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Welcome and Thank You for Choosing
PMDirect!

PMDirect is SchoolDude’s answer to managing your facility’s
recurring preventive maintenance tasks as efficiently as possible! An easy-
to-use web-native tool, PMDirect handles everything from tracking all
scheduled maintenance to creating recurring maintenance schedules on a
daily, weekly, monthly, or annual basis, to storing schedule templates for
quick creation of schedules you use frequently. PMDirect can even send
automatic email notifications when PM work orders are generated!

In this manual, we've provided you with everything youw’ll need to
know to use PMDirect to your facility’s fullest advantage. We'll walk you
through everything from the account setup process to how to create and
activate schedules for all of your locations, to how to run reports.

To make the instructions in this manual as easy to follow along as
possible, you will see page names and important words written in bold font,
while actions you should take (links to click) at any given point, as well as
chapter headings, will be shown in red so they’ll be hard to miss. Keep an
eye out for “SCHOOLDUDE SAYS?” tips and notes, included to help you
out along the way.

For your convenience, this manual includes a brief overview of the
Administrator’s role at the beginning, as well as a glossary of terms and
symbols near the end for easy reference. Please take a moment to look over
the glossary before getting started to familiarize yourself with these terms
and symbols as you'll see them throughout your use of PMDirect. We've
also included a Help Reference page at the end of this manual to guide you
to any assistance you might need via telephone, email, or live online chat,
should you still have any questions.

Your success and the success of your facility are our number one
priority here at SchoolDude and it’s something we get really excited about.
We want you to get excited too! Should you ever have any questions or
concerns, we are never more than a call or a click away. No question is too
big or too small for us. We’re here for you!



PMDirect Roles: Who’s Who in PMDirect.

There is only one role within PMDirect and that is:

The Administrator: This is the only person (or persons) to have access to
the entire system, including the Account Setup, in PMDirect. They can see
everything that is going on and can run reports in PMDirect and
MaintenanceDirect.

It’s important to point out that the actual creation and performance of
work orders is carried out in MaintenanceDirect so only those involved in
designing schedules have access to PMDirect. An employee’s role in
MaintenanceDirect is what dictates how the work is actually performed.
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Administrator Guidelines

[. Welcome to the Home Page! Now What?

(A quick overview of what’s on the Home page.)

Once you've logged in with your user name and password, you're taken directly
to your Home page. It should look something like the example below.

Quick Launch |

Create PH Schedule | hies
Print PH Work Orders | Buildings
User Forum Projected PM Labor Hours | Calendar Event Types
EEr— ot ] e
Hello schaoldude | 10 Employees
Administrat! Fruipment
1F you are nat Schoaldude 1 | Groups
Administrat please click | Locations
here. 78 | Manufacturers
PM Schedules
—e 1 PM Templates
"M Waork Crders,
[P work | 5 Projects
g - Projected Purchases
Suppliers
Period | Types
[all v 2.4
0 New Hequest 1 wege.
o i il il
[ Jan07 Fe0T
[Note: Grauh calculabans represent ours for scedules
created/updated Ehrma rsterday. Far up-to-date caleulations
158 “Print Your Schedule” aption.)
How's your track record?
(Actual, Estimated and Deferred Labor Hours)
Next Schedules to
senerate
No PM Schedules at this
time.

Click here to wmlk

. o an Online
Home  Calendar  New Schedule  Account Settings
— Operator HOW!

Fowered by:

Condions of Use | Privacy Policy | Securnil ty Staternert E

Across the top of the page, there are four tabs reading: “Home”, “Calendar”, “New
Schedule”, and “Account Settings”. Each of these tabs will be discussed in detail further
on but for now, let’s take a look at the Home page. It contains the following;

1. WAEE SRS This section provides commonly used links including
Create PM Schedule, Print PM Work Orders, and User Forum (a place

to submit questions and/or problems you encounter while using PMDirect.
You can also read questions others have posted.).

pJ LOGIN HERES] you are logged in, you should see your name here. If

you do not see your name, click the word “here” to log in correctly.



3. m: Provides links to create a new schedule, print PM work

orders (either batch or individual printing), and the SchoolDude.com
PMDirect User Forum. This section also supplies the date that PM work
orders were generated and the next date that PM work orders are planned
to generate.

Next Schedules to
rmGenerate : This section of the Home page provides

information about the next five days of schedules that will be generated.
There is a link to change the view to the next ten days of schedules, if you
wish.

oAl Projected PM Labor Hoursgy graph in this section shows the

next three months of projected PM labor hours. This information comes
from the “estimated hours” field on the New Schedule form, which we’ll
cover in detail later. These hours are only a projected estimate, not a view of
the actual hours. For actual hours, please view reports in
MaintenanceDirect.

"SCHOOLDUDE SAYS: Macromedia Flash Player (a free download) is

required to view the pie graph on the Home page, as well as other graphs
throughout PMDirect.

i nformation AnalysisigyRes your go-to section for “getting it

done”. It provides important links for all the major components of PM
schedule management: Budget Codes, Buildings, Calendar Event Types,
Classifications, Crafts, Employees, Equipment, Groups, Locations,
Manufacturers, PM Schedules, PM Templates, PM Work Orders,
Projects, Projected Purchases, Suppliers, and Types.

7. LR el Ba s e =0 These are the PM schedules that have been

started but not completed. They are not active and will not generate work
orders. If you start a PM schedule and do not get a chance to finish it, it will
be listed here. They can be either edited or deleted from the “In Definition
Stage” list.



8. Help : Help links are available in both the top and bottom right-hand
corners of your Home page. Clicking on the Help link in the top right-hand
corner will take you to the PMDirect manual at any time.

If you need to communicate directly with SchoolDude Support, however, go
to the two links in the bottom right-hand corner of your Home page. To
connect directly with someone from SchoolDude support via Instant
Messenger, click on the word “here” (underlined and highlighted in red).
See below:

Click here to talk to
an Online Operator

MOW!
I -

To write and send an email directly to SchoolDude support, simply click
on the Email icon directly below the link we just mentioned. The Email

link looks like this:

MOW!

5 'E!

A blank email form will pop up, already addressed and ready to use, using
whatever email program is set to be used by your Internet browser. If
nothing is set, you will be asked to install Microsoft Outlook.

9. The Quick Links provide you with a really easy way to navigate quickly
between SchoolDude products while you work. For instance, if you would
like to move from PMDirect to MaintenanceDirect for whatever reason, all
you have to do is click on the Quick Links drop-down box, choose the
MaintenanceDirect from the list provided there, and you'll be taken to the
same page in MaintenanceDirect automatically. Quick Links is located at the
top of every page, near the right-hand corner, and looks like this:

Go Ta | - Quick Links - w| LOG



II. Account Settings: Tell Us All About Yourself!

The first thing you will need to do as Administrator upon logging in for the first
time is to set up all of your account information so that all options and fields will be
filled in and available.

Below are the steps that you'll need to follow in the order that will assure that the
information you need is there when you need it. Keep in mind that fields marked with
a1l both in the system and in this manual, are required fields and we will cover those
first.

L Ta

wSCHOOLDUDE SAYS: Before you get started, just a note to you about

the “Manage Codes” section of your Account Settings. All of the codes used
throughout PMDirect are nothing more than available information fields for
maintenance schedules to make them as clear and useful to your facility as possible.
Simply put, Manage Codes is just a way to specify whatever information you would
like to include on your maintenance schedules.



1. Getting Started: Click on the Account Settings tab at the top of the Home
page. The Account Settings page should look like this:

Home ' Calendar ' New Schedule ’ Account Settings
Search for: _@

Advanced Ssarch | Help
Account Settings Shortcuts

#* Account Setup Steps | [C] Account Info [ Logo Setup % Generate PM's On |1 Role Setup

D Manage Codes 4 User Login Log 4 PM Users &4 Copy Schema

|0 About Combo

Your PM Direct Account Settings

To begin your journey in PM Direct, you should enter your organization's infarmation i the forms below beginning with
Account Infarmation. This is a one-time setup but you may come back to make modifications as often as ns

Please note to begin using PM Direct you must define your Account Information, define when to "Generate PM's,” and define
your Groups, Classifications, and Types. If you adopted a schema standard such as Uniformat or CSI then your Groups,
Classifications and Types are already defined. You may add the other information such as budget codes at any time.

P Account Settings
Setting your account for PM Direct.

P Generate PM's On
Set PM generation frequency.

- Manage Codes
Add and update all of your system codes such as budget, project, location, and much mere.

Budget
Buildings
Calendar Event Types
Crafts
Employees
Equipment
Locations
Manuiacturers
PM Schedu

PM Templates
Project

Suppliers

1. Grot
2. Classifications
3. Types

P Role Setup

P User Login Log
All BM Direct users login information.

P PM Users
Identify all PM Direct users and define their roles.

Home Calendar

Powered by:

@R

Conditions of Use | Privacy Palicy | Security Statement

Click he
New Schedule Account Settings to an




2. ¥ Account Information: Click on the Account Settings link and on the
Account Information page (shown below), create your setting preferences.

e

Calendar New Schedule

search for: I @
dvanced Sapch | Halg
Account Settings Shorteuts Ry = .
&~ Account Setup Steps 71 Account Info = Luyw Selup Generate PH's On £l Rule Setup

| Hanage Codes 3 user Login Log A PH Users o Copy Schema
I About Comba
Legend: [7] Indicates reguired information,

Account Information
You may selec the purpose and budget code from the bt o keave empty,

Your Time fone

EST (GMT-05:00-105 & Canada)
Current Server Date/ Time
11/10/2006 16:12:18

Comptroller
Purpose Code
[Preventve Maintenance v

Budget Code
== Select Budget Account -- ~

Current Perlod (riscal resr segin/tnd) ]
afyzo0s |5 - (a3yzo0e | [H

Requested By (Default requested by for New PM Wis.)

Select Arquested By - W
[ ¥es, automatically generate inventory Issue transactions when creating PM work orders.
PM Work Orders taking longer than | days to complete are considered deferred work.
{Mote: & zera entry means this caladation will nat be applicd when caleulating deferred work, This is reflected in
the "How's your track record?” graph cption shawn on PMDirect's home page. This option setting does not affect
the status of PM WO's.)

Click here to talk

o an Online

W Calend New Schedule  Account Sett]
ome ndar  New ule i nas Operator HOW!

_Powered by:

i ’c g E i E Condions of Use | Privacy Policy | Secunity Staternent E

e Notice that your Time Zone, and Current Server Date/Time are already set.

e Select your Purpose Code. Unless you change purpose code names in
MaintenanceDirect, it’s a good idea to set this to “Preventive Maintenance”. You
should also make sure that the Preventive Maintenance purpose code in
MaintenanceDirect is set to “Preventive Maintenance”.

e Select your Budget Code. Only set this if all PM work expenses will come from a
single budget.

SCHOOLDUDE SAYS: Purpose and Budget codes carry over from
MaintenanceDirect if any have been entered there previously. You’ll learn how to
add new Budget codes a little further on in this manual.

e Select the Current Period (Fiscal Year Begin/End) Dates.

e Requested By: This will be the default “requested by” name for new PM work
orders.



e Click the check box next to the word “Yes” if you would like to have inventory
issue transactions generate automatically when creating PM work orders.

SCHOOLDUDE SAYS: This only applies if you also own InventoryDirect.

If you do own InventoryDirect and you leave this option blank, it will only submit
an inventory request, not an issue.

e In the box provided in the paragraph near the bottom of the page, insert the
number of days after which you'd like for work orders to be considered as
“deferred”. This doesn’t automatically change the status of the work, as it only
applies to the chart on the PMDirect Home page.

e (lick the Submit button.



3. PMDirect Users: In this section, you can add any users you need to include as
Administrators in PMDirect. There are no other roles in PMDirect, but your users names
will carry over from MaintenanceDirect to make adding them that much easier for you!

e To get started, click on the PM Users link at the bottom of the Account Settings
page. You'll be taken to the following page:

alendar ' New Schedule ' Account Settings

rch | Help
Shortcuts

7" Account Setup Steps| (O] Account Info [ Logo Setup 7 Generate PM's On |1 Role Setup
ID Manage Codes A User Login Log 4 PM Users @ Copy Schema
10 About Combo

Legend: Click [&] to sort table by that column.
This icen & appears when a user login is disabled.

Filtering
View Last Name beginning with:
ABCDEFGHIJKLMNOPQRSTUVWXYZal Role
Personnel Type
[au v
List of PMDirect Users + Add User
1 -1 of total 1 listed First 4 Prev Next p Last
Name pv Email 7 Phone 7 Pager o7 Role 7
Fax Cellular Phone 7 Personnel Typeprt
Date Added 7
Administrator, Schooldude schooldudeadmin@schooldude.com PMD Administrator
Not Assigned
11/6/2006 3:28:50 PM
+ Add User First 4 Prev Next p Last
Yy Print This!

Click he

e Next, click the Add User link at either the top right or bottom left corner of the
List of PMDirect Users section.

e Once you click this link, you'll be taken to the following page:

Home ' Calendar ' New Schedule ' Account Settings
Search for: _@

Advanced Search | Help

Participants Shortcuts

) Back to
Administrative Functions

SchoolDude Test District

Here's a list of registered users. Select one to add as PM Direct user or click "New User” button.

’.\INW‘ 4 User List ‘ ® ‘ M ‘ M ‘

Registered Users

Dude, Alfred ¥

Click here
. to an Or

Home Calendar New Schedule Account Settings
Operator

Powered by:

@
&

Conditions of Use | Privacy Policy | Security Statement 6”,‘



e Once you're on this page, you'll see the “Registered Users” drop-down box.
Clicking on this box will drop down a list of all the users previously entered into
MaintenanceDirect. All you have to do to carry them over to PMDirect is the
following:

e Select their name in the drop-down list.

e C(Click the Add This User button.

You'll be taken to the PMD Participant Information page, which looks like this:

T oinecr

[ %2 New | 8 Usertist | # Comtact Info | B PH Dieect | £20 Subscription
Administrative | unctions #ole Notifications

Legend: [7] Indicates reguired information,
(& Account Administrator

Login Name AC.de &
Firdt Name [@Fed &
Last Name [Bude ]

Email [adudr@grew.com ]

{Note: l:ponsmﬁelds helps superviscrs and
55 and manege work assignments.)

