers \f Lists

PM Work Order Setup Screen
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Top Menu

The PM Work Order Setup screen’s top menu contains these buttons:

e WKkOrders [button] — Goes to the Work Orders screen, providing access to normal work
orders

e Back to List [button] — Goes back to the Preventive Maintenance/Scheduled Work
Orders screen, providing access to all of the PM work orders
New PM [button] — Creates a new PM work order, and stands-by for data entry

e Exit [button] — Ends the Workorderama PM session
Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

Property ABER

Order#  PM10022 |

Entry Date Time [11:52 Al |
Order By |E|ub Stone Drafting |
Dept |Janna Diepenbroek |
Phone |962-910-2335 |

Description of Work

Job Type |PM |
Assgn To |Blaine Frost |
Priority 1 w2 O3

Building  |Plaza 1 |

Suite [R101 |
temios [tot0s | [
ltem/Equip |Cuuling Tower 2 | ﬂ

Checklist |Ai r Compressor (Control) |

Use this part of the PM Work Order Setup screen to access basic information about a PM
work order. It has these data fields and buttons:

o Property [read-only character field] — Property ID for the property that the PM work
order belongs to

Order # [read/write character field] — PM work order ID

Entry Date [read/write date field] — Date that the PM work order was entered

Time [time field] — Time of day that the PM work order was entered

Order By [value list] — Staff person who requested the PM work order

Dept [value list] — Department of the staff person who requested the PM work order
Phone [read/write character field] — Requesting staff person’s phone number
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When you enter the name of the requesting staff person for a PM
( ) work order, Workorderama PM automatically looks-up and enters
q that staff person’s department in the Dept field, and phone number
1 in the Phone field.

You access staff persons, including their departments and phone
numbers, using the Staff/Department List screen. The
Staff/Department List screen is covered later in this chapter.

e Description of Work [read/write character field] — Summary of the work to be
accomplished by the work orders generated from the PM work order

o Job Type [value list] — One of a set of standardized Job Types. Selections include
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

o Assign To [value list] — Worker who the work orders generated from the PM work order
should be assigned to

e Priority-1,2,3 [radio buttons] — Numeric Job Priority for the work order

o Building [value list] — Primary Facility Location where the work on the work orders
generated from the PM work order is to be performed

e Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the work on the work orders generated from the PM work order
is to be performed

o Item ID# [value list] — Equipment or item ID. Selecting this ID causes the equipment or
item name to be displayed in the Item/Equip field.

e GO [button] — Displays the Equipment/ltem PM Pick List screen, from which an
equipment or item can be selected and associated with the PM work order.
Workorderama PM returns to this (PM work order Setup) screen once the equipment or
item is selected.

o Item/Equip [read/write character field] — Name of the equipment or item

¢ [action-hint button] to right of Item/Equip — Looks-up the location of the equipment or
item in the Item/Equip field, and enters this location information into the Primary and
Secondary Facility Location fields

o Checklist [value list] — Selects the title of a checklist to be used for the work orders
generated from the PM work order. The checklist will appear in the tabbed screen area
used to access checklist details (described below).
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Tuesday 101204 I
T

Wednesday 10013/04

Use this part of the PM Work Order Setup screen to access standard time and cost
information for the PM work order. It contains two portals, with several data fields above the
first portal, a button and data field between the two portals, and a button and several data
fields below the second portal.

The data fields above the two portals are:

Scheduled Start Date [read/write date field] — Scheduled start date for the first work
order generated from the PM work order

(Scheduled Start) Time [time field] — Scheduled start time of day for all of the work
orders generated from the PM work order

Repeat Order Every [read/write character field and value list] — Duration between each
work order generated from the PM work order. For example Repeat Order Every *“2
month(s)”.

(Repeat Order Every) Until [read/write date field] — Date on which no more work
orders will be generated from the PM work order

Next Repeat Date [read-only date field] — Date for the next normal work order generated
from the PM work order, based on the Scheduled Start Date, Repeat Order Every, and
Until fields

Target Completion [read/write character field] — The number of days targeted to
complete a generated work order once work begins on the work order

This order supersedes [read/write character field] — ID for another PM work order that
this PM work order supersedes

The first portal displays PM Work Order Labor records. Use this portal to access the
standard amount of labor that it should take to accomplish the normal work orders generated
from the PM work order. It has these data fields:

79



Workorderama PM User Manual V4.1 R2.0

Labor — Name / Trade [value list] — Name of the worker who should normally be
assigned the work orders generated from the PM work order. Once the worker is selected
from the value list, the entry can be edited to add the worker’s trade.

Hours [read/write character field] — Standard number of hours of labor it should take to
perform and complete each work order generated from the PM work order

Rate [read/write character field] — Worker’s hourly rate, in dollars

$ Amount [calculated character field] — Standard cost amount for labor on the work
orders generated from the PM work order

[delete button] — Deletes the PM Work Order Labor record

Once you delete a PM Work Order Labor record you cannot get
it back (except by reentering the data or loading the last backup
of the data). Be careful to make sure that you actually want to
perform the deletion operation before you click the delete
button.

Just under the first portal are a button and a data field:

New Line [button] — Creates a new PM Work Order Labor record, and stands-by for data
entry

Subtotal Labor [calculated character field] — Subtotal of the standard labor hours for all
workers, for each work order generated from this PM work order

[calculated character field] directly under the portal, under the $ Amount column —
Subtotal of the standard labor costs for all workers, for each work order generated from
this PM work order

The second portal displays PM Work Order Part/Supply Usage records. Use this portal to
specify the standard quantities of parts and supplies that should be used by working-on the
normal work orders generated from the PM work order. It has these data fields:

Materials [value list] — Name of the standard part or supply that is expected to be utilized
for the work orders generated from the PM work order

ID [read/write character field] — Part or supply ID

Qty [read/write character field] — Standard quantity of the parts and supplies that are
expected to be utilized in each work order generated from the PM work order

Units [value list] — One of a set of standardized units of measure for the part or supply.
Values include “ea”, “gal”, “sf”, etc.

Unit $ [read/write character field] — Unit cost of the part or supply

When you select the part or supply name in the Materials value list
( ) field, Workorderama PM automatically looks-up and enters the
% part’s or supply’s:
k;- « IDin the ID field
« Units of measure in the Units field
« Unit cost in the Unit $ field

You access parts and supplies information using the Parts Inventory
List screen, which is covered later in this chapter.

$ Amount [calculated character field] — Standard cost amount for the parts and supplies,
as expected to be utilized for each work order generated from the PM work order
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[delete button] — Deletes the PM Work Order Part/Supply Usage record

Once you delete a PM Work Order Part/Supply Usage record
you cannot get it back (except by reentering the data or loading
the last backup of the data). Be careful to make sure that you
actually want to perform the deletion operation before you click
the delete button.

Under the second portal are the following button and data fields:

New Line [button] — Adds a new PM Work Order Part/Supply Usage record into the
portal, and stands-by for data entry

Subtotal Materials [calculated character field] — Subtotal standard cost amount for all of
the parts and supplies, as expected to be utilized for each work order generated from the
PM work order

Total Order Cost [calculated character field] — Total standard cost amount for all labor,
and for all parts and supplies, which are expected to be utilized for each work order
generated from the PM work order

Bill to [value list and read/write character field] — The value list is used to specify the
entity to charge the cost of the work orders generated from the PM work order. The value
list contains a selection such as “Acct”, “Cost Center”, “Dept”, etc. The second,
read/write character field, provides additional clarifying data for the billing, for example,
the account number if “Acct” is specified for the first field.

Amount [read/write character field] — Actual amount to be billed for the work orders
generated from the PM work order. This does not necessarily have to be the same as the
calculated amount that is shown in the Total Order Cost field, providing an option to
bill a different amount than the actual cost.
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Time/$ | Notes | WlList |

General Notes (not printed with Work Order)
Diverter unit only lasts 2-3 weeks on average.

Use this portion of the PM Work Order Setup screen to enter and view miscellaneous notes
regarding the PM work order. It contains this data field:
e General Notes [read/write character field] — Any notes regarding the PM work order
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Time/$ | |Notes | WList |

Checklist ! Procedure

Air Compressor (Control) BILANNUAL P 111142003
1. CALIBERATE PNEUNMATIC CONTROLS—ADJUST DAMPER LINKAGES AS
REQD

2. LUBRICATE DAMPER LINKAGES—CHECK PROPER CLOSURE & OPEMING
3. CALIBRATE MAGMEHELIC GAUGES AS REQD
4. CHECK EXTERIOR, DUCTS, FLEX CONNECTIONS, ETC. FOR
PENETRATIONS
4.1 CHECK LAGGING & INSULATION—REPAIR A5 REQUIRED
4.2 CHECK DOORIACCESS PANEL SEALING & ALIGNKENT
ACCESS TO HEPA FILTERS MUST BE GASKETED TO BE AIR TIGHT
5. CLEAN INTERIOR OF UNITS—CHECK FOR MOLD OR KILDEWY
CONDITIONS
§. CLEAN CONDESATE PAN & DRAIN-ENSURE PROPER DRAINAGE
6.1 CHECK PAN FOR RUST & DETERIORATION CLEAM & STABILIZE AS
REQUIRED TO PREVENT FURTHER DETERIORLZATION
7. SOUND MOTOR MOUNTS—MEG MOTOR <25 HP-TAKE AMP LEG
READINGS
8. CLEAN EXTERIOR OF UNIT & CONTROL PANELS
&.1 CLEAN BLOWER ASSEMBLY (S) & COILS—CONB FINS AS REQUIRED
8.2 CLEAN SUPPLY AIR INTAKE SCREENS
§. CHECK FILTER FRAKE ASSEMBLY FOR DUST BYPASS & INTEGRITY

Use this part of the PM Work Order Setup screen to access either a standard or custom

checkilist to be used for the normal work orders generated from the PM work order. A

standard checklist can also be called-up, and then edited to customize it for the PM work

order. This screen area has these data fields:

o [value list] directly under the header Checklist / Procedure — Selects the checklist by
indicating its title

o [read-only date field] to the right of the value list — Date the checklist was written or last
updated

o [read/write character field] the large text area — The checklist itself

Bottom Menu

The PM Work Order Setup screen’s bottom menu contains these buttons:
e Find [button] — Switches into Find mode, allowing PM work orders to be found
o Delete [button] — Deletes the PM work order

Once you delete a PM work order you cannot get it back (except
by reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.

o Staff [button] — Goes to the Staff/Department List screen, providing access to the
Orderers database

o Items [button] — Goes to the Equipment/Item List screen, providing access to the
Equipment and Items database
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¢ Vendors [button] — Goes to the Vendor List screen, providing access to the Vendors
database

e Workers [button] — Goes to the Workers/Rates screen, providing access to the Workers
database

o Checklists [button] — Goes to the Checklists and Procedures screen, providing access to
the Checklists database
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PARTS INVENTORY LIST SCREEN

The Parts Inventory List screen lets you access cost and inventory information for the parts

and supplies that are utilized in your organization’s work order efforts. From this screen you

can navigate to the screen that provides detailed inventory information for each part and
supply.

This screen presents your data using a list display, displaying a Part/Supply record for each
part and supply. The Parts Inventory List screen also has a top menu and bottom menu.

Property -- Abercrombie Plaza

o s wkonsers | porp-. | oervist [

PARTS INVENTORY

usT | wenu | newttem.. | printust | e |
B PartiD# Name | Description Type $/Unit Unit InStock Limit LastOrder ORDER
B P3404 KOHLER 71005 O RINGS PLBG 5069 ea 40 72 10411402 O
W P3406 KOHLER 77006 RP CCWY PLBG 214.86 ea a9 33 08/18/02 O
W P3409 KOHLER CAP/PLUNG 84503 PLBG 21834 ea kTj 27 04M7i02 O
W P3416 KOHLER GASKET 38667 PLBG 1.5 ea g2 33 07802 O
W Pp3433 KOHLER PLUG 30424 PLBG $6.10 ea 42 81 08/30/02 O
W P3435 KOHLER PLUNGER KIT PLBG $373 ea 27 13 0512102 O
W P3439 KOHLER SEATS PLBG 5859 ea 95 58 n2/01402 O
W P3431 KOHLER STEMS PLBG 533 ea 95 93 01/04/02 O
W P3437 KOHLER TRIP LEVER PLBG 211.27 ea 3B 44 0411402 O
W P MANSFIELD FLUSH HANDLE PLBG 52.00 £a 86 25 10425/02 O
W P34z MANSFIELD HANDLE PLBG 5295 £a 13 16 0&/25/02 O
W P34s0 MOEN 1225 CARTRIDGE PLBG 5 16.80 £a 32 rac 0s/02/02 O
W P34s53 MOEN CARTRIDGE 12258 PLBG $18.56 £a 62 26 06/16/02 O
W P34s5 MOTOR (WHIRLPOOL BATH) ELEC 5250.00 £a 90 2 05/09/02 O
W P34s57 OFFSET FLOOR FLANGE CARP 5718 £a 40 69 05/22/02 O
W P34s5 PVC FLOOR DRAIN PLBG $10.99 £a a9 45 n3/08/02 O
W P43 SPLINE ADAPTERS 59027 CARP $1.51 £a 26 33 08/09/02 O
W p3497 VWH-10 T-STAT ELEC 21354 ea 59 36 02/27/02 O
- Lana RSy ST ., L L TYRY] a4 AA - e - [ )

Parts Inventory List Screen

Top Menu

The Parts Inventory List screen’s top menu contains these buttons:

WKOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Menu [button] — Goes back to the Main Menu screen

PO Prep [button] — Goes to the Parts Inventory Purchase Order Setup screen, which
assists in creating POs for under-stocked parts and supplies

New Item [button] — Creates a new part or supply, and stands-by for data entry
Order List [button] — Prints a Parts Inventory Order List report showing the order and
inventory status for parts and supplies

Print List [button] — Prints an Inventory List report showing the inventory status for
parts and supplies

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

The main portion of the Parts Inventory List screen has these data fields and buttons:

[detail view button] — Goes to the Parts Inventory Log screen, providing more detail on
the part or supply and its inventory level

Part I1D# [read/write button-enabled character field] — Part or supply ID. When this field
is selected, Workorderama PM goes to the Parts Inventory Log screen, providing the
detail for the part or supply.

Name / Description [read/write character field] — Name or brief description for the part
or supply

Type [value list] — One of a set of standardized part or supply types, for example,
“ELEC”, “MECH”, “PLBG”, etc.

$ / Unit [read/write character field] — Cost of the part or supply per unit of measure (see
the Unit field, next)

Unit [value list] — One of a set of standardized units of measure for the part or supply.
Values include “ea”, “gal”, “sf”, etc.

