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LICENSE AGREEMENT

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

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

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

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

SIMPLICITY SOFTWARE TECHNOLOGIES INC. licenses this software as either
a single user version or as a site license, unlimited users version.
This is done through the activation file that is supplied by SIMPLICITY
SOFTWARE TECHNOLOGIES. Once the software 1is activated, this licensing
condition is also indicated in the About dialog screen found within the
main section of the application.

For Single User licenses, THIS LICENSE permits you to:

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

2. Copy the program onto a hard drive or other media for use on a
maximum of one computer or workstation located at the same facility.

3. Modify the program and/or merge it into another program for use on
the maximum of one computer or workstation.

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

party agrees to accept the terms and conditions of this Agreement. If
you transfer the program, you must at the same time transfer all copies
of the original single copy to the same party or destroy any copies not
transferred, and

5. Copy the databases used by this program to single computer or to a
network drive to be shared by no more than 1 computer or workstation.

For Site licenses, THIS LICENSE permits you to:

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

2. Copy the program onto a hard drive or other media for use on as
many computers or workstations as needed, located at the same facility.
3. Modify the program and/or merge it into another program for use at
a single facility.

4. Transfer the program and license to another party 1if the other

party agrees to accept the terms and conditions of this Agreement. If
you transfer the program, you must at the same time transfer all copies
of the original single copy to the same party or destroy any copies not
transferred, and



5. Copy the databases used by this program to single computer or to a
network drive to be shared by a single facility.

The conditions above also apply to any portions of the program
contained or merged in other programs. You must reproduce and include
the copyright notice on any copy, modification, or portion merged into
another program.

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

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

This license 1is effective until terminated. You may terminate it at any
time by destroying the program along with all copies, modifications and
merged portions in any form. It will also be terminated upon conditions
set forth elsewhere in this Agreement.

THIS PROGRAM IS PROVIDED "AS IS"™ WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESSED OR IMPLIED. THE ENTIRE RISK AS TO THE PERFORMANCE OF THE
PROGRAM IS WITH YOU, IF THE PROGRAM PROVE DEFECTIVE. YOU ASSUME THE
ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION. SOME
COUNTRIES DO NOT ALLOW EXCLUSION OF IMPLIED WARRANTITES, SO THE ABOVE
EXCLUSION MAY NOT APPLY.

SIMPLICITY SOFTWARE TECHNOLOGIES 1INC. does not warrant the function
contained in the program will meet your requirements or the operation
of the program will be uninterrupted or error-free. However, SIMPLICITY
SOFTWARE TECHNOLOGIES INC. does warrant that the media on which the
program 1is furnished is to be free of defects in materials and
workmanship under normal use for 180 days from the date of shipment.

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

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

THIS LICENSE CAN ONLY BE MODIFIED BY AN AUTHORIZED REPRESENTATIVE OF
SIMPLICITY SOFTWARE TECHNOLOGIES INC., AND MUST BE SIGNED BY AN
AUTHORIZED REPRESENTATIVE.
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Getting Started
Introduction

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

Administrator Rights
Throughout the documentation we talk about logging into the system as a user
with Admin/Administrator rights. These rights are setup with user accounts,

please refer to the Security, Databases and Utility Modules chapter for more
information on this subject.

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

Installing the Application

To install Maintenance Coordinator onto your computer:

Hun |

Type the name of a program, folder, document, ar
Internet resource, and Windows will open it for wou,

Qpen: I [nh3etup.exe j

e Insert the CD into an available reader. If your computer is setup correctly,
the program should run automatically.
e [fthe program doesn’t start automatically:
= Click the Start menu and choose the Run option.
= Click the Browse button and navigate to your CD-ROM reader.
= Select the Setup.exe application on the root directory of the CD.
= Click Open.
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= Click OK.
e Click the Install Products option.
e Click on the option that best describes the application you want to install.
e Follow on screen instructions.

Installing for Network Use

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

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

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

e Activate the software on each computer it's installed to.

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

¢ Point to the databases on the network from each computer the program is
installed. That's it.

To find which databases are currently in use:

e Start the program in your normal manner.

e Log in as an administrator.

e Open the Admin drop down menu for the main menu of the program and
select the Databases / Set Database paths option.

To setup your database paths:

e Start the program in your normal manner.

e Log in as an administrator.

e Open the Admin drop down menu for the main menu of the program and
select the Databases / Set Database paths options.

¢ Now move to the Primary and Work Orders Database Path section and
type in the complete path of this database. You can also use the Browse
button to open and use a File Open type dialog screen to locate the
database file. This file location can be either on a local drive, or pointing
to a network drive (site license required)

¢ Repeat the above steps for the other databases.

e Move to and click on the Close button and you're done with your setup.
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For more information on this subject please refer to the Security, Databases
and Utility Modules chapter.

Already Have a Demo Version Installed

If you already have a demo version of the software installed, and it’s the same
version as the one supplied with your purchase, then you do not need to install
the program again. Just activate the demo and it will become a full working
version.

If the supplied disk is a new version than the one you have installed on your
computer then you may want to upgrade. To do so, please follow these steps.

IMPORTANT FIRST STEP

If you have your database files in the main program directory (files with an
mdb extension), then you need to copy these to a safe location. There's a
99.9% chance that any files found in the program directory will be over
written, and lost forever.

MAIN STEPS TO UPGRADING

1. Backup all database files and any other files saved in the application's main
directory.

2. Remove the previous version from the computer.

3. Install the new version.

To install the update:

1. If you have entered information into the application then first back up all
database files (files with an mdb extension found in the application directory)
. On your computer select Start -> Settings -> Control Panel

. Select Add/Remove Program

. Select Maintenance Coordinator in the list then Click Add/Remove button
. When the Install Wizard loads, click Next

. Choose the Remove option, and click Next

. Click Un-Install and remove the previous version of the application.

. Insert the CD and select the program to install

. Follow on screen instruction for installing the software.

10. Once the update has been installed you can copy your databases back to
their original locations.

O©Ooo~NooTbhowWN
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System Requirements

The following are minimum system requirements to operate the Maintenance
Coordinator system on your computer. We highly recommend installing on the
most powerful systems available to help increase performance.

e Pentium® 90 MHz or higher microprocessor

e SVGA 600x800 or higher-resolution screen supported by Microsoft
Windows.

e Microsoft Windows NT 4.0 (Service Park 5 or higher) or later, Microsoft
Windows 9x, Windows 2000, Windows XP or Windows Vista.

e CD-ROM

e 95MB free hard disk space

Running the Program

Once the program has been successfully installed onto your computer, you can
now begin using it by following the next instructions:

e Click the Start button for Windows 95 or later.
e Click SST then the Maintenance Coordinator option to start the program.

Or

e Click the Maintenance Coordinator icon on your desktop.

Validating the Software

To unlock a demo version into a full working version please follow these steps:

e The application must first be purchased and an activation file supplied by
Simplicity Software Technologies Inc.

¢ Run the application in your normal manner.

e Open the File menu and select the Validate Demo Version option.

e Use the file open dialog box and locate the activation file supplied. This
would normally be found on your A: drive.

e Once located click on this file to select it and click on the Open button.
The program will now read this file, and if the file is in a valid format it
will turn a demo version into a full working version.
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Please note that this activation file can be distributed to you through email or
on other computer media. This file must be kept in a safe location and will be
needed to activate the software on any computer or terminal it will be installed
on. Feel free to make a single copy of this activation file for safeguarding.

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

You Cannot Access The Activation File

If you cannot access the Activation file that we sent you because your
computer does not support the device the file was sent on, or because the file is
otherwise not useable then:

e Email support@simsofttech.com with your company name, and explain
that you need the activation file.

e We will then email you the activation file with instructions on how to
install it.

Entering a Software Key

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

Also note that we normal use first class mail to deliver these software keys to
you, so please be on the lookout for this letter/
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Enter Software Key

45 or more days have pazsed since vou first activated
wour goftware package and a walid software key has not
been entered. |n order to continue using thiz zoftware a
valid zoftbware key must be provided. IF you know wour
zoftware key pleaze enter it now in the zpace provided.

[f wou do not know your zoftware key, pleaze contact
Simplicity Saftware Technalagies at:
support@SimSoftT ech.com

Please note that zoftware kevs are nomally provided
once wour 30 days inspection perod has passed and full
payment haz been zecured.

]
_Comcel |

Cancel

To enter your software key:

Getting Started

e Open the File menu and select the Software Key option.

e Enter the key in the space provided.
e Click Ok.

INPORTANT NOTE: As with validating the software, the software key must
also be used for each installation. Please keep this key information, as well as

the validating file in a safe place.

Sample Databases

When you run the program for the first time there will be sample databases
installed for your use. Use this sample database to help you get used to the
program. Change and add records, view and run some of the reports, and get a

good feel for the program.

When you're done using the sample database, and feel comfortable with the
program you will be ready to begin using your own databases. To start using
your own databases please look into the following sections:

e Security, Databases and Utility Modules chapter.

Maintenance Coordinator e Simplicity Software Technologies Inc.



Getting Started

Moving Between Modules

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

& Simplicity Software Technologies Inc. - [MAIN MENUI]

: Fle Admin  Modules  Help

MAINTENANCE COORDINATOR

rb'<
 aintenance Scheduler % Work Orders

\;:3 Equipment + bachinerny

Q Perzonal Manager
e
: Proceduresz + Solutions

— Permitz and Formz

Farts and lnventony

Purchaging + Receiving Contacts and Yendors

techanicz + Emplovees Toolz Database

Projects Planner

Reports and Graphics

b aintenance lzzues Production |zzues

i ey
Portable Computers e __.-' Safety b anagement
T ‘\,\E/::

Screen shot is from the Professional Edition, your menu may be different

(el

E xit

e8¢

To move between program modules:
Option One
e Move to the various command buttons located across the screen,
placing your mouse pointer over the button that best describe the
module you want to access.
e Click on the button to move to that module.

Option Two

e Open the Modules drop down menu
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e Click on the module of your choice.

Program Settings

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

To configure the program settings:

e Login to program with Administrator rights.

e Move to the Main Menu screen of the program.

e Open the Admin drop down menu and select the Program Settings
option.

COMPANY INFORMATION AND LOGO

Program Settings

“A Main Application Settings

|

mpan_',' jE-MaiII @Displa}l!ﬂepnrts I ISD Dncumentsl D b ain Databazes Setup ‘ GAdd-Dn Database Setup I

Company Information Company Logo
Cornpary: |ABE Maintenance Co WA TELNCE
address: 12345 Main Street ﬁ
Address: | S
City, State, Zip Code [y/est Side |Ca  [a0205

Browse
Phone No: 788-234-4455
Fau No: 788-234-4456 Clear

J
OF. - Save
End Frogram

To setup your company information and logo:

e Click on the Company tab.

11
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e Move the Company Information section and enter the appropriate
information for the fields found there.

e Move to the Company Logo section and click on the Browse button.

e Browse to and select the graphic you want to use for your logo and
click Open.

The company logo accepts square bitmap images that display on the printed
document in appropriate 7/8” x 7/8” size. If you logo does not display well in
this size we suggest editing the logo with a graphic editor program such as
Paint which is found as part of Windows.

E-MAIL SETTINGS

The program using built in e-mail features for e-mailing work orders, and
support requests. In order for these features to work correctly, the e-mail server
information must be setup on each computer.

Program Settings

#A Main Application Settings

i

al:nmpany | E-Mail

EDiSpIay!Hepmt& l ISD Dncument&l l:] tain Databaszes Setup ‘ O.-’-\dd-[ln Databaze Setup l

[~ Usze Outlook or Outlook, Express for Outgoing b il

Outgoing E-maill Setup [Other than Dutlook)

Uszer Information [E-rmail From |nformation]
User Marne: |Maintenance Department
E-mail &ddress: | maintence@yoursite. net

Server Information

Outgoing mail zerver [SMTP]: |smt|:|._l,loursite. et

J
OF. - Save
End Program

To setup your e-mail settings for OUTLOOK OR OUTLOOK EXPRESS:

e Click on the E-Mail tab.
e Place a checkmark in the Use Outlook or Outlook Express for Outgoing
Mail checkbox.

To setup your e-mail settings for other internet based mail servers

12
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e Click on the E-Mail tab.

e Remove the checkmark in the Use Outlook or Outlook Express for
Outgoing Mail checkbox.

e Move to the User Name field and type in the default user’s name for
this computer.

e Move to the E-Mail Address field and type in the return address for this
compulter.

e Move to the Outgoing Mail Server field and type in your mail server
configuration.

DISPLAY/REPORTS

Maintenance Coordinator supports various visual themes that effect the overall
appearance of the application and it’s modules. Please note that not all the
included themes will render themselves the same on all operating systems and
configurations. Play with the different themes until you find the one that works
and looks the best to you.

Program Settings

#A Main Application Settings

i

@ Company ‘ |E-Mail @DISDH}'J’HEDDHS ISD Dncument&l [ Main Databases Setup ‘ [ &dd-0n Database Setup l

Graphical Theme

“Wista Blue ﬂ

Feports

[~ Canserve Ink on Reports

J
OF. - Save
End Program

The other option on this tab in the Conserve Ink on Reports option. This option
turns off many of the ink intensive features within the program, effectively
conserving ink usage.

13
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To setup the options on this tab:

e Move to the Graphical Theme drop down and select the graphical
theme of your choice.

e Next place a checkmark in the Conserve Ink on Reports if you wish to
turn on this option.

ISO DOCUMENTS

We know that many organizations today are getting 1SO certified, and require
ISO document control numbers to be included with their primary documents.
For this reason we allow you to include document control numbers with work
order and purchasing documents.

Program Settings

“A Main Application Settings

i

@ Company ‘ JE-Ma“I | Displap/Reparts |SD Documents | [ Main Databases Setup ‘ [ £dd-0n Database Setup I

[v ilze S0 Control Mumbers

Wiork Order Documents Control Mumbers

P Types: |PHO0D1

Standard Types: |PM|3002

Furchazing Documents Control Mumbers

R equisition: |REQDOM
Purchase Orders |PURDOM

J
OF. - Save
End Frogram

To setup 1SO control numbers:

e Click on the 1ISO Documents tab.

e To use ISO control numbers, place a checkmark in the Use ISO Control
Numbers checkbox.

e Move to the various other fields on this tab and enter the appropriate
information for that document.

Maintenance Coordinator e Simplicity Software Technologies Inc. 14



Getting Started

DATABASE SETTINGS

When you move your databases to new locations or create new database you
need to tell the program where they are.

Program Settings

#A Main Application Settings
aEnmpan_l,l ‘ jE-MaiII @Displa}l!ﬂepnrts I ISD Diocuments D Main Databases Setup GAdd-Eln Database Setup I
Main - General Features and Work Orders Database Path
C:h_ewes MO B\MainDemo.mdb
Browse
Personal Scheduler Database
C:h_ewes'MC B\personal.mdb —
Open Setup
Browse _—
Purchasing Database l l
CADatabazeshFenners PMABuyD emo.mdb Save Setup
Browze
@ End Frogram

To setup your databases:

e Move to the Main Databases Setup tab.

e Now move to the Primary and Work Orders Database Path section and
type in the complete path of this database. You can also use the Browse
button to open and use a File Open type dialog screen to locate the
database file. This file location can be either on a local drive, or
pointing to a network drive (if you have network license).

¢ Repeat the above step for the other two databases.

e If you purchased add-on modules or the Professional Version, move to
the Add-On Database Setup tab and setup the database on that tab.

SINGLE USER LICENSES — Please note that when the application is either
registered as a single user or is running in demo mode, the databases must
reside on the C: drive. To place the database on a network drive a site license
must be obtained.

15
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How to Get Started with Maintenance Coordinator

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

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

The next area to explore and setup are the program’s general settings. This is
found using the Admin drop down menu and selecting the Program Settings
option. This is accessible from the main menu of the application. Here you
setup company information, your company logo, your e-mail server, database
paths, and other general information. The most important of these is setting up
your databases. You can always configure the other setting later on if needed.

Work Orders need the following items available for there creation:

Mechanics or employees responsible for their completion.

Equipment the work order will be assigned to.

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

The actual work instructions.

The items in the above list should be available for the creation of work orders.
Equipment information is perhaps the most important of these items and you
should work on this list first. Gather information such as descriptions, serial,
model and reference numbers. More information can always be added later as
needed.

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

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

Once you have built your database of task instructions, you should do the same
thing with your safety instructions. Unlike task instructions, safety instructions
should be assigned to each and every work order regardless of whether it’s a
planned maintenance or repair type.

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

More Information

Try browsing the installation compact disk for additional information. We
normally have a few PowerPoint presentations and other information there.
Also our Quick Tour demo can also be used as a valuable training tool, as it
will get you familiar with the application.
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Chapter Overview

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

Procedures outline in this, and all other chapters assumes the user has basic
computer skills, and has worked in the Windows environment before.

Getting Around in Program Controls

e To input text into a text field, just move to and then click in that field.
Then begin entering or editing the text.

e To move forward from field to field without using your mouse use the
TAB key.

e To move backwards from field to field use the SHIFT + TAB key
combination.

e To move to the beginning of a text field use the HOME key.

e To move to the end of a text field use the END key.

e To move in list boxes, such as in the employee lookup, use PAGE UP,
PAGE DOWN, HOME, END and ARROW keys. You can also type
the first letter of the word or name you wish to access.

e To move between option () buttons use the ARROW keys.

e To start a new line in text boxes or editors press the ENTER key.

e To start a new line in text boxes or editors when there is a default
command button present, use the SHIFT + ENTER combination.