Pager Emall ] Nmfy electronically by Pager?
(Nate: P
UH n’:uﬂ llllnan lllc(NnIc nnM(llIDnl \‘nu can test here,

Cellular Phone

Cellular Email [ notify slectronically by Cellular Phane?
(Mate: Callular nmﬁ ram »:rl:mqu.lr

P
st m | nie nobé B Vou 64h Bide I
Ol firgt 160 s priborigetive -nn

[. Back to Parmcipant st | [ Nest Step |

Click here to talk

o an Online
Home Calendar New Schedule  Account Settings
— Operator HOW!

i ’c g E i E Conddtions of Use | Privacy Palicy | Security Stalernent

e Check the name and contact information of the User, making any necessary or
desired changes. Note that you can also disable a User’s login from this page.

e Click the Next Step button when you're finished or click Back to Participant List
to return to the previous page without making any changes.



e On the next page, decide whether or not you want to mark this person as a
PMDirect Administrator or if you want to mark them as “Not a PMDirect User”
by clicking the appropriate circle.

e If you want the user to be notified of their new login information via email, click
the check-box provided for this option. You can also indicate here whether or not
you want a copy of the login email to be sent to you and/or to any other
administrators in PMDirect.

e Click Next Step when you're finished or Back to return to the previous page.

You're finished! After clicking Next Step, you'll be taken back to the List of PMDirect
Users page, where you'll see that your new user has been added.

10



Adding New PMDirect Users:

e On the List of PMDirect Users page, click the Add User link in the top left or
bottom right corners.

e  On the next page, shown below, click the New User button.

Home ’ Calendar ’ New Schedule ' Account Settings

Advanced Search | Help

Participants Shortcuts
2 Back to 3 New| i user List ‘ - ‘ M ‘ M
Administrative Functions
SchoolDude Test District

Here's 3 list of registered users. Select one to add as PM Direct user or dick "New User” button.

Registered Users
Add This User

Click 1
Home Calendar New Schedule Account Settings 0:'&_
Powered by:
<CO Conditions of Use | Privacy Policy | Security Statement

e You'll be taken to the PMD Participant Information page, shown below:

Home ’ Calendar ' New Schedule ' Account Settings
earch for: [N @

Advanced Search | Help
Participants Shortcuts

O Back to
Administrative Functions

Legend: [/] Indicates required information.
@ Account Adm

PMD Participant Information
LoginName | |7 M Indicates required information.
Password | | (Minimum 6 characters.)
Cormpasword |7
First Name &)
Last Name 7}
Email [

(Note: Reports to fields helps supervisors and
administrators process and manage work assignments.)

Personnel Type |not Assigned v
Phone Number
Fax ‘
Pager |
Pager Email [ Notify electronically by Pager?
(Nate: Pager notifications far work requester is not supparted.

Unit must support electronic notifications, You can test here,
Only first 160 charactars will b sant.)

*3Ne~| 2 User List ‘ L] ‘ M ‘ M

rator

Cellular Phone |

Cellular Email [ notify electronically by Cellular Phone?
(Note: Cellular notifications for work requester is not supported.
Unit must support electronic notifications, You can test here,
Only first 160 characters will be sent.)

Disable Login? [ Effectiveon | |

(Note: Disabled users cannot lagin or receive email
notifications, but reparting functions for the dizabled users will
still be evailable.)

Back to Participant list | [ Next Step |

Click here
toan O
Operator

Home Calendar New Schedule Account Settings

Powered by:

S scHooL
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Fill in the required fields (marked with a ¥y, including Login Name, Password,
Name, and Email, along with any other information you'd like to include.

Click the Next Step button at the bottom of the page when you're finished.

Follow the same directions as those for adding an existing user, starting on page
0.

12



4. Generate PM’s On: In this section you'll set up how often you want the

SchoolDude.com servers to generate your work orders. This doesn’t set up the frequency

of schedules, however. Each night at midnight, our server will generate the work orders
as you specify here.

You can reach the page you need by clicking the Generate PM’s On link on the Account
Settings page.

Account Settings Shortcuts
Account Setup Steps| (T Account Info 3 Logo Setup Generate PM's On |zl Role Setup
Manage Codes User Login Log PM Users Copy Schema
About Combo

When should preventive maintenance work be generated?
Mote: PM work orders are generated each night. The results can be emailed directly to you (see below).
Begin auto generation date

Please specify the first date PM WO generation should start, once you have this date specify you cannot change it
in the future.

Generate PM Work Orders every |1 days and |1 days ahead of their due date.
[ ves, create new PM WO even when there is a work order in-process, not completed/closed.
Mote: Creating future PM WO's will require PM WO's to be generated with non-complete/closed PM WQ's. Check

"Yes, create new PM WO even when outstanding work order has not been completed/closed.” if you want to
create multiple future PM WO's for the same schedule.

[ Yes, send a notification when PM WO's are created to this email address |schooldudeadmin@schooldude.co

Home Services More Information Demo
_Powered by:
Tht SCHOOL
DUD¢

Conditions of Use | Privacy Policy | Security Statement

o First of all, youw'll need to specity the date on which you'd like for PM work order

generation to start. Keep in mind that once you set this date, you can’t change
it.

e Next, decide how often you want PM work orders to be generated by filling in
the following blanks: “Every _ daysand __ days ahead of their due date. This
lets you determine the frequency that PM work orders will be generated, as well
as giving you however much time you'll need to see them before their due date.

SCHOOLDUDE SAYS: If you’re printing out work orders for your staff,
you may want to enter 30, 30 so that one big batch will come out that you can easily
print each month. If your staff logs into MaintenanceDirect to perform their work,
you may want to enter 1, 14 so that it checks every evening and gives the staff two
weeks of lead time (they’ll trickle in instead of batching in at once).

o After that, you'll need to decide whether or not you'd like for a new PM work
order to be created, whether or not there is a work order in-process and not
completed/closed. Indicate your decision by using the check-box provided.

13
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wSCHOOLDUDE SAYS: Youwll need to also keep in mind for this step that
creating future PM work orders will require work orders to be generated with non-
complete/closed PM work orders. Check the box discussed above if you'd like to
create multiple future PM work orders for the same schedule.

e Next, decide whether or not you'd like an email notification to be sent when PM
work orders are created, and to whom. Click the check-box provided and then
enter the desired email address in the box. You can enter multiple email
addresses by separating them with commas.

QSCHOOLDUDE SAYS: Something else you’ll need to keep in mind here:

If you set it up so that you’ll receive an email notification when PM work orders are
created, you’ll get an email with EVERY PM work order that’s generated.
Depending on how much PM work that goes on at your facility, your inbox can fill
up pretty fast!

e Click Submit when you're finished. Your changes have been saved!

14



5. Budgets: If you would like to keep track of budgeting and project-related costs
(optional), enter your budget information here. A Budget option will show up in the
next step of your Account Setup process (Locations), so in order to have it available
then, it should be set up now. You can have a different budget for each location or for
each project or schedule. Organize your budgets in the way that works best for you.

To get started, click the Budget link on the Account Settings page. You'll be taken to
the My Budget page, which looks something like this:

Account Settings

Dudget Sh
9 Talk Aboul I * | it Suppliers * ‘o New & My Budget Codes| [ Graph = Print
Hy Schedules | My Schedules

= i in C ityDirect required for ipaticn. Cx ion is shared within the entire
membership but PM Direct data is kept private to each account.
Loegend: Click (8] ra sart table by that ealumn.
Flitering
Quick Edil | ja)

Wiew budgets starting by Gudget Code:
012345678 9ABCDEFGHIJKLMNOPQRSTUVWXYZAN

My Budget + add New Sudget Code
1« 5 ol tatal § lutad
Budget 7 Budgel Code 0 £ PM Schedulbes 0 Fulimaled Cost O
MHotes
Arry e alalted or donated b the Mrary for sew Libieairy Fural [] £0.00
hm‘:k ndia. h i
athletics Fund Dudgetz o $0.00
Budgst for any faculty retreats taken. Budgeta o §0.00
Marching Band Fund Budgeti o £0.00
Sehanl Clubs Furd Fuslgntd ] £0.00
+ Add New Budyel Code
*Calculstans shown on this page represent costs thruugh yesterday.
_I) Print This! For up-lu-date caldabons use "Print My Schedules” ootons.

Click hare o talk

Home Calendar New Schedule Account Settings to an Online
Qpesator NOW!

Fowered by:
‘m Condations of Use | Privacy Policy | Security Statement E‘»“;t

As you can see from the example above, if any budgets have been entered previously in
MaintenanceDirect, they’ll show up here in PMDirect, listed to show their Notes, Code
(name), any PM Schedules attached, and the Estimated Cost.

To see any particular budget code on the list, click on its name, shown in red in the list.

15



To add a new budget code, do the following:

e Click on the Add New Budget Code link in the top right and bottom left corners
of the My Budget list. See below:

+_Add Mew Budgst Code

You'll then be taken to the Add/Update Budget Code page, which looks like this:

= 'ﬁ' DiRecT

New Schedule

Search tor: I O
Actvamsed Sapch | Hali
Budget Shortcuts E - e
% Talk Abuoul I * 0 Suppliers * “d New o My Budgel Codes

Account Settings

raph = Prinl
My Schedules | My Schedules

infarmaticn is shared within the entire

B is in Communityirect required for ion. ©
membershio but FM Direct data is kept private o sach account,

Legend: [7] Indicates required information.

Add/Update Budget Code
[] Budget Code
[¥] Deseription

Fiscal Year

Hudgat Monies - $0.00]

Rudgel Amount Remaining
Fiscal Year Begin: 9/1/2005
Fiscal Year End: 8/31/2006

HNoles

Add Mew Dudget Code
Go Back to Budgel Code List

Click here to talk

Home Calendar New Schedule  Account Settings O"“' ""U"l'"“ i
parator HOW!

_Powered by:
.c Cunddions of Use | Privacy Palicy | Security Staternent

e On this page, enter the name of your budget in the Budget Code box provided.

e Inthe “Description” field, give the budget a self-explanatory name or give a brief
description of what the budget is for.

e Enter any Fiscal Year Budget Monies and any notes you wish to include.

e (Click Submit.

‘SCHOOLDUDE SAYS: Keep in mind that the Budget window will display
the budget’s code and description. You will have room for about 30 characters.

16



When the page refreshes, you will be taken back to the My Budget page where you will
see the new budget has been added at the bottom of the list. Initially, it will show with a

yellow thumbs-up ({,,. ) next to it, which indicates that the budget is currently active.
To deactivate the budget (and to reactivate it at any time), simply click on the thumb.

This will change it to a grey thumbs-down ( ), which indicates that the budget is
Inactive.

£

SCHOOLDUDE SAYS: To delete or update a Budget at any time, click on the
Budget name on the My Budget page. Once on the Add/Update Budget page, you can
either edit the budget information, clicking Submit when you’re finished, or you can
scroll down to the bottom and click Delete Record to take the budget off of your
list.

@

SCHOOLDUDE SAYS: Budgets with costs attached can NOT be deleted
unless costs are reassigned.

Also, changes in $ amount update each night at midnight.
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6. Locations: Locations are typically campuses in a school district and will
carry over from those entered in MaintenanceDirect. If you manage a single campus, you
may want to use locations for different places on that campus. (Examples: Dude High
School, West Campus).

You can reach the Locations page by clicking on the Locations link on the Account
Settings page. It should look something like this:

Home ' Calendar ' New Schedule ' Account Settings

Advanced Search | Help
Location Shortcuts
% Talk About It1 * | & Suppliers * ‘ & New‘ & My Locations ‘ [ Graph My Schedules ‘ (=) Print My Schedules ?gﬁ;‘h'g';ks

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: Click [8] to sort table by that column.
& Use Location in PMDirect
bl Hide Location in PMDirect

Estimated Fiscal Yr PM Costs for total of 0 Schedules assigned "All Locations™: $0.00
Filtering
iew locations starting by:
0123456789ABCDEFGHIIKLMNOPQRSTUVWXYZAI

My Locations + Add New Location
1 - 6 of total 6 listed Previous 10 Next 10
# Students 7 Sq.Ftpy Date Built 7
PM Cost/Student PM Cost/SqFt Facility Age
Q Sloan Community College 9850 50000 1/22/1987 $0.00
0 £0.00 $0.00 19 years
) Sloan Elementary Schaol 1500 25000 3/28/1950 $0.00
0 $0.00 $0.00 56 years
3 Slaan High School 2500 22000 3/28/1980 $0.00
0 $0.00 $0.00 26 years
3 Slean Middle School 1000 20000 3/28/1985 $0.00
0 $0.00 $0.00 21 years
3 South sloan High schal 1300 o $0.00
0 $0.00
 West Sloan High Schaol 2500 $0.00
0 $0.00

+ Add New Location

. *Calculations shown on this page represent costs/counts through yesterday.
) Print This! For up-to-date calculations use "Print My Schedules” options.

Click here to 1
Home Calendar MNew Schedule Account Settings O‘;;:lt(v)rnrlll(l;;
Powered by:

SCHOO!

]
com Conditions of Use | Privacy Palicy | Security Statement w

What you'll need to do on this page is to activate the Locations for which you’ll be

creating PM schedules. To activate a Location, click on the grey thumbs-down ( @)
icon next to that Location’s name. When the page refreshes, the icon will be changed to

a yellow thumbs-up (flb") to indicate that the Location is now active.
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To add a new location, follow these steps:
e Click the Add New Location link on the My Locations page.
e You'll be taken to the Add/Update Location page, which looks

like this:
'ﬁ" DIRECT

Calendar New Schedule

search for: [N
Advanied Suwieh | Halp
Location Shortcuts . = : :
9 Talk Ahout 11 * | & Suppliers * | 1 New | & My Locations | [ Graph My Schedules | £ Print My Schedules | 200k Links
e e e et : |
membarehip buk PM Direct data s kept prvate to ach scount,
Legend: [7] Tndicates required infarmation.

Account Settings

it is shared within the entire

Add/Update Location

Location Code: |

[] Location Description |
Number of Students :_'

Square Footage |

Date Built | 1m
MNotes |
Budget Code |-~ Select Budget Accourt -+ ¥ |

Tatal Lacation Cost YTD $0.00

(Mate: Calculations shown on this page represent costs through yesterday.
For up-ta-date calculations use “Print Tour Costs” aptions.

Add/Update Record
Add Mew Location
Go Uack to Location List

Click here to talk
o an Online
Opurator NOW!