In Stock [read-only character field] — Current inventory quantity of the part or supply
Limit [read/write character field] — Maximum inventory quantity that has been
established for the part or supply

Last Order [read/write date field] — Date the last order was placed for the part or supply
Order [checkbox] — Indicates that there are one or more pending orders for the part or
supply, to re-stock inventory

Bottom Menu

The Parts Inventory List screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing parts and supplies to be found

All [button] — Stops Find mode, going back to Browse mode, and causing all parts and
supplies to be displayed

Needs Order [button] — Shows the parts and supplies for which POs should be created,
based on the inventory levels for the parts and supplies

Current Order [button] — Shows the parts and supplies for which POs have been
created, forwarded, and for which the receipt of the parts and supplies is pending
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PARTS INVENTORY LOG SCREEN

The Parts Inventory Log screen lets you view, enter, and edit detailed inventory information
about each part and supply that is used in your organization’s work order efforts. This
includes the part’s or supply’s:

« ID and name

« Manufacturer and supplier

« Cost

« Inventory level, and inventory replenishment level

The Parts Inventory Log screen presents your data using a detail display that contains two
tabbed screen areas, and also has a top menu and bottom menu.

g Lo P wnorers | nowren [JREER
Xi
PARTS
"ESS INVENTORY LOG Parts List | hep |
partin# P3404 Inventory Log | Supplier Info |
Hame KOHLER 71005 O RINGS B Date Wkord# Add  Deduct Net Cost
Type |PLBG ] W 08/03/04 40 3 7 = 25 53 [
Mifr W 09/27/04 20 20 s13.20 B
Mfr Part #
Unit Cost 5069 I Unit 2a
Order When Stock Reaches T2
Order to Stock Capacity
Current Stock Oty 57
Additional Stock Needed 0
Date Updated 08/27/04
Last Order Date 10411/02
Last Order Gty
Notes
=]
Totals | 60 3 57 ||  §39.33
Find ... Delete Item

Parts Inventory Log Screen
Top Menu

The Parts Inventory Log screen’s top menu contains these buttons:

e WKkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

e Parts List [button] — Goes to the Parts Inventory List screen

o New Item [button] — Creates a new parts or supply, and stands-by for data entry

¢ Print [button] — Prints an Inventory Detail report, showing the supplier and inventory
information for the part or supply, including inventory history

o EXxit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

Partipz P3404

Hame KOHLER 71005 O RINGS

Type |PLEG |
Mfr

Mfr Part #

Unit Cost %069 ! Unit £a

Order When Stock Reaches [
Order to Stock Capacity

Current Stock GOty 57
Additional Stock Needed 0
Date Updated DzZrind

Last Order Date 10M1/02
Last Order Qty

Notes

Use this portion of the Parts Inventory Log screen to access basic information about a part or

supply that is utilized through work order efforts, including inventory and reorder

information for the part or supply. It has these data fields and buttons:

e Part ID# [read/write character field] — Part or supply ID

e Name [read/write character field] — Part or supply name

o Type [value list] — One of a set of standardized part or supply types. Selections include
“ELEC”, “MECH”, “PLBG”, etc.

o MIfr [read/write character field] — Name of the manufacturer of the part or supply

o MIfr Part # [read/write character field] — Manufacturer’s part number for the part or
supply

o Unit Cost [read/write character field] — Cost of the part or supply per unit of measure
(see the / Unit field, next)

e / Unit [value list] — One of a set of standardized unit of measure for the part or supply.
Values include “ea”, “gal”, “sf”, etc.

e Order When Stock Reaches [read/write character field] — Quantity at which additional
parts or supplies are re-ordered

e Order to Stock Capacity [read/write character field] — Maximum inventory quantity
established for the part or supply

e Current Stock Qty [calculated character field] — Current inventory quantity of the part

or supply

88



Workorderama PM User Manual V4.1 R2.0

o Additional Stock Needed [calculated character field] — Difference between the
maximum inventory quantity, in the Order to Stock Capacity field, and the current
inventory quantity, in the Current Stock Qty field

e Date Updated [read/write date field] — Date when the inventory log was last changed.
This is automatically updated when the part’s or supply’s inventory is changed, using the
Inventory Log screen area (the tabbed portion of the screen that is described just below).

e Last Order Date [read/write date field] — Date of the last order of the part or supply
Last Order Qty [calculated character field] — Quantity of parts and supplies last ordered

o Notes [read/write character field] — Any notes regarding the part or supply, which can
include notes about inventory control of the part or supply

Inventory Log ] Supplier Info ]
B Date Wkord # Add Deduct Net Cost
W 08/03/04 40 3 37 22553 B
W 052704 20 20 %1380 &
[+
Totals | &0 3 57 $ 39.33
Add Inventory ...

Use this portion of the Parts Inventory Log screen to access inventory information for the
part or supply. It consists of a portal followed by a set of data fields and a button.

The portal lets you enter and view Part/Supply Inventory Log records, which indicate the

inventory history and status for the part or supply. It contains these data fields and buttons:

o Date [read/write date field] — Date when the Part/Supply Inventory Log record was
entered

e Wkord # [read/write character field] — Contains a work order 1D, referencing the work
order for which the part or supply was utilized

e Add [read/write character field] — Quantity of the parts and supplies added to inventory

e Deduct [read/write character field] — Quantity of parts and supplies removed from
inventory

o Net [calculated character field] — Change in inventory resulting from the addition or
removal/utilization of the parts and supplies
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e Cost [calculated character field] — Negative amounts indicate the cost of the utilization of
the parts and supplies; positive amounts indicate the increase of the asset value of parts
and supplies added to inventory

e [delete button] — Deletes the Part/Supply Inventory Log record

Once you delete a Part/Supply Inventory Log record you cannot
get it back (except by reentering the data or loading the last
backup of the data). Be careful to make sure that you actually
want to perform the deletion operation before you click the
delete button.

The area below the portal contains four data fields that are labeled Total, followed by a

button:

o [calculated character field] under the Add column — Total quantity of parts and supplies
added to inventory

o [calculated character field] under the Deduct column — Total quantity of the parts and
supplies removed from inventory

o [calculated character field] under the Net column — Total change in inventory resulting
from the addition of parts and supplies to inventory, and from the removal of parts and
supplies from inventory and their utilization in work orders

o [calculated character field] under the Cost column — Total asset value of the parts and
supplies in inventory

e Add Inventory [button] — Adds a Part/Supply Inventory Log record, and stands-by for
data entry
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Inventory Lug] Supplier Info ]

Vendor ID CRAMNE

Company Crane Pest Control
Phone 415-922-1656

Fax S5-922-1668

Acct #

Contact HName Rachel Martin
Contact Phone

Contact Cell

Email

Address 2700 Geary Boulevard

City Zan Francizco State  CA
Zip 94118-3458

Comments

Use this portion of the Parts Inventory Log screen to access supplier information for the part
or supply. It has these data fields and buttons:

Vendor ID [value list] — Vendor ID

Company [read/write character field] — Vendor company name

Phone [read/write character field] — Vendor company phone number

Fax [read/write character field] — Vendor company fax number

Acct # [read/write character field] — Vendor account number

Contact Name [read/write character field] — Name of contact person at the vendor
Contact Phone [read/write character field] — Vendor contact person’s phone number
Contact Cell [read/write character field] — Vendor’s contact person’s cell phone number
Email [read/write character field] — Vendor’s contact person’s email address

SEND [button] — Creates an blank email message addressed to the vendor contact person
Address [read/write character field] — Vendor company street address

City [read/write character field] — Vendor company city

State [read/write character field] — Vendor company state

Zip [read/write character field] — Vendor company zip-code

Comments [read/write character field] — Any notes regarding the vendor

Bottom Menu

The Parts Inventory Log screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing parts and supplies and their related
Part/Supply Inventory Log records to be found

Delete Item [button] — Deletes the part or supply and its related Part/Supply Inventory
Log records
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Once you delete a part or supply and its related Part/Supply
Inventory Log records you cannot get them back (except by
reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.
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Use the Parts Inventory Purchase Order Setup screen to generate data to create POs for
procuring parts and supplies used in work orders. The function that is executed from this
screen gets its data from the Parts and Supplies database, and creates and displays
Part/Supply Inventory PO Setup records. These records are then used to print the POs for the

parts and supplies.

The newly installed Workorderama PM software does not have

( ) a function for directly creating and printing POs. However, by
% customizing Workorderama PM, it is possible to implement this
1 capability. One approach is to customize the Parts Inventory

information.

Order List report (the report resulting from the Print POs button
in the top menu), to instead create the POs. Another approach is
to interface Workorderama PM with your organization’s GL
(General Ledger) or purchasing system, to pass it the
Workorderama PM data for PO generation. Contact Facility
Wizards or your Facility Wizards distributor for more

The Parts Inventory Purchase Order Setup screen presents your data using a list display, and

has a top menu and bottom menu.

Plaza Parts List Exit
PARTS INVENTORY NextPO# 10008
Print POs Setup
PURCHASE ORDER SETUP
O PartiD#  Part Name Supplier  In Stock Order §/Unit Total§ PO#
Manufacturer Fart # Limit Qty Unit
B P3404 KOHLER 71005 O RINGS 57 0 5 0.69 5 0.00
72 =8
W P340 KOHLER 77006 RP CCW (i ] 0 314.88 50.00
33 EE)
B p3409 KOHLER CAP/PLUNG 84503 v 0 $18.34 s 0.00
27 e3
B p34d6 KOHLER GASKET 38667 a2 0 5$1.51 5 0.00
33 =8
B p3423 KOHLER PLUG 30424 42 0 $6.10 $0.00
81 EE)
B p3425 KOHLER PLUNGER KIT 7 0 $373 s 0.00
13 e3
B p3429 KOHLER SEATS 85 0 $8.59 5 0.00
] =8
B p3431 KOHLER STEMS 53 0 $533 $0.00
93 EE)
B p3437 KOHLER TRIP LEVER 33 0 51127 5 0.00
44 £8
B P34 IMANSFIELD FLUSH HANDLE &6 0 5 2.00 50.00
25 =8
W p3443 MANSFIELD HANDLE 13 0 $295 $0.00
Find ... All

Parts Inventory Purchase Order Setup Screen

Top Menu

The Parts Inventory Purchase Order Setup screen’s top menu contains these buttons:

e Parts List [button] — Goes back to the Parts Inventory List screen
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Print POs [button] — Creates a Parts Inventory Order List report for the parts and
supplies shown, showing the order and inventory status for parts and supplies. This report
consolidates the Workorderama PM data that is needed to create the POs for reordering
the parts and supplies.

Exit [button] — Ends the Workorderama PM session

Setup [button] — Goes to the Parts Inventory Purchase Order Config/Defaults screen,
which is used for setting defaults for assembled PO data

Data Fields and Buttons

The main portion of the Parts Inventory Purchase Order Setup screen has these data fields
and buttons:

[detail view button] — Goes back to the Parts Inventory Log screen for the part or supply
Part ID# [button-enabled character field] — Part or supply 1D

Part Name [read/write character field] — Part or supply name

Manufacturer [read/write character field] — Name of the manufacturer of the part or
supply

Part # [read/write character field] — Manufacturer’s part number for the part or supply
Supplier [value list] — Supplier ID

In Stock [read-only character field] — Current inventory quantity of the part or supply
Limit [read/write character field] — Maximum inventory quantity established for the part
or supply

Order Qty [read/write character field] — Quantity of the parts or supplies to be ordered
$ / Unit [read/write character field] — Cost of the part or supply per unit of measure (see
the Unit field, next)

Unit [read/write character field] — Unit of measure for the part or supply. Values include
“ea”, “gal”, “sf”, etc.

Total $ [calculated character field] — Total PO cost for the parts or supplies

PO # [read/write character field] — PO number for reordering the parts or supplies

Bottom Menu

The Parts Inventory Purchase Order Setup screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing Part/Supply Inventory PO Setup
records to be found

All [button] — Stops Find mode, going back to Browse mode, and causing all Part/Supply
Inventory PO Setup records to be displayed
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PARTS INVENTORY PURCHASE ORDER CONFIG/DEFAULTS SCREEN

Use the Parts Inventory Purchase Order Config/Defaults screen to setup the defaults for the
PO data that is assembled using the Parts Inventory Purchase Order Setup screen, including
the shipping and billing addresses, and the shipping instructions. This is detail display with a
top menu.

Abercrombie Plaza Exit
PARTS INVENTORY
PURCHASE ORDER CONFIG | DEFAULTS m

Next PO # 10006 PO Prefix FAC
Ship to Facility Wizards
1800 West Larchmaont
Suite 3FW
Chicago, IL 80813
Bill to Facility Wizards
435 North Michigan Ave
Suite 3100
Chicago, IL 80511
Requester Jennifer Speaker

AP Contact Jennifer Speaker
773-832-0200
jennifers@facilibywiz.com

Ship Via UPs
FOB Point Chicago
PO Terms Net 45
Signature

Parts Inventory Purchase Order Config/Defaults Screen
Top Menu

The Parts Inventory Purchase Order Config/Defaults screen’s top menu contains these
buttons:

o Parts List [button] — Goes back to the Parts Inventory List screen

e PO Prep [button] — Goes back to the Parts Inventory Purchase Order Setup screen
o Exit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Parts Inventory Purchase Order Config/Defaults screen has these

data fields and buttons:

o Next PO # [read/write character field] — PO number to assign to the next PO

o PO Prefix [read/write character field] — Prefix that will be applied to the generated PO
numbers

o Ship to [read/write character field] — Address to ship the parts and supplies

o Bill to [read/write character field] — Billing address for the ordered parts and supplies

o Requester [read/write character field] — Name of the person requesting the POs for parts
and supplies

e A/P Contact [read/write character field] — Name of the contact person for Accounts
Payable. This may be the same person who is requesting the POs.

o Ship Via [read/write character field] — Shipping method
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o FOB Point [read/write character field] — The Freight On Board point for the shipments of

parts and supplies
PO Terms [read/write character field] — Terms of the orders of parts and supplies

o Signature [container field] — A digitized signature for the POs
The Parts Inventory Purchase Order Config/Defaults screen does not have a bottom menu.
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EQUIPMENT/ITEM LIST SCREEN

The Equipment/Item List screen lets you access information about the equipment and items
that are involved in your organization’s work order efforts. From this screen you can
navigate to the screen that is used to access details for each equipment or item.

This screen presents your data using a list display, displaying an Equipment/Item record for
each equipment or item. The Equipment/Item List screen also has a top menu and bottom

menu.
. Property -- Abercrombie Plaza
Abercrombie Plaza .
EQUIPMENT / ITEM
B ID# Hame Type Mfr Building Suite Installed
B ELEC103 Generator 1 ELEC Delcotrax Private B-150 08/27/6
B ELECY05 ups 2 ELEC PowerSave Corp Corporate B-140 0612716
W HvAC107 Cooling Tower 1 HVALC BALC Pavillion R101 08/27/6
B HVAC110 Liebert Unit HVALC Liebert Corporate 00-233 08/27/6
B HvAC11 Liebert Unit HVALC Liebert Corporate 00-244 08276
B 1001 Fire Extinquisher BLDG Safeco Pavillion Multiple 08/2716
Find .|| Allitems |
Equipment/ltem List Screen
Top Menu

The Equipment/Item List screen’s top menu contains these buttons:

o WkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

e Menu [button] — Goes to the Main Menu screen

e New Item [button] — Creates a new equipment or item, and goes to the Equipment/Item
Information screen, standing-by for data entry

e Print List [button] — Prints a Equipment/Item List report, listing the equipment and
items, including the facility locations where the equipment and items are installed

o Exit [button] — Ends the Workorderama PM session
Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Equipment/Item List screen has these data fields and buttons:
o [detail view button] — Goes to the Equipment/Item Information screen, providing
complete details for the equipment or item
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ID # [button-enabled character field] — Equipment or item ID. When this field is selected,
Workorderama PM goes to the Equipment/Item Information screen, providing complete
details for the equipment or item (selecting this field behaves the same as selecting the
detail view button).

Name [read/write character field] — Equipment or item name

Type [value list] — One of a set of standardized equipment and item types. Selections
include “ELEC”, “MECH?”, “PLBG”, etc.

Mfr [read/write character field] — Manufacturer of the equipment or item
Building [value list] — Primary Facility Location where the equipment or item is installed

Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the equipment or item is installed

Installed [read/write date field] — Date the equipment or item was installed

Bottom Menu

The Equipment/Item List screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing equipment and items to be found

o All Items [button] — Stops Find mode, going back to Browse mode, and causing all

equipment and items to be displayed
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EQUIPMENT/ITEM INFORMATION SCREEN

The Equipment/Item Information screen lets you view, enter, and edit detailed information
about each equipment or item that exists within your organization’s facilities, and that is
involved in your organization’s work order efforts. The data accessed through this screen
includes the equipment’s or item’s:

« ID and name
« Manufacturer
« model number and serial number
« Facility location
« Physical characteristics
« Purchase information
« Specifications
« Service agreement
In addition, using this screen you can view existing PM work orders and normal work orders

that involve the equipment or item. You can also setup a new PM work order for the
equipment or item.

The Equipment/Item Information screen presents your data using a detail display that
contains three tabbed screen areas, with two of these tabbed screen areas containing portals.
This screen also has a top menu and bottom menu.