Editing Basics

e To delete a character at the current cursor location, press the DEL key.

e To delete from the current character to the end-of-text press CTRL +
DEL.

e To insert a character at the current cursor location press the INS key.

e To delete character behind the cursor use the BACKSPACE key
(Arrow).
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Pull Down Menus

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

File Edit | Task | Go Sort Reports  Graphs  Inskruckions  Help
f=  Edit Work Crder Materials i
aa  Edit Work Order Labor '

These menu options allow for easy access of many features and functions the
program has to offer to the user.

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

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

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

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

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

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

When you first start some of the modules in the Maintenance Coordinator
system, you may be surprised by what you see. The menus and toolbars in
most of modules have been replaced with the Ribbon, which is part of the
Microsoft Office Fluent user interface.

= DOUo@DOE - Maintenance Scheduler

— Home Go Wark Orders Filters Instructions Reports Graphs

1

C <k Add Mew Record ¢ Print Record J= Find First
& C @ Post/Save Changes Q Preview Record o F W
Generate Generate by Paste .,
Tasks Classes 7 Delete || == Delete Record
Generate Work Orders Clipboard Records Print Search

The Ribbon as it appears in the Maintenance Scheduler module

The Ribbon is designed to help you quickly find the commands that you need
to complete a task. Commands are organized in logical groups, which are
collected together under tabs. Each tab relates to a type of activity, such as
clipboard functions.

Minimize the Ribbon

The Ribbon is designed to help you quickly find the commands that you need
to complete a task. Commands are organized in logical groups that are
collected together under tabs. Each tab relates to a type of activity, such as
creating reports, filtering the database or other routines.

There is no way to delete or replace the Ribbon with the toolbars and menus
from the earlier versions. However, you can minimize the Ribbon to make
more space available on your screen.

Always keep the Ribbon minimized

e Click Customize Quick Access Toolbar =

e Inthe list, click Minimize the Ribbon.

e To use the Ribbon while it is minimized, click the tab you want to use,
and then click the option or command you want to use.

Keep the Ribbon minimized for a short time

To quickly minimize the Ribbon, double-click the name of the active tab.
Double-click a tab again to restore the Ribbon.
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Restore the Ribbon

Click Customize Quick Access Toolbar =.
In the list, click Minimize the Ribbon.

Quick Access Toolbar

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

Customize the Quick Access Toolbar

e Move the Quick Access Toolbar
e The Quick Access Toolbar can be located in one of two places:

[ D
e Upper-left corner next to the Coordinator Button “* (default location)

E"'J |.'1" r:lll:j =

| =1

e If you don't want the Quick Access Toolbar to be displayed in its current
location, you can move it to the other location. If you find that the default

location next to the Coordinator or Module Button @/is too far from your
work area to be convenient, you may want to move it closer to your work
area. The location below the Ribbon encroaches on the work area.
Therefore, if you want to maximize the work area, you may want to keep the
Quick Access Toolbar in its default location.

e Click Customize Quick Access Toolbar ™.
e |nthe list, click Show Below the Ribbon or Show Above the Ribbon.
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The Coordinator, Module or Application Button

In the upper left hand corner of the new ribbon control is the Coordinator or Module
button. This is the same style of button that Microsoft calls the Office button in their
Office 2007 suite. In Office, this button has the Office icon displayed in it. In our
modules, we have an icon that is representative of the module its installed in.
Clicking on this button opens a pop up that closely resembles the old File menu.
Once clicked, the user can then click on the various other buttons or options found
there.

N O000eE -

EDJ Add Mew 3

Delete Record  Shift+Del

A |

Work Crders Setup

:;ﬂ Print i

j Dratabases b
E
El Close Ctrl=F4 e

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

Edit Functions

For your convenience we have placed edit functions throughout most of the
modules, and have placed them in the areas we thought would be the most
useful.

The same rules apply to these edit functions no matter where they are located.
So for convenience, we will explain them just once here.
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Selecting Text for Editing

Most edit functions first require you to select, or block the text to be edited.
The procedure for this is as follows:

METHOD ONE

e To select text to be edited, place the cursor at the beginning of the text.
e Now while holding down the SHIFT key, use the ARROW keys to
drag the cursor over, and blocking the text of your choice.

METHOD TWO

e Use the SHIFT + HOME key combination to select text from the
current cursor location to the end of the line.

METHOD THREE

e To select a range of cells, such as those found in the form modules,
click and hold the left mouse button and drag through the range you
want to select.

METHOD FOUR (Mouse Users)

e Place the mouse pointer at the beginning of the text to be selected.
e While holding down the left mouse button, drag the mouse over the text
to be edited, and thereby blocking the text.

Once text has been selected, it can be cut, copied, pasted elsewhere, deleted,
and in some cases reformatted such as changing fonts or colors.

Deleting Text

To delete text, you must:

e Select the text for deletion
e Press the Del key
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Cutting Text

To cut text from its original position and store it in the Windows clipboard for
possible insertion elsewhere, you must:

e Select the text to be cut.
e Access the Cut option under the Edit menu heading, or use the Hot key
assignment of CTRL + X.

Copying Text

To make a copy of text and store in the Windows clipboard for possible
insertion elsewhere, you must:

e Select the text to be copied.
e Access the Copy option under the Edit menu or use the Hot key
assignment of CTRL + C.

Pasting Text

To paste text that has been stored in the Windows clipboard from either a
previous CUT or COPY function, you must:

e Place the text into the clipboard using either the CUT or COPY
functions.

e Place your cursor at the position you wish the insertion to take place.

e Use the Paste function under the Edit menu, or use the Hot key
assignment of CTRL + V.

Opening Files - Import

Throughout the program you will be required to re-open saved files, forms and
documents. The procedure on opening files is basically the same no matter
what module you are currently working in, and is basically the same in all
windows platforms.

11
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To open a saved document or file:

e Click on the Coordinator button and select the Open or Import option.

e Move to List Files of Type drop down listing, and select the file type
you wish to open.

e Move to the Drives drop down list and select the drive that your desired
file is located on.

e Move to the Directory list box and double click on the directory that
contains the file you wish to open.

e Move to the Files list box and select the file of your choice.

e Now either double click on the file of your choice or click on the OK
button. If everything was done correctly the file should now load into
the program.

Saving Files - Export

Once you have created a file using the built in forms or editor for example,
you'll want to save your information. It is always best to make a few
directories on your hard drive in which to save your files in.

To save a file to disk:

e Choose the Save As or Export option under the Coordinator button.

e Move to the Drives drop down list and select the drive you wish to save
the file to.

e Move to the Directory list box and double click on the directory that
you wish to save the file in.

e Move to the File Name text box and type the name you want to assign
to the file. Also include the file name extension if you wish to specify
one.

e Move to and click on the OK button to begin the save.
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Instructions
e Edit Safety Instructions
ge Edit Task Instuctions
e Add Safety Instructions

g Add Task Instuctions

j Tasks Calendar

'Qb Support Tools

Tasks Panel

it

Inventory

g} Cpen Inventory Lookup
Screen

Check Park Cut From
Inventory

& Sork by Under-Skock, Tkems

@Eurrent Part

g} Yiew or Edit Part's Mokes
| “iew or Set Part's Picture

I523"SU|:|||:|HI:WI: Options

r

44
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The Shortcut Bar allows you to branch to either
different parts of the module or program, or
execute commonly used routines. This control
breaks things into different groups. Clicking on
the large bar opens different groups and
displays different options. Click on an item
within the shortcut bar will activate that option.

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

The Tasks Panels allows easy access to and
the ability to  execute commonly used
routines. This control breaks things into
different groups. Clicking on the double
arrows will expand or close the different
groups and displays different options.
Clicking on an item within the Task Panel
will activate that option.

Note that most if not all the options on the
Task Panel are also available from drop down
menus, and the Go menu when available.
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Shortcut Bars and Task Panel Options

In many of the module you can both close and minimize the shortcut bars and
Tasks Panels, and once closed reopen them.

Shortcuts o x

Minimize Shortcuts or Tasks
e Click on the tack icon
Restore Shortcuts or Tasks

e Click on its name or tab as it rests on the left side of the screen.
e To keep in place, click on the tack icon.

Hide the Shortcuts or Tasks
e Click on the X
Display Hidden or Close Shortcuts or Tasks

e Click on the Options dropdown in the ribbon.
e Select the appropriate option found there.

Data Controls - Moving Between Records

WD, @000

Located in various areas of the program are Data Controls. These controls
allow the user to move through records in a database. The following are the
elements of a data control.

e Clicking on the first arrow, on the far left, will move you to the first
record in the database.

e Clicking on the next arrow moves you backward in the database one
record at a time.

14
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Clicking on the next arrow moves you forward in the database one
record at a time.

Clicking on the last arrow, on the far right, will move you to the last
record in the database.

Searching the Database

The Find record method has been designed to look and work the same no
matter which module you are accessing. The procedures are the same only the
effected database fields are different.

Search Test: 105091434

Search Type: |75k |0 =l

[ Egzact Match Only

Eind First LCancel

To find a record using the built in search routine:

Move to and click on the Find icon within the ribbon or press the Ctrl
key and the F key at the same time.

Move to the Search Text field and enter your search criteria. Wild cards
are not acceptable.

Move to the Search Type drop down list and select which database field
you would like to conduct the search in. Options here will change
depending on the module you are currently in.

To only find records with an exact match, place a check in the Exact
Match Only checkbox. Otherwise wild card characters will be used in
the search criteria.

Move to and click on the FIND FIRST command button.

To continue a search for other matching records, click on the Find Next
icon in the ribbon, or press the F3 function key on your keyboard.
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Quick Find

Besides from the Search or Find Record routines used throughout the program,
we have also incorporated a Quick Find routine in various areas in the
program.

Sort By IF'artID j Quick Find: |.-’-‘-.L|T

e Where available, move to the Sort By drop down list and select how
you want the database sorted. The Quick Find routine will use this field
for its search.

e Move to the Quick Find text box and type in the item you are looking
for. As you type, the program will search the database for a matching
item.

Printing Files and Documents

With most of the screens, functions and reports installed throughout the
program, you will be given the option to print that information to the currently
selected printer.

The print options for the screens differ somewhat. With some of the screens,
such as the Editor or Notes section, you have a choice to either print the
document, or preview it. With other sections you are dumped directly into a
print preview screen, and can then either print the document, or close the
preview.

Data Quick Entry

One time saving feature we have installed in most of the data input screens
used by the program are what we call "Data Quick Entry" routines. These
routines are used to store information that you would use repeatedly. The idea
behind this feature is to allow you to type in commonly used information just
once. The next time you need it you just call up the routines, select the text
from a list, and have it automatically inserted for you.
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Each text field in the program, which works with these routines, have there
own little databases. For example, if you call up the listing while in the
"Problem™ text field, you'll get a different list of items than if you where in the
memo field.

¢, Data Quick Selection

Allen-Bardley
Easy Tube v
Square-R Select

CALLING UP THE QUICK ENTRY LIST
To call up the Data Quick Entry list from one of the supported text input fields:
e Move to the text field that uses the quick entry routines.
e Click on the ... button adjacent to this field.
ADDING NEW QUICK ENTRY ITEMS
Before you can begin using the Quick Entry option, you'll need to add
information into the listing. Once entered this information will be available for

insertion.

To add information to the Quick Entry list, you must:
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e Press or click on the NEW command button on the Quick Entry screen.
e Type in the information you want included in the listing. This text can
be any combination of text characters and numbers.

e Press or click on the OK command button to save the text, and add it to
the list box.

SELECTING TEXT FOR INSERTION

Once you have information installed into the Quick Entry listing, you can use
and reuse this text any countless number of times.

The procedure for selecting text from the Quick Entry list, and inserting it at
the current cursor location is as follows:

e Place your cursor into the text box that you want the information
inserted into.

e Click on the ... button adjacent to this field.

e Move to the list box and highlight the text of your choice.

e Press Enter, or click on the Select button to insert the highlighted text at
the current selected control.

DELETING ITEMS FROM THE QUICK ENTRY LIST

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

e Click on the ... button adjacent to the field.

e Move into the list box and highlight the text you wish to delete.

e Move to and click on the Delete command button to delete the text
from the list.
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Print Preview Screens

There are actually a couple of different print preview screens used by the
Maintenance Coordinator system, but we have tried to design them so they
look and feel the same. This way as you learn one, you learn them all.

vl s Print Preview - = X
| Preview |

L my S @ ng

Print Two  Zoom Export Previous Mext Close
Pages

Print | Wiew || Export | Preview

When available, the following elements are found in the top toolbar of a Print
Preview screen.

Print — Open the print dialog and prints the document.

e 2 Pages/ 1 Page — Toggles the preview to showing one or two pages.
Only works when the program is more that 1 page in length.

e Zoom — Zooms in and out on the preview document

e Previous - Moves you through your print preview document from the
current page towards the beginning.

e Export — When present open a Save As dialog and allows you to save a
copy of the report or document to file. It can then be opened by other
supported applications.
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e Next - Moves you through your print preview document from the
current page towards the last page.

e Close — When available, closes the preview screen. If this button is not
available click the ESC key to close the screen.

Picture Viewer

The Picture Viewer is used by the application to insert images into your
database, view existing images or pictures, and send a copy of the image to a
printer.

@. [x I View Picture _ = x
Viewer
B @i s w O

Picture Change  Clear Print  Orientation Close
Picture Picture || Picture =
View Ficture Options Print Options Exit
Current M 1A » oM a - S5
Stored V.
Ficture

L=
e,
iR

e

i

TO VIEW AN EXISTING PICTURE

e Open the Picture Viewer and then click the Picture option in the View
group.
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TO INSERT OR CHANGE THE INSTALLED PICTURE

e Open the Picture Viewer and then click the Change Picture option.
e Use this File Open dialog to locate the image or picture file you want to
use.

e \With the file selected, move to and click on the OPEN command
button.

TO PRINT AN EXISTING PICTURE

e Open the Picture Viewer and then click the Print Picture option.

TO CLEAR AN EXISTING PICTURE
e Open the Picture Viewer and then click the Clear Picture option.
TO CHANGE THE ORIETATION

e To change the print orientation of the picture document click on the
Orientation option.
e Click on one of the two choices found there.

Using the Calendar

Throughout the program and its modules, we have made use of a pop up
calendar for the input of dates. This calendar is normally accessible by clicking
on the ... button located to the right of that field.

The use of this calendar is the same, no matter where it is accessed and will be
explained next:

e To select a date click on the date of your choice, a box should appear
around the date showing it is indeed selected.

e To move backwards one month at a time click on the command button
with < on it.

e To move backwards two months at a time click on the command button
with << on it.
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CALENDAR
Months

Aprit-2009
SUN MON TUE WED THU FRI SAT

BB EEE

SELECT DATE

CLOSE CALENDAR

e To move forward one month at a time, click on the button with > on it.

e To move forward two months at a time, click on the button with >> on
it.

e To move back by one year, click the <Year button.

e To move forward by one year, click the Year> button.

e To move to a specific month, open the Months menu and select the
appropriate option.

e To move to today's date move to and click on the Today button.

e To insert the selected date into the selected input field, move to and
click on the Select Date button.

e To exit the Calendar without selecting a date, move to and click on the
Close Calendar button.

Date Range Selection

Use in various locations of the program is a Date Range Selection dialog. This
is commonly used in the creation of reports and for the generation of a date
range of work orders for two examples. We will now outline the use of this
control.
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Work Orders Analysis

Select [ ates
Start Date v
Accept
[4,/29./2009 Tt =
End Date @
[4429/2003 | Cancel
[ Use gl Dates

To change either the Start Month or End Month:

e Move to the appropriate area.

e Move to the Month drop down option box, and click on the arrow
shown there.

e Click on the month of your choice.

To change either the Start Day or End Day of the month:

e Move to the appropriate area.

e Move to the Day drop down option box, and click on the arrow shown
there.

e Click on the month of your choice.

To change either the Start Year or End Year:

e Move to the appropriate area.
e To decrease the year, click on the < button adjacent to the year field.
e To increase the year, click on the > button adjacent to the year field.

To select the dates using the built-in calendar:
e Move to either the Start Date or End Date section.

e C(Click on the ... button adjacent to the date field.
e Select the date from the pop up calendar.

23
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Spell checking is available for use throughout the program. The Notepad,
Editor, and the various sections that contain forms have a built in, 250,000 +
word spell check.

Spelling Check ]|

Change To: | lgnore I
|this
Ignore All |
Suggestions: v Add |
they
thig
thin Change
thio Change All
thar
Cancel
thy
Add Words To:
IE:'\.HE 2 Exes\cust.dct j

To use the built in spell checker, you must:

Open the Tools menu, the Spelling menu or click on the Spell Check
button, depending on which module and screen you are currently
working in.

Select the Spell Check option.

When the spell checker encounters a misspelled word, the "Word Not
Found In Dictionary" dialog box will appear. From here you have the
following choices:

IGNORE - The misspell word is ignored, and spell checking
continues.

IGNORE ALL - The present occurrence and all future occurrences
of the misspelled word are ignored.

CHANGE - Here you can replace the misspelled word with the
word in the Suggestions list box. Or you can choose a word from
the list box by clicking on it to select it. You can also correct the
word in the Not in Dictionary text box by typing in it, and then
hitting the Change button.

CHANGE ALL - works just like the Change button, but the
program will replace all occurrences of the misspelled word
without any more prompts.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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= ADD — Adds the misspelled word to the custom dictionary.

User-Defined Fields

It’s impossible to know what everyone could possibly want to keep
information on, as we work differently. For this reason we have installed user-
defined fields in a few of the system’s modules. These fields operate the same
no matter where it’s used.

Basically, a user defined field works just like any other field in the system.
These fields are setup as text fields, and will accept any combination of text or
numbers, up to 30 characters each.