Home Calendar Mew Schedule Account Settings
Powered by:

-CEEEE Concionsof s | rivacy Falcy | Security Satemant [

e On the Add/Update Location page, assign a code to your location
and enter it in the Location Code field. (An example of a Location
Code would be “THS” for “Triton High School”).

e In Location Description, enter the name of the location.

e Enter any further information you have, including number of
students at each location, square footage, any notes you wish to
make, and budget code. Then click Add/Update Record.
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You will be taken to the following page:

ﬁ| DIRECT

Home ' Calendar ! New Schedule ' Account Settings
search for: [N

Advanced Search | Help
Location Shortcuts

# Talk About It * | i Suppliers * ‘ & Neur‘ 4 My Locations | F# Graph My Schedules ‘ £, Print My Schedules

Quick Links
~Buildings

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: [] Indicates required information.

Add/Update Location
Location Code |NESH ] ho <
[¥] Location iption |NorthEastern Sloan High |

Number of Students o ]

Note: Enter the number of students sarved by
is |
Swarefootages ]
Date Built g
e i ——
o

B This Month
Budget Code |- Select Budget Account — | v B Last Vonth
Total Lecation Cost YTD $0.00 Note: Right click on the graph ta print,

(Note: Calculations shown on this page represent costs through yesterday.
For up-to-date calculations use "Print Your Costs” options.

(__add/update Record | [ Delete Record |

Add New Location
Go Back to Location List

Click here to talk
: to an Online
Home Calendar New Schedule Account Settings

o Operator NOW!
Powered by:

00!
«COM

L
Conditions of Use | Privacy Palicy | Security Statement

You can make changes to your Budget information on this page now or at any time by
clicking on the name of the budget on the My Budget Codes page. The Location Costs
section to the right is a graph that will show costs for this location for This Month in
green and Last Month in purple.

'SCHOOLDUDE SAYS: To delete a Location, click on the Locations link from
the Account Settings page. Click on the name of the location on the My Locations
page, scroll to the bottom of the Add/Update Location page, and click Delete.
Confirm by clicking OK in the box that will pop up and you will immediately be
taken back to the My Locations page which will show that the location has been
deleted.

You will not be able to delete a location once costs have been assigned to it.
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7. Buildings: This section is optional, but if you have multiple free-standing
structures on a campus, these could be listed as buildings for a particular location
(Examples: Dude Hall, Smith Performing Arts Center, etc.). As with Locations,
Buildings will carry over from those entered in MaintenanceDirect so that all you have to
do here in PMDirect is to activate those that you will be working with.

You can also add Buildings in PMDirect that will carry back over to MaintenanceDirect,
but try to avoid using smaller structures like field houses, pump houses, or modular units

as Buildings.

The My Buildings page can be reached by clicking on the Buildings link on the
Account Settings page. It should look something like this:

Advan
ing Shoricuts
@ Talk & Suppliers *
About Tt! *

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but MaintenanceDirect data is kept private to each account.

# My Buildings H Graph =) Print

*f New
My Schedules My Schedules

Legend: Click [#] to sort table by that column.
& Use Building in PMDirect
Q Hide Building in PMDirect

Filtering
View buildings starting by:
0123456789 ABCDEFGHIIKLMNOPQRSTUVWXYZal
My Buildings + Add New Building
1 - 2 of total 2 listed
- *Calendar
Location . Ft.
o Seftpg Cost YTD
£} € Boyd Auditorium Sloan High $0.00 $0.00
School
£} R Sloan Gymnasium Sloan High $0.00 $0.00
School

+ Add New Building
*Calculations shown on this page represent costs through yesterday.

_') Print This! =l | Printto Excel For up-to-date calculations use "My Building Reports” options.
Click here to talk
: to an Online
Home Calendar New Schedule Account Settings
o Operator NOW!
Powered by:
BuDe
L
-com Conditions of Use | Privacy Palicy | Security Statement

On this page, just as you did for Locations, just go down the list of Locations carried over
from MaintenanceDirect and activate those Buildings you will be using. Do this by

clicking the grey thumbs-down icon (Q ) next to that Building’s name to change it to
the yellow thumbs-up (E‘-:' ), which indicates that the Building is now active.
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Also as in Locations, you have the ability to add a new Building in PMDirect. To do this,
click on the Add New Building link on the My Buildings page.

The page you'll be taken to will look something like this:

ﬁ| DIRECT

Home ! Calendar ’ New Schedule ' Account Settings
search for: [N

‘Advanced Search | Help
Building Shortcuts

® Talk
About It! *
* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but MaintenanceDirect data is kept private to each account.

# My Buildings H Graph =) Print

“f New
My Schedules My Schedules

&> Suppliers *

Legend: [/] Indicates required information.

Add/Update Building
 Location

[¥] Building Name [Sioan Gymnasium

iy I—

Note: Enter the number of students served by this
building.

Entry Managed By Administrator :
Building Used By

Add New Building
Go Back to Building List

Click here to talk

: to an Online
Home Calendar New Schedule Account Settings
4 Operator NOW!

Powered by:

|
-com Conditions of Use | Privacy Policy | Security Statement

e Select the Location of the building from the drop-down box
provided.

e Enter the Name of the building.
e Include square footage and number of students served, if desired.

e (lick Save at the bottom of the page.

You will then be taken back to the My Buildings page which will show the new
building that you just entered (see screen shot on the next page). Continue adding
Buildings by clicking the +Add New Building link and repeating the steps above.
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http://www06.schooldude.com/toolbox/mydtwo/mydtwo_s/mydtwo_buildingnew.asp?sortby=BuildingDescasc

Advancy
Building Shortcuts
® Talk
About It! =

M New # My Buildings # Graph = Print

My Schedules My Schedules

& Suppliers *

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but MaintenanceDirect data is kept private to each account.

Legend: Click [#] to sort table by that column.
&2 Use Building in PMDirect
<7 Hide Building in PMDirect
Filtering
View buildings starting by:
0123456783ABCDEFGHIIJKLMNOPQRSTUVWXYZAl

My Buildings + Add New Building
1 - 3 of total 3 listed
5 *Calendar *Fiscal
Name Location . FL
= o Seftp Cost YTD Cost YTD
3 C. Boyd Auditorium Sloan High $0.00 $0.00
School
<3 R. Sloan Gymnasium Sloan High $0.00 $0.00
School
&, Sloan Gymnasium NorthEastern $0.00 $0.00
< Sloan High

+ Add New Building

. *Calculations shown an this page represent costs through yesterday.
Print This! [ | Prntto Excer For up-to-date calculations use "My Building Reports” options.
= 3

Click here to talk
: to an Online
Hi Calend: N Schedul A L Setti
lome  Calendar New ule  Accoun ings Operator NOW!

Powered by:

-COom Conditions of Use | Privacy Policy | Security Statement M

‘SCHOOLDUDE SAYS: To edit/update information for a particular building,
simply click on that building’s name on the My Buildings page, make the changes
that you wish to make on the Add/Update Building page, and click Save.

‘SCHOOLDUDE SAYS: To Delete a building, simply click on the name of that
building on the My Buildings page. Once on the Add/Update Building page, click the
Delete button near the bottom. The building will then be deleted.

‘SCHOOLDUDE SAYS: You will not be able to delete a building once costs
have been assigned to it.
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8. Cralfts: Crafts are generic skills needed to fix a problem. MaintenanceDirect and
PMDirect have over 200 crafts to choose from. Crafts help you organize your work and
assign it to the appropriate people. Think of crafts as another way of saying “trade code”

or “problem type”.

To set up Crafts, simply follow these steps:
e From the Account Settings page, click on the Crafts link.

The page you are taken to should look like this:

Home , Calendar ' New Schedule ' Account Settings
Search for: _®

Advanced Search | Help
Craft Shortcuts
% Talk About Tt! * | & Suppliers * | 1 My crafts | § craft List | [#] Graph My Schedule | £ Print My Schedule

= Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: Click (8] to sort table by that column.
Use Craft in MaintenanceDirect
L] Hide Craft in MaintenanceDirect

Filtering
ABCDEFGHIJKLMNOPQRSTUVWXYZAI

My Crafts

1 - 20 of total 251 listed Previous 20 Next 20 p

Craft p # PM Schedules Estimated Cost

=) Advertisements 0 $0.00
Q Air Conditioning 0 $0.00
3 Alarm (s} $0.00
Q Appliance Repair 0 $0.00
) Architect 0 $0.00
K Asbestos o $0.00
) Asphalt 0 $0.00
) Athletic Fields 0 $0.00
3 Audio/Visual 0 $0.00
2 Autoclave 0 $0.00
2} Backflow ) $0.00
Q Band Instrument Repair 0 $0.00
Q Bleachers 0 $0.00
<3 Bailer 0 $0.00
Q Building Engineer o $0.00
) Burglar Alarm 0 $0.00
Q Bus Seat Repair 0 $0.00
Q Cabinet Shop 1} $0.00
) Cabling ) $0.00
Q Cafeteria 0 $0.00
Next 20 b
; *Calculations shown an this page represent costs through yesterday.
) Print Thia! For up-to-date calculations use "Print My Schedule” options.
Home Calendar New Schedule Account Settings
Powered by:

biibe
.com

Conditions of Use | Privacy Policy | Security Statement

‘@Imnecr

Click here to talk
to an Online
Operator NOW!

£ ,EI
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e Begin activating Crafts by scrolling through the list of Crafts given and
clicking on the grey thumbs-down (“;’) to change it to a yellow thumbs-
up (), which indicates that the Craft is then active.

A

LS

N SCHOOLDUDE SAYS: To speed up this process, click on the My Crafts
shortcut at the top of the page:

T My Crafis

This will take you to a long list of all the Crafts that you can simply scroll down
and activate, rather than switching from page to page with every twenty Crafts. You
may want to turn on any crafts being used in MaintenanceDirect that you need to
perform PM work on.

Try starting out with the smallest number of Crafts activated as possible to limit
the confusion of your new users when they fill out a form. You can always activate more
crafts later.
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0. Suppliers: This step in the Account Setup process allows you to keep track of all

of the suppliers used by your educational facility when ordering equipment and supplies
for various projects. Suppliers entered in MaintenanceDirect will automatically carry
over to PMDirect. New suppliers are normally added because there’s a regular supplier
you use for certain materials or PM schedules and you know that purchases from this

supplier will be approved.

To start adding suppliers, follow these steps:
e On the Account Settings page, click on the Suppliers link.

e On the My Suppliers page, click the +Add New Supplier link.

e You will be taken to the New Supplier page, which will look like this:

Home ' Calendar ' New Schedule ' Account Settings
search for: [N

Advanced Search | Help

Supplier Shortcuts
& New Supplier | = My Suppliers =) Print My Suppliers

Legend: [/] Indicates required information.
Quick Navigation

Supplier Information Department Web Site URLs Contacts Notes Payment/Billing Information
You ate hers
New Supplier

1. Supplier Information

M o i in"Name| ‘

Address ‘ ‘

Notes

Click here to talk
Home Calendar New Schedule Account Settings to an Online

Operator NOW!
Powered by:
N
-com Conditions of Use | Privacy Policy | Security Statement

e Enter the Organization Name (the name of the supplier) here.
e If you have the Supplier’s address, enter it here.
e Include any notes you wish to include in the field provided.

e Click Next Step.
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http://www06.schooldude.com/toolbox/mydtwo/mydtwo_s/mydtwo_suppliernew.asp

The page you are taken to next will look like this:

ﬁ’lmnecr

Home ' Calendar ' New Schedule ' Account Settings
search for: [N

Advanced Ssarch | Help

Supplier Shortcuts
= New Supplier | = My Suppliers £ Print My Suppliers

Legend: [/] Indicates required information.
Quick Navigation

Supplier Information  Departments Web Site URLs Contacts Notes Payment/Billing Information
-
You are here

New Supplier - Home Depot

2. Create New Department (Note: You can skip this step by clicking "Next Step”)

Name | |

Addra'is‘

Notes

[Prev Step ][ Next Step_|

(@ To remove a department, dick the red " button shown below in the "Remove” column. The department will be
removed immediately.
To edit a department, click the department name.

) e — e e a—
Fax

No departments in record.

Click here to talk

i to an Online
Home Calendar New Schedule Account Settings
o Operator NOW!

Powered by:
L
-com Conditions of Use | Privacy Policy | Security Statement

e If you would like to create a department name (if specifying a particular
department of your supplier is necessary), enter the name, address, phone, fax,
and/or any notes here. If you want, you can choose to skip this step.

e Click Next Step.

e If you wish to enter your supplier’s web site information, do so here. You may
also choose to skip this step if you wish.

e Click Next Step.

e Define Contacts: Enter the first and last name of your contact at this supplier and
provide any other contact information you wish to include (department, phone,
fax, cell, email, notes, etc.) To add more than one contact, click Add after filling in
the first contact’s name and information.

e Click Next Step.

e Create New Note: Enter any further notes you wish to include on this supplier.
You may skip this step, if you wish.

27



e Click Next Step.

e Payment/Billing Information: Enter your supplier’s billing information here:
Payment Terms (add Payment Terms by clicking the Add/Edit Terms link
provided), Delivery Terms, Federal ID#, Credit Limit, Minimum Order Amount,
Surcharge, and whether or not they are active.

e Click Submit.

¢ You will be taken back to the My Suppliers page, which will show your newest
supplier has been added.

5%

wSCHOOLDUDE SAYS: To update supplier information, click on that
supplier’s name in the My Suppliers list. Proceed through the steps above, making
the desired changes to your supplier’s information and click Submit when finished.

QSCHOOLDUDE SAYS: To delete a supplier once it’s been added and before
any costs are tied to it, simply click on that supplier’s name in the My Supplier list.
In the first “Update Supplier” step, click the Delete button at the bottom of the
page, beneath the Notes field. A gray confirmation box will appear to make sure
that you want to delete the supplier. Click OK. You will then be taken back to the
My Suppliers page, which will show that the supplier has been deleted.

®SCHOOLDUDE SAYS: Keep in mind that you will NOT be able to delete a
supplier once you have costs associated with it.
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10. COpy Schema: In the three sections following this one, we will cover Groups,
Classifications, and Types, but before we get started with those, let’s take a look at the
Copy Schema page, shown below, as this section can be used to clarify what Groups,
Classifications, and Types you choose.