Abercrombie Plaza Property -- Abhercrombie Plaza

INFO - SPECIFICATIONS T T T

Item ID # ELEC103 Specs ] Service ] PM Setup ] History ]
Hame Generator 1 Motar Mfr Model #
Type ; ELEC Serial # Size
punctioy Type Fan Dia
Building Private RPMs HP
Suite B-150 Voltage Amps Phase
Unit Mfr Delcotrax Frame Code Type
Hndel K233 Shaft Size Front Bearing Rear
Serial # §353-9393-2624 Coupling
Unit Size H w 1]
Weight @ Ibs rtons kg Controller Mfr Model #
Serial # Size
Yendor
Purchased o2msm4 Cost Heater Size Coil Volts
Install Date 0B/278 Filters
Comments Belts
Lubrication
Other Info
| Find... |

Equipment/ltem Information Screen

99



Workorderama PM User Manual V4.1 R2.0

Top Menu

The Equipment/Item Information screen’s top menu contains these buttons:

WKkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Item List [button] — Goes back to the Equipment/Item List screen

New Item [button] — Creates a new equipment or item, and stands-by for data entry
Print [button] — Prints an Equipment/Item report, listing the detailed information for the
equipment or item, including the equipment’s or item’s specifications

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

lem ID # ELEC103

Hame Generator 1
Type [ELEC |
Function

Building Private

Suite B-150

Unit M Delcotrax
Model # WaAaE-A

Serial # 3383-9393-2824

Unit Size H w 1]
Weight @bz tons kg
VYendor

Purchased 020504 Cost
Install Date OE2TIE
Comments

Use this part of the Equipment/Item Information screen to access basic information about an
equipment or item that is involved in work order efforts. It has these data fields:

Item ID # [read/write character field] — Equipment or item ID

Name [read/write character field] — Name of the equipment or item

Type [value list] — One of a set of standardized equipment and item types. Selections
include “ELEC”, “MECH?”, “PLBG”, etc.

Function [read/write character field] — one-line description of the function of the
equipment or item

Building [value list] —Primary Facility Location where the equipment or items is located
Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the equipment or items is located

Unit Mfr [read/write character field] — Equipment or item manufacturer
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Model # [read/write character field] — Equipment or item model number

Serial # [read/write character field] — Equipment or item serial number

Unit Size-H, W, D [3 read/write character fields] — Equipment or item dimensions
Weight [read/write character field] — Equipment or item weight

(Weight)-lbs, tons, kg [3 radio buttons] — Unit of measurement for the weight of the
equipment or item

Vendor [read/write character field] — Vendor that provided the equipment or item
Purchased [read/write date field] — Date of purchase of the equipment or item

Cost [read/write character field] — Equipment or item cost

Install Date [read/write date field] — Equipment or item installation date

Comments [read/write character field] — Any comments regarding the equipment or item

Service

Use this portion of the Equipment/Item Information screen to access specifications for the
equipment or item. It consists of four sets of read/write character fields that let you enter,
view, and edit the most common equipment specification parameters.
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Specs ] Service ] PM Setup] History ]

MAINTENANCE / SERVICE AGREEMENT
Begins Expires

Cost pEer

Company

Contact

Phone Fax
Cell Pager
Email

Comments

Use this portion of the Equipment/Item Information screen to access information about an

equipment’s or item’s maintenance and service agreement . It has these data fields and

buttons:

e Begins [read/write date field] — Maintenance/service agreement’s start date

e Expires [read/write date field] — Maintenance/service agreement’s expiration date

e Cost [read/write character field] — Maintenance/service agreement’s cost

o (Cost)-per [read/write character field] — Period for the cost of the maintenance/service
agreement, for example “yearly”, “every 2 years”, etc.

o Company [read/write character field] — Name of the company providing service and
support for the equipment or item, as specified in the maintenance/service agreement

e Contact [read/write character field] — Name of the contact person at the company

providing the service and support for the equipment or item

Phone [read/write character field] — Contact person’s phone number

Fax [read/write character field] — Contact person’s fax number

Cell [read/write character field] — Contact person’s cell phone number

Pager [read/write character field] — Contact person’s pager number

Email [read/write character field] — Contact person’s email address

Comments [read/write character field] — Any comments regarding the equipment’s or

item’s maintenance/service agreement
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W Phi1003 Cleaning Blaine Frost —
Repeat Every 1 day{s} Until Forewver Start 0571404
Checklist Ajr Fitker Replacements MOMTHLY P
Description SETH ZTETES
Ph supersedes ﬂ

Hew PM Order ...

View PM Orders

Use this part of the Equipment/Item Information screen to access PM work orders relating to
the equipment or item that is involved in work order efforts. You can also use this screen
area to edit some of the basic information for the PM work order, and even create a new PM
work order for the equipment or item. This screen area consists of a portal, with two buttons
below the portal.

The portal, which displays a PM Work Order record for each PM work order, contains these
data fields and buttons:

[detail view button] — Goes to the PM Work Order Setup screen, providing access to the
details of the PM work order

PM Order # [read-only character field] — PM work order 1D

Job Type [value list] — One of a set of standardized Job Types. Selections include
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

Assign To [value list] - Worker who the work orders generated from the PM work order
should be assigned to

Repeat Every [read/write character field and value list] — Duration between each work
order generated from the PM work order. For example Repeat Order Every “2
month(s)”.

(Repeat Every) Until [read/write date field] — Date on which no more work orders will
be generated from the PM work order

(Repeat Every) Start [read/write date field] — Scheduled start date for the first work
order generated from the PM work order

Checklist [value list] — Selects the title of the checklist to be used for the work orders
generated from the PM work order
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e Description [read/write character field] — Summary of the work to be accomplished by
the work orders generated from the PM work order

e PM supersedes [read/write character field] — ID for another PM work order that this PM
work order supersedes

o [delete button] — Deletes the PM work order

Once you delete a PM work order you cannot get it back (except
by reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.

Under the portal are the following data fields and buttons:
o New PM Order [button] — Creates a new PM work order, and stands-by for data entry
using the portal

Remember that you can use the Detail View button at the beginning
( ‘) of a PM Work Order record shown in the portal to go to the PM
Ea Work Order Setup screen for that PM work order, providing access

to the details of the PM work order.
o View PM Orders [button] — Goes to the PM/Scheduled Work Orders screen, providing
access to all of the PM work orders in the PM Work Orders database

Specs ] SErvice ] PM Setup ] History ]
5 Work Ordars or Thiz Rowm
B Order #/Date Job Type ! Assigned To Complete Co=st
W 10295 Cabling f Datacom [~
020504 Bill Hamimer
B 10296 Cabling / Datacom
01 2258104 Bill Hammer
W 10297 Cabling f Datacom
02007 104 Bill Hammer
M 10298 Cabling / Datacom
1204 505 Bill Hamtmer
W 10299 Cabling / Datacom
0204 204 Bill Hamtmer
~]
Total {5 Work Orders)

Use this part of the Equipment/Item Information screen to access the work orders that
involve the equipment or item, including the completion history and the cost of the work
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orders. These can be both manually created normal work orders, and normal work orders
generated from PM work orders. This portion of the screen consists of a portal, with one data
field above the portal and two data fields below the portal.

This data field is above the portal:
e Work Orders on This Item [calculated character field] — Total number of work orders
for the equipment or item

The portal, which displays a Work Order record for each work order, contains these data

fields and buttons:

o [detail view button] — Goes to the Work Order Information screen for the work order

o Order # [read-only character field] — Work order 1D

o Date [read-only date field] — Date that the work order was entered or generated

o Job Type [value list] — One of a set of standardized Job Types. Selections include

“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

Assigned To [read-only character field] — Worker who the work order is assigned to

e Complete [read-only date field] — Work order completion date

e Cost [calculated character field] — Total cost of the work order, including labor, and parts
and supplies

Under the portal are the following data fields:

o Total (Work Orders) [calculated character field] — Total number of work orders for the
equipment or item

o Total (Cost) [calculated character field] — Total cost of all work orders for this
equipment or item, including labor, and parts and supplies

Bottom Menu

The Equipment/Item Information screen’s bottom menu contains these buttons:

¢ Find [button] — Switches into Find mode, allowing equipment and items, and related
work orders and PM work orders to be found

o Delete Item [button] — Deletes the equipment or item

Once you delete an equipment or item you cannot get it back
(except by reentering the data or loading the last backup of the
data). Be careful to make sure that you actually want to perform
the deletion operation before you click the delete button.
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EQUIPMENT/ITEM PM PICK LIST SCREEN

Use the Equipment/Item PM Pick List screen to select an equipment or item for a PM work
order. This will be the equipment or item that will be maintained or installed as a result of
accomplishing the work orders generated from the PM work order.

This screen presents your data using a list display, displaying an Equipment/Item record for
each equipment or item. The Equipment/Item PM Pick List screen also has a bottom menu.

Abercrombie Plaza

EQUIPMENT / ITEM

PM PICK LIST
> Click on the desired item to paste its ID into the PM Setup.
1D # Hame Type Mfr Building Suite Installed
1001 Fire Extinguisher BLDG Safeco Pavillion Multiple 06/Z7 5
BLDG101 Building 2 Boiler BLDG Bogues Plaza 1 150 06/Z7 5
ELEC102 Electrical Panel #3 ELEC Delcotrax Plaza 1 150 08/2718
ELEC103 Generator 1 ELEC Delcotrax Private B-150 08/2718
ELEC104 Generator 2 ELEC Delcotrax Garage B-130 06/2718
ELEC105 UPS 2 ELEC PowerSave Corp  Corporate B-140 06/2718
HVAC106 Cooling Fan Unit HWAC BAC Garage 100 06/275
HVAC107 Cooling Tower 1 HWVAC BAC Pavillion R101 0512716
HVAC108 Cooling Tower 2 HWALC BAC Garage R1M 06/2718
HVAC108 Cooling Tower 3 HWVAC BAC Plaza 1 R101 0812718
HVAC110 Liebert Unit HWVALC Liebert Corporate 00-233 0812718
HVAC111 Liebert Unit HWVAC Liebert Corporate 00-244 0812718
HVAC112 Liebert Unit HWAC Liebert Plaza 1 200 0612716
HVAC113 Liebert Unit HWVAC Liebert Plaza 1 0512716
| All tems |

Equipment/ltem PM Pick List Screen
The Equipment/Item PM Pick List screen does not have a top menu.
Data Fields and Buttons

The main portion of the Equipment/Item PM Pick List screen has the following data fields.

The equipment or item is selected and entered into the PM work order when any of these

data fields are selected:

ID # [button-enabled character field] — Equipment or item ID

e Name [button-enabled character field] — Equipment or item name

o Type [button-enabled character field] — One of a set of standardized equipment or item
types, for example, “ELEC”, “MECH?”, “PLBG”, etc.

o Mfr [button-enabled character field] — Name of the manufacturer of the equipment or
item

o Building [button-enabled character field] — Primary Facility Location where the
equipment or item is installed

o Suite [button-enabled character field] — Secondary Facility Location within the Primary
Facility Location, where the equipment or item is installed

¢ Installed [button-enabled character field] — Date the equipment or item was installed
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Bottom Menu

The Equipment/Item PM Pick List screen’s bottom menu contains these buttons:

¢ Find [button] — Switches into Find mode, allowing equipment and items to be found

o All Items [button] — Stops Find mode, going back to Browse mode, and causing all
equipment and items to be displayed
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WORKERS/RATES SCREEN

The Workers/Rates screen lets you access information about the workers who work on your
organization’s work orders. The data stored and displayed for each worker includes the
worker’s name, trade, and rate. If workers are employed through vendor companies, then the
vendor company name and vendor ID are also displayed.

From this screen you can navigate to the screen that provides access to the details for each
worker. The Workers/Rates screen presents your data using a list display, which displays a
Worker record for each worker. This screen also has a top menu and bottom menu.

| B Property -- Abercrombie Plaza B
Abercrombie Plaza
Exit
WORKERS / | Newworker | wiorders | | |
RATES Nondortio | e prmiisc | now |
I 1] Hame / Trade #Props Trade ! Job Rate Date  Hotify Yendor / Company Yendor 1D
o 283 Allan Shepard 1 Electrical $43.50 050203 Phone Institutional Coop IMSTIT
o 342 Ami Patel 2 Carpentry F7a.50  OFM203
o 293 Colleeen Rochford 2 Electrical $53.50 030903 Email Lak Safety LAB
o 285 Dave Anderson 2 Electrical $45.00 12/2903 Phone @ Environ Control EMYIRC
o 287 Dell Shimandel 2 Cleaning $33.00 082703 Phone Flukey Chemical FLUKEY
o 272 Fred Patterson 1 Electrical F50.00 101702 Fax Masters HVAC Maint MASTER
o 278 Fred Thomas F Electrical 4000 010203 Paper Cotey Construction  COTEY
o 289 Gene Kuhar 1 Cleaning $43.00 021204 Email Higgins Lumber HIGGIMZ
] Howard Cunningham 1 Electrical $67.50 05/01/03 Phone Decoarstive Plant DECOR
o 294 Michelle Gasper 1 Electrical $435.00 050303 Phone LW Mowing Service LD
o 298 Owen Byer 1 Electrical $46.00 1219702 Phone Mercer Of llinois Inc - MERCER
o ms Peter Dougherty 1 F49.00 11,2203
o 286 Phil Parrillo 1 Electrical $49.50 06/0703 Phone  Fisher-Friedman FISHER
o 2g2 Roger Hammerstein 1 Painting $435.00 090603 Phone Design Tex DEZIGH
o 34 Sara Born 1 F44.50 011104
o 276 Scott Durr 2 Keys /Locks $59.00 040203 Phone Amer Lock And AMER
o 324 Tim Gillet 1 F46.00 11,2802
o 338 Tom Munz 1 F75.00 010403
- m All ABER Workers m ="Worker for Currert Property ABER
Workers/Rates Screen
Top Menu
The Workers/Rates screen’s top menu contains these buttons:
¢ Vendor List [button] — Goes to the Vendor List screen, providing access to the Vendors
database
o WkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database
e Menu [button] — Goes to the Main Menu screen
o New [button] — Creates a new worker, and stands-by for data entry
e Print List [button] — Prints a Worker List report listing the workers, their trades or
specialties, rates, and vendor companies for vendor workers
o EXxit [button] — Ends the Workorderama PM session
o Help [button] — Goes to the Work Order Help screen
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Data Fields
The main portion of the Workers/Rates screen has these data fields:

[detail view button] — Goes to the Worker Information screen, providing additional
details for the worker
ID [read/write character field] — Worker ID

When you enter a new worker, Workorderama PM automatically
(W‘J determines and assigns a unique worker ID.

Name [read/write character field] — Worker’s name

Trade / Job [value list] — One of a set of standardized Job Types for the worker.
Selections include “Carpentry”, “Electrical”, “HVAC”, etc.

Rate [read/write character field] — Worker’s hourly rate

Date [read/write date field] — Date that the worker information was first entered, or is
updated

Vendor / Company [value list] - Vendor company name, for workers employed by
vendors

Vendor ID [read/write character field] — Vendor ID, for workers employed by vendors

Bottom Menu

The Workers/Rates screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing workers to be found
All [button] — Stops Find mode, going back to Browse mode, and causing all workers to
be displayed
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WORKER INFORMATION SCREEN

The Worker Information screen lets you view, enter, and edit detailed information about

each worker who performs work on your organization’s work orders, including workers who

are employed by vendor companies. The information accessed through this screen includes

the worker’s contact information, trade, and rate. In addition, this screen allows you to enter

and view timecards that are used to record the daily amount of labor expended by the
worker.

The Worker Information screen presents your data using a detail display that contains two
tabbed screen areas, and has a top menu and bottom menu.