To change a User-Defined field title:

Uszer Field Label

Cancel

I
E nter new label in box provided K
Label maybe up to 20 characters in length. -

ISecnndar_l,l Yendol

e Click on the User Fields tab by clicking on it.

e Move to and double mouse click on the field’s title.

e Type in the new title description in the space provided. This can be up
to 20 characters in length.

e Click the OK command button.

Using the Text Editor

The Text Editor has been installed throughout the system where the user may
need to create or edit large amounts of text. In most cases the Editor is
accessed by clicking on a button with this icon: &
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@ B - Palletizer - Multiple Lanes - Bi Monthly
=" Home Tools
3 . 44 Find Next | &
= P EX s @
@] select Al

Save and i= i EiS Find Cancel

C|.:|5e F, Temm X[ 1 [Jem

Save Clipboard Bullets Search Close

PALLETIZER MAIMTENANCE INSTRUCTIONS

] Wwipe table top corveyors with alcaohol
] Clean sensors, photo-eyes, and reflectors on table top conveyar
] Ewvacuate any water accumulated in water collection tube
] WWipe infeed table top conveyor with alcohol
] “Wipe all infeed bottle guide rails with alcahal
] Clean all photo-eyes and reflectors in row farmer lanes
] Clean all photo-eves and reflectars on load table
] Check and clean vacuum cups and wenturi of any fiber obstructions
] Lube all shafts of the bottle gate stops, layer stops, slip sheet bin, top frame bin, end of table
op pins, transfer carriage, and transfer plate
[ ] Lube all shafts of the bottom sheet dispenser and pallet fingers
[ ] Check set screws on all sprockets and 'end of shaft' bearings for tightness - lubricate as needed
[ ] Clean photo-eves and reflectors in hoist area
[ ] “Wipe all dust collected where ever accumulated
[ ] Check palletizer oil reseroir and refill if necessary
[ ] Check all wheels on carriage, layer rack, row farmer, and top frame dispenser for tightness
[ ] Clean and inspect motars and brushes every 60 days (row farmer up / down f forward / reverse,
row forrmer table, accumulation table, layer stops, transfer plate, and pallet discharge conveyors)
[ ] Check nuts and balts that retain the layer rack, bottom sheet dispenser, and layer stops
[ ] Check 90 degree gear box for empty pallet canveyar
[ ] Check pallet alignment for bottorn sheet placement and layer placement
[ ] Check empty pallet conveyaor far problems when rising - i.e. - post, binding
[ ] Check that row former drive chain is secured to frame properly

In the Maintenance Scheduler module, this editor is used as the Instructions
Editor to create and edit both work orders tasks instructions, and tasks safety
instructions. You gain access to this editor by using one of the available
command buttons on the Scheduler's Instructions tab, or by selecting one of
the options found under the Instructions ribbon tab.

Text Editor Home Tab
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Home
1 45 Find Next | F
= P eEN ot Q)
[@] select Al
Save and éE ‘§E ; E;E Eind Cancel
Close o
Save Clipboard Bullets Search Close

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

e Save and Close — Saves the current text and closes the editor

Paste — Inserts any clipboard text into the document, and at the current
cursor location

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

Copy — Copies selected text and places it into the clipboard.

Delete — Deletes selected text

Set Next Number — Allows you to set the next number to use for
numbered lists.

Reset to One — Resets the next number for numbered lists to one.
Bullets Off — Turns on and off the bullets.

Numbers — Turns on or off the numbered bullets.

Numbers / Checkbox — Turns on and off the number — checkbox
combination bullets,

Checkbox — Turns on and off the checkbox bullets.

Find — Helps to find matching text

Find Next — Helps to find the next match.

Select All — Selects the entire document.

Cancel — Closes or exits the editor without saving any changes made.
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Changing the Name of Your Instructions
To change or edit the name of the loaded instructions (Maintenance
Task/Safety Instructions Only):

e Click the Coordinator button and select the Edit Title option.
e Type or edit the instructions name or title to your liking.
e Click the OK button.

Importing a Text File
If you want to, you can create your instructions in other applications such as
Windows Notepad, save the file as a text file, and then import it here.
To import a text file, replacing any currently loaded document:
e Click on the Tools tab.
e Click on the Text Document option in the Insert group.
e Use this File Open dialog as would any such dialog found in Windows.
Spell Check the Text Editor’s Document
To spell check your document:
e Click on the Tools tab.
e Click on the Spelling option in the Proofing group
Print the Text Editor’s Document

To print the current text editor’s document:

e Click on the Coordinator button
e Move over the Print button.
e Select the appropriate print option.

28

Maintenance Coordinator e Simplicity Software Technologies Inc.



Common Features

Documents (Document Feature)

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

Maintenance Coordinator - [Documents]

Shortcuts o x /j @ @ @ @ ﬂ 5
Support Tools ! Documents
Suppork Databases
B0 22
w Mechanics -
Document Add Delete New

Mew Document | Group Grou
‘{-:; Equipment View/Edit Documents Document Groups

\J% Inwentony Diescription o (@
L

MCLogo  MNewDoc

General Tools

I_’ I E-Mail Compozer

I E Mairtenance Documents

E—j Budget

g Tasks Planner

j Tasks Calendar

lﬁ& Support Tools -

The Document feature is included in many of our modules where we felt it
would be useful. You can find this feature in the Equipment module,
Purchasing module, Contacts module, Mechanics module and the Reports
module. The Mechanics module differs from the others as it’s attached to each
mechanic’s record, where you can create various documents on a single
employee. The Document Feature found in the Reports module is for general
type documents and is compatible with the Document Feature in our PM
Coordinator application.
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You can create three different types of documents with this feature. One is a
picture document, which can be GIF, JPG, BMP, WMF and ICO formats. The
next type of documents can be the editor type. These editor type documents
features the use of our built-in word processor. This word processor feature
many professional features such as multiple fonts, colors, paragraph
formatting, the use of tables and more. Documents created in our word
processor are compatible with almost all windows based word processors such
as Word and Word Perfect.

The third type of documents are Attachment type documents. Attachments
point to other files store on hard drives, or other locations such as web-sites.
We recommend that you use this document type for picture also. You can point
to picture stored on a hard drive as opposed to storing it directly in the
database. This saves database space and improves database performance by
keeping the database at a reasonable size.

Add Document Group

Every document used with this program must belong to a document group.
These groups will help you keep your information in a more organized form.

To create a Document Group:

Hew Group |
Enter new group name in the box provided.
Cancel |

e Move to and click on the New Group option.
e Type in the name of your new group in the space provided.
e Click the OK button.

You can edit the name of your group directly from within the grid once it has
been created.
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Adding a New Document

To create a new document:

D New Document

Document Hame:

Diocument Type
{+ Editar File
" Image
(" Link or Attachments

v P
ak LCancel

e Move to the Documents Groups grid and select the group you want to
assign your new document to.

e Click the Add New option in the Documents group.

e Move to the Document Name field and type in a descriptive name for
your new document.

e Move to the Document Type area and select the type of document you
are creating.

e With everything setup to your liking, move to and click the OK button.

Opening Documents for Viewing or Editing

To open a document for viewing or editing:

e Move to the Documents Groups grid and select the group your
document belongs to by clicking on its name.
e Click on the Documents option under the View/Edit group.

You can also right click on a document file to bring up a popup menu with
various options.
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Documents Types
EDITOR DOCUMENTS

The Documents Editor is the word processor that we have included with our
applications to create, edit and view text type documents. To learn how to use
this power feature please refer to the Word Processor chapter.

PICTURE DOCUMENTS

Picture documents make use of our Picture Viewer features. This feature is
outlined elsewhere in this chapter.

ATACHMENT DOCUMENTS

When you create this type of document, you will be greeted by a File Open
type dialog. Use this dialog to browse to the file you want to link to. If you
want to link to a relative path, such as a web-site, or file folder, click Cancel to
the File Open dialog. Next a Input box dialog will appear. Type in the path of
the file, web-site or whatever in the space provide and click OK.

Attachments Feature

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

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

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

File Attachment: IE:'\D ocumentz and SettingzMark Du R T | Dpen I

File Attachment: | Browse | Open |

Where supported, you can attach a file by:

e Moving to the Detail View of the module you’re in.

e Click on the Attach or Attachments tab located near the bottom on the
screen.

e Click on the Browse button to located and point to the file you want to
attach. Click the Open button

To view an attached file:

e Click on the Attach tab located near the bottom on the screen of the
Details view.
e Click on the Open button adjacent to the file you want to open.

Creating Barcodes

The program allows for the creation of Barcode labels for the Equipment and
Parts and Inventory modules. All the major barcodes are supported, as well as
variety of formatting options.

To create a bar code:

e Move to the appropriate module.

e Move to the Details tab by clicking on it.

e Move to the tabs near the lower part of the screen and click on the
Barcode tab

e Enter the text you want to use with the barcode in the space provided.

e Click the Setup Barcode command button.

e Move to the Width and Height text boxes and enter this information,
along with choosing one of the inches and cm options.

e Move the Format drop down box and select the barcode format you
want to use with the label by clicking on it from with in the list.
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|’|||||||| X I Barcode Labeler = x|
== | sarcodes |

» UL o

Use || save Copy | Close

Barcode || Picture Picture
Select Barcode Options Exit

Caption

Test |BRAS00001

"width; |2 Height: |1 & inches " cm

v Shawe test label
F k: - -
orm3 IE-"-"-N 128 - [~ Scale barcode

Fant I.-i‘-.rial ;“1'3 ;I ||:| LI R otation

BR.ASO0001

e Move to the Font drop down and select the font and type size you want
to use.

e To show the description or caption on the label, place a checkmark on
the Show Text Label checkbox.

e To have the label scaled for you, place a checkmark on the Scale
Barcode checkbox.

e To change the rotation of the barcode, select an option from the
Rotation drop drown list.

e Click the Use Barcode option to save the barcode to file.
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Printing Barcode Labels

To print barcode labels:

Select Label Type:

|.-‘-‘-.\-'er_l,l h264 (6 per zheet] ﬂ i
Pleview o Preview
2z
X
Cloze
3

Label to Print: {4 -

e Move to the appropriate module.

e Move to the Details tab by clicking on it.

e Move to the tabs near the lower part of the screen, and click on the
Barcode tab

e Click on the Print Barcode button.

e From the Label Setup screen, move to the Select Label Type drop down
box, and select the label type you want to print to.

e Move to the Label To Print drop down box, and select which label on
the sheet you want to print to. To print a full sheet of identical labels,
choose the All option.

e Click on the Preview button.

e Use this Print Preview as outline elsewhere in this chapter.
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E-Mail Composer

The E-mail Composer is for writing and sending e-mails to vendors, other
employees, or anyone you so choose. You can import text files with this editor,
along with checking your spelling.

.
I

| ,‘.‘t H - E-mail Composer
i

— Message

Send Attachments | |Ch_exeshMC BMwWorkOider pof

— - w
= B3 Copy s Y A@
| =
% Cut :
Paste Recipient Attach  Insert  Sign Spelling Cancel
X Delete - Dot
Clipboard Select Insert Proofing Exit
Mail To | Griggs. Fred [foriggs@®msm. com)
M
ZI Subject | The attachment containe Wwork Order document; 0709-36
Clear

The attachment contains Work Order docurment: 0703-26

To access the E-Mail composer from the Purchasing module:

e Move to the Purchasing main screen.
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e Click on the Mail tab in the ribbon Then select one of the following
options:

Send Approval

Quotation Request

Current Document

E-Mail Composer

O

o O O

To access the E-Mail Composer from the Scheduler module:

e Click on the Go tab in the ribbon.
e Click on the Email Composer option.

Setting Up an Account for the E-Mail Composer

(THIS APLLIES TO PURCHASING MODULE ONLY)

Before you can send e-mails with the E-Mail composer you must tell the
program what e-mail account to use. This step however is not required when
using Outlook as your mail server. If you want to use Outlook as your mail
server, make sure it’s setup properly in the main settings of Maintenance
Coordinator application.

To specify which e-mail account to use:

e Click on the Mail tab in the ribbon and click on the E-Mail Composer
option..

e Click on the Coordinator button and select the Change Accounts
option.

e Select the account you want to use from those listed in the grid.

e Click on the Select button.

The application will remember the account you picked on this computer only,
and will maintain this setting until you or another user changes it.

To use the Email composer with the work orders module, you must setup you
email information in the main program settings.
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Writing an E-Mail with the E-Mail Composer

To create and send a new e-mail message:

Open the composer as outlined.
Move to the Mail To text box and type in the complete e-mail address
of the person you’re sending the e-mail to or click on the Recipient
button in the ribbon and then either the Vendors or Employees option.
o Select the recipient from those listed and click Select.
Move to the Subject text box and enter a subject for your e-mail.
If want to add an attachment to your document click on the Attachment
button.
o Browse to and select the file you want to attach and click on the
Open button.
Move to the big text box on the screen and type in the body of the e-
mail message.
To insert your signature at the current cursor location, click on the Sign
option in the Insert group.
To spell check your document, click on the Spelling option in the
Proofing group.
Click on the SEND button when ready send your message.

Insert a Text Document into Your E-Mail Message

If you have text that you reuse a lot in your e-mail messages, you can use a
program like Window’s Notepad to create a library of text files for reuse in
your email documents. Once created you can insert one of these files into the
current document and save yourself a lot of typing.

To insert a text file into an e-mail message:

Create your email message in your normal manner.

Place the cursor in the email body where you would like the insertion to
take place.

Click on the Insert Doc option.

Browse to and select the file you want to insert, and click on the Open
button.
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Budgets

With the Maintenance Coordinator system you can setup three different types

of budgets. The first is based on purchasing and purchase items accounts, and

the other two are based on maintenance activities, using maintenance accounts
or projects.

Maintenance Coordinator - [Budget Work Sheet]

S L h L Budget Work Sheet
Support Tools S
Suppork Databases
L 0 %3
ﬁ Mechanics W:: w uj
Add  Delete Current All Close
. Budget Categories
% s Equipment Categories Reports Exit
@ Inventory
% Expense Type: haintenance - Year: 2008 -
o Accounting Type: Accounts - w
Budget Actual Difference
ﬂ E-Mail Camposer Categarics <
General Maintenance — a | Too0n | | L0000
Lj Maintenance Documents
FEB | o000 | [ 10000
o) Budget MAR | o000 | [ 10000
APR | 10000 | [ 10000
May | 10000 | [ 10000
Jun 10000 | [ 10000
Jue | 10000 | [ 10000
AUG | 10000 | [ 10000
SEP | o000 | [ 10000
N ocT | 10000 | | 10000
s uler
T reske v MoV | 10000 | [ 10000
= | Tasks Planner
- DEC 1000 10000
_E Tasks Calendar | q | |
23 support Tools - v[] [ stznoonoo | $0.00 | 12000000

To setup a budget:

e Move to the Budget screen.

e Move to the Expense Type drop down box and select the expense type
you want to base your budget on.

e Move the Accounting Types drop down and select either the Accounts
or Projects types. If you’re in the Purchasing module you may only
have one type available.

e Move to the Year list box and select a budget year.

e Click on the Refresh button.

e Click on the Add option in the Categories group.
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e Select a category from those listed and click the Select button.

e From the budget main screen, move to the Categories grid and select
the category you want to base your budget on.

e Move to the various month fields and type in your budget for that
month.

Opening Saved Budgets
To open saved budgets:

e Move to the Budget screen.

e Move to the Expense Type drop down box and select the expense type
you want to base your budget on.

e Move the Accounting Types drop down and select either the Accounts
or Projects types. If you’re in the Purchasing module you may only
have one type available.

e Move to the Year list box and select a budget year.

e Click on the Refresh button.

e From the budget main screen, move to the Categories grid and select
the category containing your budget.

Retrieving Actual Expenses

To have the program retrieve the actual amounts spent, and then show you a
comparison between the actual amounts and budget amounts:

e Move to the Budget screen.

e Move to the Expense Type drop down box and select the expense type
you want to base your budget on.

e Move the Accounting Types drop down and select either the Accounts
or Projects types. If you’re in the Purchasing module you may only
have one type available.

e Move to the Year list box and select a budget year.

e Click on the Refresh button.

e From the budget main screen, move to the Categories grid and select
the category containing your budget.

e Click on the Retrieve Actual button.
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Printing the Current Budget
To print the current Budget:

e Move to the Budget screen.
e Open the Budget you want to print.
e Click on the Current Budget option in the Reports group.

Printing All Budget Categories
To print all categories of a set of budgets:

e Move to the Budget screen.

e Move to the Expense Type drop down box and select the expense type
you want to open your budget on.

e Move the Accounting Types drop down and select either the Accounts

or Projects types. If you’re in the Purchasing module you may only

have one type available.

Move to the Year list box and select a budget year.

Click on the Refresh button.

Click on the All Categories option in the Reports group.

Type in a name for your budget report, and click OK.

Parts Lookup

The Parts Lookup screen is used throughout the system to input or retrieve
information on inventory items. This information can be used with work
orders, issues, purchasing and other places in the program. This routine is the
same no matter where you use it.

Selecting Parts from the Parts Database
To select a part:
e Move to the far left Groups Name grid and select the group you think
your part belongs to. The Parts grid on the right will be sorted by

whatever group you select. To view all parts, regardless of groups,
place a checkmark in the View All Parts checkbox.
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Parts Database

File  Edit

o Select @ _)@@ 9 = )':‘ 5| M i;lclnse =

@ Parts and Inventory
lz[)e[ails ‘

Sort By + | Quick Find: | [~ Wiew All Parts

Group Mame - Reference ID Fart Description Part Me «
Air Filker FRAMOOOES

Bearings ALTO-0099 Air Filter FRAMS-0099
Blowers FRAM-009 Air Filters FRAM-39-009
Chainz QILFO000 (il Filter FRAM-88-108
Computer Supplies
Conveyors
Electrical

Filters

Forklifts

Hardware

otors

Qilz and Lubricants
Palletizers
Fhotoeyes

Teszt Equipment
Wire - -

< | v [l | v |

B LTRY foNly —

e Move to the Parts grid located to the right of your screen and click on
the part you want to view.

e Toinsert the Part into a document, click the Select button.

e To view or edit information on the selected part click the Details tab.

e Edit information on the Details tab to your liking. Click Close when
done.