@SCHOOLDUDE SAYS: Unless you really need to make your own Groups,
Classifications, and Types from scratch, SchoolDude recommends using one of the
pre-set code Schemas. These can be reached by clicking the “Copy Schema”
shortcut at the top of the Account Settings page. It looks like this:

% Copy Schema
These pre-set code schemas save a lot of time by pre-populating Groups,
Classifications, and Types, and can be modified as needed. You can also look at
these code schemas to get an idea of how Groups, Classifications, and Types are
typically used.

Home ' Calendar ' New Schedule ' Account Settings

search for: [ INNEG @

Advanced Search | Help
Account Settings Shortcuts
i/ Account Setup Steps| 7| Account Info [ Logo Setup i Generate PM's On | |1 Role Setup

|0 Manage Codes 4 User Login Log & PM Users % Copy Schema

| About Combo

Code Schema Definition

Select Code Schema you wish to use.
C UniFormat I (View code list)
(ICSI (View code list)

O MIAC 6:24 (View code list)

(JASFB (View code list)

O DE/DOE (View code list)

(ISISC (View code list)

O NMGCT (View code list)

O Create my own

Home Calendar New Schedule Account Settings

Powered by:

«COMm

Conditions of Use | Privacy Policy | Security Statement
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MSCHOOLDUDE SAYS: Once you copy a schema into your account, it will be
difficult to undo so please make sure that you want that particular schema.

If you choose to use a pre-defined schema, you can still add, modify, and delete to
customize groups, classifications, and types. You will not be limited to the schema that
is copied.

e Toview an example of each schema, click on the View Code List link provided in
parenthesis next to each Code Schema. DON’T click the empty buttons to the

left of each Code Schema—click those only when you wish to select that schema
for use.

To copy a schema, click the empty button to the left of it and then click Submit.
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11. GI'OUpSI Groups, classifications, and types are used to categorize schedules and
equipment. Groups are the broadest category of equipment or building systems, moving
down to Classifications, and then Types, respectively. An example of a Group would be
“Equipment”.

Classifications and Types will be covered in the next two sections but for now, let’s get
started entering our Groups.

To reach the My Groups page, click on the Groups link on the Account Settings page.
Groups carry over from MaintenanceDirect if they are entered there. In the example
below, no Groups are shown as having been entered:

Home ' Calendar ' New Schedule ' Account Settings

Group Sh
N = o Quick Links
# Talk Abouttni * | & Suppliers* | 7 New Group b
# My Groups | [i¥] Graph My Schedule | & print My Schedule Tpes
* Membership in CommunityDirect required for participation. CommunityDirect information is shared
within the entire membership but PM Direct data is kept private to each account.
Legend: Click [8] to sort table by that column.
Filtering
View Group starting by:
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZAa
My Groups + Add New Group
1 - 0 of total 0 listed
Group O # PM Schedules [0 Estimated Cost [0

No Groups in record.
+ Add New Group

; *Caloulations shown on this page represent costs/counts through yesterday.
) Print This! For up-to-date calculations use "Print My Schedule” options.

Click here to talk

Home Calendar New Schedule Account Settings to an Online

Operator NOW!
Powered by:
m |
<COl Conditions of Use | Privacy Policy | Security Statement

e To get started, click on one of the Add New Group links, located in the Shortcuts,
on the far right-hand side of the page just above the Group list, or on the far left-
hand side of the page just under the Group list.

e This will take you to the Add/Update Group page. On this page, simply enter
the description, or name, of the Group in the field provided.

e If you would like to have a specific image or icon to represent this group, browse
out and find the image you want.

e (Click Submit.

e You'll be taken back to the My Groups page where you'll see that your new
Group has been listed. See next page:
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Home ' Calendar ' New Schedule ' Account Settings
Search for: _@

Advanced S=arch | Help

Group Shortcuts

% Talk About Tt * | & Suppliers™ | *# New Group [ e i
# My Groups | [ Graph My Schedule | & Print My Schedule Types

* Membership in CommunityDirsct required for participation. CommunityDirect information is shared
within the entire membership but PM Direct data is kept private to each account.
Legend: Click [2] to sort table by that calumn.
Filtering
View Group starting by:
0123456789ABCDEFGHIIKLMNOPQRSTUVWXYZAN
My Groups + Add New Group

1- 1 of total 1 listed

Group [0 # PM Schedules [0 Estimated Cost 0
$0.00

0

Equipment
+ Add New Group
; =Calculations shown on this page represent costs/counts through yesterday.
Print This! For up-to-date calculations use "Print My Schedule” options.
=
Click here to talk
: to an Online
Home Calendar New Schedule Account Settings
e Operator NOW!

Powered by:

|
-COoIm Conditions of Use | Privacy Palicy | Security Statement

‘SCHOOLDUDE SAYS: To delete a Group, simply go to the My Groups page,
click on the name of the Group you wish to delete, and when the Add/Update
Group page opens up for that Group, click the Delete button.
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12. Classifications: Classifications are just a way of breaking down equipment
by what it’s used for. For instance, a classification could be “lawn equipment” or
“HVAC”.

To get started adding Classifications, do the following:
e C(lick on the Classifications link on the Account Settings page.

e On the My Classifications page, click on the +Add New Classification link.

e You'lll be taken to the Add/Update Classification page, which looks something
like this:

ﬁ| DIRECT

Home ‘ Calendar ! New Schedule ' Account Settings
search for: [N

Advanced Search | Help
Classification Shortcuts

Talk About It! {= Suppliers’ New Classification
% Talk Abs - " e + P g:JE:EI;SLmks

My Classifications | I Graph My Schedule | & Print My Schedule Tynes

* Membership in CommunityDirect required for participation. CommunityDirect information is shared
within the entire membership but PM Direct data is kept private to each account.

Legend: [/] Indicates required information.

Add/Update Classification
roup
] Description | | (max 255 characters)
This is your current icon, change it below.
Icon Image | | (Browss ) [ Delete 1con |

Click here to talk
to an Online
Operator NOW!

L

Home Calendar New Schedule Account Settings

Powered by:

H
-COMm

e Select the appropriate Group from the drop-down box provided.

e Enter the Classification you would like to add into the Description field provided.

e If you have an icon you would like to use to mark this Classification, click the
Browse button and add it. To delete an icon, just click the Delete Icon button
provided.

e Click Submit.

e You will automatically be taken back to the My Classifications page, which will
show that your new classification has been added.
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k=

MSCHOOLDUDE SAYS: To edit or delete a classification, simply click on the
name of the classification on the My Classifications page. On the Add/Update
Classification page, either make the desired change and click Submit or scroll down
and click Delete Record.

~= SCHOOLDUDE SAYS: You will NOT be able to delete a classification once
there are costs associated with it.
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13. Typ€SI Types are a way of further narrowing the classification of your
equipment. For instance, if your classification is “Lawn Equipment”, then your type
could be “Lawn Mower” or “Leaf Blower”.

To get started adding Types, do the following:
e Click the Types link on the Account Settings page.

e On the My Types page, click the +Add New Type link.

e You will be taken to the Add/Update Type page, which will look something like
this:

& Talk About It! * ‘ & Suppliers * ‘ ¥ New Type 2.‘""‘-“""5
# My Types ‘ & Graph My Schedules ‘ = Print My Schedules Gratps

* Mermbership in CommunityDirect required for participation. CammunityDirect information is shared
within the entire membership but PM Direct data is kept private to each account.
Legend: Click [8] to sort table by that calumn.
Filtering
View types starting by:
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZAI
My Types + Add New Type
1 - 0 of total 0 listed Previous 20 Mext 20
Type Description 7 # PM Schedules 7 Estimated Costs 7

No records found.
+ Add New Type

1 “Calculations shown on this page represent costs/counts through yesterday.
) Print This! For up-to-date calculations use "Print My Schedules” options.

Click here to talk

: to an Online

H Calend: N Schedul A L Setti
lome  Calendar New ule  Accoun ings Operator NOW!

Powered by:

Bube
-com Conditions of Use | Privacy Policy | Security Statement
e Select the Classification of the equipment.

e In the box provided, enter the new Type of equipment that you wish to add.

e If you have an icon you would like to use to mark this Type, click the Browse
button and add it. To delete an icon, just click the Delete Icon button provided.

e (Click Submit.

e You will automatically be taken back to the My Types page, which will show
that your new type has been added. See example on the next page:
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Type Shortcuts

% Talk About It = ‘ ¢ Suppliers = ‘ # New Type | ot i
# My Types ‘ B Graph My Schedules ‘ & Print My Schedules Grodgs

= Membership in CommunityDirect required for participation. CommunityDirect information is shared
within the entire membership but PM Direct data is kept private to each account.
Legend: Click [5] to sort table by that column.
Filtering
View types starting by:
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZal
My Types + Add New Type
1- 1 of total 1 listed Previous 20 Next 20
Type Description 7 # PM Schedules 7 Estimated Costs 1
Leaf Blower o $0.00
+ Add New Type

: *Calculations shown on this page represent costs/counts through yesterday.

Yy PrintThis! For up-to-date calculations use "Print My Schedules” options.

Click here to talk
to an Online

Home Calendar New Schedule Account Settings
0 Operator NOW!

Powered by:

U
-Com Conditions of Use | Privacy Policy | Security Statement M

‘SCHOOLDUDE SAYS: To edit or delete a type, simply click on the name of
the type on the My Types page. On the Add/Update Type page, either make the
desired change and click Submit or scroll down and click Delete Record.

‘SCHOOLDUDE SAYS: You will NOT be able to delete a type once there are
costs associated with it.
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14. P rojects (P roject COd&S)I Project Codes are another option intended to
help simplify the reports process by further specifying the nature of the work to be done.
In MaintenanceDirect, they provide a way to group several work orders together into a
common project.

You can reach the My Projects page by clicking the Projects link in the Information
Analysis section of your Home page or on the Account Settings page. Below is an
example of the My Projects page, which will show any projects carried over from
MaintenanceDirect:

e

New Schedule

search ror: [N
Acteinced Surch | Halp
Project Shortcuts 7 3 T = B

% Talk Ahout TH * i Suppliees * L Mew 31 My 1 craph = Print
Projects My Schedules My Schedules

Account Settings

i shared withen the entire

* i Co reguired for
| imembership bul PM Direct dats 1= kept private to each sccount,
Legend: Click = to sort table by that column.

3 Use Progedt Code mn PMDwect

<} Hide Project Code m PMDirect

Flltering
01234567 89ABCOEFGHIIKLMNOPQRSETUY WX Y Zall
My Projects + add mew Project
1-1 of total 1 listed
Project Code [ Project Description 1 # PM Schedules 5 Estimated Cost o
) Hlavaround Refurbishment o $u.00
* add New Fraje ot
*Caleulatiors shawn an this page represent easts theaugh yesterday.
_5 Print This! Far up-top-date enlculations Lse “Prirt My cehediny aptinng.
Click here to talk
" 1o an Cnline
Home Calendar  New Schedule  Account Settings
Oparator NOW!

_Powered by:

ﬂ ‘cos EE Conddians of Use | Privacy Palicy | Securdy Staterert

e On this page, you can activate projects for which PM work will be done by
clicking the gray thumbs-down icon to change it to a yellow thumbs-up icon
(active).

e Also, you can click the Add New Project link to create a new Project. You'll be
taken to a page where you can click the “Click Here” button to be redirected to
the Add/Update Project page in MaintenanceDirect. You can add a new project
there.
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15. Equipment: This is where you can list all of the equipment that your
educational facility has for maintenance purposes. This way, you can keep up with what
equipment you have, warranty information, when and where it’s being used, and more.
You don’t have to have all equipment entered before you start making schedules because
you can always go back in and fill out equipment later.

To start entering your equipment’s information, take the following steps:

e On the Account Settings page, click on the Equipment link.

e You will be taken to the My Equipment page, which will look something like
this:

' New Schedule ' Account Settings

4 Graph = Print

Mew Equi My
My Schedules | My Schedules

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: Click (8] to sort table by that column.
Filtering

View items starting by Item Number:
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZAI

My Equipment + Add New Equipment
1 -1 of total 1 listed First evious 10 Next 10 b Last
Item Number 7 Classification 7 Date Placed In Service 7 Warranty Date 7
Description iz Model Number ;7 Removed From Service ;7 Days Until Expiration 7

Location 7 Serial Number 7 Area Number 7 Area Description 7
Lawn Mower 1
0
$0.00
+ Add New Equipment
*Calculations shown on this page represent costs through yesterday.
_'J Print This! B | Printto Excel For up-to-date calculations use "Print My Schedules” options.
=5
Click here to talk
N to an Online
Home Calendar New Schedule Account Settings
. Operator NOW!
Powered by:
5|
-Com Conditions of Use | Privacy Palicy | Security Statement

o On this page, click the +Add New Equipment link.

e You will be taken to the Add/Update Equipment page. Enter your equipment’s
information, including;
v Item Number (required)
Classification
Type
Description: this is a good place to put any information you want to
mention about the equipment like part number, filter size, etc.
Manufacturer
Supplier
Date purchased
Original Cost
Location
Building
Area
Area Number

A NERNERN

AN N N N RN
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http://www06.schooldude.com/toolbox/mydtWO/mydtWO_s/mydtWO_EquipUpdate.asp?sortby=desasc&filterLetter=

Tag Number

Model Number

Serial Number

Out of Service Begin

Out of Service End

Date Placed

Date Removed

Warranty Expires

Life Expectancy Unit

Life Expectancy

Notes: Use this space for anything you might want the technicians to
know like what kind of oil is used, etc.
Reading Measurement

Current Reading

Previous Reading

Usage Unit of Measure: Comes in gallons only.

AN NN NN Y N U NN

AR NI NN

o Be sure to decide whether or not to include any notes you've made on the work
order form when it prints.

e Click Save.

When the page refreshes, you will be taken back to the top of the Add/Update
Equipment page, where you will see the words “New Equipment Saved Successfully!” in
red near the top (see below).

“

Home ' Calendar ' New Schedule ' Account Settings

search for: [N

Advanced Search | Help
Equipment Shortcuts

% Talk About It! * = Suppliers * T New © My Equipment # Graph =) Print
*» Duplicate My Schedules My Schedules

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: [] Indicates required information.

Add/Update Equipment

New equipment saved successfully!

E]tem Number |Lawr| Mower 2 |

* Ttem Number is a primary sort.
Please use an identifier that will sort your equipment in an

understandable way. You can use characters and/or
L Sy

Repeat this process until all of the desired equipment has been entered.