Abercrombie Plaza m bt
WORKER - Q
INFO - TIMECARD m

1] 283 TimeCard | Properties |

Hame Allan Shepard

Phone Select a Date |m Wednesday 0310:04 |

Cell Phone Date  Type Wkord# Hours Hotes

Email ]
Hotification

Job Type  Electrical
Rate /Hour § 4330

Date 0SMm2mE
S5
Yendor |
Vendor ID  INSTIT [ Frimary Cantact
Hotes
Total Hours 0.0 El=CeleteLine
| Find.. | | | | |
Worker Information Screen
Top Menu

The Worker Information screen’s top menu contains these buttons:

WkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Worker List [button] — Goes back to the Workers/Rates screen

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

D 283

Name Allan Shepard
Phone 231-2021212

Cell Phone 231-523-332%
Email Allan@elecpluz.com
Notification

Job Type  Electrical
Rate { Hour 2 43.50

Date 090904

S5%

Vendor ELECTR |
Vendor D NA& [<] Primary Contact
Notes

V4.1 R2.0

Use this part of the Worker Information screen to enter and view a worker’s contact, role,
and rate information, as well as vendor information for vendor workers. It has these data

fields:

o |D [read/write character field] — Worker ID

Name [read/write character field] — Worker name

Phone [read/write character field] — Worker phone number

Cell Phone [read/write character field] — Worker cell phone number

Email [read/write character field] — Worker email address

Notification [value list] — Perferred means for notifying and communicating with the

worker. Selections include Email, Phone, Beep, etc.

e Job Type [value list] — One of a set of standardized Job Types, for example,
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

o Rate / Hour [read/write character field] — Worker hourly rate

Date [read/write date field] — Date that the worker was first entered, or is updated

o SS# [read/write character field] — Worker Social Security number

It is your organization’s policy and your vendors’ policies that
determine whether workers’ and employees’ Social Security
Numbers are stored in Workorderama PM. There are significant
business and privacy risks regarding the storage and
maintenance of Social Security Numbers, which should be
appropriately handled by your organization’s computer systems
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and policies/procedures.

o Vendor [value list] — For workers employed by vendors, the vendor company name

e Vendor ID [read/write character field] — Vendor ID, for workers employed by vendors

¢ Primary Contact [checkbox] — For workers employed by vendors, designates that the
worker is also the vendor’s contact person

o Notes [read/write character field] — Any notes regarding the worker

TimeCard | Properties |
Select a Date Saturday 10/02/04
Date Type Wkord# Hours HNotes
| 10/02/04 | WkOrder || 10208 || 3.2 || | x]=
[~
Total Hours 3.2 E = Delste Line

Use this part of the Worker Information screen to access the worker’s timecard. It consists of
a portal, with a couple of buttons and a data field above the portal, and a button and data
field below the portal.

The buttons and data field above the portal are:

o PREV [button] - Displays the previous week’s timecard, based on the date of the
timecard currently displayed

o [read/write date field] between the two buttons — Timecard date. The portal goes to the
timecard for the date entered.

o Next [button] — Displays the next week’s timecard, based on the date of the timecard
currently displayed

Use the portal to enter and view the Worker Timecard records. It contains these data fields

and buttons:

e Date [read/write date field] — Date on which the hours were worked

o Type [value list] — One of a set of categories for the hours worked. If the effort was
expended on a work order, select “WkOrder”. Otherwise, choose a different category.
Selections include “Admin”, “Meetings”, etc.

o Whkord # [read/write character field] — Work order ID for the work order that was
worked on, and that the hours apply to
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o Hours [read/write character field]- Number of hours worked
o Notes [read/write character field] — Any notes about the work order
o [delete button] — Deletes the Worker Timecard record

Once you delete a Worker Timecard record you cannot get it
back (except by reentering the data or loading the last backup of
the data). Be careful to make sure that you actually want to
perform the deletion operation before you click the delete
button.

The button and the data field below the portal are:
¢ New Line [button] — Creates a new Worker Timecard record, and stands-by for data

entry

e Total Hours [calculated character field] — Total number of hours worked, and logged in
the timecard

1

b

@

The worker timecard function is tied-in with the labor tracking
function for work orders. This means that when you enter or
change an amount of labor expended on a work order, either
using (this) timecard function in the Worker Information screen,
or using the Work Order Information screen, the same value is
automatically entered or updated in both screens.

TimeCard | Properties |
Worker is Assignedto 1 Properties
Prop ID Property Hame
|ABER | Abercrombie Plaza | B~
I | | | B
[~
E] = Delete Line

Use this portion of the Worker Information screen to assign workers to properties, and to
view the worker’s property assignments. It consists of a data field, followed by portal:
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This data field is above the portal:
o Worker is Assigned to - Properties [read-only character field] — Number of properties
that the worker is assigned to

Use the portal to access the worker’s property assignments. It contains these data fields and

buttons:

e Prop ID [value list] — Property ID for the property that the worker is assigned to

e Property Name [read-only character field] — Name of the property that the worker is
assigned to

o [delete button] — Deletes the worker’s property assignment

Bottom Menu

The Worker Information screen’s bottom menu contains these buttons:

¢ Find [button] — Switches into Find mode, allowing workers and timecards to be found

o Delete [button] — Deletes the worker, the worker’s timecards, and the worker’s property
assignments

Once you delete a worker and related records you cannot get
them back (except by reentering the data or loading the last
backup of the data). Be careful to make sure that you actually
want to perform the deletion operation before you click the
delete button.
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VENDOR LIST SCREEN

The Vendor List screen lets you access information about the vendors that are involved in
your organization’s work order efforts. Vendors are companies that provide one or more of
the following:

« Suppliers of parts and supplies that are utilized for work orders
« Suppliers of equipment and items that are involved in work orders
« Employers of contract workers who perform work on work orders

This screen presents your data using a list display, which displays a Vendor record for each
vendor. The Vendor List screen also has a top menu and bottom menu.

ie Plaza Property -- Abercrombie Plaza
New Vendor | WkOrders | Exit
VENDOR
usT | vorkertist | menu | pontuist | hep |

[ Company Name Type Phone Fax Primary Contact

| Nalilirs Facility Wizards Mizc 312-527-0200 312-527-06598 x|
B MASTER Masters HVAC Maint HWVAC &00-285-0000 G168-303-7745 Fred Patterson x|
W AGC AGC Automatic Gate Co Carpenter 415-355-8828 200-343-3535 Veronica Lukas B
B CLUNE Clune Construction Co GC 415-786-9555 510-786-9555 Nicole Appleman B
W ADAMS Adams Associates Janitorial 415-581-1004 415-881-1004 x|
B AMER Amer Lock And Supply Inc Carpenter 714-958-3832 800-572-5550 Scott Durr B
Il HENRI Henri Mancini Co Inc HWVALC 408-727-8700 408-842-7500 Howard Kemery B
B cCoTEY Cotey Construction GC 415-954-322% 415-554-8225 Freddie Thomas [ ]
W CRANE Crane Pest Control Migc 415-522-1885 55-922-1888 Rachel Martin B
W DECOR Decorative Plant Serv Co Plantz 415-8326-3181 415-862-8275 Howard Cunningham B
B DEPEND Dependable Dealers Furniture 510-635-1111 510-535-1111 B
W DESIGH Design Tex Wiz 213-659-5500 415-854-4144 Roger Hammerstein B
W IuSTIT Institutional Coop Svc HWVAC 518-273-7800 B00-283-4448 Allan Shepard x|
W ELECTR Electrical Materials Inc Electrical 415-454-0400 415-454-0400 x|
B ENVIRD Environ Control Industries Engineer 415-814-0120 415-655-5855 Dave Anderzon E
I FISHER Fisher-Friedman Assoc Engineer 415-881-5078 415-545-4853 Phil Parrille B
B FLUKEY Flukey Chemical Corp HWAC 516-467-0920 800-358-5287 Dell Shimandel B
W INTERIM Interim HVAC HWAC 415-453-1444 4531444 B
N uiccme Himmines | ivmbhar Marnantar A1 ATA AGNAN EAN AT4 AGNN Nana Kuhar “

Find.. | Al |

Vendor List Screen
Top Menu

The Vendor List screen’s top menu contains these buttons:

o New Vendor [button] — Creates a hew vendor, and stands-by for data entry

o Worker List [button] — Goes to the Workers/Rates screen, providing access to
information about workers who perform work on work orders, and including access to
vendor workers

o WHkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

e Menu [button] — Goes back to the Main Menu screen
Print List [button] — Prints a Vendor List report, listing the vendors, their specialties, and
contact information. This button first displays a dialog box for selecting whether to print
a basic report, or a detailed report that also includes vendor company addresses and
additional contact information.

o Exit [button] — Ends the Workorderama PM session
Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

The main portion of the Vendor List screen has these data fields and buttons:

[detail view button] — Goes to the Vendor Information screen, providing full detail on the
vendor

ID# [read/write button-enabled character field] — Vendor ID. When this field is selected,
Workorderama PM goes to the Vendor Information screen, providing full detail on the
vendor (selecting this field behaves the same as selecting the detail view button).
Company Name [read/write character field] — Vendor company name

Type [value list] — One of a set of standardized vendor types. Selections include
“BLDG”, “ELEC”, “HVAC”, etc.

Phone [read/write character field] — Vendor phone number

Fax [read/write character field] — Vendor fax number

Primary Contact [read/write character field] — Name of the vendor’s primary contact
person

[delete button] — Deletes the Vendor record

Bottom Menu

The Vendor List screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing vendors to be found

o All [button] — Stops Find mode, going back to Browse mode, and causing all vendors to

be displayed
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VENDOR INFORMATION SCREEN

The Vendor Information screen lets you view, enter, and edit detailed information for a
vendor that is involved in your organization’s work order efforts. The data contained in this
screen includes the vendor’s contact information, a list of any contract workers employed by
the vendor, and a history of the vendor’s involvement with work orders.

The Vendor Information screen presents your data using a detail display that contains two
tabbed screen areas, and has a top menu and bottom menu.

Property - Abercrombie Plaza

Sl m New Vendor Exit

Vendor 1D FWIZ Worker List
Company Facility Wizards

Type Misc Name Gary Kean Rate

Address 435 Morth Michigan Ave JobType  Cleaning § 75.50 | Hour
#3100 Phone # 342-201-1021 Ol Primary

City Chicage State L Cell 342-234-1234 Contact

zZip 50611 Email gary@fwiz.com B

Phone # 312-527-0200

Fax # 312-527-0599%

Other

Web Site  www facilibywiz.com

Fed Tax ID
Account #
Notes
New Worker ...
Find...
Vendor Information Screen
Top Menu

The Vendor Information screen’s top menu contains these buttons:

WKOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Vendor List [button] — Goes back to the Vendor List screen, providing access to all
vendors

New Vendor [button] — Creates a new vendor, and goes back to the VVendor List screen,
standing-by for data entry

Print List [button] — Prints a Vendor List report, listing the vendors, their specialties, and
contact information. This button first displays a dialog box for selecting whether to print
a basic report, or a detailed report that also includes vendor company addresses and
additional contact information.

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

Vendor ID FWIZ
Company Facility Wizards

Type Misc
Address 435 Morth Michigan Ave
#3100
City Chicago State L
Zip 60611
Phone # 312-527-0200
Fax # 312-527-055%
Other

Web Site  www . Tacilitywiz.com

Fed Tax ID
Account #
Notes

V4.1 R2.0

Use this part of the Vendor Information screen to access vendor contact, tax, and accounting
information. It has these data fields:

Vendor ID [read/write character field] — VVendor 1D
Company [read/write character field] — Vendor name

Type [value list] — One of a set of standardized vendor types, for example, “BLDG”,

“ELEC”, “HVAC”, etc.

Address [read/write character field] — Vendor company street address
City [read/write character field] — Vendor company city

State [read/write character field] — Vendor company state or province

Zip [read/write character field] — Vendor company zip-code or postal code
Phone # [read/write character field] — Vendor phone number

Fax # [read/write character field] — Vendor fax number

Other [read/write character field] — Any other vendor contact information
Web Site [read/write character field] — Vendor web site URL

Fed Tax ID [read/write character field] — Vendor Federal Tax ID Number
Account # [read/write character field] — Vendor account number

Notes [read/write character field] — Any notes regarding the vendor
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Worker List

Hame Gary Kean Rate

§ 76.50 [ Hour
(1 Primary

JobType Cleaning
Phone # 342-201-1021

Cell J42-234-1224 Contact
Email gary @ fwiz.com B

MNew Worker ..

Use this part of the Vendor Information screen to view a vendor’s workers. You can also use
this screen area to edit some of the core information for the vendor’s workers, and to create a
new vendor worker. This portion of the screen consists of a portal, with a button below the
portal.

Vendor worker information is stored in Worker records in the
( ) Workers database. The worker contact information that you access
'q in this portal (in the Vendor Information screen) will also be
k;' reflected in the Workers/Rates screen and the Worker Information
screen, which are the screens that provide direct access to Workers
database.

The portal, which displays a Worker record for each vendor worker, contains these data
fields and buttons:

e Worker List [button] — Goes to the Worker List screen

o Name [read/write character field] — Name of the vendor worker

o Job Type [value list] — One of a set of standardized Job Types. Selections include
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

Phone # [read/write character field] — Vendor worker phone number

Cell [read/write character field] — Vendor worker cell phone number

Email [read/write character field] — Vendor worker email address

Rate [read/write character field] — Vendor worker hourly rate
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e Primary Contact [checkbox] — Designates that this vendor worker is also the vendor’s
contact person

o [delete button] — Deletes the worker from the Workers database. The vendor worker will
no longer be shown in this portal.

Once you delete a worker you cannot get it back (except by
reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.

Under the portal is this button:
o New Worker [button] — Creates a new vendor worker, and stands-by for data entry

— History ] 13 Work Orders

B Order Z/Date  Jobh Type | Description Complete

B 10080 Cleaning 0111 4004
01 /]904 needs 1 blue and 1 black trash can

B 10087 Cabling / Datacom
120303

W 10183 Electrical 120211003
121403

B 1023 Keys [ Locks
120703

Use this part of the Vendor Information screen to access the work orders that the vendor has
been, or is involved with. It consists of a portal, with a data field above the portal.

This data field is above the portal:
o Work Orders [read/write character field] — Number of work orders shown in the portal

The portal, which displays a Work Order record for each work order, contains these data

fields and buttons:

o [detail view button] — Goes to the Work Order Information screen, providing detail on the
work order

o Order # [read-only character field] — Work order 1D

120



Workorderama PM User Manual V4.1 R2.0

o Date [read-only date field] — Date that the work order was entered
Job Type [value list] — One of a set of standardized Job Types. Selections include
“Housekeeping”, “Carpentry”, “Electrical”, “Keys / Locks”, etc.

o Description [read-only character field] — Summary of the work to be accomplished by
the work order

e Complete [read-only date field] — Completion date for Complete work orders

Bottom Menu

The Vendor Information screen’s bottom menu contains these buttons:
e Find [button] — Switches into Find mode, allowing vendors to be found
e Delete [button] — Deletes the vendor

Once you delete a vendor you cannot get it back (except by
reentering the data or loading the last backup of the data). Be
careful to make sure that you actually want to perform the
deletion operation before you click the delete button.

o Parts Supplied [button] — If the vendor provides parts and supplies utilized in work
orders, goes to the Parts Inventory List screen, showing those parts and supplies
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CHECKLISTS AND PROCEDURES SCREEN

V4.1 R2.0

The Checklists and Procedures screen lets you access checklists, which are step-by-step
procedures used to guide work on work orders. This screen presents your data using a list
display, which displays a Checklist record for each checklist. The Checklists and Procedures
screen also has a top menu and bottom menu.

Abercrombie Plaza

CHECKLISTS

& PROCEDURES propery Soup | prmiist | on
B D Checklist NHame Updated
B ACU-DM-AN  Screwdrive Chiller ANNUAL P 07/05/04
B ACU-003-2%X  Steam Absorbtion Chiller BIANNUAL P 09/08/03
B ACU-003-AN  Steam Absorbtion Chiller ANNUAL PM 01414104
B ACU-004-2X  Centrifugal Chiller BIANHUAL PR 06/26/04
B ACU-D04-AN  Centrifugal Chiller ANNUAL PM 05/24/04
B ACU-006-2X  Reciprocal (Direct Drive) BIANNUAL P 11/28/03
B ACU-007-QT  Rooftop DX HVAC Unit: Gas QUARTERLY PM 07M5/04
B ACU-009-AN  Heat Pump/H20:Air (Elect) ANNUAL PIM 080803
B ACU-010-QT  Heat PumplAir:Air (Elect) QUARTERLY PM 05/23/03
B ACU-012-GT  Central HVAC:Natural Gas QUARTERLY PM 05/04/04
B ACU-020-QT HVAC wiHumidifier/Filters QUARTERLY PM 08/25/03
B ACU-023-2X  Air Cooled Condenser Coil BIANNUAL PM 121403
B ACU-027-2X  H20 Cooled Air Conditioner BIANNUAL PM 0THTIO
W ACU-028-2X  Central AC Supply-Filters BIANNUAL PM 06/21/03
B AHU-030-2X  Single-Zone Hot/Cold Coil BIANNUAL PR D&ME/M04
B AHU-030-QT  Single-Zone Hot/Cold Coil QUARTERLY PM 05/14/04
B AHU-031-2X  Multi-Zone Heat/Cooling BIANNUAL PIM 07127104
B AHU-031-AN  Multi-Zone Heat/Cooling ANHUAL PM 0328/04
W AHIN4.0T Pnlti-7Frne Haatimnnlinn DITARTERI Y PR NEMNMAe

Find ...
Checklists and Procedures Screen
Top Menu

The Checklists and Procedures screen’s top menu contains these buttons:

WkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database
Property Setup [button] — Goes to the Property Preferences screen, providing access to
configuration settings for the current property

New ChkList [button] — Creates a new blank checklist, and goes to the
Checklist/Procedure screen, standing-by for data entry

Print List [button] — Prints a Checklist/Procedure List report, listing the checklists stored
in Workorderama PM

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

122



Workorderama PM User Manual V4.1 R2.0

Data Fields and Buttons

The main portion of the Checklists and Procedures screen contains these data fields and

buttons:

o [detail view button] — Goes to the Checklist/Procedure screen, providing the specific
checklist

o |D# [button-enabled character field] — Checklist ID. When this field is selected,
Workorderama PM goes to the Checklist/Procedure screen, providing the specific
checklist (selecting this field behaves the same as selecting the detail view button).

o Checklist Name [read/write character field] — Checklist name

o Updated [read/write date field] — Checklist creation date or last revision date. This date
should be first entered when the checklist is created, and then changed whenever the
checklist is revised.