Adding new Parts to the Database

e Open the Parts database from one of the acceptable ways.

e If the group does not already exist that you want to assign the part to,
you will need to create the group. Open the File menu and select the
Add New Group option.

e Type in the description of your new group in the space provided. Click
Ok.

e Move to the Group Name grid on the left of your screen and click on
the group that you want to add the part to.
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Open the File menu and select the Add New Part option.

When asked if you want to add the new part to the selected group, click
on the OK button.

When prompted, enter the part number of your new part in the space
provided and click Ok. The program will now search to see if there is a
matching part number already in the database.

Click on the Details tab.

Move to and edit the various fields with the appropriate information on
that new part.

Click Close and changes will be saved or click on the Post button

Deleting Parts from the Parts Database

To remove a part from the Parts Database:

Open the Parts database from one of the acceptable ways.
Move to the Group Name grid on the left of your screen and click on
the group that you want to remove the part from.

Move to the Parts Grid on the right of your screen and select the part
you want to remove.

Open the File menu and select the Delete Record option.
When prompted about the deletion, click Ok.

Maintenance Coordinator e Simplicity Software Technologies Inc. 43



Common Features

Equipment and Machinery Lookup

The following section will outline the use of the Equipment and Machinery
lookup screen. This dialog screen is used throughout the application.

Equipment Lookup

! File Edit

EJ'SE|EE|I|J J@@l%“l@l)} =>|ﬂ9 |E|C|DSEH

@ Equipment and Machinery
_..C'Lgukup l @Qetails l

Sort By Buick Find: |
Feference Description Location b odel -
1 |STAGOOOOT 3 Stage, High Pressure Air Compr Friends Street Property REC-610-4
2 |BLOW00007 Blow Malder 1 kain katar Friends Street Property
3 |BULKODOOT Bulk Palletizer, Line 1 Packaging Area
4 |COMPOO0M | Compressed Air Dover Suppart Equiprment Roon HY-009 A0
5 [COOLODO0 Coaling Tawer Outzide - Back area BHOSET 99C
g [IMJ-00M Duzty Injection Press Friends Street Property | 933-055d [J-C
¢ |FORKOOOOT Forklitt #1 LHI-33-14T-0 930
8 |FORKOOOOZ Forklif f2 Equipment Foom ESL-0093-099 200
9 [HINDOOO  Hinderzon i Drver Equipment Foom HO-00327F 122
10 [PAINOOOIS | Paint Booth Paint Area PEB93-99 12:
11 |STEADDQDT Steam Cleaner Tool Room SC-009 SC
12 |STREQOODT | Stretch ‘Wrappers Packaging Area
| [ |

To Select a Piece of Equipment
e Move to the Lookup tab.
e Move to the grid and select the item you wish to choose.
e Click on the Select button.

To Add a Piece of Equipment

e Open the File menu and select the Add New option.
e Move to and click on the Details tab.
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e Move to the various fields and enter the information appropriate to that
field.

e To ensure the information was written to the database, click the Post
button.

To Delete a Piece of EQuipment

e Move to and click on the Lookup tab.

e Move to the grid and select the record that you want to delete.

e Open the File menu and select the Delete Record option.

e When prompted about the deletion, click the Yes button to proceed.

Employee Lookup

The following section will outline the use of the Employees lookup screen.
This dialog screen is used throughout the application.

Employees Database

File Edi
@O +=1@ 1 % B Close _
¢® Employees Database
)::'I:-:unkup | Details l ﬂ}] Schedule l
Mame Quick Find: |
Marmne | Title | HomePhone -
2 |George Harizan kechanic 903-337-6654
3 |Jennifer Lopez Pt Technician
4 |Jokn Doe M aintenance Supervizor
5 |Reese Witherspoon b aster Technician
Richard Melson techanic 818-393-9353
¢ |Robert Hope kechanic 405-339-3344
2 |Robert Smith Janitaor 933-444-7365
9 |RoyJaones, Jr. Rigger
10 | TamJones Maintenance Manager | 903-234-5678 L
11 |'Woody Allen Senior Mechanic' -
1 an
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To Select an Employee

e Move to the Lookup tab.
e Move to the grid and select the name you wish to choose.
e Click on the Select button.

To Add an Employee

e Open the File menu and select the Add New option.
e Move to and click on the Details tab.

e Move to the various fields and enter the information appropriate to that
field.

e To ensure the information was written to the database, click the Post
button.

To Delete an Employee

Move to and click on the Lookup tab.

Move to the grid and select the record that you want to delete.
Open the File menu and select the Delete Record option.

When prompted about the deletion, click the Yes button to proceed.

To view an Employee’s Work Schedule

In the Scheduler module you can view an employee’s work schedule. This
comes in handy when you want to see if they are available to perform a task.

e Move to and click on the Lookup tab.
e Move to the grid and select the record that you want to view.
e Click on the Schedule tab.
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Contact and Vendor Lookup

The Vendor Lookup screen is used throughout the system to input or retrieve
information on contacts. This information is primarily used with inventory,
equipment and purchasing items.

Selecting a Vendor from the Contacts Database
To select a contact:
e Move to the far left Groups Name grid and select the group you think
your contact belongs to. The Contact grid on the right will be sorted by

whatever group you select. To view all contacts, regardless of groups,
place a checkmark in the View All Contacts checkbox.

Contacts Database

File  Edit
o Select @@@@ gk = @I_;:' s | & ﬂ;lclu:use;
@ Contacts and Vendors
{“‘-L # .
J-Lookup | [ Details
Sort By |Eu:um|:uan_l,l j Quick Find: | [~ View All Contacts
Group Mame - Company | First M ame | Last| «
1 |Corvepor Belts 1 [ABC Conweyar, Inc Jack Jones
n Corveyor Supplies n D atathings
3 |Convepors 3 [Moving Industries, Inc - Jonathan W ayne
4 |Hardware
5 |Puliies
& |Singers
7 |Software
« | [ L v[ ]

e Move to the Contacts grid located to the right of your screen and click
on the contact you want to view.
e To insert the Contact into a document, click the Select button.
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e To view or edit information on the selected contact click the Details
tab.

e Edit information on the Details tab to your liking. Click Close when
done.

Adding new Contacts to the Database

e Open the Contact and Vendors database from one of the acceptable
ways.

e If the group does not already exist that you want to assign the contact
to, then you will need to create the group. Open the File menu and
select the New Group option.

e Type in the description of your new group in the space provided. Click
Ok.

e Move to the Group Name grid on the left of your screen and click on
the group that you want to add the contact to.

e Open the File menu and select the Add New Contact option.

e Click on the Details tab.

e Move to and edit the various fields with the appropriate information on
that new contact.

e Click Close and changes will be saved or click on the Post button to
ensure your changes where saved to the database.

Deleting Contact from the Database

To remove a contact from the contact Database:

e Open the Contact database from one of the acceptable ways.

e Move to the Group Name grid on the left of your screen and click on
the group that you want to remove the contact from.

e Move to the Contact Grid on the right of your screen and select the part
you want to remove.

e Open the File menu and select the Delete Record option.

e When prompted about the deletion, click Ok.
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Chart and Graphs Designer

The Charts and Graphs designer is used throughout the program to help you
present graphical data. This designer was purchased by us as an add-in control
and is very feature rich. To include and write about all the features of this
control would require an additional manual all by itself. Lucky for us, the
creator of this designer wrote an extensive help file that outlines all its many
features. Therefore we would like you to refer to this help file whenever you
need help with this designer.

P Charts and Graphs

8°
aogdiie 2 O

Chart Main Edit Format Print Close

Wizard | Options Data Selection
‘Wizard Main Chart Options Print 3D Rotation Exit

WORK ORDERS COMPLETION ANALYSIS
(All Dates)

B Late

[ onTime

Recurring Work Orders Types

Accessing the Chart Designer

There are two methods of accessing the Chart Designer. One is through reports,
where you create a chart from report data. The other is where you can enter the
chart data directly from the Reports module.
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To open the Chart designer for use with a Reports and Graphics module:

e Move to the Reports and Graphics module
e Click on the Charts — Graphics option in the toolbar.

The chart designer will load automatically when used with the built in reports.
The features of this powerful control remain unchanged no matter how it is
accessed.

Using the Chart Floating Menu

The Chart Designer module is called a pop up or floating menu. The use of this
menu allows the user to access many of the module’s built-in options.

To call up the Chart Designer floating menu, you must:

e Have a chart displayed in the Chart Designer screen.

e Click the right mouse button anywhere in the chart to display the pop up
menu.

e Once the menu is displayed you can use it as you would any normal menu.

OR

e Main Options button in the ribbon.
The following options are available from the floating menu:

e WIZARD - Displays the chart wizard, and guides you through the chart
design process.

e EDIT CHART DATA - This option allows you to add or edit chart data,
rows, columns and labels in the data grid.

e GENERAL - This option allows you to setup the fill, frame and shadow of
the chart backdrop. It also allows the option of selecting some of the
displayed elements, such as the title, the legend, the footnote or the 2" Y
axis.

e PLOT - This option is currently unavailable to the user.

e SERIES—SERIES - Controls the display of series, plots a series on a
secondary axis, formats series appearance.

e SERIES—LABEL - This option controls the series label location and line
styles, edits and formats the label text, position and backdrops.
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e SERIES—DATA POINT - Formats the fill and marker for an individual
data point.

e SERIES—»DATA POINT LABEL - This option control the type and
location of label on individual data points. Formats the font and layout of
text, and formats the backdrop.

e AXIS—AXIS - The option is for future use.

e AXIS—LABEL - This option formats the axis labels and backdrops.

e AXIS—TITLE - This option is for future use.

e LEGEND - This option allows the user to format the chart legend with
backdrops, fonts and location.

e TITLE - This option allows the user to format the chart title with
backdrops, fonts, location and displayed text.

e FOOTNOTE - This option allows the user to format the chart footnote
with backdrops, fonts, location and displayed text.

e COPY - This option copies the current chart into the clipboard in the
Windows Metafile (.wmf) format.

e PASTE - Take a graphic in from the clipboard, in either the Bitmap (.bmp)
or Metafile (.wmf) formats and places it the selected element’s backdrop
or fill.

e PRINT - Allow the user to print the current chart.

e SAVE AS - Allows the user to save the current chart as a chart file (.vtc),
a bitmap (.bmp), or metafile (.wmf).

e LOAD - Load an existing chart file (.vtc) into the Chart Designer,
replacing any currently loaded chart.
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Chart Data Grid

Every chart must have a data grid associated with it. With Maintenance
Coordinator there are actually two of these data grids available. One is associated
with the reports module and the other is a dedicated grid for use with the Chart
Designer. Our discussion will concentrate on the dedicated grid since it’s the
more powerful of the two when creating charts from raw data. The other grid that
was designed to take data from reports can still be used with raw data.

To access the Chart Data Grid you must:

e Click on the Edit Data option in the ribbon, or.

e Right click your mouse button somewhere on the chart control within the
Chart Designer.

e Choose the EDIT CHART DATA from the menu.

+ Data Gnd Editor M= E3
Edit Inzet Delete
| FIRST AID RESTRICTED |PROPERTY D/ LOST TI i’
JAH'36
FEB'96 4 2 Cancel
MAR'96 7 Apply
APR'S6 1
MAY'96 2 : 1 ﬂl
JUN'96 7
JUL'96 5 2
AUG'96 4 =
< 1 s
— Gnd Sizes
Bows: 9 Fow Labels: 1
Columnsz: |5 Column Labels: (1

When you first view the Data Grid Editor it will contain a possible of two types of
data. It could contain data from the Reports module grid, or if this grid was left
empty, the grid could be filled with random data.
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The following illustration shows the relationship between a data grid and a chart.

[l FIRST AID

MEDICAL TREATMENT

B —
[l RESTRICTED WORK

Series Labels

S,
T _1_;-
FIRST AID |MEI]ICAL TR[lRESTRICTEI]'I
g 4 1 2
Category Labels MAR'9E . B
APR'96 1

When the grid is filled with random data you may want to start by resizing the
grid to agree with your data.

To Resize the Data Grid for the proper number of rolls and Columns you
must:

e Double click on the ROWS field of the Editor dialog to select the current
row value.

Type in your new number.

Use the Tab key to move to the COLUMNS field.

Type in your new number.

Use the Tab key to exit the COLUMNS field, and view your changes
within the grid.

To Modify the data within the Data Grid, you must:

e Place the cursor over and click on the grid cell you want to edit, or use the
tab key, left, right, up or down arrow keys to select the desired cell.

e The cell location will then be highlighted indicating that it’s selected.
Once selected type in your new data value.
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e The cell will display the new value once you either leave the cell or press
Enter.

Applying Data Grid Changes to the chart:

e You can apply the changes you have made by clicking on the APPLY
command button.

e You can apply any changes you’ve made and exit the Data Grid Editor by
clicking on the OK command button.

e You can exit the Data Grid Editor without applying changes by clicking
on the CANCEL command button.

To add Row and Column Labels you must:

e Double-click in the Row Labels field to select the current number of row
labels.

Type in the number of the desired row labels.

Use the Tab key to move to the Column Label field.

Type in the number of the desired column labels.

Use the Tab key to exit the Column Labels field.

Once you have added row and column labels, you can modify them.
To Modify Row and Column Labels in the Grid, you must:

e Using the mouse cursor, click to select a label cell. You can also use the
Tab, Right, Left, Up or Down Arrow keys to select the cell.
e Once the cell is selected, type in your new label.

To Insert a Data Grid Row, you must:

e Use the mouse or Arrow keys to move to the desired cell location.

e Open the INSERT menu and select the ROW option.

e An entire data grid row will be inserted at that point, moving the current
row down one level.

To Insert a Data Grid Column, you must:

e Use the mouse or Arrow keys to move to the desired cell location.

e Open the INSERT menu and select the COLUMN option.

e An entire data grid column will be inserted at that point, moving the
current column to the right one position.
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To Delete a Data Grid Row, you must:

Use the mouse or Arrow keys to move to the desired cell location.

Open the DELETE menu and select the ROW option.

The entire data grid row will be deleted at that point, moving the row
below the current cell up to the current position.

To Delete a Data Grid Column, you must:

Use the mouse or Arrow keys to move to the desired cell location.

Open the DELETE menu and select the COLUMN option.

The entire data grid column will be deleted at that point, moving the
column to the right into the current column position.

To Insert a Column of Data Grid Row Labels, you must:

Use the mouse or Arrow keys to move to the desired row label location.
Once your location selected open the INSERT menu and select the ROW
LABEL option.

Choose BEFORE to insert a column of row labels to the left of the
currently selected label. Choose AFTER to insert a column of row labels
to the right of the currently selected label.

To Insert a Column of Data Grid Column Labels, you must:

Use the mouse or Arrow keys to move to the desired column label
location.

Once your location selected open the INSERT menu and select the
COLUMN LABEL option.

Choose BEFORE to insert a row of column labels to the left of the
currently selected label. Choose AFTER to insert a row of column labels
to the right of the currently selected label.

To Delete a Column of Data Grid Row Labels, you must:

Use the mouse or Arrow keys to move to the desired row label location.
Once your location is selected, move to the DELETE menu and choose the
ROW LABEL option.

The entire column of row labels will be deleted.
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To Delete a Row of Data Grid Column Labels, you must:

e Use the mouse or Arrow keys to move to the desired column label
location.

e Once your location is selected, move to the DELETE menu and choose the
COLUMN LABEL option.

e The entire row of column labels will be deleted.

Chart Wizard

The Chart Wizard is a series of tabbed dialog screens that will guide you through
the creation and modification of the charts.

To open up the Chart Wizard you must:

e Click on the Chart Wizard option in the ribbon, or

e Have a chart displayed in the Chart Designer screen.

e Click the right mouse button anywhere in the chart to display the pop up
menu.

e Once the menu is up choose the WIZARD option.

The Gallery Tab

The Gallery tab allows you to select the type of graph you want to design. It also
allows for the selection of 2D and 3D chart types.
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]

Chart Wizard
Gallery I Style T Lapout T bez
Select a chart type: * 2D 3D
Area Bar Line Step Combination
Pie Horz Bar Hi Lo
r -
Contour =Y [Scat] Polar Radar
®
* L
Help Cancel | ¢ Back | Hext > | Finizh

To select a chart type you must:

e Click on the picture of the chart type of your choice.

The Style Tab

The Style Tab of the Chart Wizard allows the user to select the chart style that
relates to the selected chart type.

To select a chart style you must:

e Click on the picture of the chart style of your choice.
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¢ Back
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Please note that the number and types of options you have on this screen will vary
according the Type of chart you chose on the GALLERY tab.

Once you have finished making you selection on the STYLE tab use the BACK or
NEXT command buttons to continue the chart setup process.

The Layout Tab

The LAYOUT tab allows you to specify the Chart Title, Chart Footnote, Chart
Legend Position, and whether the series data in the chart range should be charted
along rows or columns. The chart preview on this tab will allow you to see how
the chart will look with the current modifications.

To change the Chart title and footnote, you must:

e Move to the appropriate field and type or edit the text.
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Chart Wizard ]
Gallery T Style T ‘L apout r Bes h
Enter dezired layout settings:
Chart Title:
Acakdantz By Shiftz [Accidents By Shift |
5 -
20 ] Chart Footnote:
o |January 1. 1996 to |
15 b
1 4 u E Chart Legend:
| . B DAvs |Flight j|
a1 e -_\ Seriez Data along:

" Rowsz 1+ Cols
January 1, 1996 1o Soplamibar ¥, 1996

Help | Cancel | ¢ Back | Hext > Fimizsh

To change the Chart legend, you must:

e Move to the CHART LEGEND drop down list and select the option of
your choice.