‘SCHOOLDUDE SAYS: Keep in mind that any equipment added in PMDirect
will need to be activated/turned on in MaintenanceDirect!
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16. Manufacturers: In this section, you can enter the information of any
equipment manufacturers that your educational facility uses. This, like the Suppliers
section, is optional, but comes in handy when running reports.

To get started adding Manufacturers, do the following:

e Click on the Manufacturers link on the Account Settings page.

e On the My Manufacturers page, click on the +Add New Manufacturer link.

e You will be taken to the New Manufacturer page, which will look like this:

lendar ' New Schedule ' Account Settings

Advanced Search | Help
Manufacturer Shortcuts
% Talk About It! * ’7', Suppliers *

& My [ Graph £ Print
Manufacturers My Schedules My Schedules

 New

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: /] Indicates required information.

New Manufacturer
1. Manufacturer Information

] Manufacturer Name ‘ ‘

@ This is your current logo, change it below.

Logo Image | | (Browse.. ] If vou don't have a logo to use, please i]
select from our logo library.

4| This logo image is used if you do not define one.
EX)

Library Icon

Notes
Next Step
Click here to talk
i to an Online
Home Calendar New Schedule Account Settings
s Operator NOW!
Powered by:
L

e On this page, enter the Manufacturer Name in the field provided (this is the only
required information).

e Ifyou like, browse and enter the Logo Image, Library Icon, and/or any notes you
would like to include.

e Click Next Step.

e Enter the Manufacturer’s Department Name.
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http://www06.schooldude.com/toolbox/mydtwo/mydtwo_s/mydtwo_manufacturernew.asp

¢ Include the Department’s address, phone number, fax, and any notes you wish to
include, if available.

e Click Save.
e Then, click Next Step.

e Enter the Web Site information of the Manufacturer, including the Department,
Web Site Description, and Web Site URL.

e Click Next Step.

e Define Contacts: Enter your contact information for this Manufacturer,
including First and Last Name, Department, Phone, Fax, Email, etc.

e Toadd more contacts, click the Add button and repeat the last step.
e To finish up, click the Finish button.

e You will be taken back to the My Manufacturers page, which will show that
your newest manufacturer has been added.

QSCHOOLDUDE SAYS: To update manufacturer information, click on that
manufacturer’s name in the My Manufacturers list. Proceed through the steps
above, making the desired changes to your manufacturer’s information and click
Submit when finished.

QSCHOOLDUDE SAYS: To delete a manufacturer once it’s been added and
before any costs are tied to it, simply click on that manufacturer’s name in the My
Manufacturers list. In the first “New Manufacturer” step, click the Delete button at
the bottom of the page, beneath the Notes field. A gray confirmation box will
appear to make sure that you want to delete the manufacturer. Click OK. You will
then be taken back to the My Manufacturers page, which will show that the
manufacturer has been deleted.

—

QSCHOOLDUDE SAYS: Keep in mind that you will NOT be able to delete a
Manufacturer once you have costs associated with it.
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17. PI'Oj ected Purchases Requirements: The Projected Purchases
Requirements page will list all parts and supplies from the Parts list in your schedules.
The list will be sorted by date for all the upcoming work orders scheduled for generation.
This list is intended to give you an idea of the items needed from inventory or items you
may need to purchase before the upcoming work orders can be completed.

B oinecr

Home ’ Calendar ' New Schedule ' Account Settings
Search for: _®

Advanced Sesrch | Help

Projected Purchases Requirements
% Talk About It! * = Suppliers * ' My Projected [ Graph My =, Print My
Purchases Requirements Schedules Schedules

* Membership in CommunityDirect required for participation. CommunityDirect information is shared within the entire
membership but PM Direct data is kept private to each account.

Legend: Click = to sort table by that column.

If Next PM Date is blank, the PM schedules occurance has ended.
Filtering
iew project descriptions starting by:
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZAI
My Projected Purchases

Requirements

1 -0 of total O listed Previous 20 Next 20
Next PM Date 7 Item Description 7 Supplier Name 7 Quantity r7 Estimated Total Cost /1
PM Schedule Title 7 Type 1

No records found.

=Calculations shown on this page represent costs through yesterday.

_5 Print This! For up-top-date calculations use "Print My Schedules” options.
Click here to talk
o to an Online
Home Calendar New Schedule Account Settings
o Operator NOW!
Powered by:
CHOO
DU

L
com R —
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I1I. Creating/Editing PM Schedules: Getting Down to
Business!

Alright, so let’s get started creating those PM schedules! To get going, click the New
Schedule tab at the top of your Home page.

You'll be taken to step one in the 17-step PM Schedule creation process (we promise it’s
not as daunting as it may sound!). Fields marked with an asterisk (*) are optional.

The first page will look something like this, depending on how many Classifications you
have entered:

ﬁ DIRECT

Back te PM Schadule List
PM SCHEDULE You are at Step 1: Select the cassification by dicking an lcon below.
Zteps far scheduls sehup
{*Optional steps) Please note that Classification is requir

ed.
Select how you want to view the Classfications: 1) Selectian List, or 2} lcons.
[EEEEN seiect Classification  £ont by code

Sclect Type o O Arctutectural O Basament
Accoss
Step 3 | Select Improvements Construction
Warufnctunr O Cellings O = . O =
Slep 4 | Salect Location”
Doors Dramnage Electrical
Sten 5 | Seimct Buidng™ O O R O
Slen 6 | Salect Equipment™ O Extersur Clasure O Favldds and Play Arvas O Fire: Alawms
select PM o i
Templata® Fod Senich O Foundations O Furnishings
Equipmient
Dafine Job Start Up* " 4
Interiar Construction Landscaping Lawn Equipment
Step 9 | Define Safery

Points* O Lighting O Pluamibing O Salety Equipmient

Step 10| pefine Tasks & O walls
Procedures®

Diofine Tools®
Define Parts®
Define Journal

Mobes™
Define Codes &
Assgriment™
Define Frequency™
Define Template

Setup Scheduls
ow
Click here to ik
Home Calendar  New Schedule  Account Settings 0':;;3"“"8 .
rowered by:

‘:g E E% Conditions of Use | Frivacy Palicy | Security Statement

Simply follow the steps to create a schedule:

Step L: Select the Classification (see page shown above).
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Step 2: Select the Type.

== Bt

I T e AT, T—
sanrch for: [N @

b | Hslp

Back te PM Schedule List
P SCHEDULE You are at Step 2: Select the type hy dicking an icon below.

Steps for schadule satup
(*optional steps) Frevicus Step et Step
4 Lawn Equipment
@mr applicable
| Sicr 2 [ERREE
Step 3 | Sulect O Leaf Blower O Mower

Manufacturer®
N O L
Slen S | Salnct Ruildng®
Si0 6 | Select [ Previnus Step ) [Nt Stop |

pints®
[ 509 18] finfine Tasks &
Procedures®
Define Tanls®
Define Farts®
Define Journal

Notes™
Define Codes &
Assgniment™
Define Frequency™
Deefine Template

Mow
Create Template
Click here to ik
Home Calendar  New Schedule  Account Settings o l:!::nlme .
Powered by:

Conditions of Use | Frivacy Palicy | Security Statement
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Step 3: Select Manufacturer or choose Not Applicable.

== Bt

Home ‘ Calendar ' HNew Schedule ' Account Seltings

search for: N

A ch | Halp

Back to PM Schedule List
P SCHEDULE You are at Step #: Select manufacturer by clicking an icon below.
Steps for schadule satup
Rl e
1 (S22 1] wawn casipment ®Nul applicable
Hawer
| st 3 [N OMmuhmner {view) OMunuhnur:r 2 (wiew)

Manufacturer®
Select Lacation™ Os"""‘""" Tanl {virw)
(35 sic

T Ny —

Points®
[ 52010 | Biefine Tasks &
Procedures®
Define Taols®
Define Farts*
Definve Journal
Hntes®
Define Codes &
Assgniment™
Define Frequency™
Deefine Template
Setup schedule
Now

Click here to ik
o an Online
Operator NOW!

Conditions of Use | Frivacy Palicy | Security Statement I:

Home Calendar  Mew Schedula  Account Sattings
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Step 4: Select the Location or choose Not Applicable. Keep in mind that if you select
“All Locations”, only one work order will be created with no location specified. If you
would like one work order for each location, you will need to create a separate schedule
for each.

ﬁ’i DiRecT

Account Settings

Back to PM Schedule List

PM SCHEDLILE You are al Step 4: Select location by dicking an icon below.
Steps for schedule setup PR SA——
("Optiunal steps) [ Previous Step | [ Mext Sten
@ Lawn Equipment
[ [ Sten 2 ] Hawer ®Nm srplicable
%] Suuthern Toal™ AL i
EETE seiect Location™
Select suiling” §
T o e Sloan High School
B et Frevicus Step Hexl Stew
Template*
Defing Job Start Up®
[Een 3] nofine Safety
Pinigs
|_“!_‘-l'-;_‘a- Db Tasks &
Pracedures®
[(E0 11] Define Tools®
(512 ] bofine parts*
Stew 13 | Define Journal
Notes®™
Define Codes &
Assgriment™
Stew 15 | Define Frequency™
Stew 16 | Dafine Template
‘Setup Schedule
Now

NorthEastern Slaan High

Click here to wmlk
o an Online

Hi s Cabend. L Schedule A I Selti
o “alendar  Mew ule  Accoun g Operator "

Fowered by:

Conddtions of Use | Privacy Palicy | Securly Stalermnent E‘”.‘;;
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Step 5: Select the Building or choose Not Applicable.

Account Seltings

Back te PM Schadule List
PM SCHEDULE ¥ou are at Step i Select huilding by clicking an icon below.
Saeps for schedule sehup
Stk e
Fi] Lawn Lauipment
@ (5.2 wower et aicatie

] [ Sten 4 ] HorthEastern Sioan
High™ i e
I e i [_Previous Step Hexd Stew
Step 6 | Sulect Equipment”
Select PM
Template”
Dafine Jub Start Up™
Diefine Safery
Points*
[ Step 10 | pefine Tasks &
Procedures®
Doefine Tools*
Define Farts®
Stew 13 | Define Journal
Notes®™
Define Codes &
Assgriment™
Stew 15 | Dufine Fraquency™
Define Template
Setup Scheduie
Now
(o)

sloan Gymnesium

1 [Etep 7 ] snuthern Toal® 8”' Buiddings

Click here to ik
o an Online

H Calend. N schadul Lt t Satti
oma  Calandar  New ule  Account Settings Operator NOW!

Fowered hy:

‘cg E E E Conditions of Use | Frivacy Palicy | Security Statement

Step 6: Select Equipment. Any equipment that matches what you have selected in the
first five steps will be available here to choose from. If you need to create one work order
for all work or separate work orders for each piece of equipment, keep this in mind.

Step 7: Select the PM Template from the library on this page or create your own
schedule from scratch by clicking Next Step.

47



Step 8: Define your Job Start-up Procedures in the box provided. In other words, who

needs to be notified? Click Next Step.

PM SCHE You are at Step B: Define your joh start up procedures helow.

=) Freveds 5

14 (5t 1] Lawn Equi Job Start up

1 [Etep 7 ] snuthern Toal®
7 [ Siep 4 | worthEastern Sioan
Hagh™
[ Ste0 5 | Stewn Genmeasiin
Select PM
Template™
BTN vefine 3ot suart pr [ Provioos Step | [ et Step. |
Diefine Safety
Points*
Lm Define Tasks &
Frocedures®
Define Taols®
Define Farts*
Define Journal
Notes™
Define Codes &
Assgniment™
Define Frequency™
Define Template
Setup Schedule
Now

i
H

Homa Calendar New Schadule Account Settings
Fowered hy:

Conditions of Use | Frivacy Palicy | Security Statement

Back te PM Schedule List

Click here to ik
o an Online
Operator NOW!
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Step 9: Define Safety Points. Click Next Step.

I 4 dar W New Schedube W
search for: N

Back to PM Schadule List
PM SCHE You are at Step 9: Define your safety points helow.

(Detonal miepe)
= u,m. i safaty Points

| Southern Toal*

] [ Sten 4 ] HorthEastern Sioan

High™

1 [Sten S | sioan Gymnasisn®
_Step 6 | Select Equipment”

Dafine Job start uge [ Prowiss Step ] [ Next Sty

BN rieine safery
Points™

[@ Define Tasks &
Procedures®

Diefine Tools*

Diefine Parts®

Define Journal
Notes™

Define Codes &
Assgniment™

Define Frequency™

Deefine Template

Setup Schedule
Now

Click here to ik
o an Online
Operator NOW!

Conditions of Use | Frivacy Palicy | Security Statement I:

Home Calendar  Mew Schedula  Account Sattings
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Step 10: Define tasks and procedures. To add more tasks, click the More New Tasks
button. You can also decide in this step whether or not you want to have the task list
printed on PM work orders by clicking the check-box provided at the top of the page.
To continue, click Next Step when you're finished.

E ﬁ! DmecT
Home Calendar Account Settings
scarch tor: I
Advamiwd Suasch | Halp
Back to PM Schidule List
PM SCHEDLILE You are al Step 10: Define your Lasks and procedures below,
eps far schedule setup 1o add more tasks simply click "More New Tasks" button below.
() [ Previous Siep ] [ fiext Step |
[ [ Sten 1 ] Lawn Euuiprment [] frint Task List on PM work Order?
5] Hower
] Southern Teal M|
______ Speaal Task Procedures
] [ Step 4 | MoethEasteen Sloan ==
High® anach Fie [
1 [5tep 5 | slnan Gymnasivm®
Select Equipment® 2|
pecal ures
Speaal Task Proced
Select PH ==
e amach Fie [
Step 8 | pafine Jub Start U™
Define Safety 3|
Speenal Task Procedures
Ponls®
=]
| ==
NN oxive Tk o attach File )
Procedures®
Define Tosls™ a
Define Pars iﬁpeﬂal Task Procedures =
P [
H.L] Diefine: Tnurmal e —
Mot
59 14 | pufie Codes & |
Assignment® Special Task Pracedures
Stegt 15 | Define Frequency™ L =
—— artach File [
Stew 16 | Cefine Template
Setwp Schedule |
How Epecial Task Procedures
- =
aachfle 0
nl
Epecial Task Procedures
I ==
attach File [
8|
Epecial Task Procedures
I ==
atach rile 1
)|
Special 1ask Frocedures
[ ==
atach rile 13
10)|
Special Task Frocedures
atach rile 13
[_Previous Step et Ste
Click here to wlk
Home  Calendar  New Schedule  Avcound Sellings. o':’-;;‘l;’r"""'-‘ .
Powered by:
m Conddtions of Use | Privacy Palcy | Securly Stalerment M
1O SFRVICFS MY ACCONINT (24317350 HF1 P
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Step 11: Define your Job Tools. Then click Next Step.