Bottom Menu

The Checklists and Procedures screen’s bottom menu contains these buttons:
¢ Find [button] — Switches into Find mode, allowing checklists to be found
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CHECKLIST/PROCEDURE SCREEN

The Checklist/Procedure screen lets you view, enter, and edit a checklist that is used to
perform work on work orders. This screen presents your data using a detail display, and
contains a top menu and bottom menu.

Abercrombie Plaza
Mew ChkList § Back to List
PROCEDURE
Hame Screwdrive Chiller ANNUAL PM Created by
1Dz ACU-001-4N Date 07/05/04
Type
Procedure . USE SAFETY GARB & EQUIPMENT WHEN WORKING ON THIS UNIT

1
2. CHANGE OIL & FILTER (USE MFG SPECIFIED QIL ONLY)
3. CHECK MAGHNETIC PLUG FOR PARTICLES: TEST FOR REFRIGERANT LEAKS
4. REPLACE REFRIGERANT FILTER AS REQUIRED—USE LINT FREE RAGS
FOR CLEANING INTERNAL PARTS—REPLACE FINE PARTICLE FILTER
5. REMOWE CONDENSER COVERS—INSPECT TUBES & ROD OUT
§. BLOW OUT MOTOR WINDINGS—MEG ON YEARS ENDING IN MULTIPLES OF 2
6.1 LOAD TEST ALL LOCKOUTS & CONTROLS CHECK SAFETY/FUNCTION
6.2 CHECK EDDY CURRENT TEST ON YEARS ENDING IN MULTIPLES OF 5
7. CLEAN OIL COOLING SOLENIOD—-ARRANGE FOR OIL ANALYSIS
8. INSPECT GEAR & CLEAN SUMP & ALL STRAINERS—BLOW DOWN DIRT LEGS
9. D0 ROUTINE LUBRICATING & CHECK WEAR POINTS: WANE ROD ASSEMBLY
10.PURGE UNIT: DISSASEMBLY & CLEAN—INSTALL NEW CHECK VALVE &
RINGS IN PURGE PUMP—CHANGE BOTH SIGHT GLASSES AS REQUIRED
10.1 CHECK PURGE ADJUSTMENT
11.INSPECT CONDENSER WATERSIDES—BRUSH WITH CORRECTLY SIZED
PLASTIC BRUSHES—REPLACE GASKETS & COVER—CHECK FOR LEAKS
12.CHECK TEMPERATURE SENSO0RS—CLEAN OR REPLACE AS REQUIRED
13.CLEAN STARTER CONTACTS—-CHECK FOR ENTIRE UNIT FOR LEAKS
14 CHECK UNIT OPERATION & REPAIR/REPLACE DAMAGED INSULATION

Find ...

Checklist/Procedure Screen
Top Menu

The Checklist/Procedure screen’s top menu contains these buttons:

e New ChkList [button] — Creates a new checklist, and stands-by for data entry

e Back to List [button] — Goes back to the Checklists and Procedures screen

e Print It [button] — Prints a Checklist/Procedure Sheet report, showing the checklist
contents

Data Fields and Buttons

The main portion of the Checklist/Procedure screen has these data fields:

o Name [read/write character field] — Checklist name

o Created by [read/write character field] — Checklist author

o |D# [read/write character field] — Checklist ID

o Date [read/write date field] — Checklist creation date or last revision date. This date
should be first entered when the checklist is created, and then changed whenever the
checklist is revised.

o Type [value list] — Allows setup of a set of categories for the checklists. This value list
allows a value to be directly typed-in. Once a value is entered, it will appear as a
selection in the value list, allowing other checklists to be associated with the category.

e Procedure [read/write character field] — The checklist itself
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Bottom Menu

The Checklist/Procedure screen’s bottom menu contains these buttons:
¢ Find [button] — Switches into Find mode, allowing checklists to be found
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WORK ORDER HELP SCREEN

The Work Order Help screen gives you answers to common questions about using
Workorderama PM. This is a detail display screen with a top menu and bottom menu.

Abercrombie Plaza . :
: Back to List Exit
HELR [ vew

1

HELP | Menu

GQuestion »>> click here for list of help categories <<

Answer

Download Manual Open Project Site

Getting Started ... Backup Prefs ... Property Setup ... | Delete DEMO Data

Work Order Help Screen

Top Menu

The Work Order Help screen’s top menu contains these buttons:

e Back to List [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

e Menu [button] — Goes to the Main Menu screen

o Exit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Work Order Help screen consists of two data fields, followed by a
set of buttons.

The first two data fields provide the help function. These consist of:
1. A Question field, which is a value list, and
2. An Answer field, which behaves as both a button-enabled character field and a read-
only character field.

The Question field first provides a set of categories of questions. Upon selecting a
category, the set of questions is displayed in the Answer field (the field that takes up
most of the screen area). Next, when a specific question is selected, that question is
displayed is the Question field, and the answer is displayed in the Answer field.

In the middle of the screen area there are three buttons that provide various functions:
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www.facilitywiz.com [button] — Opens a browser window, and uses an Internet
connection to go to Facility Wizard’s website at http://www.facilitywiz.com/
Download Manual [button] — Downloads this manual from Facility Wizard’s FTP site
Open Project Site [button] — Opens the project website

Bottom Menu

The Work Order Help screen’s bottom menu contains these buttons:

Getting Started [button] — Goes to the Getting Started With Workorderama PM screen,
which displays a checklist for with getting-started with the software

Backup Prefs [button] — Goes to the Work Order Setup/Customization Backup
Preferences screen, allowing automatic backups of Workorderama PM databases to be
setup

Property Setup [button] — Goes to the Property Preferences screen, providing access to
configuration settings for the current property

Delete DEMO Data [button] — Deletes the sample data that is installed with the
Workorderama PM software
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Chapter 6 Workorderama PM Reports

You will use Workorderama PM’s reports to print information from your Workorderama PM
software. You will use the reports to view the status and summaries of work orders and PM work
orders stored in Workorderama PM.

MENU OF REPORTS SCREEN

The Menu of Reports screen lets you create and print many of Workorderama PM’s reports.
This screen consists of the reports menu itself, and a top menu.

Abercrombie Plaza Exit

LS EEE AL ERE Summary of Open and Completed Orders

= summarized by your choice of category

Billing Summary

= list of completed work orders summarized by your choice of categorny

Analysis of Order Cost Sorted by Job Type

= summary of completed orders and their costs

Analysis of Order Time Sorted by Job Type

= summary of completed ocrders taking 0-24 hrs / 24-48 hrs and =48 hrs

Open Orders Past Target Date

= list of all orders not yet complete that are past the target date

Future PM Work Orders

= list of scheduled and repeating orders
sorted and summarized by your choice of field

Bar Chart for Found 5et ...

Menu of Reports Screen
Top Menu

The Menu of Reports screen’s top menu contains these buttons:

e Back to List [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

o Exit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen

Menu Buttons

The Reports Menu portion of the Menu of Reports screen contains these buttons:

o Summary of Open and Completed Orders [button] — Creates and prints a Summary of
Open and Complete Orders report
Billing Summary [button] — Creates and prints a Billing Summary report

o Analysis of Order Cost Sorted by Job Type [button] — Creates and prints an Analysis
of Order Cost report
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o Analysis of Order Time Sorted by Job Type [button] — Creates and prints an Analysis
of Order Time report
e Open Orders Past Target Date [button] — Creates and prints an Open Orders Past

Target Date report

e Future PM Work Orders [button] — Creates and prints a Future PM Work Orders report
e Bar Chart for Found Set [button] — Creates and prints a Bar Chart report

The Menu of Reports screen does not have a bottom menu.

@

b

The following reports are not accessed through the Menu of Reports
screen. Instead, you print each of these reports by selecting a Top
Menu button on Workorderama PM’s screens:

The Property report is printed using the Print button in the Top
Menu of the Property Information screen

The Work Order List report is printed using the Print List button
in the Top Menu of the Work Orders screen

The PM Work Order List report is printed using the Print List
button in the Top Menu of the PM/Scheduled Work Orders
screen

The Parts Inventory Order List report is printed using the Order
List button in the Top Menu of the Parts Inventory List screen,
and using the Print POs button in the Top Menu of the Parts
Inventory Purchase Order Setup screen

The Inventory List report is printed using the Print List button in
the Top Menu of the Parts Inventory List screen

The Inventory Detail report is printed using the Print button in
the Top Menu of the Parts Inventory Log screen

The Equipment/Item List report is printed using the Print List
button in the Top Menu of the Equipment/Item List screen

The Equipment/Item report is printed using the Print button in
the Top Menu of the Equipment/Item Information screen

The Worker List report is printed using the Print List button in
the Top Menu of the Workers/Rates screen

The Vendor List report is printed using the Print List button in
the Top Menu of the Vendor List screen and the Vendor
Information screen

The Checklist/Procedure List report is printed using the Print
List button in the Top Menu of the Checklists and Procedures
screen

The Checklist/Procedure Sheet report is printed using the Print
It button in the Top Menu of the Checklist/Procedure screen
The Primary Location/Building List report is printed using the
Print List button in the Top Menu of the Primary
Location/Building List screen

The Staff List report is printed using the Print List button in the
Top Menu of the Staff/Department List screen

The Tenant List report is printed using the Print List button in
the Top Menu of the Tenant List screen
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Most of these screens were covered in Chapter 5 — Section 5.2 —
Workorderama PM Screens in Detail; the Primary Location/Building
List screen, Staff/Department List screen, and Tenant List screen are
covered below in Chapter 7 — Configuring Workorderama PM.
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6.1 Summary of Open and Completed Orders Report

The Summary of Open and Completed Orders report prints a table listing the numbers of Open
and Complete work orders for each of your organization’s facility locations. The total number of
work orders is also shown, along with the earliest and latest dates of work orders for each
location.

Facility Viizards
VORK ORDER SUMMARY REFORT Aprl 22, 2003
Total
Lecation Earliest Latest # Orders Open Complete
Report Totals 12720002 [F O b Tee ] 133 133 Q
> ng location 103 Db 1503 1 1 D
» 100 Fark 122102 Dd/ 1303 - a3 il
> 200 Cenernl 1220002 Gd2v 43 L b
* 300 Park 10103 033403 i1 i o
* lanl 010403 030303 5 5 D
> Sath 030503 P45 03 3 3 i

Summary of Open and Completed Orders Report

To create and print this report, select the Summary of Open and Completed Orders button on
the Menu of Reports screen.
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6.2 Billing Summary Report

The Billing Summary report prints a table listing the work orders and their billable cost amounts.
Also shown in this report are work order dates, Job Types, and facility locations.

Facility Wizards
WORK ORDERS — BILLING REPORT May 14, 2003
D 20, 2002 they Mar 22, 2005
Cirder # Date Job Type Order By Building Pri Complete £ Amt
Taotal Biabie Amt 50,00
10006 0171303 Canpentry Akzrgyd, Darfene 100 Park Z 0403 0.00
10016 031503 Campeniry : 100 Park Z Q37183 0.00
10068 1272302 Ekecincal Adamz, U= 200 Central Fi Q13 0.00
10083 0225703 Piembing Brogigghirg, Terry 200 Centra! 2 QTITMI 0.00
10124 1225002 Carpeniry Bopoicghirg, Teemy 200 Central 2 12T 0,00
10164 0&M508 Campentry piergypd, Dafene 100 Fark 2 O3 EAs 0,00
10203 0802 FU Adams, Jube 200 Central 014403 0,00
102411 030003 FM Betancourt 100 Park 2 03/10/03 0.00

Billing Summary Report

To create and print this report, select the Billing Summary button on the Menu of Reports
screen.
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6.3 Analysis of Order Cost Report
The Analysis of Order Cost report prints a listing of work order costs arranged by Job Types.

V4.1 R2.0

Faeility Wizards
WORK ORDER REPORT -- COST REPORT May 14, 2003
Dec 20, 2002 thry Mar 22, 2003
Order
Order # Job Type Assigned To Date § Coss
CABLING f TELECOM 13 work orders. Labor Materials  Total Order
10081 Cabing 7 Telessm Carietsn St 10803
10031 Cabling / Telesomn Jeansie Betancourt 0108403
10005  Cabling / Telecom Greg Randal 031203
10028  Cabling / Telecom Jeannie Betancount 015403
10044  Cabling / Telecom Ami Fatel 123102
10048  Cabling / Telecom Grea Randal G303
10078  Cabling / Telecom Ami Fatel i f e
10116 Cabling / Telecom Soott Wels i e
10148 Cabling / Telecom Robart Fisher 12/Z2ne
10154 Cabling / Tebeoom Carigion Britt 30T
10472 Cabng / Tekoom Wikna FPeterion DLA03
10218 Cabhng / Telesom Geen Randal 121902
10228  Cabbng / Telesomn Wilma Fetersan O
subtotals :
FVEBRES |

Analysis of Order Cost Report

To create and print this report, select the Analysis of Order Cost Sorted by Job Type Report
button on the Menu of Reports screen.
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6.4 Analysis of Order Time Report

The Analysis of Order Time report prints a table listing the time it took to accomplish Complete
work orders. Work orders are grouped according to the time ranges of 0 — 24 hrs, 24 — 48 hrs,
and 48 hrs +. Also shown in this report are Job Types and workers.

V4.1 R2.0

Facility Wizards
WORK ORDER REPORT - TIME REPORT May 14, 2003
Dec 20, 2002 thru Mar 22, 2003

Stant Complete Duration
Order 8 Job Type Assigned To Date Time Date Time [days)
CABLING / TELECOM 12 work orders awvg= 3.5
Category : 0-24 hrs 1 work orders avg= 0.0
10051 Cabing / Telecom Carieion Britt 011103 1538 01203 1258 0.0
Category : 24 - 4 hrs 1 work orders avg= 1.3
10031 Cabiing / Telecom Jeannie Batancoun 0303 1415 011003 1.3
Category : 4% hrs + 11 work orders avg= 41
10005  Cabling / Telecom Greg Randal 0313403 154 0AZ203 1358 21
10028  Cablna / Telesom Jeannig Setanosgn DaZ203 1418 DArZEN3 40
10044 Cabing / Teledom Brri Patel 010a03 1333 011003 14:34 45
10048  Cablmg / Telecom Greg Randal 031203 1525 0318403 0050 32
10078  Cabling / Telecom Arnid Fatsl 0171103 0172003 14:08 57
1098 Cabling / Teleoom Scott Wels 0503  1X1T7 1oy et 40

Analysis of Order Time Report

To create and print this report, select the Analysis of Order Time Sorted by Job Type Report

button on the Menu of Reports screen.
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6.5 Open Orders Past Target Date Report

The Open Orders Past Target Date report prints a table showing Open work orders that are past
due. Shown in this report are work order IDs, Job Types, requesting staff, facility locations, target
completion dates, and number of days past due.

