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Figure 1: Main Page

Q1. How to create a Preventive Maintenance?
1. Using Figure 1. in the pulldown menu Setup all the modules with a light green background must have an 

inputted data.
2. In the toolbar  Equipment click Equipment. See Figure 2.1.



Figure 2-1 : Equipment Information

2.1. In Figure 2-1 you need to input the information of equipment

Figure 2.2 : Equipment PM Tasks



In Figure 2-2 you need to create a PM Tasks Entries for every equipment. In label Freq PM Period in the
combo box please select a Frequency Period.  Creating, Editting, and Deleting PM Task just click the
button with a default icon for each button. Clicking add or edit will bring you to the next screen below.
Figure 2.2.1.

Figure 2.2.1. Preventive Maintenance Work Order Library

There is also a button to copy all the PM Task you created from one equipment to one or more equipment 
provided they are similar in type. Just click the button Copy PM and it will bring you to the screen below.
Figure 2.2.2. Note if you plan to change the PM Task for one of the equipment you can update all the 
equipment with similar type by same procedure as you did before in the Copy PM button.

 Figure 2.2.2 : Copying PM Task to one or more Equipment



2.3. Equipment Scheduling : Toolbar Button Scheduling is where you make the schedule of every equipment
 for maintenance. If that equipment has a multiple schedule frequency you need to assign each frequency

period for Annual, Semi-Annual, etc.

Figure 2.3. : Equipment Scheduling
2.3.1. Making a schedule for a specific equipment, select first the location in the label Filter By
 Location/Frequency by clicking the combo box and also select the Frequency by clicking the combo
box next to the location. The select/highlight the specific equipment and click Edit button. In the
reference date input a schedule for this equipment. Note that this reference date is the Estimated
schedule of this equipment after it is processed in the Generate Monthly PM Work Order. Also the
estimated schedule is not base on the specific number of date but base on the days it fall for the month.
Example you make a schedule 03/03/2013. This is the first Sunday of March 2013. So if processed for 
April Monthly W.O. Schedule it will fall on 04/07/2013 which is also the first Sunday of April.

Reports of the Equipment Schedule for all the frequency can be viewed by clicking Print in Figure 2.3.
 above. The Reports will look like below. Figure 2.3.1.



Figure 2.3.1 : Complete Schedule of the Equipment for every Frequency Period 

        
3. Work Order Frequency Period. Please create a Period for the Monthly Work Order Schedule. See Figure

3. below. After creating a Period we are now reading to Generate a Monthly PM Work Order.

Figure 3 : Frequency Period (Range : From To)



4. Generate a Monthly PM Work Order Schedule. In the pulldown menu Work Order -> Generate Monthly 
PM Work Order click this. Steps.
4.1. Select location. Usually if you are a super user you can view all the location but if you are assigned

to a specific location you can only process for that assigned location.
4.2. Work Order No. The computer automatically will get the last Work Order No. The generated work

 order will add 1 to the Work Order here no need to change.  
4.3. Freq Period. Get the frequency period by clicking the date button. You cannot manually input the date

If no date created yet just exit this module and go to Frequency Period pulldown menu and input
the date there.

4.4. Click toolbar Generate. If in case the toolbar Generate is disabled just click the combo box of
location. Note for the super user, you cannot process location for ALL. You need a specific
location.

Figure 4. : Generate Monthly PM Work Order

4.5. To view the generated work order close this module and click the Toolbar Work Order.

Note : You can still reprocess the Monthly work order here provided no Work Order schedule has been 
update.



5. In the toolbar Work Order  you can view the created Preventive Maintenance you just processed and here 
you can print it. You can still edit the information and the Task here.

Figure 5 : Work Order List
5.1. Select location and Frequency by clicking the location combobox and frequency combobox. Use All 

in the frequency to view all frequency.
5.2. Select Preventive. Usually the default is Preventive.
5.3. Select a Date Range. You can view different range of date by just changing the From Date To Date

or a specific month only from day 1 to end of that month. 
5.4. Information of the specific equipment. You can still edit the Est. Sched Date here but the other

cannot be edited. W.O. Description must have an inputted data. 
5.5. W.O PM Tasks. This is where the Preventive Maintenance can be viewed or edited. You can still

edit the PM Task here. This is also where you update every task whether it is already done, date
 done, performed by, and make a remarks. See Figure 5.1.