Home ‘ Calendar ' HNew Schedule ' Account Seltings

search for: N

A ch | Halp

BM SCHEDULE ¥ou are at Step 11: Define the job tools below.

Steps for schadule satup
CSstoral e
Fi] Lawn Laui Job Tools

Mawer

| Southern Toal*

] [ Sten 4 ] HorthEastern Sioan

High™

1 [[Sten 3 | Stoan Grmmasiam®
_Step 6 | Select Equipment”

Select PM

Template™

(S0 ] Cafine 3ub Start upe [ Provious Step | [ Nesd Step

Points®
[ 52010 | Biefine Tasks &
Procedures®
EEEEN rcfin ool
Define Parts®
Definve Journal
Hntes®
Define Codes &
Assgniment™
Define Frequency™
Deefine Template
Setup schedule
Now

Home  Calendar

New Schedule

Rccount Sattings

Conditions of Use | Frivacy Palicy | Security Statement

Back te PM Schedule List

Click here to ik
o an Online
Operator NOW!
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Step 12: Define any Purchases (parts) needed to complete this PM job, using the fields
provided. Click Next Step when you're finished.

# Lawn Equipment

Mawer

] Southern Toal®

] [ Sten 4 ] HorthEastern Sioan

Hgh®

1 [[Sten 3 | Stoan Grmmasiam®
_Step 6 | Select Equipment”

[5tee 7 | select pm

Define Codes &
Assgniment™

Define Frequency™

Deefine Template

Setup schedule
Now

¥ou are at Step 12: Define the purchases needed to complete this PM job.
e

=applies only 1o Mventary transaction type.

TVDE [ Select Type - | ¥
Finventary Type |- Seled iy Type == %
B S—

Ttem Deseription ||

Poal / Location (Qty On
Hand}

Supplicr | select supplier - % | oR NEW |
Quantity |
Esb Unil Cost [
Est. Total Cost | |
Job Parts.

Tms Type supplier OR New Supplier
Inventory Type

Item Number  Item Description Pool / Location {Qty On Hand)
Quantity Est. Unlt Cost Est. Total Cost

Frevigus Step Next Step

Home Calendar  Mew Schedula  Account Sattings

Conditions of Use | Frivacy Palicy | Security Statement

Back te PM Schedule List

Click here to ik
o an Online
Operator NOW!

[
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Step 13: Include any notes you wish to add by clicking the New Note link, shown in red
on this page. Click Next Step.

Back te PM Schedule List

PM SCHEDULE You are at Step 13: Define journal notes hy clicking "New Nate™ helow.
("Ostional stops) Frevicus Step Text Step

Fi] Lawn Lauipmant

4 (5557 ower Mo e

[ [5tep 3 ] Southern Toal®
1 [ Step 4 | HusthEastern Shoan These are ra defined Taurnal Notes af this time.

High™
e 5 i =
B (S5 E] siown ayemnasios e S
Selact PM

Template™
Gafine Jub Start Up®
DeFine Safery
Points*
[ 52010 | Biefine Tasks &
Frocedures®
Diofine Tools®
Diofine Farts®
EEEEN cetie Journal

Notes™
Define Codes &

Assgniment™
Define Frequency™
Define Template
Setup Schedule

Now

i
H

Click here to ik
o an Online
Operator NOW!

Conditions of Use | Frivacy Palicy | Security Statement

Homa Calendar New Schadule Account Settings
Fowered hy:
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Step 14: Define the assignment, codes, and estimate job hours, using the drop-down
boxes provided. Click Next Step.

1 Seltings

Back to PM Schadule List
PM SCHEDULE ¥ou are at Step 14: Define the assignment, codes and estimate job hours below.
St !
Fi] Lawn Lauipmant
i} Hawer Assigned To _Esﬂmulul Hours
1 (Bt 3 ] Southern Toal® |+~ Use Rauting Assignment in MO~ %[0 | (Mours ta eomplete job)
1 [ Step 4 | HusthEastern Shoan
High™
] [Sten S | sioan Gymnasin®

e S
[ Select Crait — [

select PM - Select Budget Account - KN
Template™ [ use budget Code assigned to location
Dafine Jub Start Up™
Define Safety B |
Points™
[Step 10 ] tiofine Tasks & category
Procedures® |-~ Select Categury - | % |
Diefine Tools*
Define Farts®
Define Journal

[(52217 ] setup scheduse

Now

i
H

Click here to ik
o an Online
Operator NOW!

Conditions of Use | Frivacy Palicy | Security Statement

Homa Calendar New Schadule Account Settings
Fowered hy:

54



Step 15: Define the frequency of the schedule, selecting a start and end date and the
recurrence pattern. Also select any event exceptions in your facility’s calendar for this

PM schedule.

DULE
Steps for schedule setup
(*optional sep)

] [Stop 1 | Lawn Equipenent
i rawer
] Southern Toal*
) NorshEastorn Sioan
High®
“ Sioan Gymnasium®
Selert Equipment*
Template®
[_i":ﬂ Dehne lob Start Up™
Dafine Safety
i
Defing Tasks b,
Procedures®
Dafing Tocls™
Define Farts®
Biafire Journal
Hntes®
| Define Codes &
Assgniment™
BT ocfive irequency
Define Template
Setup Schedule
Now

Powered by:

Click Next Step.

'ﬁ’i biRecT

Account Settings

Back to PM Schurdude List
You are al Step 15: Define the Trequency schedule below,

| Humber of days allowed to completa PM WO

Recurrence Pattern

) Recurring Calendar Ewvent

) Recurring Calendar Event Or Reading Frequency
) Reading Freauency

Range of Recurrence

cne 12212008 | T WA
= © end after| | ocourrences

CeEdby @

school Event Exceptions
Please check the everts below for which you want i EXCLUDE PM Wark Grder generation. This means generating 2 FM wark oeder will be skigped if an event is scheduled at the assigned
location. For example, you could setup 8 Custodial Cleaning FM Schedule that excludes generating #M wark arders during summer break PM Schedules assigned all locations reviews school

events assigned to all calions.

] christmas oreak

] Fal Break

] mMatt's Bartnay

[ ehil oy

[ soring Break

[ veacher work Day (November)
[ Test Event

Click hese to talk

o an Online
Home Calendar Mew Schedule Account Settings Operator NOW!

Condiburs of Use | Privacy Pobcy | Secunty Statement
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Step 16: Create a PM template by deciding if you want to make this schedule available in
your template book for recurring use. Enter a template title and click Create Template
Now. Then click Next Step.

== e

Account Seltings

Back te PM Schadule List
You are at Step 16: Create Template

Select a Template Book If you want to make this schedule avallable in your template book.
Oy Standard
) Creste New Temolate Back

B [5tep 7] southern Toal*
] MNorthEastern Sloan (31 0o nat make & template From this schedule
High™ [] ¥es, template will be used a5 2 master. Master templates allaw the task list to be shared among multiple schedules.

[ [(Sten 5 | sioan Gymnasin®

e Template: Tithe

PM Schedule created on 12/20/2006

Create Template Kaw

(08 owine ob s ot
Step 9 | Define Safery
Points*

Diefine Parts®
Define Journal
L
| Define Codes &
Assgniment™
i Define Frequency™
ESEE cefine Template
Setup Schedule

Now

i
H

Click here to talk

Home Calendar New Schedule Account Settings 0‘:;;‘!3"”“9 X
Fowernd by: '

Conditions of Use | Frivacy Palicy | Security Statement
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Step 17: This step shows you a summary of the PM schedule you just created but there
are a couple of actions left to take:

oo

Account Seltings

PM SCHEDULE
Eaeps for schedule setup
{*Optional steps)
5] Lawn Equipment
] Hawer
1 [Ftep 3 | southern Toal®
il MurthEastern Sloan
Figh™
1 [Stew 5 | Sioan Gymnasisn®
Step 6 | Select Eyupment”
Select M
Template®
Dafine Job Start Up*
[Eten 9 | define Safery
Points
Sten 10 | Dafine Tacke &
Procedures®
Doefine Tools*
Step 12 | Define Parts®

Define Journal

Mobes™

¥ Define Codes B

Assgriment™

7} Cefine Frequency™
Define Template
SRR o scheduie

Now

Fowered hy:

WL

Back te PM Schadule List

You are at Step 17: Summary

Below Is your new schedule summary:

[ 1220200
Mate: The title is used in reports and the calendar. It should be both brief and informative.

Classhentrn: Lawn Cauipment

Tyoe: Mower

Manufacturer: southern Taol

Location: NorthEastern Sloan High
Building: Sloan Gymnasium
Enuipmient: 0 plece(s) of equipment defined
Tank Procedues; 0 Laske defined

Jub Purchases: o parts meeded for the jol
Journal Notes: 0 Journal Notes defined
Recurrense Fattern: Weekly

Date Schadule Start: 12/21/2006

Date Schedule End: no end date

Fetup Schedule Naw

Click here to talk
o an Online

Home Calendar Mew Schedule Account Settings Operator i

Conditions of Use | Frivacy Palicy | Security Statement

e First off, youll notice that in the Schedule Title box near the top of the page,
you'll see the words “PM Schedule created on...” with today’s date. This will
default as the title of the schedule unless you change it. To create your own
customized title for the schedule, simply clear the text out of this box and enter
your own.

e Click Set Up Schedule Now.

57



That's it! You're finished! You should see a screen that says as much: “You Are Done:
Your schedule was created and activated. Click here to review the schedule or create a
new schedule now.” See below:

Back to

PM SCHEDULE You are DONE:
Steps for schedule sstup
(*Optional steps)

W \ewn EQlipment Your schedule was created and activated. Click here to review the schedule or create a new schedule now.

) Manufacturer 2%

Eaf Al locations*

o Al buildings*
Select Equipment™
Select PM

Template®
Define Job Start Up®
r—

Points™

Step 10 | pefine Tasks &

Procedures*®
Define Tools*
Define Parts*
Define Journal

Notes™

ol Define Codes &

Assignment*

# Define Frequency*
Define Template
Setup Schedule

Now

Create Template
Show PM WQO's

Click here ti
to an Onli

Home Calendar New Schedule  Account Settinas
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Editing a Schedule:

To take alook at a schedule and make any necessary changes, just visit the My PM
Schedules page by clicking on the My PM Schedules shortcut or on the PM Schedules

link in the Information Analysis section of your Home page. See below:

i Suppliers * 2 New PH Schedule ¥ My PH Schedules
| .7 batch Reassian [ Graph My Schedules = Print My Schedules X Print
Schedule Analysis
ityCirect roquired for ion is shared within the entire

|* ip in C: icipation. ©
| membarship but M Girect data is kept private ta each accaunt,
Legend: Click 8] o sart table by that ealuma.

Flitering

View PM schedules starting by:
01234567 BE9ABCDFFGHIIKELMNOPQRSETUYWXYZ AN

My PM Schedules

PM Schedule | - 8 of total & listed

Title 3 Status o Craft o Classification o Fsl. Labor Hrap

Date Generated [ Last WOLD 7 Next PM WO On 7 Location [ Recurrence Pattern 0y
Type 7 Tolal EsL. Costs
#M Schedule crested on Oefinitian Fire Alarms o =
12/18/2006
£0.00
PM Echedule created on Definition HVAC o ]
13/1872008 Slnan High Schoal Winekly
Heat Generating #0.00
System
PM Schedule crasted on efinition Fire Alarms o =
12/20/2006 MurthEastern Sloan
High £0.00
PM Schedale ereated on Definition Elrctrical o 2]
12/20/2006
$0.00
M Schedule crested on Definition Lawn Equipment o &
12/20/2006
£0.00
PM Schedule created on Dreheulsun Landscaping o
12/20/2006 =
#0.00
#M Schedule created on Running Lawn Equipment o
12202006 13222006 maorthLastern Sloan Weekly
High .00
Mawer
PM Schedule created on Running Lawn Eguiprment 2
12/20/2006 112007 Monthly
Leaf Blower #0.00
“Calculations shown un this page represent costs/counts through yesterday.
Y et Tt ] | Prento s For up-lu-clate calulatns uee "Brint My Scheculas” optices.

Home Calendar New Schedule  Account Settings

Fowered by:

@R

Condtions of Use | Privacy Palicy | Secunty Staternent

ﬁ’i DiRecT

Click here to talk
o an Online

Operator HOW!
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IV. Searching for Schedules: The Information You Want,
When You Want It.

Once you've gotten into the system and learned how to find your way around and create
PM Schedules, the next thing you'll want to know is how to find the information you
need concerning the schedules you've created!

To get started, let’s take a look at the two different types of searches that you can
perform within PMDirect:

1. Search
2. Advanced Search

L. Search: This is the simplest of the searches you can perform. You can search for
schedules using the search text box, located in the green tab bar near the top, left-hand
side of every page. See below:

Home ' Calendar ' New Schedule ' Account Settings

search for: [ NG @

Advanced Search | Help

SPECIAL

e In this box, you can enter a name, location, key word, etc. and click Go to search
for the schedule or information that you need.

For example, if you were searching for a schedule that referenced Alfred Dude, you'd
simply enter his name in the “Search For” box and click Go. A list of all schedules that
referenced him would then be pulled up on a “Search Results” page. See below:

o

Account Settings

Search lor “alfred dude”

Search this results for: | %

HManufacturer 7 Last WOID 7 Next Projected

Location 7 WO Status Generation Datery
BM Schedule created on 12/20/2006 manthly Lawn Lquipment Leaf Dlower  Manufacturer 2 117 ysiaonr
EM Schedule A Locations Pasdling

You can then click on that schedule’s title to view the schedule itself.
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2. Advanced Search: Underneath the search field discussed above, you will see a link
that says “Advanced Search™

e
Home ‘ Calendar ' New Schedule ' Account Settings

search Sor: [ NEGNGNGIzINNINE @

Advanced Search | Help
| ected PM Labor Hours

Clicking on this link will take you to the PMDirect Advanced Search page, which looks
like this:

e

Account Settings

& Equipment Search

PM Direct Advanced Search

Tip: To snlwcr multiple cheicas in wach liss b use the Cord key o selecr.