Facility Viizards

VWORK ORDER LIST - OPEN ORDER S PAST TARGET COWFLETION DATE Apel 30, 2003
Jan O, 2003 thea Wi 24, 2003

Crd # Job Type Qrder By Pri Buiding _Suite St Target  Duys Past
Aldi PATEL ¥ wor posery

10213 FL apiy Ay, i T b 10 Quoafd QnQlal Wl
1020 PP caiy AZyees, Sl T 2t 1950 Giihtd Ol -
BEVERLY § wiew oeecy

Ware Hog i Colgd Cal B, Bran : XdFex 30 032403 L o
JEANNIE BETANCOURT 1w et

19158 Serase At Ohbarva. Chod I WoPas 1000 OLE03 Qv o
15158 Sorooe At Steer. Kraten T WP 1800 =i L R R el T2

Open Orders Past Target Date Report

To create and print this report, select the Open Orders Past Target Date Report button on the
Menu of Reports screen.
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6.6 Future PM Work Orders Report

The Future PM Work Orders report prints key information for future work orders generated from
PM work orders. This report is sorted by facility location, and also lists Job Types, affected
equipment and items, and assigned workers.

Faclity 'Nzards

FUTURE WORK CRDER REPORT

Date S0 Ty Boaang Sty Hiw 1D [ Nae ALbgn TE
100 Pan

dededd Pl Ny 100 Fan 183 BLues Bl 2 Balkes A PR
M PUlay 100 Fant 153 BLH03 Bulicng 2 ol A Epw
WD PA 100 Fak 1% |- Sy Suliprg I Seler A P
QT CManng 100 Fan 100 Ot
QLTI Lighs 00 Fan Ri 10907 Coodng Tower 3 Serge Volaggio
alloadadl [ BE=i B 100 P 1% - K2t ] Bl 2 Sobds AR R
SR P 100 Pa % . K41 ] Bl 2 Bl AR PR
e e U A pol = 8] Swligrg I Bgligr Amil Py
200 Canbrml

dedd  Pumoing 200 Seern 109 1090k Sooing Fan Lne Ton himnary

Future PM Work Orders Report

To create and print this report, select the Future PM Work Orders Report button on the Menu
of Reports screen. You can also print this report using the Forecast Top Menu button on the
PM/Scheduled Work Orders screen. Selecting either of these buttons cause the Future Work
Orders Reports Setup screen to be displayed, which you use to select options for the report. This
screen is described next:
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FUTURE WORK ORDERS REPORTS SETUP SCREEN

Use the Future Work Orders Reports Setup screen to print a Future PM Work Orders report.
This screen lets you select the date for the report, and how the report will be sorted and
subtotaled. The Future Work Orders Reports Setup screen is a detail display with a top
menu.

Facility Wizards

FUTURE WORK ORDER
REPORT SETUP Ext

O 1. Enter End Date for Report >> 1004/ 2004

O 2. Enter How you would like a0 by Building
the Report sorted and subtotaled >>
1 by Week

3 by Vendor [ Assigned to
1 by Job Type
3 by Month

Proceed ...

Future Work Orders Reports Setup Screen
Top Menu

The Future Work Orders Reports Setup screen’s top menu contains these buttons:
e Back to Reports [button] — Goes back to the Menu of Reports screen
o Exit [button] — Ends the Workorderama PM session

Data Fields and Buttons

The main portion of the Future Work Orders Reports Setup screen has these data fields and

buttons:

o 1. Enter End Date for Report [read/write date field] — Last work order date for the work
orders to be printed in the report.

Many organizations pick an End Date to coincide with the end of a

week, month, or quarter.
)
b

e 2. Enter How you would like the Report sorted and subtotaled-by Building, by
Week, by Vendor / Assigned to, by Job Type, by Month [radio buttons] — How the
report will be sorted and subtotaled

e Proceed [button] — Creates and prints the report

The Future Work Orders Reports Setup screen does not have a bottom menu.
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6.7 Bar Chart Report

There is a set of Bar Chart reports that graphically show the numbers of work orders according to
various important criteria. The available reports show work orders by:

« Job Type

« Assigned worker

« Assigned vendor

« Facility location

« Requesting staff or tenants

« Job Priority

« Month

« Equipment and items

« Open and Complete work orders

Facility Wizards
VIORK ORDER REFORT May 14, 2003

e

December 28, 2002 theu Mareh 24, 2003

VWORK ORDERS BY BUILDING [ 44 Work Orders Total

=
Crad B Pk

100 Park 21
200 Central 17
M Park &

] i i i i
0 ] 16 4 kY.

PN R, Pl e
Number of Work Orders

Bar Chart Report

To create and print this report, select the Bar Chart for Found Set button on the Menu of
Reports screen. This causes the Work Order Bar Chart Report Setup screen to be displayed,
which you use to select options for the report, and then select a button to create and print the
report. The Work Order Bar Chart Report Setup screen is described next:
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WORK ORDER BAR CHART REPORT SETUP SCREEN

Use the Work Order Bar Chart Report Setup screen to print a Bar Chart report. This screen
lets you select the specific type of Bar Chart report to be created and printed. The Work
Order Bar Chart Report Setup screen is a detail display with a top menu.

Facility Wizards
WORK ORDER BAR CHART :
REPORT SETUP

B 1. Click on How you would like 2 by Job Type

the data charted >> -
#® by Vendor | Azsigned to =
} by Building
! by Requesting Dept &
O by Requestor
! by Job Priority
} by Month
O by Equipment | Item

O by Job Status (Open vs. Complete) :

O 2, Edit the Report Title (optional) >
Work Orders By Vendor [ Assigned To

Work Order Bar Chart Report Setup Screen
Top Menu

The Work Order Bar Chart Report Setup screen’s top menu contains this button:
e Back to List [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Data Fields and Buttons

The main portion of the Work Order Bar Chart Report Setup screen has these data fields and

buttons:

e 1. Click on How you would like the data charted-by Job Type, by Vendor/Assigned
to, by Building, by Requesting Dept, by Requestor, by Job Priority, by Month, by
Equipment/Item, by Job Status (Open vs. Complete) [9 radio buttons] — Criteria for
the Bar Chart report

o 2. Edit the Report Title (optional) [read/write date field] — Report title

e Proceed [button] — Creates and prints the report

The Work Order Bar Chart Report Setup screen does not have a bottom menu.
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Chapter 7 Configuring Workorderama PM

This chapter provides information on the screens that you use to configure your Workorderama
PM software.

7.1 Software Configuration and Preparation Screens

You use some of Workorderama PM’s screens to configure and prepare the software for your

organization’s day-to-day use. Let’s go-over each of these screens:
GETTING STARTED WITH WORKORDERAMA PM SCREEN

The Getting Started With Workorderama PM screen displays a Getting Started checklist that

you can print, and use to setup and get started using Workorderama PM.

1

|
Abercrombie Plaza Exit
GETTING STARTED WITH
WORKORDERAMA™ Pl [ print.._| Backtoke_

Thi= document swill help you get started setting up and wworking with your Workorderama
zoftware system. We recommend that you print this page and uze it a2 a checklist to help
keep track of your progress.

First, before enteting any 'live' data, take zome time and get familiar with theze basic
features and functionality of Workorderama Ph

O cCreste and edit some new work orders;

O From the YWork Order List screen, FIND some sets of data and print & fews reports;

O Mavigate around the system and become comfortable with how to get back and forth
between the different lists and modules (remember, CONTROE =T will alvways get vou
back ta the waork arder lizt).

Once you've done this, you should be ready to populate your system with real data. Here
are the next steps:

O Delete all of the demonstration data provided. We've made it easy to do this via the
"DELETE DEMO DATA" button on the Help=>Setup screen.

O Erter all of the Setup Data you will need to effectively use Workorderama. Often
we can impott these data from existing electronic files like Excel worksheets or Access
databazes -- Here's a feww checklists to help vou keep track of your progress:

Top Menu

Getting Started With Workorderama PM Screen

The Getting Started With Workorderama PM screen’s top menu contains these buttons:

The Getting Started With Workorderama PM screen is a special case because it does not
contain any data fields or buttons. Instead it just contains text. It is basically a read-me file to

Back to List [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

Print [button] — Prints the Getting Started checklist

Exit [button] — Ends the Workorderama PM session

Back to Help [button] — Goes back to the Work Order Help screen

help get your organization up-and-running with Workorderama PM.
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The Getting Started With Workorderama PM screen does not have a bottom menu.
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PRIMARY LOCATION/BUILDING LIST SCREEN

The Primary Location/Building List screen lets you view, enter, and edit a property’s
Primary Facility Locations where work on work orders is performed. The data contained in
the Primary Facility Locations includes Location IDs that become selections in value lists
that you use to specify the Primary Facility Location in several other Workorderama PM
screens.

This screen presents your data using a list display, which displays a Primary Facility
Location record for each Primary Facility Location. The Primary Location/Building List
screen also has a top menu and bottom menu.

H Property -- One Plaza Center [
One Plaza Center Demo . :
| PRIMARY LOCATION /
BUILDING LIST | Back | pumust | v
0 Location ID Location Hame [ Address City 5t Date
H Pavillion Parvilion Ok Brook L OFHE03
I Center2 Center Tweo Ok Brook L OFHE03
I Center1 Corporate Center One Cak Brook L Ooumds
& Annex Corporate Annex East Cak Brook L Ooumds
1 o

Primary Location/Building List screen
Top Menu

The Primary Location/Building List screen’s top menu contains these buttons:

e Menu [button] — Goes to the Main Menu screen

e Back [button] — Goes back to the Property Information screen

o New Location [button] — Creates a new Primary Facility Location for the property, and
stands-by for data entry

e Print List [button] — Prints a Primary Location/Building List report listing the facility
locations stored in Workorderama PM
Exit [button] — Ends the Workorderama PM session

o Help [button] — Goes to the Work Order Help screen
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Data Fields and Buttons

The main portion of the Primary Location/Building List has these data fields:

e Location ID [read/write character field] — Primary Facility Location ID. These are the
values that appear in the Primary Facility Location value lists throughout Workorderama
PM.

e Location Name / Address [read/write character field] — Name and street address of the
Primary Facility Location

o City [read/write character field] — Primary Facility Location’s city

o St [read/write character field] — Primary Facility Location’s state

o Date [read/write date field] — Date when the Primary Facility Location was entered into
Workorderama PM

Bottom Menu

The Primary Location/Building List screen’s bottom menu contains this button:
e Find [button] — Switches into Find mode, allowing Primary Facility Locations to be
found
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STAFF/DEPARTMENT LIST SCREEN

The Staff/Department List screen lets you view, enter, and edit information about your
organization’s staff persons who can request work orders. This screen presents your data
using a list display, displaying a Staff/Department record for each staff person. The
Staff/Department List screen also has a top menu and bottom menu.

. AL bie Pl Property - Abercrombie Plaza
| Wenu | newperson [
STAFF
-

I Last Hame First Name  Dept Building Suite Phone # Email Address

B Carbone Jim Admin Plaza 1 250 5551212 marki@facilitywiz.com B
H Todd Hubert Engineering Plaza 1 510 5551212 dave@facilitywiz.com a
M Cline Nancy m Plaza 1 350 555-1212 nancyc@facilitywiz.com a
B Hussbaumer Helen m Plaza 1 2480 5551212 helenn@facilitywiz.com B
B Simon Cody Engineering Plaza 1 720 5551212 codys@facilitywiz.com a
W Jim Shelley Faciltiez Plaza 1 1580 5585-1212 sheleyj@facilitywiz.com a
M Parsons Vance Executive Plaza 1 1870 5551212 vancep@facilitywiz.com a
B Brettman Melissa Engineering Plaza 2 720 5551212 meliszab@facilitywiz.com a
B sommer Jeff Faciltiez Plaza 1 1200 5585-1212 jeffz@faciitywiz.com a
B Stuart Steve Facilties Plaza 1 250 5551212 steves@facilitywiz.com a
B Shore Rich m Plaza 2 2222 5551212 re(@facilitywiz.com a
B Smith Janet Engineering Corporate 456 5585-1212 janetz@facilitywiz.com a

| Find__JazjalslclolelFleluli]Jlk]Limlnfolplalr]s]Tlulv]wfx]v]z

Staff/Department List Screen

Top Menu

The Staff/Department List screen’s top menu contains these buttons:

Menu [button] — Goes back to the Main Menu screen

Back [button] — Goes to the Property Information screen

New Person [button] — Creates a new staff person, and stands-by for data entry

Print List [button] — Prints a Staff List report listing the Staff persons, their departments,
and contact information

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Staff/Department List screen contains these data fields and buttons:

Last Name [read/write character field] — Staff person last name

First Name [read/write character field] — Staff person first name

Dept [value list] — Staff person’s department

Building [value list] — Primary Facility Location where the staff person is located
Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, where the staff person is located

Phone # [read/write character field] — Staff person phone number

Email Address [read/write character field] — Staff person email address
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o [delete button] — Deletes the Staff/Department record for the staff person
Bottom Menu

The Staff/Department List screen’s bottom menu contains these buttons:

e Find [button] — Switches into Find mode, allowing staff persons to be found

o A-Z [button] — Specifies that staff persons will be shown whose last name begins with
the letters A through Z, and also sorts the list alphabetically from A-Z. This causes all
staff persons to be displayed (because all persons have a last name beginning with A
through Z).

o A B, C...Z[26 buttons] — Causes staff persons to be displayed whose last name begins
with the letter specified on the button
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TENANT LIST SCREEN

The Tenant List screen lets you view, enter, and edit information about your organization’s
tenants that can request work orders.

Workorderama PM can be tailored to the needs of property
( ) managers. This is done using the Property Preferences screen,
% by changing the Orderers field to “Tenants”. This will cause
£ Workorderama PM to work with tenants instead of staff, and
will result in the following changes to Workorderama PM:
« The STAFF button on the Main Menu screen will change to
a TENANTS button

« Instead of going to the Staff/Department List screen, the
TENANTS button will take you to this Tenant List screen.

The Property Preferences screen and the Tenant List screen are
covered in Chapter 7 — Section 7.1 — Software Configuration
and Preparation screens.

This screen presents your data using a list display, which displays a Tenant record for each
tenant. The Tenant List screen also has a top menu and bottom menu.

_ Prope -- Abercrombie Plaza

Abercrombie Plaza perty

TENANT
O Building Suite  Tenant Name Contact Last / First Type Phone# Email Address
B Plaza i 260 Residential Mortgage Carbone Jim MAIN | 555 1212 mark@facilitywiz.com x|
B FPlazai 510 Bennett and Blax Todd Hubert MAIN | 5551212 dave@ facilitywiz.com B
B Plaza1 380 PrimeStreet Cline Nancy MAIN | 5551212 nancyc@faciitywiz.com  [H
B Plaza 1 2480 Regency Healthcare  Mussbaumesr  Helen MAIN | 5551212 helenn@facilitywiz.com B
B Plaza i 720 Simon A. Mark Simon Cody MAIN | 555 1212 codys@ facilitywiz.com x|
B FPlazai 1580 Fitzpatrick Homes, Jim Shelley MAIN | 5551212 sheleyj@faciitywiz.com  [E
B Plaza1 1870 Kennedy & Roberts Parzons Vance MAIN | 5551212 vancep@faciitywiz.com  [H
B Plazaz 720 Remix Software Brettman Melizza MAIN | 5551212 melizzab@facitywiz.com  [E
B Plaza i 1200 Helson & Sommer Jeff MAIN | 555 1212 jeffa@faciliywiz.com x|
B FPlazai 250 Dr. Bard Stuart, DDS  Stuart Steve MAIN | 5551212 steves@ faciitywiz.com B
B Plazaz praiird Rick Shore Builders  Shore Rich MAIN | 5551212 re(@ facilitywiz.com B
B Corporate 455 Facility Wizards Smith Janet 5551212 janets@facilitywiz.com B

Find ...
Tenant List Screen
Top Menu

The Tenant List screen’s top menu contains these buttons:
o WkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

¢ Menu [button] — Goes back to the Main Menu screen
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New Tenant [button] — Creates a new tenant, and stands-by for data entry
Print List [button] — Prints a Tenant List report listing the tenants, their facility locations,
and contact information

Exit [button] — Ends the Workorderama PM session
Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

The main portion of the Tenant List screen contains these data fields and buttons:

Building [value list] — One of a set of predefined Primary Facility Locations for the
tenant

Suite [read/write character field] — Secondary Facility Location within the Primary
Facility Location, for the tenant

Tenant Name [read/write character field] — Tenant name

Contact Last [read/write character field] — Tenant contact person last name
Contact First [read/write character field] — Tenant contact person first name

Type [value list] — The type of tenant contact. Selections are MAIN, for the main or
primary contact, and ALT, for alternate contact.