To change how data in a series is read, you must:

e Move to the SERIES DATA ALONG option button and click on the option
of your choice.
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The Axes Tab

This tab will allow you to enter the optional axes titles for all the axes on your
chart. The preview on the tab will allow you to view your changes.

To change the Chart axes, you must:

o Move to the appropriate field and type or edit the text.

Chart Wizard EZ
Galleny T Style T Lyt T Axes:
Enter dezired axiz hitles:
Category [¥]
Accidenis By Zhifls | |
25 -
. WYalue [¥]
me | |
15 b
10 4 u E Depth [£]
‘1 Shifts Secondary [Y'2]
January 1, 1996 10 Soplambar 3, 1996 | |
Help | Cancel | ¢ Back | Hext > | Finizh

When you are done setting up all your options using the Chart Wizard you must:

o Click on the FINISH command button to apply your changes.
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Standard Work Orders Wizard

Because this program is primary basic around maintenance operations, we
allow the creation and editing of Standard, or Repair types of work orders
throughout the system. One of the main way of working with work orders is
with the Standard Work Orders Wizard. This feature will be outlined next

To use the Standard Work Orders Wizard:

Mew Work Order Request
3 Wizard
W DY 00 O
! b Cut "
Save and Paste Previous  Next Cancel
Close X Delete and Close
Finish Clipboard Tabs Mavigation Exit
(= 4
s { General Setup ‘ “ﬂnrk To Perfarm ‘
YWhork Order Types
" Imminent 0'anger " Emerg Repair (" Safety Concern 1+ atradr;?ard R
Date: 43042003
Equipment ar Machine: | Lookup
Requested By: | Lookup
Ezitmated Down Time:

e Open the wizard by one of the approved methods. These methods can

vary by module.

e Move to the General Setup tab.

e Move to the Work Orders Types section and select a task type that best

fits this task. Select the type by clicking on it.
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The Date field indicate the creation date of this task. To change it, click
on the ... button adjacent to this field. Next select a new date from the
pop-up calendar.

Next click on the Lookup button next to the Equipment or Machine
field.

Select the equipment you want to assign to this task from the
Equipment Lookup screen, and click on Select.

Move to the Requested By field and type in your name.

Move to the Estimated Down Time field and type in your best estimate
of how long you think it would take to complete this task.

Click the Next button or the Work To Perform tab.

Mew Work Order Request

3 Wizard
H B 00 O
| 'ﬂu Cut 7
Save and Paste Previous  Mext Cancel
Close X Delete and Close
Finish Clipboard Tabs Mavigation Exit

=y
s il General Setup ‘ gﬂmk To Perform

4 ‘

Brief Description of W ork to Be Performed

Replace ground strap around tester :g/.-,

Detailed Description of YWork to be Performed

Move to the Brief Description if Work to Be Performed field and type
in a brief, descriptive title for this work order. This field can contain up
to 100 characters.

Move to the Detailed Description of Work to be Performed field and
type in more details about this work order.

Click on the Save and Close option to save your changes.
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Purchase Requisition Wizard
The Purchasing Requisition Wizard can be found in the Purchasing and
Receiving and Personal Manager modules. This wizard allows the user to
create purchasing requisition for goods they need.

To use the Purchasing Requisition Wizard:

Purchasing Requisition Wizard

Wizard
H 0O O
Save and Move Move Cancel
Close Back  Mext
Finish Mavigation Exit
& Originatar ‘ !@Suggesled Yendor | xjiMaterials
Company: |.~'l'l.cex Janitanial Supplies
Contact: |Eric: Tucker |
Buz. Phone: 202-883:3445
| Select |

e Open the wizard by one of the approved methods. These methods can
vary by module.

e Move to the Originator tab by clicking on it.

e Click on the ... button adjacent to the Requested field to pull the
Employees Lookup screen.

e Click on your name from within the list, and click the Select button.

e Move to the Priority drop down box, and select a priority indicator that
you want to assign to this document.
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H 0w O
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Click on the ... button adjacent to the Date Required field.

Select the date you require the items on this document by clicking on
the appropriate date and clicking the Select button.

Click the Forward arrow or the Suggested Vendor tab

Click on the Lookup button.

Select the vendor you want to assign to this document, and click the
Select button.

Click the Move Next option or click the Materials tab.

Wizard

Save and Move Move Cancel
Close Back
Finish Mavigation Exit
a Originator ‘ |@ Suggested Yendor ‘ ij Maternials
[ty | Part Mo | D escription | L nit <
1| QIL104008 Qil, 10-400, Atlantic-Goodfield Cr .
S9PREGLI0G Tire Prezsure Gauge, each

& D

Part Lookup Wig Part Add Mon-Stock |  Femowe [tem

To add a stocked item for purchase:
o Click on the Parts Lookup button.
o Select the part from the Inventory Lookup screen and click the
Select button
o Move to the Qty field within the tab, and double-click to enter
that field. Type in the quantity you need.
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e To add a none stocked item:
o Click on the Add Non-Stock button.
o Move to the newly added row in the grid, then double click in
each column of the row to edit it’s contents.
e Toremove a item from the list:
o Click in the row that contains the item you want to remove.
o Click on the Remove Item button.
e Click on the Save and Close button to create the document.
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Chapter Overview

In this chapter we will be discussing the program security and database setups
along with built in utility modules for automatically sending work order e-
mails, backing up, and importing/exporting data. With the Maintenance
Coordinator program you can setup different locations for your databases,
such as putting them on a network. You can also regulate which areas or
program modules your users have access to. You have the ability to turn
password protection or security completely off, allowing user access to
everything

You can also import and export your data, repair and compact databases,
backup your databases and automatically e-mail work orders to mechanics.

Logging into the Program

Simplicity Software Technologies Inc.

MAINTENANCE
COORDINATOR

Yersion B.0.0

Copyright © 2001 - 2009
M ark Dunbar

zer Mame: |JEIHN DOE
Pazsword: | xxxxxxx 1
¥ 4 X
k. Cancel

Wiarning: Unauthorized Duplication of this program is a violation
of Federal Copyright Laws

When password protection is active, and when the application first starts up,
you'll be greeted with a login screen. This login restricts unauthorized users
from gaining access, and also sets defaults setups for authorized users.
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To login to the program, please follow these steps:

e Start the program in your normal manner.

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

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

e Move to and click on the OK button.

Re-Logging into the Program

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

To re-log into the program:
e From the Main Menu screen open the File drop down menu and select

the Login as New User option.
e Login as you would normally.

Lost or Forgotten Passwords

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

To login to the program using the emergency password:

e Start the program in your normal manner.

e When the Login screen appears, move to the Password text field and
type in the Software Key that was provided you when you purchased
the program.

e Click on the OK button.
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Turning Password Protection On and Off

@ J J @ @ v User Accounts
3 Toggle Password Protection ||:| e
v - = l::ia
— I3
E%i Close Ctrl+F4 tup Close
tons
2nu Exit
J-Lookup | [ Details |
| Izer Accounts -
JOHW DOE
. ol
| Current Llzer - ADMIN

To toggle password protection either on or off, you must:

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

From the Main Menu screen open the Admin drop down menu, then
select Users Accounts option.

From the Users Accounts screen click on the Coordinator button and
select the Toggle Password Protection option.

When prompted as to whether you want to change the password
protection, move to and click on the OK button.

Close the Users Accounts screen.

The above procedure is used to both turn on and turn off password protection.
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Changing Your Own Password

Once a user has logged into the program, and with password protection turned
on, they can change their own individual password to anything they want.

Change User Password £

User Mame: |JIIIHN DOE

0ld Pazzword: | xxxxxxxx

xxxxxxxx
Hew Pazzword:

xxxxxxxx

LConfirm Pazsword: |

= <
&

Cancel

For a user to change their password:

Ensure password protection has been turned on.

Log in to the program and normal.

Open the File menu and select the Change Your Password option
Ensure your user name is in the User Name text box.

Type in your current or old password in the Old Password text box.
Type in your new password in the New Password text box.

Retype your new password in the Confirm Password text box.
Click on the OK button.
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User Setups — Creating a New User

-

FTNEIOICICOBE User Accounts
Accounts
GaCa ]
| CaCa
i CECa
Add  Eemove Copy Paste Setup Close
User User User Jse Buttons
User Accounts Clipboard enu Exit
}H}Lnnkup | |
Uzer Setup Module Bights
Ilzer M ame:
Module: |Hain Menu j
DM IM |
Passward Adrinistrator Rights

v| Enable &dmin bMen

| Al sers Accounts

v Allow Switching D atabaszes
v Allows Program Settings

v| Al Import/E sport Module

[
| J v Allow Work, Orders Emailer
[

KERXAHRK

Perzonal 0B,

| Al M odules Drop Down Menu

Irnternal Emploves &zzignment -
v Allow D atabaze Boutines

[v System Administrator

Current Uzer - ADMIN

To create a new user:

e Start the program in your normal manner.

e When the Login screen appears, login as an administrator.

e From the Main Menu screen open the Admin drop down menu, then
select Users Accounts option.

e Click on the Add User option in the ribbon. This will give you a new
user record to work with.

e Now click on the ... button to the right of the User Name text field.

e Type in the new user's login name in the box provided, click the OK
button.

e Click on the ... button to the right of the Password text field.
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e Type in the user's password in the box provided, then click on the OK
button.

e If you want to assign this user a personal database to be used with the
Personal Planner module, move to and click on the ... button to the
right of the Personal D.B. text field.

e When the Database Setup dialog screen opens, find and locate the
database file you want to assign to this user. Use this dialog as you
would use any File Open type dialog found in windows.

e Once the database file has been selected, move to and click on the
Open button.

e Now click on the ... button to the right of the Internal Employee
Assignment text field. The Mechanics and Employees lookup screen
should load.

e Select the employee you want to assigned to this user from those listed.
This information is used by the Personal Manager module, and with
Work Orders and Purchasing documents assignments.

e If you want to give this user administrator rights, place a checkmark in
the System Administrator checkbox.

Setting Individual Module Rights

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

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

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

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

Allow Adding Records
e A check here allows the user to add or create new records within the
module.
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Allow Deleting Records
e A check here allows the user to delete or remove records within the
module.

Allow Report Viewing
e A check here allows the user to view and create reports from within the
given module

Allow Support Tools
e Removing the checkmark here will hide or disable many of the built-in
support tool options.

Allow Database Routines
e Removing the checkmark here will hide or disable many or all of the
module’s built in database routines and options

Allow Setup

e A check here allows the user to setup option found in some of the
modules

Again, these are just some of the user right’s options. Some modules will have
all these rights, some will only have a few of them, and other modules will
have completely different ones.

To set individual module rights:

e Start the program in your normal manner.

e When the Login screen appears, login as an administrator.

e From the Main Menu screen open the Admin drop down menu, then
select Users Accounts option.

e Use the data control to scroll through the records until you locate the
user you want to work with.

e Move to the Module drop down list and select the module you want to
modify the rights on.

e Move to this rights list and add or remove checks to each of the
available options to your liking.

e Click on the Save Module Rights button to save the rights for the
selected module.

e Repeat the above steps for each module you want to make assignments
on.
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Setting Menu and Module Access Options

You can setup which modules are accessible to a user and also the buttons
locations on the main menu screen. Each user can have a different setup
according to their logons. This feature is extremely useful when you don't want
all your users to have access to everything. For example, you may want your
mechanics to have access to the Scheduler, Work Orders, and Maintenance
Issue modules, but nothing else. Likewise, you may want to limit your
purchasing department to only the Purchasing, Contacts, and the Parts
modules. With the following setup, limiting your users like this is quite easy.

= User's Main Menu Setup - ADMIN

== User Main Menu Customization

Menu Buttons Drop Down Menu
coaphEdilEs ] work Orders | Pats | | [V ~ |
. . v work Orders
E quipment | Purchazing | Wendors | 7| Parts
Perzonal | Mechanics | Tools | w| Equipment
] w| Purchaszing
Procedures | Reparts | Projects | W Wendars
Permits | kaint. |zsues | Prod. |zzues | v F'ersn:nna!
w| Mechanics
| | | w| Tools
v Procedures
MHumber of Displayable Buttons: 15 - v Reports
, . v Projects v
Button's Action: -

b 2.

To limit which modules you want a user to have access to:

e Start the program in your normal manner.

e Log inas an administrator.

e Open the Admin drop down menu for the main menu of the program
and select the User Accounts options

e Locate the user you wish to edit by using the data control.

e Move to and click on the Setup Buttons option in the ribbon.
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e From the User’s Main Menu Setup screen, move to the Displayable
Buttons drop down list and select how many buttons you want
displayed on the Main Menu of the program. You can select any
combinations from 2 to 18 displayable buttons (depending on your
license).

e One by one, move to and click on each of the buttons displayed on this
setup screen. You’ll notice that as you click a button the text in the
Button’s Action drop down list will change. This drop down list
displays what module the program will run when that button is clicked
on the main menu. To change a buttons action, first click on the menu
button you want to change, then click the desired action from the
Button’s Action drop down list.

e Move to the Drop Down Menu area and place a checkmark next to each
module you want your user to have access to. Remove the checkmark if
you don’t want the user to have access to that module.

e Click on the OK command button.

NOTE: If the options you have currently setup deal with the person that is
currently logged into the program, that user will need to re-log into the
program in order for the changes to take effect. If the changes are not for the
current user, that user will see the changes the next time they log into the
application.

Deleting Users

To delete a user from using the program:

e Start the program in your normal manner.

e When the Login screen appears, login as an administrator.

e Open the Admin drop down menu for the main menu of the program
and select the User Accounts options

e Locate the user you wish to delete by using the data control.

e With the user's record displayed, move to and click on the Remove
User option in the ribbon.

12

Maintenance Coordinator e Simplicity Software Technologies Inc



Security, Databases and Utility Modules

Creating New Databases

The Maintenance Coordinator program allows you to create new databases for
use with the program. This feature can prove to be useful when you want to
clear data from the program, but not destroy it. It will also prove useful when
you have multiple users and want a different Personal Database assigned to
each of your users.

Hot Tip: You could create a new Issues Database every year, giving each one
of them a name something like Issues07.mdb. In this fashion you can start with
a clean slate each year, but effectively archiving the last year's database. You
can switch between previous years and current year's database by changing the
setups found under the Database Setting, which will be discussed elsewhere in
this chapter.

You can create the following databases using this program:

e Main Database — This database stores reusable information such as
user's accounts, contacts, equipment, inventory, task instructions, tasks
and work orders, mechanics, procedures, and more.

e Personal Database — You may wish to create one of these databases for
use by each of your users. This database stores daily planner tasks,
daily log, to do lists, and special personal log information.

e Purchasing Database- This database is used for storing information on
your purchasing activities, such as requisitions and purchase orders.

Optional databases for Add-on features

e Issues Database — This database stores production numbers, production
issues and maintenance issues.

e Maintenance Services and Safety Management Database — This
database stores information pertaining to the optional Maintenance
Service and Safety management modules.

To create a new database, please follow these steps:

e Start the program in your normal manner.

e Log in as an administrator.

e Open the Admin drop down menu for the main menu of the program
and select the New Databases option, then select the type of database
you wish to create.
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e Move to the Save In drop down list box and setup the folder or
directory you wish to save your new database in.

e Now move to the File Name text box and enter the name you want this
database to have. Examples here could be John, Mark or Lynn for
personal databases, or Issues99, I1ssues00 and so on for issue database.

e Click the Save button.

Database Settings

When you move your databases to new locations or create new databases you
need to tell the program where they are so it can use them.

#A Main Application Settings
O Company ‘ JE-MaiII = Displap/Reparts I ISD Documents | Main Databases Setup [ £dd-0n Database Setup I
Main - General Features and Work Orders Database Path
‘c:\_exech E4MainDemo. mdb
Browse
Personal Scheduler Database
C:h_ewes\MC Bhpersonal.mdb “-L-J
Open Setup
Browze _—
Purchazing Databasze l l
C:ADatabazesz\Fenner\PMA\BuvD emo.mdb Save Setup
Browsze
@ End Frogram

To setup your databases:

e Start the program in your normal manner.

e Log inas an administrator.

e Open the Admin drop down menu for the main menu of the program
and select the Databases / Setup Database Path options

e Move to the Main Databases Setup tab.
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Now move to the Primary and Work Orders Database Path section and
type in the complete path of this database. You can also use the Browse
button to open and use a File Open type dialog screen to locate the
database file. This file location can be either on a local drive, or
pointing to a network drive (if you have network license).

Repeat the above step for the other two databases.

If you purchased add-on modules or the Professional Version, move to
the Add-On Database Setup tab and setup the database on that tab.

SINGLE USER LICENSES — Please note that when the application is either
registered as a single user or is running in demo mode, the databases must
reside on the C: drive. To place the databases on a network drive, a site license
must be obtained.

Saving and Opening Database Settings

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

To save the current setup, you must:

Setup all the options on the Main Databases Setup tab to your liking.
Next click on the Save Setup button.

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

To open a saved setup, you must:

Move to and click on the Open Setup button from the Program Setup
screen.

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

Click on the Open button.

Maintenance Coordinator e Simplicity Software Technologies Inc
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Opening Different Databases at Startup

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

To open a saved database setup:

e Start Maintenance Coordinator in your normal manner.

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

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

e Click open and the program will restart.

Networking Your Databases

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

We sell the application as either a single user version or an unlimited/network
version, but in reality the databases can not handle unlimited users. It is
recommended that there be no more than 6 users connected to the database at
any single time. Once 6 or more users have connected you may begin
experiencing some performance issues.