Gl - Classification
~ | ~ - . -
Laumment Access Air Handler Unit
Fire Safety Architectural Impravemants Cnaling Gonerating System
Lighting € . R0 Syiah
Fluars Ceings | Energy Supply
Heating/fir ‘Communications Heat Generating System
Leal Blower
Docrs Mower —=
Crainage o || |Sei System AC Ut
Eletrical System Testing and Balancing '
Location ____________  Bulding_____________
| include AL Lacaticns ]
| |marthtastern Stoan High C. Boyd Auditarnum
Soan High Sehoal Slian Gymnasum
Ass] To Craft
| ceiect e cafa |
Administrstor, Schocldude
Dude, Alfred
Dude, Ben
Dude, Charles
Dude, Howard
Foele, 1l

Dude, Tammy

Project

annually

‘Custom Report Title

Advanced Search Resulbs

Click here to talk
Home Calendar New Schedule Account Settings to an Online
Opesator NOW!

Fowered hy:

A BUBE —
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You should see here all of the information that you entered during the Account Setup
process, as far as the names of Groups, Classifications, Types, Manufacturers, Locations,
Buildings, Users, Crafts, Budgets, Projects, Frequency, and Equipment.

On this page, you may choose any combination of search options from the listings
provided, as well as the fields shown on the bottom half of the page.

e Enter your search criteria and click the Search Now button. A list of all work
orders that meet those particular criteria will appear.

e To print out the results list, click on the Print This or Print to Excel icon at the
bottom of the results page.

e Toview a specific schedule, click on the schedule’s name.

‘SCHOOLDUDE SAYS: Narrow your Advanced Search criteria by choosing
one of the two shortcuts near the top of the screen, based on what information
you’re looking for: PM Work Order Search or Equipment Search:

[
Home ' Calendar ' New Schedule ' Account Settings

search for: NN @

Advanced Search | Help
Advanced Search Shortcuts
1 PM Work Order Search % Equipment Search

PM Direct Advanced Search

Tip: To select multiple choices in each list box use the Ctrl key to select.
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V. Using the Calendar: See the Big Picture.

As with all other SchoolDude products, PMDirect has a Calendar tab—a place you
can go to see what's going on, where, when, and who’s involved. You can see, in easy-to-
read calendar format, work orders and PM schedules entered on a month-to-month or
year-to-year basis. You can even check the weather! In this section of your manual, we'll
show you how to use the calendar and all of its options in the way that works best for
you.

e To open up your calendar from wherever you are, click on the Calendar tab at the
top of your screen.

The page that opens up will look something like this:

_ ﬁ DIRECT

Hew Schedule W Account Settings %

Advanced Seirzh | Halp
Calendar Shortcuts

= PH Schedules | - Day View | - Organization Event Calendar | “m Gel Weather
Select Month/Year 3 Location - Include ANY Locations - | %
December | % | 2006 | % Classification . include ALl Classifications — | %
Y it Tint Type e -
Craft
Asslgned To | e
PM Scheduling Calendar for December 2006 View Logond
2
3 4 5 [ T & 9
10 11 12 13 14 |15 16
17 18 19 20 21 |22 23
() M
- Sehedde
et westher | TTRTRIGe
24 25 26 27 28 29 30
(W) M
Schedule
reated on
12/20/ 2006
31
<- Previous Month Next Month - =

Legend: [ FM wo's have been generated for these days,
1 Archived FM events due to schedule changes.

Tip: You can click on the day number to see more schedule details. Also, vou can click on the schedule mlnu view the
schedule details, Schedule recurrence is roted as follows: D=Daily, Waweekly, M=Monthly, 8nd Y= Tasrh

Click here to talk
Home Calendar New Schedule Account Settings to an Online

Operator NOW!
rowered hy:

‘:gi i% Conditions of Use | Frivacy Palicy | Security Statement

At the top of your screen, just above the words “Select Month/Year”, are the
Calendar Shortcuts: PM Schedules, Day View, Organization Event Calendar, and
Get Weather.

In this section, we’ll cover each of these shortcuts in turn, starting with the Month View,
which is the view that automatically shows (as seen above) when you click on the
Calendar tab.
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1. The Month View page shows you what’s going on, on a large, easy-to-read calendar,
one month at a time. It’s the view that shows automatically when you open up the
Calendar page—in other words, the page you're looking at now.

The current month will display with arrows in the bottom left and right-hand
corners that you can click on to navigate to the Previous Month or Next Month. Just
below the Calendar Shortcuts, you will see two drop-down boxes, one for the month
and the other for the year, which serve as another kind of shortcut, allowing you to
navigate the large calendar from one month to the next without clicking multiple times
on the Previous Month and Next Month buttons.

On the Month View, each day shows in the traditional squares of a calendar,
which contain any schedules for the month that will generate work orders.

There are different icons used throughout the PMDirect Calendar page to
indicate what kind of schedules are on the calendar. The legend for these icons is at the
bottom of the Month View page and looks like this:

<- Previous Month Next Month - >

Legend: l:‘ PM WO's have been generated for these days.
£ Archived PM events due to schedule changes.

Tip: You can click on the day number to see more schedule details. Also, you can click on the schedule title to view the
schedule details. Schedule recurrence is noted as follows: D=Daily, W=Weekly, M=Monthly, and Y=Yearly.

SCHOOLDUDE SAYS: PM schedules will be displayed on the calendar as red
links and appear on the day of that schedule’s Target Start Date. If you click on a
schedule link on the calendar, it will take you to that PM schedule’s setup page 1.
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2. Toreach the Day View page of your calendar, click the Day View shortcut at the top
of the page

The Day View automatically defaults to today’s date and shows you what's going
on, one day at a time. You will see any schedules assigned to each particular day, who
the work order was assigned to (if applicable), the Schedule ID number, the Description
(date created), the Location Name, the Classification, the Type, and the Frequency. See
area marked with the red arrow below:

lendar ’ New Schedule ' Account Settings

search for- NG ®

Advanced Search | Help
Calendar Shortcuts
“ PM Schedules ‘ - Day View ‘ © Organization Event Calendar e Get Weather

Legend: /& Archived PM events due to schedule changes.

PM Schedules for Friday 12/29/2006 4 December 2006 »
SMTWTF S
Schedule ID 24523 26 27 282930 1 2
- 3456 7 89
Description py Schedule created on 12/20/2006 LR G
Location NorthEastern Sloan High 17 18 19 20 21 22 23
s - 24 25 26 27 28 29 30
Classification Lawn Equipment 31 1 2 345 6
Type Mower
Assigned To
Frequency Weekly
) Print Thist

Home Calendar New Schedule Account Settings
Powered by:
SCHOO

blbe
»COm

Conditions of Use | Privacy Policy | Security Statemant

I0GIN  SFRVICFS MY ACCOUNT (326313351 HFIP

‘SCHOOLDUDE SAYS: You can navigate from one day to the next using the
small calendar on the right-hand side of the screen (see green arrow above). Simply
click the number of the day you wish to view. To move from one month to another,
use the left and right arrows next to the name of the month at the top of the small
calendar (see below).

4 December 2008
SMTWTF

26 27 28 29 30 1
3 4 5 6 7 8
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6

o T

‘SCHOOLDUDE SAYS: To print a form for a schedule, click on the Print This
button for the corresponding schedule.
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3. The Organization Event Calendar page is where you can view and enter events, such
as school breaks, for locations/organizations within your school or district. They will
then be stored on a yearly calendar on the left-hand side of the screen and then listed in
more detail on the right-hand side.

You can reach the Organization Event Calendar by clicking on the short cut at the top of
the Calendar page.

The Organization Event Calendar page should look something like this:

Home Calendar New Schedule Account Settings

T oinecr

Addvanied Suaieh | Halp
Calendar Shortcuts i .
= PH Schedules - Dy View . Organization Event Calendar Get Weather
. i Add New Lvent /

Lacation Bogin Date  End Date_ Ewent Tile
- Selest Lneatian v [ | - select Lvent Tyoe ~
[ create for ALL Locatians [ Subeni |
2006 4 » Sloan County Schools Organization Event Calendar

E-dShow Only Shared Evenls
1- 6 of total 6 keted
Begin Eod e Titte gofs

All locations

January February March Date Craoted
EMTWTFS SHMTWT FS SHTWT F S 10110/2005 10/14/2005 Fall Areak a/18/2005 L
NEEDEAQ 7 1234 1234 023 (B B
09 10111213145 6 7 8 9 10115 6 7 0 9 10 i

1 .
15161718193071 1213 14151617 18,13 13 14 15 16 17 18 111572005 LUIS/2008 Mats Bty BURIBO0T oy oy
222324252627 3281920 21 22 2324251920 21 222324 25 AM
23031 2637 28 26 2729 30 31 11/28/2005 11/28/2005 Teacher Wark  11/16/2003 [ g5y
Cay (Nuvenber) o
1219/2005 LO/2006 Christmas Break  S/L/2005 -
April May gl.lrlﬁ #3355 EF
5 w
;’ 3/28/2006 3/28/2006 Test Fvent 2 62005 =
250043 BB
7 10 oM
17 4/17/2006 4/21/2006 Spring Break 9/6/2005
2:35:47 [E KA
M

5 TF

12
23456787 43
9 101112131415 14151617 181920 111213141516
1 FEJETEIR 22 21 22 23 24 25 26 27 1015 20 21 2223 24
2324252627 2829 282930 31 25 26 27 28 29 30
30

Jul August Septembe
Enrw%rssuﬂrrssuﬁwrr
1 12345

L

1
2345678 6769 1011125 4 56789
9 101112131415 1214 151617 1819 1011 12 13 14 15 16
18 17 18 19 20 21 22 20 21 22 23 24 25 26 17 18 19 20 21 22 23
23 24 2526 27 28 29 27 26 29 30 31 24 25 76 27 28 269 30
ELET

October November December
SMTWTFSSMTWTFS SHTWTF S
1234567 234 12
B 9 10111213145 6 7 B 9 10113 4 5 6 7 & 8
151617 181920 21 12 13 14 15 16 17 1810 11 12 13 14 15 16
32 33 24 75 36 37 38 18 20 71 332 33 34 35 17 18 19 30 31 32 23
2WIn EEEEE 242526272029 0

31

~E

Click here to talk

. o an Cnline
Home Calendar  New Schedule  Account Settings
Operator HOW!

Condstions of Use | Privacy Palicy | Security Staternent E”.‘;,;,

_Powered by:

To enter an event into the Organization Event Calendar, you'll need to start by creating
an Event Title for that event and proceeding from there:

e To enter your Event Title, click on the Event Title link (shown in red
above the Select Event Type drop-down box. See red arrow above).

e Clicking on the Event Title link will take you to a new page titled
Add/Update Event Code. In the box provided next to the word Title,
enter the title of the event. See next page:
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Homme ‘ ndar ' New Schedube ! Account Settings h
Search for: N @

# Talk Abaut T * i Suppliers * ¥ New Calendar 7 Hy calendar - Drganization
Lvent Type Lvent Types Lvent Calendar

i shared withen the entire

x m Cos reguired for
membarship bul PM Direct dats s kept private o each account,

Legend: [7] indicotes required information,

Add/Update Event

Title |

Click haerw o talk
o an Cnline
Opurator NOW!

Home Calendar New Schedule Account Settings

Powered by:

Coruhiane of Ues | Prvacy Palicy | Securty Statarmen
e Click Submit.

e You will then be taken to the Calendar Event Types page, which will look
something like this, depending on the events you have or haven't entered

yet:
ﬁi DIRECT

nt Settings

5 New Calendar My Calendar - Organizativn
Lvent Type Lvent Types Lvent Calendar

infe ion is shared within the entire

- it in C ityDirect required for participation. C
| imemibership bul PM Direct dats 15 kept private to esch sccount,
Legend: Click: (8 t sort table by that columa.

Flttering

Virw burigets starting by Budget Code:
01234567 B9ABCDEFGHIIKLMNOPQRSTUVYWXYZAN

Calendar Event Types + add Mew Lvent Type
1 - 7 of total 7 listed Pravious 24
Fwen! Descriplion

Christmas Ureak af3nfz00s
Fall Brealk a/17/2005
Matt's Uirthday /02004
#hil Dy Af21/2008
Sprng Break 8/18/2005
Teacher Work Day (November) 11162005
Test Event 8/30/2005

+ Add New Lvert Type

Click hare to talk
o an Cnline
Operator NOW!

Home Calendar  New Schedule  Account Sellings
Fowered by:

ﬁ m Conddions of Use | Privacy Policy | Securly Slalerent E”.‘;t
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e Return to the Organization Event Calendar page by clicking on the
Organization Event Calendar shortcut at the top of the page.

Your event’s title has been entered, but the event itself still isn’t on the calendar so to
put it on the calendar, continue with the following;

e Select the Location for the event from the drop-down box provided just under the
shortcuts section (see red arrow below). If this event will be for ALL locations,
click the check box next to “Create for ALL Locations”. See green arrow below:

New Schedule ' Account Settings

Advanced Search | Help

Calendar Shortcuts
| % PM Schedules | | Day View | . Organization Event Calendar ‘ <l Get Weather |
Add New Event

Location Begin Date End Date  Event Titlg
- Select Location — v

[ Create for ALL Locations
2006 « » Sloan County Schools Organization E

F5show Only Shared E¥ents
1 - 6 of total 6 listed

All locations

Begin End Date
Event Title
January February March Date Date Created
SMITWTFSSMTWTFSSMTWTF S 10/10/2005 10/14/2005 Fall Break 8/18/2005 -~
1)z} [ 7 1234 1234 9:05:27 [E] B35l
8 9 10111213145 6 7 8 9 10115 6 7 8 9 1011 . A
151617 18 19 20 21 12 13 14 15 16 17 18 12 13 14 15 16 17 18 11/15/2005 11/15/2005 Matt's Birthday f’;?{zg‘?gi =l
22 23 24 25 26 27 28 19 20 21 22 23 24 25 19 20 21 22 23 24 25 : ;c\M
293031 262728 2627FE]29 3031 | 11/28/2005 11/28/2005 Teacher Work  11/16/2005 ®BrFal
Day (November)
12/19/2005 1/6/2006 Christmas Break 9/6/2005 _
April May June 2 EFS1
SMTWTFSSMTWTFSSMTWTFS
1 123456 1 2 3 3/28/2006 3/28/2006 Test Event 2 9/6/2005 &
2:50:43 (X B
2345678 789 101112134 56 7 8 8 10 e
S 101112131415 1415161718 1920 111213141516 17 4/17/2006 4/21/2006 Spring Break o/6/2005
16 FERFEEEIPTIPRY 22 21 22 23 24 25 26 27 16 19 20 21 22 23 24 2:35:47 @B
2324 25 26 27 28 28 26 29 30 31 25 26 27 28 29 30 E
30
July August Septemb
SMTWTFSSMTWT FSSMTWTFS
1 12345 12

234567 8 67 89 1011123 4 56 7 8 9
9 1011121314151314151617 1819 10111213141516
16 17 18 19 20 21 22 20 21 22 23 24 25 26 17 18 19 20 21 22 23
97 74 95 7R 27 78 2027 78 20 2N 21 74 95 76 97 9% 70 3N

e Next, enter the Begin and End Dates of the event in the boxes provided.

e Choose the Event Title that you entered earlier from the “Select Event Type”
drop-down box provided.

e Click Submit.
When the page refreshes, you will see that the new event has been added, both to the list

on the right-hand side of the screen as well as blocked out in black on the calendar on
the left-hand side of the screen.