Phone # [read/write character field] — Tenant contact person phone number

Email Address [read/write character field] — Tenant contact person email address
[delete button] — Deletes the Tenant record

Bottom Menu

The Tenant List screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing tenants to be found
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PROPERTY PREFERENCES SCREEN

The Property Preferences screen lets access images and text for the property that appear on
Workorderama PM’s screens, and headers and footers that are printed on the property’s

V4.1 R2.0

reports. This screen presents your data using a detail display that contains a portal, with a top

menu and bottom menu.

1

| PROPERTY :
| RO s properytist | P | hew

Property Il DEMO Hame ©One Plaza Center (Demo) Orderers
SCREENS VALUE LISTS Q
Logotext One Plaza Center Demo [ Property Has Provider |J|:|h Types |
Logos Screens (54 x 64) Value 17 valies
Web Site Left Logo (50 pixes high Cabling / Datacom [x]
p { Carpertry x|
Bk g P Cleaning [ x]
TR ' Electrical [ x]
Background Leave blank if there is & Service Provider! HY &G B
File Hame Keys f Locks B
REQ Help the Help Desk Email helpdeskiTfacilitywiz.com Life Safety B
HaInE Phone 773-832-0200 Lighting x|
REPORTS Mivine f Boses B
Header one Plaza Certer Demo Painting B
Footer Workorderama Property Management Plants- B
LABELS OTHER. PREFERENCES Funing - i
Loowiond [uarg | EmallPrer
Location2 |Room# | HextPO#

| Find... |PrRoPERTY IHFO | 4 BUILDING(S) ... | 36 STAFF PREFEREHCES

Property Preferences Screen

Top Menu

The Property Preferences screen’s top menu has these buttons:

e WKkOrders [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

e Property List [button] — Goes to the Property List screen, allowing the current property

to be changed

New Property [button] — Creates a new property, and stands-by for data entry
Print [button] — Prints the property preferences

Exit [button] — Ends the Workorderama PM session

Help [button] — Goes to the Work Order Help screen

Data Fields and Buttons

Property I DEMO Hame One Plaza Center (Demo) Orderers

Use this portion of the Property Preferences screen to access basic property information. It
has these data fields and buttons:

e Property ID [read/write character field] — Property ID
e Name [read/write character field] — Property name
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o Orderers [calculated character field and value list] — The calculated character field
displays the number of orderers, which is either the number of staff persons or tenants
that can request work orders for the property; the value list, which contains a value of
either “Staff “or “Tenants”, indicates the current setting for orderers. The value list and
the Update button (described next) can be used to change orderers for the property.

¢ Update [button] — Changes orderers to either staff or tenants, based on the value set in
the Orderers value list (“Staff “or “Tenants”)

SCREEHNS
Logotext One Plaza Center Demo [ Property Has Provider
Logos Screens (64 x 64)

Wiek Site Left Logo (50 pixelz high)
Background Leave blank if there iz a Service Provider!
File Hame
REG Help the Help Desk Email helpdeskiTfacilitywiz.com
Hame Phone 773-832-0200

Use this portion of the Property Preferences screen to access property images and text that

appear on Workorderama PM’s screens for the property. It has these data fields and buttons:

o Logotext [read/write character field] — Logo text for the property, which will be
displayed on Workorderama PM’s screens, and on displayed pages from a web user
interface to Workorderama PM

e Property Has Provider [checkbox] — Specifies that users assigned to the property can
login to the facilities maintenance service provider’s Workorderama PM client-server
system, or web-based system, in order to view their property’s data

e Logos — Screens, Web Site Left Logo [2 container fields] — Images for the property that
appear on Workorderama PM’s screens, and on displayed pages from a web user
interface to Workorderama PM

o Background File Name [read/write character field] — Filename for the background
image file containing the property’s logo and/or property’s name, which is displayed on
pages from a web user interface to Workorderama PM

o REQ Help Name [read/write character field] — Name of the contact person or
department that provides support for the property

o Email [read/write character field] — Email of the contact person or department that
provides support for the property

o Phone [read/write character field] — Phone number of the contact person or department
that provides support for the property
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REPORTS
Header one Plaza Center Dema
Footer Wiarkorderama Property Management

Use this portion of the Property Preferences screen to access the headers and footers that are
printed on the property’s reports. It has these two data fields:

e Header [read/write character field] — Header that will be printed on property’s reports

o Footer [read/write character field] — Footer that will be printed on the property’s reports

LABELS

Location 1 |Building
Location 2 |H-:n:um #

Use this portion of the Property Preferences screen to set the labels for the Primary and

Secondary Facility Location fields for the property. It has these two data fields:

e Location 1 [value list] — Label to be used for the Primary Facility Location fields for the
property

o Location 2 [value list] — Label to be used for the Secondary Facility Location fields for
the property

OTHER PREFERENCES

Email Pref |SMTFit |
Hext PO #

Use this portion of the Property Preferences screen to specify a couple of other

miscellaneous settings for the property. It has these data fields and buttons:

o Email Pref [value list] — Protocol for sending email. Selections are “SendMail”,
“SMTPIit”, “Mailto URL”

e Next PO # [read/write character field] — The PO number to assign to the next PO
generated for the property
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VALLUE LISTS
|Juh Types |

Value 17 values

Cabling f Datacom
Carpentry
Cleaning
Electrical

HY AC

Keys fLocks
Life Safety
Ligghting

Mowing f Boxes
Painting

Plants

Plurmbing

+ HEW ITEM + Copy List
Paste List

Use this portion of the Property Preferences screen to set the values that are selectable in
some of the value lists in the property’s screens. It has consists of two data fields, followed
by a portal, and then three buttons:

These data fields are above the portal:

[value list] above the portal — The value list that the values are defined for. The value
lists, which appear in many of Workorderama PM’s screens, are “Job Types”, “Item
Types”, “Part Types”, “Departments”, and “Workers”.

values [calculated character field] — Number of values that are set for the value list, and
that are shown in the portal

The portal contains this data field and button:

Value [read/write character field] — The value list’s value
[delete button] — Deletes the value from the value list

Three buttons are below the portal. Note that the third (Paste List) button only appears once
the second button (Copy List) is selected. The buttons are:

NEW ITEM [button] — Creates a new value for the value list, and stands-by for data
entry

Copy List [button] — Copies the current set of values shown in the portal from the current
property to another property. The Paste List button (described next) is used to complete
this copying operation.

Paste List [button] — Pastes the copied set of values into the value list in the other
property. Note that the other property must be selected as the current property before this
operation can be successfully completed.
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Bottom Menu

The Property Preferences screen’s bottom menu contains these data fields and buttons:

¢ Find [button] — Switches into Find mode, allowing properties to be found

e PROPERTY INFO [read-only character field and button] — Goes back to the Property
Information screen

o BUILDINGS [read-only character field and button] — Goes to the Primary
Location/Building List screen, providing access to the Primary Facility Locations
comprising the property

e STAFF [read-only character field and button] — Goes to the Staff/Department List
screen, providing access to data about the staff persons who can request work orders

The PREFERENCES button is inactive and is displayed in grey, signifying that the
Property Preferences screen is the current screen.
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SYSTEM WEB SETTINGS/PREFERENCES SCREEN

The System Web Settings/Preferences screen lets you view, enter, and edit settings for a web
user interface to Workorderama PM. This screen presents your data using a detail display,
with a top menu and bottom menu.

I i

Workorderama®’ T T

MAINTENANCE MANAGEMENT
SYSTEM SETTINGS / PREFERENCES

Server Preferences

Web Active O

Server Time Zone

Server Address G4.1.127.149 [External) 10012 [Interral)

WEE PRINTIHNG

Win DOir for PDF Prints  C:'Program FilesFileMakerFileMaker Pro 69%vebPDF_Reports
This is the directony where POF s saved - Ends with

Win Dir for POF Driver C:pdf995yves)
This is the directony of the paf395 ini file - Ends with

Note: The Windows account that the Web Serser will be logged in ander must have write access to these two directories.

Main Menu for B NOTE: Thiz alloves the turning on and off of & Main Menu in the web
Adming acimin interafce (depending on client functionality)

Waeh Prefs Mail Prefs Provider Prefs

System Web Settings/Preferences Screen

Top Menu

The System Web Settings/Preferences screen’s top menu has these buttons:

e Menu [button] — Goes to the Main Menu screen

e User List [button] — Goes to the User List screen, providing access to data about
authorized users of a multi-user client-server Workorderama PM installation

e Passwords [button] — Goes to the Account Passwords screen, providing access to user
passwords and authorization levels for a multi-user client-server Workorderama PM
installation
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Data Fields and Buttons

Server Preferences
Web Active O
Server Time Fone | Central

Server Address 41127149 [External) 10012 [Irternal)

Use this portion of the System Web Settings/Preferences screen to specify server settings for

the web user interface. It has these data fields and buttons:

o Web Active [checkbox] — Specifies that a web user interface is implemented for the
Workorderama PM installation

o Server Time Zone [value list] — The time zone that the web server is in, or is set to

e Server Address — (External) [read/write character field] — Web server IP address
outside the firewall

e Server Address — (Internal) [read/write character field] — Web server IP address inside
the firewall

WEE PRINTING

Win Dir for PDF Prints  C:'Program Files'\FiletakerFilehaker Pro BWWebiPDF_Reportst
This is the directory where POF is saved - Ends with\,

Win Dir for PDF Driver C:\pdfa95ies)
This is the divectory of the pafags ini flie - Ends with

Note: The Windows account that the 1Web Senver will be Jogoed in under mast have welte access to these wo directories.

Use this portion of the System Web Settings/Preferences screen to specify settings for

printing from the web user interface. It has these data fields and buttons:

o Win Dir for PDF Prints [read/write character field] — The directory where PDF files are
temporarily saved for web printing

e Win Dir for PDF Driver [read/write character field] — The directory where the PDF
driver (pdf995.ini) resides

Main Menu for B WOTE: This allowes the turning on and off of a kain Menu in the wekb
Admins admin interafce (depending on client functionality)

Use this portion of the System Web Settings/Preferences screen to enable or disable the

Main Menu in the web administration interface. It has these data fields and buttons:

¢ Main Menu for Admins [checkbox] — Enables the Main Menu in the web administration
interface
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Bottom Menu

The System Web Settings/Preferences screen’s bottom menu contains these buttons:

e Mail Prefs [button] — Goes to the System Mail Settings/Preferences screen

e Provider Prefs [button] — Goes to the System Provider Settings/Preferences screen
e Misc Prefs [button] — Goes to the System Miscellaneous Settings/Preferences screen

The Web Prefs button is inactive and is displayed in grey, signifying that the System Web
Settings/Preferences screen is the current screen.
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SYSTEM MAIL SETTINGS/PREFERENCES SCREEN

The System Mail Settings/Preferences screen lets you view, enter, and edit settings for email
messages that are sent from the Work Order Information screen. This screen presents your
data using a detail display, with a top menu and bottom menu.

I

Workorderama'” ] v |
MAINTENANCE MANAGEMENT _

Passwords ...
SYSTEM SETTINGS f PREFERENCES

Mail Preferences

Default Texts... Send Mail Type [SMTFit
SMTP Server mail fuviz com
Hotify / Send Only Hextel / Send & Receive
Return Address wizardsi@ facilitywiz.com Return Address
SMTP User Hame wizards Hextel User Hame
Password pazsward Hextel Password

Weh Prefs Mail Prefs Provider Prefs
I

System Mail Settings/Preferences Screen

Top Menu

The System Mail Settings/Preferences screen’s top menu has these buttons:

¢ Menu [button] — Goes back to the Main Menu screen

e User List [button] — Goes to the User List screen, providing access to data about
authorized users for a multi-user client-server Workorderama PM installation

e Passwords [button] — Goes to the Account Passwords screen, providing access to user
passwords for a multi-user client-server Workorderama PM installation
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Data Fields and Buttons

Mail Preferences

Default Texts... Send Mail Type  [SMTPR

SMTP Server miail fuviz.com

Use this portion of the System Mail Settings/Preferences screen to specify general settings
for sending emails using the Work Order Information screen. It has these data fields and
buttons:

o Default Texts [button] — Goes to the Auto Email Types/Default Text screen, providing
access to the various types of, and default text for email messages sent from the Work
Order Information screen

o Send Mail Type [value list] — Protocol for sending email. Selections are “SendMail”,
“SMTPIit”, and “Mailto URL”

e SMTP Server [read/write character field] — SMTP server name for outbound email

Notify / Send Onhy

V4.1 R2.0

Return Address
SMTP User Hame
Password

wizardsi@faciltywiz .com
wizards
passyword

Use this portion of the System Mail Settings/Preferences screen to specify additional settings

for sending emails using the Work Order Information screen . It has these data fields and

buttons:

o Return Address [read/write character field] — Return address for emails sent from
Workorderama PM

o SMTP User Name [read/write character field] — User name for accessing the SMTP
server

e Password [read/write character field] — Password for accessing the SMTP server

Hextel / Send & Receie

Return Address
Hextel User Hame
Hextel Password

Use this portion of the System Mail Settings/Preferences screen to specify settings for
sending and receiving communications with a Nextel intelligent cell phone. It has these data

fields and buttons:

e Return Address [read/write character field] — Return email address
o Nextel User Name [read/write character field] — Nextel user name
o Nextel Password [read/write character field] — Nextel password
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Bottom Menu

The System Mail Settings/Preferences screen’s bottom menu contains these buttons:

e \Web Prefs [button] — Goes to the System Web Settings/Preferences screen

e Provider Prefs [button] — Goes to the System Provider Settings/Preferences screen
e Misc Prefs [button] — Goes to the System Miscellaneous Settings/Preferences screen

The Mail Prefs button is inactive and is displayed in grey, signifying that the System Mail
Settings/Preferences screen is the current screen.
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AUTO EMAIL TYPES/DEFAULT TEXT SCREEN

The Auto Email Types/Default Text screen lets you view, enter, and edit the various types
of, and default text for email messages sent from the Work Order Information screen. The
Auto Email Types/Default Text screen presents your data using a table display. The columns
of the table contain either read/write character fields or radio buttons. This screen also has a

top menu.

AUTO EMAIL TYPES / DEFAULT TEXT Wkord Menu
email_type subject intro email_to copy_to end include _chlist

MHum Aezigned WNiork Request Assigned | This email has been austomatically |3 Requaster () Requestar [-e-ee-e--- i R ) ez
sent from the Wherkorderama work | Miorker O ifarkcer @ Mo
order system. The follawing work [ Admin & Admin Flease feel free to contact the
request has been received and 2 Orderer r Orderer work arder sy stem administrator
assigned to a warker: 2 None 2 Hone with any questions you may hawe.

Dienied Wiork Order Request This email has been automatically |# Requester |0 Requester |--------- end --ooeeeeee ) Yes

Diznied sent from the Workorderama work |2 Wiarker < ifarkcer & Ho
order system. The follawing work |3 Admin & Admin Fleaze feel free to contact the
request has bean danisd: 3 Orderer  Orderer wark arder system administrator
2 Nane 2 None with any questions vou may hawe.

Completed Work Order Completion | This email has been automatically |# Requester | Requester [-------m-- end --ooeeeeee O Yes
sent from the Workorderama work |2 Wiarker < ifarkcer & Ho
order system. The following work [ Admin & Admin Please feel free to contact the
order has been completed: 3 Orderer 2 Orderer work order system administrator

2 Nane 2 None with any questions vou may hawe.

Mextel Notify ‘Wiork Order Aert The following work order has been |3 Requester | Requester |~=~Received. O Yes
assigned to wou. Please respond | @ Wiorker 2 Wiorker ~mbot Started. i Mo
with the appropriate status: 2 Admin & Admin ~m|n Progress.