Note : You can also manually created a Work Order here.
Figure  5.1 : Work Order Preventive Maintenance Task

The icon for add, edit, delete button can still be used here even the PM Task here were created during
Generation. The Done button is used to update the PM Task individually while the Status is used to update
the Task for all the PM Task here.



5.6. W.O. PM Materials Needed. Here you can input the materials needed for this Work Order. See Figure 
5.2. below.

Figure 5.2. : Work Order Material Needed.

The icon for add, edit, delete, save, cancel can be used for that purpose. All the materials needed to repair
maintain the equipment must be encoded here. After all the necessary information in inputted you can 
view the reports by just clicking Print or Summary in the toolbar.

5.7. Print. View the actual Work Order Preventive Maintenance Report. See sample below. Figure 5.3.

   



Figure 5.3 : Work Order Form Preventive Maintenance Report

5.8. Summary. View/Print all the created Work Order Preventive Maintenance for a specific range of Date.
You can do it by From Date to Date Range. But normally it is 1 month and the Frequency must
be All so that all the frequency included in the month. See Figure 5.4. below.

Figure 5.4. Work Order Summary Report
You can use in the Work Order list header column to sort the specific column you want it printed.     



Q2. How to create a Corrective Maintenance?
6. You can go directly in the toolbar Work Order and create a Corrective Maintenance. See Figure 6.

Figure 6. : Corrective Maintenance

6.1. Select location by clicking the location combobox. Frequency is automatically disabled 
because all

Corrective maintenance has a frequency of Scheduled.
6.2. Select Corrective. Usually the default is Preventive. Change it to Corrective.
6.3. Select a Date Range. You can view different range of date by just changing the From Date To Date

or a specific month only from day 1 to end of that month. 
6.4. Information of the specific equipment. Sometime Corrective Maintenance has no listed equipment

 So just input No or any value. And input the Est. Sched Date here. Others cannot be edited. W.O.
 Description must have an inputted data. 

6.5. W.O CM Tasks Request. This is where the Corrective Maintenance can be viewed, added or edited.
 This is where you update every task whether it is already done, date done, performed by, and 

make a remarks. See Figure 6.1.

Note : The Work Order No. for the Corrective Maintenance must have a suffix of CM after the 2 digit year
when you start the Corrective. After it was done for the first time the system will generate it for

 you incrementally. In the above figure it is SDA-13CM-00001. Also when there is a preformatted
form that the company used please use that number in the last numbering of the W.O. CM.



Example : Work Order Form is 12045 , so now the actual work order must be SDA-13CM-12045 to
reference the actual Work Order form used by the company.  

Figure  6.1 : Work Order Corrective Maintenance Request

The icon for add, edit, delete button can be used to add, edit and delete a Corrective Maintenance Request
The Done button is used to update the CM Request individually while the Status is used to update
the CM Request for all the CM Request here.

6.6. W.O. CM Materials Needed. Here you can input the materials needed for this Work Order Corrective
Maintenance Request. See Figure 6.2. below.

Figure 6.2. : Work Order CM Material Needed.

The icon for add, edit, delete, save, cancel can be used for that purpose. All the materials needed to repair
maintain the equipment must be encoded here. After all the necessary information in inputted you can 
view the reports by just clicking Print or Summary in the toolbar.

6.7. Print. View the actual Work Order Corrective Maintenance Report. See sample below. Figure 6.3.
Figure 6.3. : Work Order Corrective Maintenance Form

6.8. Summary. View/Print all the created Work Order Corrective Maintenance for a specific range of Date.
You can do it by From Date to Date Range. But normally it is 1 month and the Frequency must
be All so that all the frequency included in the month. See Figure 6.4. below.



Figure 6.4. : Work Order Corrective Maintenance Summary Report 