‘SCHOOLDUDE SAYS: Keep in mind that when you define an event, you’re
only defining it for one year.
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Few More Things About the Calendar:

When you enter an event into the Organization Event Calendar, that event’s
date or dates will show as highlighted in black on the yearly event calendar on the left-
hand side of the page.

Below is an example which shows that Spring Break is on April 17-21. Its dates
have been highlighted in black on the calendar.

FAVIVAE r S21IUall ULy Suelivuis

All locations

January February March
SMTWTFSSMTWTFS SMTWTEFS
ABE0EH - 123 4 123 4

8 9 10111213145 6 7 8 9 10115 6 7 8 9 1011
1516 1718192021 1213141516 17 18 1213 141516 17 18
22232425262728 192021 22232425 19202122232425

2930 31 26 27 28 26 27EH 29 30 31
April May June
TFSSMTWTEFS

4 5 6 12 3
2 345678 789 101112134 5 6 7 8 9 10
9 101112131415 14151617 181920 111213141516 17
16 BRI 22 21 22 23 24 25 26 27 18 19 20 21 22 23 24

23 24 25 26 27 28 29 28 29 30 31 25 26 27 28 29 30
30

July August September
SMTWTFSSMTWTFSSMTWTFS

1 12345 12
2345678 6789 1011123 4 56 7 8 9
9 101112131415 1314151617 1819 10111213 141516
1617 18192021 22 20 21 22 23 24 2526 17 181920 21 22 23
23 24 25 26 27 28 29 27 28 29 30 31 24 25 26 27 28 29 30
30 31

Octobe
SMTW

12 3 4
8 9 10111213145 6 7 8 O 10113 4 5 6 7 8 9
1516 17 18 1920 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16

22232425262728 19202122232425 1718192021 2223

29 30 31

26 27 28 29 30 24 25 26 27 28 29 30

31

To delete an Event entered onto the list and the calendar on the
Organization Events Calendar page, simply find that item on the list and
click the & on the right-hand side, next to the event you wish to delete
(see next page).

To edit an Event’s information once it’s been entered into the
Organization Event Calendar, enter the Event again into the calendar,
using the corrected information, and then delete the previously entered
incorrect Event from the list.

To show only “Shared” events, that is, events shared by all Locations,
click on the Show Only Shared Events link (shown in red ) next to the
clasped hands icon (F=:1) on the Organization Events Calendar page.
This link is located above the list of events (see next page).
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View | 2| Organization Event Calendar “la Get Weal
Add New Event

Begin Date End Date Ewvent Title
I -- Select Event Type -- w |

[0 create for ALL Locations [

County Schools Organization Event Calendar
FZ:lshow Only Shared Events
1 - 6 of total 6 listed
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4. The Get Weather shortcut, as with the weather icon on the main monthly calendar,

serves as a link to connect you with AccuWeather.com, where you can check current
weather conditions in your area or the area where work orders are being done. You can
also check the forecast with a range up to fifteen days.

=

Get Weather

<. Get Weather

e Simply click on the Get Weather shortcut near the top of the page and a
separate browser page will pop up, displaying AccuWeather.com.

Local Weather Forecast P HQ"“E EOR

Zipcode or City, State Go |

e Enter your Zip Code or City/State into the box shown above and click Go.
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VIIL Reports: Listing, Printing, and Graphing Your PM
Schedules.

SchoolDude provides you with the options of listing, graphing, and printing any and all
of your schedules, along with their information, for your convenience and for your
records. And it’s really easy! Using the Information and Analysis section of your Home
page, follow the steps in this section and yow’ll have hard copies and visual aids for all of
your preventive maintenance information at your fingertips.

These are the types of reports that are available in PMDirect:

e Budget Codes
e (lassifications
e C(rafts

e Employees

e Equipment

e Groups

e [ocations

e Manufacturers
e PM Schedules
e PM Templates
e PM Work Orders

e Projects
e Project Parts and Supplies
e Types

@SCHOOLDUDE SAYS: Remember, all reports in PMDirect provide you with
an estimated cost based on the schedules created. To view actual costs, you’ll need
to go to the MaintenanceDirect reports.

e To get started with running a report, use the Information Analysis section of
your Home page to help you find the information you need. Click on that

category’s link. For our example, we’ll use PM Schedules so we'll click on the PM
Schedules link.
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Home ' Calendar ' New Schedule ' Account Settings

search for: NN @

Advanced Search |

Help

You'll be taken to the My PM Schedules page, which looks something like this:

E’I I

PM Schedules Shortcuts

% Talk About Tt *

= Suppliers *

¥ Mew PM Schedule . My PM Schedules ‘

[ Graph My Schedules

£ Print My Schedules

Prind
Schedule Analysis

. Batch Reassi = t
Direct required for participation. CommunityDirect information is shared within the entire
‘data is kept private to each account.

—

Legend: Click 5] to}t table by that column.
Filtering

View PM schedules starting by:
0123456789ABCDEFGHIIKLMNOPQR]

My PM Schedules
PM Schedule 1 - 8 of total 8 listed First
Title 7 Status 7 Craft 1 Classification 7
Date Generated 7 Last WOID 7 Next PM WO On 7 Location 1

Type 1

v w x ¥ z all

Est. Labor Hrspy
Recurrence Pattern 7
Total Est. Costs 1

Fire Alarms

PM Schedule created on Definition

12/18/2006
$0.00
PM Schedule created on Definition HVAC 0 =
12/18/2006 Sloan High School Weekly
eat Generating $0.00
System
PM Schedule created on Definition Fire Alarms 0 =
12/20/2006 NorthEastern Sloan
High $0.00
M Schedule creatsd on Definition Electrical 0 =
12/20/2006
$0.00
PM Schedule created on Definition Lawn Equipment 0 =
12/20/2006
$0.00
PM Schedule created on Definition Landscaping 0 =
12/20/2006
$0.00
PM Schedule created on Running Lawn Equipment 0
12/20/2006 116 1/5/2007 NorthEastern Sloan Weekly
12/28/2006 High $0.00
Mower
PM Schedule created on Running Lawn Equipment 2
12/20/2006 117 2/5/2007 Monthly
12/31/2006 Leaf Blower $0.00
First 4 Prev20 Next20 p Last

*Calculations shown on this page represent costs/counts through yesterday.
For up-to-date calculations use "Print My Schedules” options.

_'J Print This! | Prntto Excal
=1

Once on this page, you have several options:

To view the details of a PM schedule, click on that schedule’s title, shown in red

[ ]
on the left-hand side of the screen (see red arrow above).

e Toview a report, click on the Print My Schedules shortcut in the shortcuts menu
at the top of the page (see green arrow above).

e Toview a graph, click on the Graph My Schedules shortcut (see yellow arrow
above).

e For a schedule analysis, click the Print Schedule Analysis shortcut at the top of
the page (see blue arrow above).

e To print your information a different way, you can also look for the “Print This!”

or Print to Excel icons near the bottom of the page. See below:

') Print This! .u| Print to Excel
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Click on the appropriate icon and follow the step-by-step instructions to specify exactly
what you want to print and print your reports.

e

NE=FSCHOOLDUDE SAYS: Keep in mind that when printing, a summary report
will only show totals, while a detailed report will display each event in the schedule.

T
F o]

@SCHOOLDUDE SAYS: Adobe Acrobat Reader must be installed to view
reports. All reports are displayed in PDF format.
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SchoolDude Vocabulary
(A Lesson in SchoolDude-ish for PMDirect Users)

So you've hit a certain word or phrase and you have no idea what
you've just read? Welcome to SchoolDude Vocabulary, a glossary created
especially for SchoolDude clients to make all that “SchoolDude lingo” a little
less confusing. We've also included in this section a brief legend of the
icons used throughout PMDirect.

Budget Codes: Designated funds coming from a specific budget that are applied to cover
a particular work order’s costs. If your organization doesn’t use formalized budgets, you
might still use arbitrary Budget Codes for tracking work expenses.

Buildings: If you have multiple free-standing structures on a campus, you might list
these as Buildings for a particular location. Some examples are “Dude Hall”, “Smith
Performing Arts Center”.

Calendar Event Types: The name or title of an event, used on the Calendar page to
describe an event put on the calendar. An example of a Calendar Event Type would be
“Spring Break” or “Teacher Work Day”.

Classifications: A way of breaking down equipment by what it’s used for. For instance,
a classification could be “lawn equipment” or “HVAC”.

Closed: The status a work order schedule would hold once all transactions and notes
were added into it.

Crafts: Crafts are generic skills needed to fix a problem. MaintenanceDirect and
PMDirect have over 200 crafts to choose from. Crafts help you organize your work and
assign it to the appropriate people. Think of crafts as another way of saying “trade code”
or “problem type”.

Deferred: This status is used to show that a schedule has been created but will be
activated at a later date.

Equipment: Any tools, machinery, etc. used to carry out work done, such as
lawnmowers or generators.

Locations: Locations are typically campuses in your district. If you are working with a
single campus, locations may be used for different places on that campus.

Project Codes: Project Codes can group several work order schedules into a common
project. For instance, you may have several work orders that deal with building a new
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playground set. Applying the same Project Code to each of the work orders allows you
to run reports on how much that playground set cost to install.

Quick Launch: a section of shortcuts on the left-hand side of the Home page, used for
such things as creating a PM schedule, printing PM work orders, and visiting the User

Forum.

Quick Links: a drop-down box at the top of each page in PMDirect that allows you to
switch from one SchoolDude product to another without logging out and then logging

back in.

Shortcuts: Links that SchoolDude utilizes in all of its products so that users can navigate
quickly from one page to another without clicking through a series of other links. These
Shortcuts are usually located near the top of a page in a series of white boxes. Different

shortcuts are available on differing pages and they also vary from role to role.

Users: Anyone employed by your district or educational facility that uses PMDirect.

Symbol/Icon Legend:

[/]: Indicates required information.

T&: Click on this calendar icon to be taken to an interactive calendar where you can
select the date you wish to use.

©2 "< The thumbs-up and thumbs-down icons indicate that a service or service
provider is active or inactive, respectively.

B4: Click on this email icon to open up a blank email form.

21: Click on this icon to sort information by the category it indicates (the category that it
appears beside).

A|: Clicking on this icon will invert listed options or information.

F&5E This icon is used on the Organization Event Calendar page and indicates an event
that is shared by more than one Location.

@This is the SchoolDude. He’s your friend.
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Help Reference

At SchoolDude, we understand that sometimes searching for answers to your
questions can be frustrating. For that reason, we've included this page to give you a few
quick sources to get you off the shoulder and back onto the road.

1. Give us acall at 1-877-883-8337. We strive to answer your phone calls within the
first three rings. Our friendly and helpful service professionals will be available to
take your calls between the hours of 8 am and 6 pm (EST) Monday - Friday.

2. Drop us an email at the following address: support@schooldude.com. Someone
will reply to your email or give you a call promptly, usually within an hour during
regular business hours.

3. Chat live with a service professional by logging on to your account and clicking
on the Help link in the lower right-hand corner of your Home page. It looks like

this:

Click here to talk to
an Online Operator
MOW!

Or visit www.schooldude.com, click on Client Care, and choose Technical
Assistance (shown in red) from the list on the right-hand side of the screen. See below:

A SchoolDude.com

- Online Tools for Managing School Facilities and Operations - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qe - @ -

|ﬂ @ _;\_| /;__\J Search ‘_i‘\':(Favoribes e} [_:v :’\; lﬂ_;l - _J ﬁ '5

Address @ http: ffwww.schooldude. com/marketingsite/ClientCare /default. asp

v| Go Links ** @ <

I[+]

SITE MAP | CONTACT US

Save Money * Maintain More * Look Good

Home Products Clients Company Mews/Events

Home @ Client Care : Overview

The Industry's Only Legendary Service Program

SchoolDude.com’s client services department is headed up by Joan Maddox, Vice
President of Client Services. Joan's team of dedicated professionals have many years
of combined experience working with educational facilities professionals across North
America and are committed to your success.

Just consider us an extended part of your staff!

We understand that yvour facility management system is critical to your operation and
that we must respond quickly and effectively to your service requests. We also
understand that your organization’s information technology department has many
challenges keeping up with the networks, computers, and needs of the classroom
environment and often have challenges to make the facilities department a priority.
We offload this burden from your organization and ensure your success by providing
vou with great support, highly reliable applications, and peace of mind.

Qur commitment to you:
We will strive to answer your phane calls within the 3rd ring with a friendly and
helpful service professional and we will strive to resolve your question right away.

Each SchoolDude.com product includes the following built into the
annual fee:

= Unlimited Support by phone, email, or through live chat.

Partners Client Login

-1 Overview

.1 Training and Startup

Assistance

.1 Data Import / Conversion
Services

«1 Technical Assistance

SCHOOL
UNIVERSITY.

Register Now

MOBILE
Maintenance

Learn more in a
FREE

Online Seminar lz‘

@ Done

O Internet

et


mailto:support@schooldude.com
http://www.schooldude.com/
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