23 Orderer 0 Orderer rara 0 Hald .
23 Norne 0 Horne wnCompleted.
anrd
Wiarker Motify Wiork Order Aert 0 Requester | Requaster [------m-mm- )T [ ® ez
) Wiforker O ifarkcer 3 Mo
3 Admin # Admin
23 Orderer 0 Orderer
2 Nane 2 None

RED Received WMiork Request Received |This email has been automnatically |3 Requaster () Requestar [-e--e-e--- 13T TR ) Yes
sent from the Wherkorderama work | Miorker O ifarkcer @ Mo
order system. The follawing work [ Admin & Admin Flease feel free to contact the
request has been received: 2 Orderer r Orderer work arder sy stem administrator

2 None 2 Hone with any questions you may hawe.
Auto Email Types/Default Text Screen
Top Menu

The Auto Email Types/Default Text screen’s top menu contains this button:
o Wkord Menu [button] — Goes to the Main Menu screen

Data Fields

The Auto Email Types/Default Text screen uses a table display. Each row in this table
defines a specific type of email message, and each column specifies a different parameter for
the email messages. The data fields contained in each column are:

o email_type [read/write character field] — The type of email. These are the values that
appear in the New value list in the Emails tab in the Work Order Information screen.

e subject [read/write character field] — Subject line of the email. In the Emails tab in the
Work Order Information screen, this value will be used if the corresponding email_type
is selected in the New value list.

o intro [read/write character field] — Introductory text of the email message. In the Emails
tab in the Work Order Information screen, if the corresponding email_type is selected in
the New value list, this value will be inserted at the beginning portion of the email
message.

o email_to [radio buttons] — Determines the recipient addresses of the email. In the Emails
tab in the Work Order Information screen, if the corresponding email_type is selected in
the New value list, this value will be used for the Email to field.
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e copy_to [radio buttons] — Determines the addresses to send a copy of the email. In the
Emails tab in the Work Order Information screen, if the corresponding email_type is
selected in the New value list, this value will be used for the Copy to field.

e end [read/write character field] — Ending text of the email message. In the Emails tab in
the Work Order Information screen, if the corresponding email_type is selected in the
New value list, this value will be inserted at the end portion of the email message.

¢ include_cklist [radio buttons] — Causes the checklist that is specified to the work order to
also be sent to the email recipient as an attachment

The Auto Email Types/Default Text screen does not have a bottom menu.
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SYSTEM PROVIDER SETTINGS/PREFERENCES SCREEN

The System Provider Settings/Preferences screen lets you view, enter, and edit the images
and text for a facilities maintenance service provider’s name and logo that are displayed on:
« Screens of a Workorderama PM client-server implementation for the service provider
« Web pages of a Workorderama PM web user interface implementation for the service

provider

The System Provider Settings/Preferences screen presents your data using detail display,
with a top menu and bottom menu.

1

Workorderama~//

MAINTENANCE MANAGEMENT

SYSTEM SETTINGS / PREFERENCES

Provider Preferences

Provider Hame ! One Plaza Center Demo
Logotext

Provider Logos

Wieh Site Left Logo (if no Prog loga) Wish Site Right Side - Provider Logo
S0 pixels high 38 pixels wide x no more than 269 pixels wide

e | vseru |

Provider Web
Bgrnd File Hame

REPORT DEFAULTS
Header Ahercrombie Plaza
Footer Property Management § haintenance

Passwords ...

Screen (B4x64)

|_WebPrefs | _MailPrefs | Provider Prefs

System Provider Settings/Preferences Screen

Top Menu

The System Provider Settings/Preferences screen’s top menu has these buttons:

Menu [button] — Goes back to the Main Menu screen

User List [button] — Goes to the User List screen, providing access to data about
authorized users of a multi-user client-server Workorderama PM installation
Passwords [button] — Goes to the Account Passwords screen, providing access to user
passwords for a multi-user client-server Workorderama PM installation
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Data Fields and Buttons

Provider Preferences

Provider Hame !/  One Plaza Center Demo
Logotext

Provider Logos
Wish Site Left Logo (if no Prop loga) Wieh Site Right Side - Provider Logo Screen (B4x64)

S0 pixelz high 38 pixels wide x no mare than 269 pixels wide
L
L

Use this portion of the System Provider Settings/Preferences screen to specify text and

images that will be displayed on Workorderama PM’s screens and web user interface pages.

It has these data fields and buttons:

e Provider Name / Logotext [read/write character field] — Service provider’s logo and/or
name text

e Provider Logos [3 container fields] — Logo images that are displayed on the left and
right side of web pages, and on client-server screens

e Provider Web Bgrnd File Name [read/write character field] — Filename for the
background image file containing the service provider’s logo and/or name, which is
displayed on the service provider’s web user interface pages

Provider Web
Bgrnd File Hame

REPORT DEFAULTS
Header Abercrombie Plaza
Footer Propetty Management f Maintenance

Use this portion of the Property Preferences screen to access the headers and footers that are
printed on the reports for the service provider. It has two data fields:

o Header [read/write character field] — Report header

o Footer [read/write character field] — Report footer

The System Provider Settings/Preferences screen’s bottom menu contains these buttons:
o Web Prefs [button] — Goes to the System Web Settings/Preferences screen
e Mail Prefs [button] — Goes to the System Mail Settings/Preferences screen
e Misc Prefs [button] — Goes to the System Miscellaneous Settings/Preferences screen

The Provider Prefs button is inactive and is displayed in grey, signifying that the System
Provider Settings/Preferences screen is the current screen.
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SYSTEM MISCELLANEOUS SETTINGS/PREFERENCES SCREEN

The System Miscellaneous Settings/Preferences screen lets you view, enter, and edit
additional miscellaneous settings for Workorderama PM. The parameters set using this
screen consist of the default for Orderers, which can be set to Staff or Tenants, and settings
for accessing Facility Wizard’s online help website. This screen presents your data using a
detail display, with a top menu and bottom menu.

Workorderama e vt |

MAINTENANCE MANAGEMENT
SYSTEM SETTINGS / PREFERENCES

Misc Preferences
M Orderers

ONLINE Help Username clientusername
HELP Password clientpassword
Help URL help. facilitywizardzs.com/help/

Web Prefs | _Mail Prefs | Provider Prefs

System Miscellaneous Settings/Preferences Screen

Top Menu

The System Miscellaneous Settings/Preferences screen’s top menu has these buttons:

e Menu [button] — Goes back to the Main Menu screen

e User List [button] — Goes to the User List screen, providing access to data about
authorized users for a multi-user client-server Workorderama PM installation

e Passwords [button] — Goes to the Account Passwords screen, providing access to user
passwords for a multi-user client-server Workorderama PM installation

Data Fields and Buttons

FIN Orderers | Staff |

Use this portion of the System Miscellaneous Settings/Preferences screen to set the default

for Orderers for new properties:

o Orderers [value list] — Sets the default for Orderers. Selections are “Staff” and
“Tenants”.
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OMLIME Help Username clientusername
HELP Password clientpassward
Help URL help facilitywizards .comtelps

Use this portion of the System Miscellaneous Settings/Preferences screen is set parameters

for accessing Facility Wizard’s online help website (http://help.facilitywiz.com/). It has these

data fields and buttons:

e Help Username [read/write character field] — User name for logging-in to the online help
website

o Password [read/write character field] — Password for logging-in to the online help
website

e Help URL [read/write character field] — URL for Facility Wizard’s online help website

Bottom Menu

The System Miscellaneous Settings/Preferences screen’s bottom menu contains these
buttons:

o Web Prefs [button] — Goes to the System Web Settings/Preferences screen

o Mail Prefs [button] — Goes to the System Mail Settings/Preferences screen

e Provider Prefs [button] — Goes to the System Provider Settings/Preferences screen

The Misc Prefs button is inactive and is displayed in grey, signifying that the System
Miscellaneous Settings/Preferences screen is the current screen.
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SYSTEM USER LIST SCREEN

Use the System User List screen to view, enter, and edit data about authorized users of a
multi-user client-server Workorderama PM installation. This screen is a list display, with a
top menu and bottom menu.

' Workorderama~" e [
MAINTENANCE MANAGEMENT
SYSTEM USER LIST
oo Hame PropID Level Job Title Phone Emnail Worker Admin
B ss Dave Johnson =&LL= 1 President (773) 532-0200 dave@faciitywiz.com B
M4 ABER Admin ABER 1 Administrator (7731 532-0200 scott@facilitywviz.com B
B 32789 Demo Admin DEMO 1 Manager (8007 255-1234  demoi@fwiz.com O
M 32790 PMC Admin PMC 1 Adminiztrator (8007 555-1234  demoi@fwiz.com O
B 32711 Fred Thomas DEMO 3 Engineet (800) 555-1234 fred@fwiz.com Fred Thomas [
B 32795  mark@facilitywiz.co DEMO 4 O
B 94 ABER Requester ABER 5 Staff (7731 532-0200 aberg@fwiz.com O
B 9 Demo Requester DEMO 5 Staff (7731 832-0200  demoifwiz.com O
B 32787 PMC Requester PMC 5 Staff (8007 555-1234 pmoi@fwiz.com O

| m m Security Lewels 1 4 = Read / Wirite (Fh oriiteb) 4= REQ - Individual Aect (Web Only) |

2 = Read Only (feb Only) 5= REL - Generic Acct (b Only)
3 =Wendor S Woter Meb Onhyd

System User List Screen
Top Menu

The System User List screen’s top menu has these buttons:

e Passwords [button] — Goes to the Account Passwords screen, providing access to user
passwords and access levels for a multi-user client-server Workorderama PM installation

e Menu [button] — Goes back to the Main Menu screen

o System Prefs [button] — Goes to the System Web Settings/Preferences screen, providing
access to Workorderama PM configuration settings

Data Fields and Buttons

The main portion of the System User List screen has these data fields and buttons:

o ID # [read/write character field] — User ID

o Name [read/write character field] — User name

o Prop ID [value list] — Property ID for the property that the user is involved with and has
access to. A value of “<ALL>" indicates that the user has access to all the properties
stored in Workorderama PM.

o Level [read-only value list] — User Access Level. Allowable values are “1” for
Read/Write (FM or Web), “2” for Read-Only (Web Only), “3” for Vendor/Worker (Web
Only), “4” for Individual Acct (Web Only), “5” for Generic Account (Web Only). This is
set by the Level value list in the Account Passwords screen (described next)

o Job Title [read/write character field] — User Job title

o Phone [read/write character field] — User phone number
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o Email [read/write character field] — User’s email address

o Worker [read only character field] — If the user is a worker, this field shows the user
name that is associated with the worker name, which is defined using the Workers/Rates
screen. This worker name, which is the name of the person who is assigned to perform a
work order, can be different than the user name that the same worker uses to log onto a
Workorderama PM web based implementation. This field will only be used if the user
has a user access level, using the Level field, set to a value of “3”.

e Admin [read-only checkbox] — Indicates that the user has Administrator permission. This
is set by the Admin checkbox in the Account Passwords screen (described next).

Bottom Menu

The System User List screen’s bottom menu contains these buttons:
¢ Find [button] — Switches into Find mode, allowing users to be found
o All Users [button] — Switches out of Find mode, causing all users to be displayed
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ACCOUNT PASSWORDS SCREEN

You use the Account Passwords screen to setup user passwords and access levels for a multi-
user client-server Workorderama PM installation. This screen is a list display, with a top
menu and bottom menu.

11 1= Read /Wirrite (Fi or Web)
e o | vo | sorti_
MAINTENANGE MANAGEMENT 3 ="\endor { Worker(Web Onhj

4= REQ - Indiwidual Acct et Only)
ACCOUNT PASSWORDS 5- nec. Caneis ace e By | Newuser | systemprefs
2 Hame Level Password Prop Il  Admin Orders Assigned To
B pave Johnson 1 dave <ALL> =
B ABER Admin 1 aberadmin AEBER |
B pemo Admin 1 demoadmin DEMO O
B PMC Admin 1 pmcadmin PMC O
M Fred Thomas 3 fred DEMO O Fred Thomas
B mark@facilitywiz.com 4 HiemiZC4 DEMO Oa
B ABER Requester 5 aber ABER Oa
B pemo Requester 5 demo DEMO O
B PMC Requester 5 pmc PMC O
B Find. | Al | Users | WebAccs Update Web Accts
Account Passwords Screen
Top Menu

The Account Passwords screen’s top menu has these buttons:

Menu [button] — Goes back to the Main Menu screen

New User [button] — Creates a new user, and stands-by for data entry

User List [button] — Goes back to the User List screen

System Prefs [button] — Goes to the System Web Settings/Preferences screen, providing
access to Workorderama PM’s configuration settings

Data Fields and Buttons

The main portion of the Account Passwords screen has these data fields and buttons:

Name [read/write character field] — User name

Level [value list] — User Access Level. Allowable values are “1” for Read/Write (FM or
Web), “2” for Read-Only (Web Only), “3” for Vendor/Worker (Web Only), “4” for
Individual Acct (Web Only), “5” for Generic Account (Web Only). This is set by the
Level value list in the Account Passwords screen (described next).

Password [read/write character field] — User password

Prop ID [value list] — Property ID for the property that the user is involved with and has
access to. A value of “<ALL>" indicates that the user has access to all the properties
stored in Workorderama PM.

Admin [checkbox] — Grants the user Administrator permission
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Orders Assigned To [value list] — If the user is a worker, this field associates the user
name with the worker name, which is defined using the Workers/Rates screen. This
allows the worker name, which is the name of the person who is assigned to perform a
work order, to be different than the user name that the same worker uses to log onto a
Workorderama PM web based implementation. This setting is only used if the user has a
user access level, using the Level field, set to a value of “3”

WEB [checkbox] — When not checked, indicates that the user is only authorized to use
the Workorderama PM client-server installation; when checked, indicates that the user is
only authorized to use an implemented web user interface to Workorderama PM

Bottom Menu

The Account Passwords screen’s bottom menu contains these buttons:

Find [button] — Switches into Find mode, allowing users to be found

All [button] — Switches out of Find mode, causing all users to be displayed

Users [button] — Causes only authorized users of a Workorderama PM client-server
installation to be displayed. These are the users for which the WEB checkbox is not
checked.

Web Accts [button] — Causes only authorized users of an implemented web user
interface to Workorderama PM to be displayed. These are the users for which the WEB
checkbox is checked.

Update Web Accts [button] — Updates the user authentication and authorization settings
for a web browser based user interface to Workorderama PM. This button will appear
only if the Web Active checkbox is checked on the System Web Settings/Preferences
screen. Selecting this button opens a browser window and enters the web based system
for completing the operation.
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WORK ORDER SETUP/CUSTOMIZATION BACKUP PREFERENCES
SCREEN

Workorderama PM’s automatic backup function provides protection against lost data due to
accidental changes to, or deletions of Workorderama PM database files. Use the Work Order
Setup/Customization Backup Preferences screen to setup these automatic backups.

[
Workorderama FAT ™ : | Exit ‘

WORK ORDER :
SETUP / CUSTOMIZATION

BACK UP YOUR FILES :

It's wery important to back upyour files to another computer, and from that computer to some external media.
Where is your application installed. By default it’ll be c:'Program Files 'Facility Wizards Workorderama PM

Local Application Folder C:Documents and Settings'Seth'Desktop'Current WKPM.

Where should the files he backed up? This path should be a server drive that is backed up regularly to tape
or some other media.

Remote Backup Folder C:AfFiler_Test\

[0 Automatically save backup copies every ®Day 'Week (2Weeks Month

Jast backup @ December 10, 2003
Backup Now

Work Order Setup/Customization Backup Preferences Screen

Top Menu

The Work Order Setup/Customization Backup Preferences screen’s top menu contains these

buttons:

e Back to List [button] — Goes to the Work Orders screen, providing access to the Work
Orders database

o EXxit [button] — Ends the Workorderama PM session

e Back to Help [button] — Goes back to the Work Orders Help screen

Data Fields and Buttons

The main portion of the Work Order Setup/Customization Backup Preferences screen

contains these data fields and buttons:

e Local Application Folder [read/write character field] — Local application directory,
which is the directory where Workorderama PM is installed on the local computer

e Browse [button] — Opens a dialog box that allows browsing of local and networked
directories, to select the local application directory where Workorderama PM is installed

o Remote Backup Folder [read/write character field] — Remote backup directory, which is
a networked directory on another computer where the Workorderama PM data files are to
be backed-up

e Browse [button] — Opens a dialog box that allows browsing of local and networked
directories, to select the specific remote backup directory where the Workorderama PM
data files will be backed-up

o Backup Now [button] — Causes Workorderama PM to perform a backup operation
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The Work Order Setup/Customization Backup Preferences screen does not have a bottom
menu.
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