To install and use the database on a network:

e A Network license must have been purchased.

e Using a program like Windows Explorer, copy all your database files to
a shared network drive. Our databases have a file extension such as
.mdb (Microsoft Access Databases).

e Once the databases have been copied to a network drive, use the
Database Settings routines to point to these networked databases.

To install and use a network version on multiple computers first install
Maintenance Coordinator on each computer access is require from, then setup
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the database paths to point to the location you have your databases installed.
This must be done on each computer access is required.

Backing Up Your Database

It is highly recommended that you backup your database on a regular bases.
Database can become corrupt and unusable at times for a variety of reasons.
We have included a repair feature to help fix bad databases, but there are times
that this repair is not going to work.

How often should you backup a database? The answer is an individual one, but
ask yourself, how much information are you willing to lose, or have to reenter.
Backing up your database on a daily bases may be your best bet.

Databases Backup / Copier 3]

! Tools

Fath to Backup Ta

Drives

Directaries | —qC,
A Databaszes

Backup Path:
C:\D atabases\MC Backup

H B
Backup Cancel

To backup your database:

e Log in to the program as a program administrator.
e Open the Admin drop down menu. Select the Databases then the
Backup Databases option.

17
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e The main menu module will close and the Database Backup / Copier
screen will load. The program closes to ensure you’re not accessing any
databases, as all users must be out of the program when backing up.

e Move to the Drives list and select the hard drive you want to backup to.

e Move to the Directories list and double click on the directory or
directories (or folders) you want to backup to. The full backup path
should be displayed in the Backup Path area.

e Click on the Backup button to begin the backup or copy operation. The
program will copy all the files as setup in the Program Settings screen.

e To exit click Cancel.

IMPORTANT NOTE: You must get all users out of the program prior to
backing up the database files.

This backup utility is a stand-alone application and can run separately from the
main program. This can come in handy when you have a corrupt database and
can’t gain access to the main program. This utility also incorporates Database
Compact and Repair Database routines. These features are found under the
Tools menu. Please read more about these features elsewhere in this chapter.

Compact and Repair Databases

The Database Backup/Copier utility also contains a valuable database support
tool, this is the Compact and Repair Database routine.

As you add and delete data in a database, the file can become fragmented, and
use more disk space than necessary. Periodically, you should compact your
databases in order to defragment the file. The resulting compacted database
will usually be smaller.

Essentially what the program does is copies the data from one database to
another. In the process, the data in the resulting database is organized
contiguously to recover disk space. Once the new database has been created,
you can go back and delete the original database.

Since, during this operation the program creates a duplicate copy of the
original database you must have enough disk space available for both copies.

The repair database part of the routine will try to repair any Microsoft Access
compatible database, which is the database format used by this program. The
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repair function will repair a database that was left invalid by an incomplete
write operation. This can happen when an application quits unexpectedly
because of a power failure or other computer hardware problems.

Tools

|BQ':]j] ompact and Repair Database

[:Q Backup Databases

B Exit Chrl+F4

To perform a compact/repair operation on an Access database:

Start the program in your normal manner.

Log in as an administrator.

Open the Admin drop down menu and select the Databases — Backup
Databases option.

From the Database Backup/Copier screen open the Tools drop down
menu and select the Compact/Repair Database option.

Use the File Open type dialog to locate the database you wish to
compact, and click Open.

Next a Save As type dialog will load. Specify the name and location
you want to save the new database to. Click Save.

Access the Backup Utility from Outside the Program

IF YOU CAN’T GAIN ACCESS TO THE PROGRAM AT ALL

If your main database is corrupted, you may not be able to gain access to the
program at all. If this is the case, please follow these instructions to start the
Database Backup / Copier module.

Click your computer’s Start button.

Choose the Run option.

Browse to the area you have Maintenance Coordinator installed. The
default path is C:\Program Files\SST\Maintenance Coordinator

Select the MC_Backup.exe application.

Click Run.

Follow the Repair Database procedure above.
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Work Orders Auto Email

The Work Orders Auto Email feature is a small but extremely useful little
utility. What this module does is looks through the Work Orders database for
tasks that are becoming due, and then emails the people responsible for the
completion of these work orders a copy of the actual work order. This module
can be operated either manually or automatically when it is set to run in the
background.

This utility will email the people found in the Resource Assignment fields, as
found on the Details tab of the Maintenance Scheduler module. These
resources must also have a valid email address setup in the Mechanics
Database for this utility to work properly.

To use the auto email feature:

KX Work Orders Auto Email g|§|@

! File
| 9/4/2007 - 0956
_SendMow | CLOSE
e Ensure you have Outlook installed or your e-mail server properly setup.
e Log into Maintenance Coordinator as a user with Administrator rights.
e Open the Admin menu and select the Auto Work Orders Email option.
e To search the database, and have work orders automatically email to

the parties responsible for their completion, click on the Send Now
button.

e To have the program look for new task about every 15 minutes, and
new orders mailed automatically, leave the program open. Otherwise,
click the Close button.
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Auto Email Setup Options

You have a few setup options with the Auto Work Orders Email feature, to set

these up:

setwpOptions @
Ex=part File Format: |.-'l'-.|:r|:||:|at POF [* pdf] ﬂ
wiork Drder Types: &l work Drders -
Who bo email: |.-i‘-.II 3 Resources j

Drayz in advance to email m -

v 8
(] Cancel

e Log into Maintenance Coordinator as a user with Administrator rights.

e Open the Admin menu and select the Auto Work Orders Email option.

e From the Work Orders Auto Email screen, open the File menu and
click on Setup Options.

e Move to the Export File Format drop down, and select the format you
want the email attachment, or Work Order document saved in. Options
here include Acrobat PDF, or the Rich Text Format supported by most
word processors.

e Move to the Work Order Types drop down, and select which types of
work orders you want to automatically email.

e Move to the Who to Email drop down, and select which resource
assignment you want included in the auto emails.

e Move to the Days in advance to email drop down, and select how many
days in advance that you would like emails sent. This field related to
today’s date, and the Schedule Start date of the work order.

e Click on the OK button to save your settings.
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Import — Export Module

The Import Module was designed to help our clients import information or
data from existing software packages to ours. You can import from three
popular file formats. These include Microsoft Access databases, Microsoft
Excel 97 (BIFF8 format) and tab-delimited text files.

We don’t expect that you’ll be able to import all information straight from one
software package to another as each company has their own way of doing
things. Finding straight one-to-one relationships for all information is very
unlikely, but we do believe that you should be able to import a great majority
of the information. This will save you a great deal of time, as you won’t have
input everything from scratch.

B Import Module

i Fle Go Help

 [Blimport Database | [Blimport Spreadshest | FFjopen Database | [ Exit Module |

IMPORT / EXPORT MODULE

As a courtesy, we also allow you to export data form our database to either
Excel 97 or as a Tab-Delimited text file. Besides from moving data from one
database to another, this feature can come in handy when you just want to
work with the data in a spreadsheet format.
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Import Database

The Import Database function allows you to copy data from one Microsoft
Access database to another Microsoft Access database. You first select and
open the source database and a table to copy from, and then select the
destination database and the table to copy to. Next you setup the field
relationships of the two databases, then copy.

8 Import Module - [Import Database]

Go  Help

Import Database | Impnrt Spreadsheet | @Open Database ‘ ﬂEx\t Module |2

IMPORT / EXPORT MODULE

i Options

Database and Table |

Source Fields

Fields to Copy

Destination Fields

Copy Database Fields

Tasks Cormments]
Tasks Cormments2
Tasks Cormpleted
Tasks CormpletedBy

Tasks.Comments]
Tasks.Comments2
Tasks.Completed
Tasks.CompletedBy

Tasks CurrMeter

Tasks.Desmptlon
Tasks.DownTime v

Field Type | Field Size Field Type | Field Size -
1 adiar'/Char 30 adars/Char 30 .
2 adinteger 0 adlnteqe 0
3 | TasksAssign2 adinteger 0 TaszksAssign2 adinteger 0
4 | Taskefizzignd adinteger 0 Tasks.Assignd adinteger 0
5 | Tacks.Attach] adLongWarw 0 Tasks.Attach] adLongWarw 0
B | TasksAttach? adLongvarw 0 Tasks Attach2 adLongWarw 0
7 |Tasks BarCode adLongyarBi 0 Tasks BarCode adLongyarBi 0
8 | Tasks ClientCnt adinteger 0 Tasks ClientCnt adinteger 0
9 | Tasks Colars ady/ard/Char 15 Tasks Colors adyard/Char 15
10 | Tasks Comments1 adLongyara 0 Tasks Comments1 adLongyarw 0
11 | Tasks Comments2 adLongarw 0 Tazks Comments2 adLongyarw 0
12 | Tasks Completed adD ate 0 Tasks Completed adD ate 0
13 | Tacks CompletedBy adinteger 0 Tasks. CompletedBy adinteger 0
14 | Tacks Cunbdeter adinteger 0 Tasks. Cundeter adinteger 0
15 |Tasks Date adDate 0 Tasks Date adDate 0 =2
] v

To copy one database to a different database:

e Click on the Import Database button in the main toolbar.

e Click on the Connect to Database button in the Source Database
section.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.
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e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Move to the Table to Copy From drop down list and select the database
table you wish to copy data from.

e Click on the Connect to Database button found in the Destination
Database section.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Move to the Table to Copy To drop down list and select the database
table you wish to copy data to.

e Click on the Fields to Copy tab.

e Move to the Source Fields list and select a database field you want to
copy into the new database.

e Move to the Destination Fields list and select the field that you want to
copy data to. You should try to match the source field as closely as
possible to the destination field.

e Click on the Add button. Information about the two fields that will be
copied to one another will be displayed in the lower grid.

e Repeat the above 3 steps for every field you want to import into the
new database.

e To remove a field-to-field copy setup, click on the appropriate setting
from within the grid and then click on the Remove button.

e Once all your fields to copy have been setup, move to and click on the
Copy Database Fields tab.

e Click on the Copy Records button.

e When the message appears, you’'re done with the import/copy process.
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Import Spreadsheet

The Import Spreadsheet function allows you to import data from either an
Excel 97, or a tab-delimited text file, and save the information into a Microsoft
Access database.

To import a spreadsheet:

e Click on the Import Spreadsheet button in the main toolbar.

e Click on the Browse command button in the Source Spreadsheet
section.

e Locate and open the spreadsheet you want to use as the data source by
using this familiar File Open type dialog. You can select between tab-
delimited, and Excel files by accessing the File of Type drop down list.

e If you selected an Excel type file, move to the Selected Sheet.

e Click on the Connect to Database button found in the Destination
Database section.

8 Import Module - [Import Spreadsheet] g@@l

I Fle Go Help

fImport Database | Import Spreadsheet (| B Open Databass | ElExwt Module o

IMPORT / EXPORT MODULE

I Options  Spreadshest

Files Setup | Setup Spreadsheet - Fields 1 Copy Data
Assigni | Assign2 | Description | ‘ UserField] | | | | | il
1_|ABBO0T-9887 A-B Photo Eve 800T-8987 i i i |
2 | ELECTDOOZ ~ 1.2BL-002-G 1/2HP Blawer|  ABC Corwevor, Davtona Electric) 198,32 3 1 2 BIM 7
a Boltdnnod 1142041 144" % 20 ¥ 1" Bolt Grainers Nuts and 0.89 600 100 500
4 | MAGTOO001 12-8TRO-THHN-| 12 AWEG THHN Copper Wire, Cooper Rovals Wire and 34 96 3 1 2
A BATTOO01,  24WDC-9984] 24 YDC Main Forklift hattery Evercharned i i i
fi_| ABPHOODDY ABFLECT3 AH Photo Eve Reflactor i i i
7_| cHAIMODDSS CHN5050 Size 50 Chain Keep It Moving 12.76 i i i
A | COUMODOOT CMNTR45-9078-9 Counter Weiaht, & Ton Lightasa  567.76 4 2 2
9 EYEOODS  DANN-25REF| Photo Reflector, Danner 2.5" Danner Electric 7.50 i i i
1n EYEODS DAMMER-78380  Photo electric eve, Danner Canner Electric 1} 1} 1}
11 | AUTO-0088 FRAMODDSY Air Filter FRAM Filters 0 12 i
17 | OQILFODOOY|  FRAM-88-108 il Filter i i i
13 FRAM-009  FRAM-99-009 Air Filters Fram Filters 12,65 10 2 8
14 | AUTO-D089  FRAMS-0099 Air Filter FRAMS Filters 10,98 i 4 4
14 FILTOOD1 FRMODS77 Electrical Panel Filter Fran Filters Fran Filters 7.98 B0 10/ 50 BIM €
16 | PALMODDOY HHC-001 Palm Carmputer Soni i i i New |
17 WIREDDOS HW098-67 Hot iwire i i i
18 COMPO1 JAT1GH 1GB IOBETA Disks  Simple Disks IOBETA Inc 99,00 12 210
19 COoM02 JAT2G 2GB I0BETA Disk IOBETA Inc i i i
on 0IL,00001 LUBE10-40 0il, 10-40 Weight Motar McMaster-Auto Valolink  125.00 4 1 4
21 | cLAMOooO! MB460 Clamp on Amp Meter ExSpecs  123.00 1 1 1
22 | PCTOOOOY PC-2300 PC Toner Cartridae i i i
23 | FLOPOOOOY 50358M 3.5" Floppy Disks Comp UK Soni i i i de
74 | DCWOODDDY| USA134T12V46 DC Motors| ABC Corwevar,  1US.A Motors, 18999 3 1 2 BHELFE
- wican wican 1maT WIE A0 Coves | sibsinmmt Mahtantas Cave Clicl Chdf Ina n n n omne -
1’] »
As5ign Field To Column Clear Field From Colurnn
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e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Move to the Table to Copy To drop down list and select the database
table you wish to copy data to.

e Click on the Setup Spreadsheet- Fields tab. The spreadsheet should be
filled with the imported data.

e Move to the spreadsheet and click in a column of data that you want to
import to the database.

e Either double click in that spreadsheet column, or click on the Assign
Field to Column button.

e Select a database field to assign to the selected column from within the
list of fields, and the click the OK button. The name of this database
field should now be displayed in the column header section.

e Repeat the above 3 steps for every column of data you want to import
into the new database.

e To remove a field from copy setup, click on the appropriate column
from within the grid and then click on the Clear Field from Column
button.

e Once all your fields to copy have been setup, move to and click on the
Copy Data tab.

e Click on the Copy Records button.

e When the message appears, you’re done with the import/copy process.
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Open Database

The Open Database function allows you to open a database and one of its
tables. Once opened information can be edited directly within the grid, or the
data can be exported to either a tab-de

limited text file, or an Excel 97

compatible file.
B Import Module - [Database Viewer] Q@]E|
P Fle Go Help
EImpnrt Database | Impnrt Spreadsheet |‘ ﬂEx\t Module .
IMPORT / EXPORT MODULE
i Options
Select Database T ¥Yiew Database ]
PartCnt EquipCnt | FartiD Description \ Manutacturer \ PartNo \ Spe=
1 3 0 MOTO0090 DC Motors U.S.A Mators, Inc USAT34T12v460 Frar—
L2 | 3 0 CHAINGOOOS Size B0 Chain Keep It Moving CHMNBOBO
3 g 0 CTw-08991 Counter \Weight, & Ton Light as a Feather, Inc CNTR45-9078-99
Z 7 0 Bolt142001 1/4" X 201" Bolt Nuts and Things. Co 14200
L 5] 8 O NUTT420 144" X 20 Nut Nuts and Things. Co NUTT1420
5 9 0 LUBS30 30 Weight Motor Oil,  United Qils 30y Ol
Z 1 0 LUBE10-40 10-40 Weight Motor QilValolink LUBE10-40
8 14 0 NUTT420w 144 -20 Wing Mut Nuts and Things, Co  NUTT420W
E 15 0WE4D WE-40 Spray Lubricar Slick Stuff. Inc WEAD-1607
|10 17 0 LUBO02Y Zap General Purpose 17ap Lubes and Cleane ZAFSPR160S
AN 13 0 3EDisk 38" Floppy Disks Saoni Manufacturing  SO3LIBM
|12 19 0/ComMo2 2GEB IOBETA Disk IOBETA Inc JAZRG
13 20 0 CamMPOT 1GB IOBETA Disks  10BETA Inc JAZ1GE
E 24 0 12THHNbIk 12 AWG THHN Coppe Royals Wire and Cable 12-STRO-THHN-BLAC
15 b 0 ETEGOS Fhoto electric eve. Dar Danner Electric DANNER-7E20
E 26 0 EYEQO9 Photo Reflectar, Danne Danner Electric DANN-26REF
|17 ] 28 0/ AUTO-0099 Alr Filter FRAMS Filters FRAMS-0099
18 29 0 AUTC-0088 Alr Filter FRAM Filters FRAMOD089
[ 19] 31 0 FRAM-009 Alr Filters Fram Filters FRAM-08-009 =
=F n e A P e e [
M4 (L

To open a database:

Click on the Open Database button in the main toolbar.

[ ]

e Click on the Connect to Database button in the Database Path and
Table section.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

[ ]

text box.

Click on the ... button adjacent to the Select or enter a database name
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Browse to and select the database you want open.
Click the OK button.

Move to the Table to Open drop down list and select the database table
you wish to view.

To export the database:

With the database and table already selected, move to and click on the
View Database tab.

Open the File menu and choose the Export option.

Use this familiar dialog box to name the file, type of file, and the path
to save the file.

Click the Save button.
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Editor / Word Processor Overview

We use the same Editor or Word Processor throughout all the modules. This
way you only have to learn it once and then use it over and over again. The
included word processor is very powerful and contains a What-You-See-Is-
What-You-Get editor environment. This word processor is used for all notes
sections, used by our documents feature, used a stand alone editor and is an
integral part of the Procedures and Solutions module.

[ eo=ae

Home Insert Options
o = T = 3]
j - Times Mew Roman -1z - |[]# = === I:I?{_| == Insert Ass Beplace
1 ih Delete © (@] select Al
Faste . & 3 Table ] select Eind
Clipboard IF Font Faragraph Table Find

Series Lahels

FIRST AID MEDICAL TRERESTRICTED]

H 4 1 2
Category Labels MARSE—] | B 2
APR'9G 1 4

When the grid is filled with randem data you may want to start by resizing the
grid to agree with vour data.

To Resize the Data Grid for the proper number of rolls and Columns you
must:

® Deouble click on the ROWS field of the Editor dialogte select the current row
value.

Type in your new number.

Tse the Tab key to move to the COLTUNDTS field

Type in your new number.

Tse the Tab key to exit the COLTMIS field, and view wour changes within
the gnd.
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Understanding the Ribbon’s Home Tab

The following elements are found on the Editor’s Home tab, reading left to
right and top to bottom by groups.

=)/

_'j & Times Mew Raman - 1z % e

Paste
p.

Home Insert Options
_'$ 3«: Insert ;;B Replace

i
i Delete @] select AN
4 3 B b gy | BN

OfF?

Clipboard [= Font Paragraph Table Find

Paste — Pastes clipboard text into the document at the current cursor
location
Cut — Removes selected text and places it into the clipboard.
Copy — Copies selected text and places a copy of it into the clipboard
Delete — Deletes selected text.
Fonts dropdown — Both shows and sets the selection’s font.
Font Size dropdown — Both shows and sets the selection’s font point
size.
Bold — Set the selection’s font bold characteristics.
Italic — Set the selection’s font italic characteristics.
Underline — Set the selection’s font underline characteristics.
Fonts — Calls the format characters dialog screen
Font Color — Sets the color used by the selected fonts.
Back Color — Sets the background color of selected text.
Bullets — Turn on and off the bullet style and also allows the selection
of the bullet style.
Increase — Increases the bullet indention.
Decrease — Decreases the bullet indention
Paragraph — Calls the format paragraph dialog screen.
Centered — This sets the selected paragraph as centered text Left
Right Justified — This sets the selected paragraph as right justified.
Left Justified — This sets the selected paragraph as left justified.
Full Justified — This sets the selected paragraph as fully justified..
Table Options — Click for options.

o Table Properties — Opens the table properties dialog (borders,

colors, etc.).
o Grid Lines — Toggles the display of table grid lines.
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e Insert Options — Click for table insert options
o Table — Inserts a table at the current cursor location
o Column Left — Inserts a new column to the left of the selected
column
o Column Right — Inserts a new column to the right of the selected
column.
o Row Above — Inserts a new row above the selected row.
o Row Below — Inserts a new row below the selected row.
e Delete Options — Click for table deletion options.
o Delete Table — Deletes the selected table.
o Delete Column — Deletes the selected table column.
o Delete Row- Deletes the selected table row.
e Select Options — Click for table selection options.
o Select Table — Selects the entire table.
o Select Row — Select the entire row.
o Select Cell — Select the table cell.
e Find — Help you find specified text within the document.
e Replace — Replaces specified text with new text.
e Select All — Selects the entire document.

Understanding the Ribbon’s Insert Tab

The following elements are found on the Editor’s Insert tab, reading left to
right and top to bottom by groups.

- | "
Home Insert Dptions

= (7 W

Image Text Current  Symbol
Document  Date

Insert

e Images — Opens a file open type dialog and allows the insertion an
image at the current cursor location.

e Text Document - Opens a file open type dialog and allows the insertion
of a text or rtf file at the current cursor location.

e Current Date — Inserts the current date into your document.

e Symbols — Opens a font selection dialog for the selection and insertion
of symbol type characters.
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Understanding the Ribbon’s Options Tab

The following elements are found on the Editor’s Options tab, reading left to
right and top to bottom by groups.

[ Ig'
Home Insert Options

A& % E,r| ¥ Mormal Control Characters

Page Buler
Spelling Theasurus Calculator  Calendar
Status Bar
Tools Document Views Show/Hide

Clearing the current document — New

To clear out the present document in preparation of creating a new one:

@9@&@!3 ’
B f

HNew Ctrl+MN

Open.. Ctrl=0
Save Ctrl+5
Print Cirl+P

Print Preview  Ctrl+F2

Close Editor  Ctrl+F4

8oy Ly

e Click on the Module button (Editor Icon)
e Select the New option.
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Import Document — Open

To import a document from file, overwriting any information already loaded:

e Click on the Module button (Editor Icon)
e Select the Open option.
e Use the File Open dialog to locate the file, and select it. Click Open.

Export Document - Save

To export the currently loaded document:

e Click on the Module button (Editor Icon)

e Select the Save option.

e Move to the Save as File Type list box and select how you want the file
exported. Available options here are the default style, Word Documents
or doc documents, HTM or Internet documents, RTF or Rich Text
Format, and standard txt or text documents.

e Move to the directory you want to save your file to, type in the file
name, and click Save.

To Print the Document

e Click on the Module button (Editor Icon)
e Select the Print option.
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Print Preview

To receive a print preview of your document:

@ =1 I Print Preview - O X

Clude e Cuk Avess Toibie =
[ETEEEERE T .

Quik Ascess Todiax

T Rebbam ool hieaQuek Acoss Toulbse saestal wol o The
Wil e i imeres R =l e kel () b the st
O s iy W ol o ik e e the b il e i ol
anil e bemank of te dedzes
Chizownive dhe Qu itk Accec: Teabar

Dbt (ke Auems Tuilse
 The Queak fuess Tonibae o b lucsitad o amsel Exup as

o Uppee o o e the Cianbmie Bt it gt

= Dekoa s b, s ch i usrt o thes o ot i ] sk s

7o d e e S e ool b i b cl e i e
a i dl

ok Cuniorrine Cpack A Toolbur .
 Inth el dick Sho el e Rblana i A o e Akian,

e Open the File menu and click the Print Preview option.

e To zoom in or out of the preview use either the Zoom In or Zoom Out
command buttons.

e To view two pages of the document at one time click the Two Pages
command button.

e To scroll through the various pages of the document use the Previous
and Next command buttons.

e To print the document from the Preview screen, click the Print button.
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Edit Functions

The edit functions of cut, copy, paste and clear are all found under the Home
tab and the Clipboard group.

To cut, copy or clear text:

e Select the text you wish to work with.
e Open the Home tab and select the appropriate option in the Clipboard
group.

To paste text:

e Place your cursor in your document where you want the insertion to
take place.

e Open the Home tab and select the Paste option.

Finding Text

To find text within your document, please follow these steps:

Fnd @M
Find what; ISam

Direction Cancel |
V¥ Match case ’Vrh Up & Dawn

e Open the Home tab and select the Find option.
e Type in the text you wish to find in the box provided.

e If you want the search to be case sensitive place a check mark in the
Match Case check box.

e Move to the Direction area and select which direction you want to
conduct your search. Up would search the document from the current
cursor position towards the start of your document. Down would search
in the opposite direction.

e Move to and click on the Find Next command button.

e To continue the search for the next match, again click the Find Next.
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e To cancel the search move to and click on the Cancel button.

Replacing Text

To find and then replace selected text within your notes document:

Replace 2] |
Find what: ISam Firnd Hext

Feplace with: IGEDrge Replace

Replace Al

Cancel

il

¥ tatch case

Open the Home tab and select the Replace option.

Type the word you wish to search for in the Find what text box.

Type in your replacement text in the Replace With text box.

To replace all occurrences of matching text move to and click on the
Replace All command button.

e To find matching text before replacing it, move to and click on the Find
Next button.

e To replace text once it's been found, move to and click on the Replace
button.

Select All

To select all the text in you document to perform some type of formatting,
deletion, or other operation:

e Open the Home tab and select the Select All option.
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Page View
With the Page View option your can view your document as pages with visual
page breaks, as opposed to Normal view, or as one endless document.
To switch the view to Page view:
e Click on the Options tab and select the Page option in the Document
Views group.

Normal View

To switch from Page View mode, where your document is broken into pages,
to normal view, or one continuous document:

e Click on the Options tab and select the Normal option in the Document
Views group

View Control Characters

You can toggle the hidden control characters to make them either hidden or
visible by:

e Click on the Options tab and select the Control Characters option in
the Show/Hide group

View Ruler

You can toggle the display of the document Ruler:

e Click on the Options tab and select the Ruler option in the Show/Hide
group
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You can toggle the display of the Status bar on the bottom of the screen:

Click on the Options tab and select the Status Bar option in the
Show/Hide group.

Insert Image

To insert an image into your document:

Insert Text

Click in your document where you would like the insertion to take
place.

Click on the Image option on the Insert tab.

Move to the Files of Type drop down and select the graphic format of
the image you want to insert.

Use the other controls of this dialog to locate and select the graphic of
your choice.

Click Open.

To insert a text file into your document:

Click in your document where you would like the insertion to take
place.

Click on the Text Document option on the Insert tab.

Use the other controls of this dialog to locate and select the text file of
your choice.

Click Open.
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Insert Date

To insert the current date into your document:

e Click in your document where you would like the insertion to take
place.
e Click on the Current Date option on the Insert tab..

Insert Special Character

To insert a special character into your document:

Insert Character £

I[ Wingdings - Inzert Cloze
&l delaer | _| 8 |R|D (K |E || |-
AP BB (@B E | =Y e R =|E
H O (=¥ |dlo|2|=+d|p |t D
S E (| & | |Re ||| b || TP
|G |H |8 Y IS & (e m
Yoz | X |ep|&sle | Om(O0O0O[O)]+ |+
||y B R @ 00D
QD E e 20 0 00 e 06
G 8 80 |0 oo |0E|fe|oh ||

Click in your document where you would like the insertion to take

place.

Click on the Symbol option on the Insert tab.

e Move to the list box near the top, and select the name of the Font that
holds the character you want to insert.

e Click on the character of your choice from those displayed. A copy of
the selected character will be displayed in the upper left hand corner.

e Click Insert.
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Format Character

To change or set the font:

Fonts [g|

Fonts: Sizes
[eria IE ok |
Algerian ~| 19 Y
Allstar — |10 — Cancel
Archie 11
b g
Aftributes: Fozition:
[v Mormal [ [talic {* Mormal
[ Bold [ Strike cut " Superscript
Urderlinitg: withiut = " Subscript

e Select the text to be formatted or place your cursor within the document
where you wish the new formatting to begin.

e Move to the Home tab and click on the Format Font/4l icon in the Font
group.

e Setup the options available on this dialog as you would to similar
dialogues found in Windows.

e Click Ok.
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graph

You can setup the formatting characteristics of selected paragraphs:

Paragraph, Format

zpacing: Alignmemt:
____________________

Line

« Single ine * Left

(" One and a half lines " Bight Cancel

0 Two lines " Centered

Eree: | 100 lines " Justified

[ ininches

Indemts: Distances:

Left: 0000 inch Top: |I:|_|:|I:||:| inch

Right: oonn  inch Bottom: ||:|_|:||:||:| inch

Firzt line: 0ooo  inch

e Select the text to be formatted or place your cursor within the document
where you wish to begin the new formatting . _

e Move to the Home tab and click on the Paragraph =% icon in the
Paragraph group..

e Move to the various formatting elements found on this screen. You can
change the line spacing, paragraph indents, alignment and distances for
the selected paragraph.

e Once everything on this screen has been setup to your liking move to
and click Ok.

Font Color

To setup the color of your fonts or text:

Select the text to be formatted or place your cursor within the document
where you wish the new formatting to begin.

Move to the Home tab and click on the Font Color 4 icon in the Font
group..
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e Click on the color of your choice by clicking on it.
e Click Ok.

Back Color

To setup the background color:

e Select the text to be formatted or place your cursor within the document
where you wish to begin the new formatting.

e Move to the Home tab and click on the Back Color # icon in the Font
group.

e Click on the color of your choice by clicking on it

e Click Ok.

Bullets and Number Attributes

Bulletz and Mumbering

— Bulleted/Mumbered: ——— [~ Bullet character:
o ] 1, em ||Z| I— * |¢ I% Cancel |
None -
o« || 2 .
r— r— Bullet.. | Fant zize: I.-’-'-.utu:u vI
— Murnber format; — Formatting:
Humber style: |1,2,3, j Bullet/MNumber pozition: IEI ifizh

Character in front: INDne vI Test pozition: 0.25 inch
Character after: I vI Seperating Character: | Tab -

Start at; |1_ Lewvel: I 1 *I

£ Bestart numbenng 1% Carbne list

To change or setup the attributes of bullets or numbering:
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Select the text to be formatted or place your cursor within the document
where you wish to begin the new formatting.

Click on the Home tab and select the Bullet = icon in the ribbon.

Move to the Bulleted/Numbered section and select the formatting
option of your choice. Other options on this screen will become
available depending on your choice.

To specify the bullet character to use:

Move to the Bullet Character section and click on the bullet you want
to use, or click the Bullet button to specify a different character.

Click on the new character of your choice from the Symbols dialog.
Click Ok.

To specify the number format to use:

Move to the Number Format section and select the Number Style from
the drop down list found there.

To specify a character to be placed in front of the number, select an
option from the Character in front drop down list.

To specify which number to start with, change the value in the Start at
field.

To restart numbering, click the Restart Numbering radio button.

To continue the numbering sequence, click the Continue List radio
button.

To specify other formatting:

Move to the Formatting section.
Edit the various fields in this section.

Increase Bullet Level

To increase the level or tab position of your bullets:

Select the text to be formatted or place your cursor within the document
where you wish the new formatting to begin.
Click on the Home tab and select the Increase Level 2= icon.
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Decrease Bullet Level
To decrease the level or tab position of your bullets:
e Select the text to be formatted or place your cursor within the document

where you wish the new formatting to begin.
e Click on the Home tab and select the Increase Level " icon..

Insert Table

To insert a table into your document:

Table Attributes

o ]
Columns: 2 hd Cancel

e Click in your document at the position that you want the insertion to
take place.

e Move to the Home tab if not already there.

e In the Table group select the Insert option followed by the Table
option.

e Move to Rows combo box and select the number of rows for your table.

e Move to Columns combo box and select the number of columns for
your table.

e Click Ok.

Insert Columns to an Existing Table

To insert an additional column into an existing table:

e Place your cursor within the table where you want to make the insertion
at.
¢ Move to the Home tab if not already there.
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In the Table group select the Insert option followed by either the
Column Left or Column Right option.

Inserting Rows to an Existing Table

To insert an additional row into an existing table:

Place your cursor within the table where you want to make the insertion
at.

Move to the Home tab if not already there.

In the Table group select the Insert option followed by either the Row
Above or Row Below option.

Deleting a Table

To delete an existing table:

Click anywhere in the table you want to delete and select it.

Click on the Home tab to select it.

In the Table group select the Delete option followed by Delete Table
option.

Deleting a Table Column

To delete a column from an existing table:

Click in the column you want to remove.

Click on the Home tab to select it in the ribbon.

In the Table group select the Delete option followed by Delete Column.
option.
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Deleting a Table Row

To delete a row from an existing table:
e Click in the row you want to remove.
e Click on the Home tab to select it in the ribbon.

e In the Table group select the Delete option followed by Delete Row
option.

Selecting an Entire Table

To select an entire table:
e Click anywhere in the table you want to select.

e Click on the Home tab to select it in the ribbon.
e Inthe Table group select the Select option followed by Select Table.

Select a Row from within a Table

To select a row from within a table:
e Click anywhere in the row that you want to select.

e Click on the Home tab to select it in the ribbon.
e Inthe Table group select the Select option followed by Select Row.

Select a Cell from within a Table

To select a cell from within a table:

e Click anywhere in the cell that you want to select.
e Click on the Home tab to select it in the ribbon.
¢ Inthe Table group select the Select option followed by Select Cell.
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Toggling the Display of Table Grid Lines

To toggle the display of table grid lines:

Click on the Home tab to select it in the ribbon.

In the Table group select the Table option followed by Show Grid Lines
choice.

Setting up a Tables Properties

To format a table:

T able frame

—Frame:———— ~ Backaround:

x|
Line widty  [DE0E =

Cancel
i Mone

" User defined

]
Other .. |

[

— Test distances:

Auto
Left: |1 A0 Pt 'I Top: ||:|.|:||:| Pt vI
Right: |1 R0 Pt ,I Bottam: [0.00 Pt =

Select the cells within the table that you want to change the formatting
on. This can be the entire table or just one or two cells.

In the Table group select the Table option followed by Table Properies
choice.

To place a frame around selected cells, move to the Line Width drop
down list and select the point size you want to assign to the frame.
Move to the Frame section and setup the framing elements you wish to
assign to the selected cells. Add or remove framing elements by
clicking on them with your mouse.

To assign a background color to the selected cells, move to the
Background section and click on the User Defined option button.
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e Open the dropdown list found in this section, and select the color you
want to use.

e To setup the text distance from the frame within the selected cells,
change the values in the Text Distances area of the screen.
e Click Ok.

Spell Check

To spell check your document:

e Click on the Options tab in the ribbon to select it.

e Click on the Spelling option in the Tools group.

e Follow the directions found in the Fundamentals chapter for more
information on using the spell check option.

Calculator

To use the built in calculator:

e Click on the Options tab in the ribbon to select it.

e Click on the Calculator option in the Tools group..

e Follow the directions found in the Fundamentals chapter for more
information on using this option.

Calendar

To use the build in calendar:

e Click on the Options tab in the ribbon to select it.

e Click on the Calendar option in the Tools group...

e Follow the directions found in the Fundamentals chapter for more
information on using this option.

Maintenance Coordinator e Simplicity Software Technologies Inc. 24



MAINTENANCE COORDINATOR SYSTEM

o Maintnance Scheduler

e

— __‘ /

|3 ‘,-;:'l Y —] /;‘ ////
|/

—

_

SIMPLICITY

Software Technologies Inc.



Maintenance Scheduler

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

Table of Contents
OVBIVIBW ...ttt bbb bbb s e bbbt bbbt et e b et st et st beenes 7
WOIK OFOBIS SEBIUP ...tttk bbbttt 8
WOrk Order Creation WIZAIG. .........ccoiieiiiiiisesieeeie et 12
Creating @ NEW WOTK OFUEN ........ooiiiieiecie et 16
Checking the Task ID NUMDET ........cccvoiiiieieeie e 16
Understanding the Scheduler Tabs ... 17
LOOKUD VIBW ...ttt ettt st et e te et esnaesteeneaneenneente s 17
Sorting and Filtering the Database. ... 18
DELAIIS TAD ...ttt bbb 19
TASK TYPES .ttt bbbttt bbbt bbbt b ettt ene s 19
Personnel ASSIGNMENTS ........coieiiiiie ettt e s e s re e ra e be e e e sreenrs 20
SCREAUIING. ...t b bbb ene s 21
WOTK REQUESTEA BY ...ttt ettt ettt ste e snaesna e e 21
RECUIMING TASKS ..ottt bbbttt nr bbb 22
Machine or EQUIpmMent ASSIGNMENT...........ccoiieiieii e 23
Assigning to a Client and their EQUIPMENT ..o 24
Classification ASSIGNMENTS.......cueiiiiieieiicie et eesae e sreesre e e 25
Specifying Account and Project ASSIGNMENTS ........cviviierieriererese s 26
ASSIgNING Parts t0 @ WOIK OFUEN ......cc.ecviiieieee ettt 26
Removing Parts and Materials from Work Orders ... 27
Recording Materials USEU...........ccuiiieiieiecie et 28
Printing the Work Order’s Material List..........cocooiiiiiiiiiiiceecee e 28
AsSigNing Labor t0 @ WOIK OFUEE .......ecviiieieee ettt 28
AGAING LADOT ...ttt 29
Recording Labor Actually WOTK ...........cov oo 30
Special (User-Defined) FIEIAS. ........ccouiiiiiiieiieeee e 30
Automatic Email 0f WOrK OFAers..........cooi i 31
JOINING PIM GIOUPDS ...ttt et bbb ene s 32
WOrK Order AtACHMENTS ... ..ccuiiiiiiieeie et nbe e 32
WOrK Order AUGITS OVEIVIEW. .......cuiiiiiieie e sieesie e see e see e sae e ssaesaeeaessaessesnaesseeeens 32
Creating AUGIT LISTS .......oiiiiieecie sttt et et e et een e e nnea s 33
Assigning an Audit LiSt t0 @ WOrK Order..........c.oovviiiieieneieseseeeee e 33
Performing a Work Order AUIt...........c.ooiiiiieiiie et 33
T (g0 To o] g F I I oSS 34
TASK INSTIUCTIONS ...ttt sbe e 35
SAFELY INSTIUCTIONS ...ttt nneas 36
Comments for PMs — Task Instructions for Standard Work Orders..........ccccceovvierennnnne. 36
Y LU L IF- o TSR 37
Completion INFOrMALION..........ccviiice e 37
TASK STALUS ...ttt e bbbttt et bbbt ene s 38
(G0 ] KT O TSRO U PP OT PP 39
(@0 0] o] [=] (=30 =0 ] o PR 39
PIME GIOUPS ..ttt ettt ettt ekt e et ekt e e bt e s he e et e e b e e e b e e nae e e b e e nnnas 40

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

Setting UP @ P.M. GIOUP. ..ottt 41
Deleting @ P.IM. GIOUP ....coviiieiieeie ettt e e e teene e na e beanaesnaenns 42
Rescheduling With P.M. GrOUPS ........ooveiiiiiiiiiiieeee e 43
Setting the Status of PM Group Members ..........cccoveiiiie i 44
SChEdUIING DY IMIBLET ... 45
Classification ASSIGNMENTS OVEIVIEW ........ccuveveiieiiieiesiesieesie e seesre e e sae e sreesre e 46
AddiNg New CIaSSITICATIONS ..........coviiiieieiii s 47
Deleting Classification ASSIGNMENTS .........ccueiieiieiiiieie e es 47
Editing RECUITING TASKS ....ccueiiiiiiieee s 48
R ET 0 T 0T [T SRS 49
Maintenance Personnel — Employees Database. .........cccooeviiiriiinicieieicec e 50
Adding Records to the Maintenance Personnel List............cccocveiviiiiieieiie s 51
Deleting Records from the Maintenance Personnel LiSt ..........cccccoveviieveiieniieniennsceee, 51
GENEratiNg TaASKS ....cveeieci et e e nre e 52
Printing and Generating TasKS.........ccciiiiiiiiiii e 52
Generate by ClasSIifiCatION .........c.ccviiieii e e 54
Printing the Current WOrK OFOEr ........cc.oiiiiiiiiiiceeeee e 54
Print Previewing the Current Work Order............ccovecviieiiecciic e 55
Printing the Main LOOKUP VIEW GFid.........ccccoiiiiiiiieieieese e 55
Printing Al WOTIK OFAerS.........ooviiiiiece ettt 55
Saving the WOrk Orders t0 HIStOIY ........ccooiiiiiiiiiiinieee e 56
Deleting @ WOIK OFUEr.........c.viiieeee ettt 57
Deleting @ Recurring Work OFTEr ..ot s 57
Emailing the WOrK OFAer........ccvouiiieiiee et 58
Accessing the EMail COMPOSET ........cviiiriiiiiiiieieeiee et 58
Copying and Pasting WOIK OFUEIS .........ccviiieieiie sttt 58
Filtering the Database by WOrk ASSIGNMENTS .........coveieiiiiiiriiieseiee s 58
Filtering the Database by Equipment ASSIGNMENT...........cccecvviiieiiiie e 59
Custom Sorting of Work Orders Database ...........ccoceviiiiiiiienieeeeeee e 59
Other Sort and FIlter OPtIONS. .........civeiiiicie e 60
AUtOMALIC TaSK DESCIIPLIONS. ....ccuiiuieteieeiteite sttt 60
WOTK Order SEArCH ........ooeiiieee e 60
Using the Tasks Planner OPtiON ..........cooeiiiiiiiiiieiee e 61
Print the Planner SChedUIe ... s 62
Printing a Single Task with the PIanNer............ccocoiiiiiiiiie e 62
Creating a New Work Order with the Planner...........cccoooviiiiiiiiicicc e 62
Editing a Task With the Planner ... s 62
Moving Between Months on the Planner SCreen...........ccccooveieiiiiiie v 63
ExXporting With Tasks PIANNET ..o s 63
View PM Types Only in the Task PIaNNer .........ccocoiie i 63
TASKS CalENUAT........oivieieeie et e e raesteeeesnaesreeneeas 64
Changing Views of the Tasks Calendar.............ccccoovieiiiiiiciie e 64
Creating a Work Order with the Tasks Calendar............cccoovevviiniireiicie e 65
Editing a Task with the Tasks Calendar ... 65
Changing Dates with the Tasks Calendar ............cccccveveiieieereiie e 65
Printing the Current Tasks Calendar Schedule ... 66

4

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

To Print a Blank Month Calendar............cocoiieiiiiiieece e 67
Print a Single Work Order from the Month Calendar.............c.ccccovevvvievicceieceee s 67
MaINtENANCE DOCUMEBNTS........eiiiieiiiieiiesie ettt sttt re e b beaneesreees 67
Adding Task, Safety or Comments INStrUCLIONS .........ccvevveiieiieieiieie e 68
Editing Task, Safety or Comments INSEFUCLIONS ..........ccoeiiiiiininiiieiee e 68
Printing Task, Safety or Comments INSrUCLIONS ...........covvevieiiieiicie e 68
Create @ New Archive DatabDase ..........ccceieeieeieiieiiee e s 69
ATrChiving YOUr DAtahase .........ccccueiiiiieieiie e se e ae e ste e e e e sreenee s 69
Restore Records from AFCNIVE. ..o 71
Deleting a Date Range 0f WOrk OFders..........ccocveveiieiieie e 73
Work Order REPOIt WIZAN ..........ooveiiiieiiieii e 73
Work Orders Cost Wizard REPOM.........ccueiieiieecie et 76
Work Orders DOWN TiMe REPOIT ......coiiiiiieie e 78
WOrk Order Details REPOIT........c.iiieiieieiie ittt 80
Work Orders INVENTOrY REPOI .......c.oiiiiiiiieie s 80
Current Work Order EStIMAted COSES ........cviieiiriiiisieieienie s sneas 80
Work Orders Completion Analysis REPOIT.........ccciiiiiiiiieie s 81
RePaIr COUES REPOIT.......eciiiieiieeeie et et ra et e e ra e be e e sreers 81
EQUIPMENT SUMMAIY REPOI.....c.eiiiiiieierie e 82
Completion SUMMArY REPOIT ........ooiiiieiiccie e 83
Open Work Orders By EQUIPMENT .......cviiiiiiiieiese e 83
Projected Work Orders COStS REPOI.........ccveveiieiieeieiie et 84
Open Work Orders by Mechanic REPOIt ...........cooiiiiiiiiiiie e 85
Closed Work Orders by Mechanic REPOIt...........ccccveviiieiiee e 86
Mechanics PNONE LISt REPOIT .........oouiiiiiiiiiiiiieee e 86
Projected Man Hours Needed REPOIt ...........c.ooveiieiieieiie e 86
Actual Man Hours USEd REPOI........ccueiiiiiiiiiirieieiee e 87
Charts and GraPRS..........cuiiiieieee ettt e r e e s beebe e e saeenreenne e 88

5

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

Maintenance Coordinator e Simplicity Software Technologies Inc.



Overview

Maintenance Scheduler

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

RECURRING TYPES (Default):

Full Planned Maintenance - This task indicator specifies a full-blown
planned maintenance type task.

Mini Planned Maintenance - This type of task would indicate a mini
PM, such as a full PM that has been cut down into 2 or more smaller
tasks to allow for less continuous machine downtime.

Planned Change Over - This type of task would indicate a planned
change over of a machine’s setup. This could be to run a different
product for example.

Maintenance Coordinator - [Maintenance Scheduler]
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REPAIR, SINGLE-SHOT TYPES (Default):

Imminent Danger
Safety Hazard

Safety Concern
Standard Work Orders

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

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

Please note that the work order titles described in this section can be
customized by the end user. Only the Planned Maintenance and Standard
Work Order types at not customizable.

Work Orders Setup

The Scheduler module allows you to setup various options for this and the
Work Orders modules. These includes elements on the printed documents,
view options, and other general features.

To access the Work Orders Setup screen:

e Move to the Maintenance Scheduler screen.
e Click on the Module button in the ribbon and select the Work Orders
Setup option.

General Setup Options
This tab allows you to specify the following options:

e Next Work Order Number — The number here specifies the next
sequential number to use in the automatic work order number
generation. These numbers use the following format: yymm — xx.
Where yy equals the year of task creation, mm equals the month of task
creation, and xx is a sequential number.
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e Days in Advance to Generate Work Orders — To help keep the database
at a reasonable size, we allow you to specify how many days in
advance to generate or display work orders.

e Allow the Automatic Printing of Work Orders — Selecting this option
allows a notice to popup when you first open the program. This will
notifies you about work orders due today, and gives you the chance to
print them from the pop up.

e Allow the Past Due Notification of Work Orders — Selecting this option
allows a popup to displayed when you first enter the Maintenance
Scheduler module. This informs of work orders that are still open, but
due dates have past. You then have the option of sorting the database
by only past due work orders. To return to the normal view click the
Refresh button.

e Generate New PMs for In-service Equipment Only — Selecting this
option prevents the automatic creation of new work orders when the
assigned equipment record has not been placed in service. Please refer
to the Equipment and Machinery chapter for more information.

e Do No Generate New Work Orders for Weekends — Selecting this
option prevents new work works from being scheduled for weekends. If
it does fall on a weekend, it will be moved to the following Monday.

~f Work Orders Settings

L all Wiew Ophions l Recurmng W0 ] Standard w0 l Ilzer Fields ] Wil T_I,Ipes]

Mewt Work, Qrder Mumber: 4000

Days in advance to generate work, orders: ,30—
v Allow the Automatic Printing of Work, Orders

[vw Allow Pazt Due Matification of “Work Orders

[v Generate Mew Phz far In-Service Equipment Only

| Do Mot Generate Mew \Work, Orders for Weekends

v Q
ok CANCEL

Maintenance Coordinator e Simplicity Software Technologies Inc. 9



Maintenance Scheduler

View Options

This tab lets you setup the following options:

e Table View Options — The Show Table/Grid Only option displays only
the table on the lookup tab. Show Classes Tree Only option will only
display the classification tree on the lookup tab. The Show Both Above
option displays both the Table and the Classes tree.

Recurring WO

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

Standard WO

Select the options on this tab that you want printed on your standard types of
work order documents. A checkmark indicates the item will be printed,
removing the checkmark prevents the item from printing.

User Fields

This tab let you setup the following elements:

M Work Orders Settings

Wiork Orderz Uszer Defined Fields

Default Title for Field #1 Building
Default Title for Field #2 Room

[v Usze Uzer Defined Figldz

Ftd Commentz Section

[v Usze Custom Comments

Customn Title: |'W'Drk Checked By

v Q
ak. CAMCEL
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Work Orders User Defined Fields — This allows you to specify the
default user defined fields titles that will be filled in for you when a
new work order is created. You can change them on the original work
order at any time.

Print User Defined Fields — Placing a checkmark here will cause the
user-defined fields to show up on the printed document.

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

Custom Title - Here you would specify the custom title you would like

to use for the Comments field of PM types of work orders.

Work Order Types

The WO Types tab allows you to customize the names used by the work orders.
The top 3 work order types are recurring types of work orders, and the bottom

4 are single shot, or repair types of work orders. All of these titles can be

changed by the user except the Planned Maintenance and Standard Work Order

types.

=8 Work Orders Settings

RECURRING WORK ORDER T¥PES:

'.F' [Planned Maintenance
¥ [Mini PM
o |Change Over

SINGLE SHOT or REPAIR WORK ORDER TYPES

P |Immirent O anger

i |5 afety Hazard

e |5 afety Concern

'.iii [Standard ‘Woark Order

v Q
ak CAMCEL
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To change or setup the work order types names:

Move to the various fields on this tab and edit the name to whatever
you want.

The flags displayed here indicates the legend used within the tree view control
of the Scheduler’s Lookup View tab.

Work Order Creation Wizard

In this section we will create a new work order and at the same time explain
the use of the Work Orders Creation Wizard. The Work Order Creation
Wizard is used in various parts of this module, and follows the same guidelines

no matter where used.

1.

2.

From the Home page of the ribbon, click on the Add New Record

option.

Next you’re asked if you would like to use the Work Order wizard,
answer yes. A no answer would create a new record for you, which you
would have to edit directly without the use of the wizard.

;
1?{ Hoo @ - work Order Wizard
— Wizard

o 000

Save and Paste ,d” _ Previous  Next Cancel
Close  Delete and Close
Finish Clipboard Tabs Mavigation Exit

& Personnel Jﬁ-\sxi nments | ellnxtruu:ticun& ‘
o e :
ﬂJTaskLD ‘ v Task Type | Echedulmg ‘ Gﬂecurnng

Tazk Descnption;

konthly P of Compresszor 1 Control Panel

Taszk ID:

0905-4821
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3. When the wizard loads you will be placed on the Task ID tab. Move to
the Task Description field and type in a brief description of your task.
Something like “Monthly PM of Compressor 1 Control Panel” maybe
appropriate here. This field will accept up to 100 characters.

4. The Task ID field has already been filled in for you. You have the
option of changing this if you would like. Click Next.

igi HowE - Work Order Wizard

Wizard

o QO O

™

Save and Previous  Mext Cancel
Close T and Close
Finish Clipboard Tabs Mavigation Exit

| F'ersu:unnel | éﬂgssignments | elﬂstructinns |
J-_ i

Flease selectthe task type for this work arder:

FRzewnad Masiianaace Fune Fands focasnd
f* Planned Maintenance

" Mini PM

(" Change Ovwer

Siaian et Sinstar Tanse foens i

" Imminent Danager

" Safety Hazard

(™ Safety Concern

(" Standard “Work Order

5. Now you should be on the Task Type tab. Move to and select the task

type assignment of your choice here. You have 3 planned maintenance

types (normally recurring), and 4 standard work order types (normally
single shot tasks). For this exercise click the Full Planned Maintenance

Type Task option.

Click Next

7. You should now be on the Scheduling tab. Click on the ... command
button adjacent to the Scheduled Start field.

8. Select the date you want to start working on this task from within the
pop up calendar. First clicking on the date and then the Select Date
command button does this.

9. Repeat the above step for the date you expect to be done with this task.

10. Move to the Start Time drop down list and select an appropriate time to
commence this work.

S
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11. Repeat the above step for the Ending Time.

12. Click Next.

13. You should now be on the Recurring tab. Move to the Frequency drop
down list and select an appropriate frequency indicator for this task.
Since we named this task as a “Month PM” we have a couple of
legitimate choices here. We could choose Monthly or Every XX Weeks.
For this example click on the Every XX Weeks text.

|E3 l:ll ui' = Work Order Wizard

Wizard

H Dl 00 O

Save and Paste Previous  Mext Cancel
Close X Delete and Close

Finish Clipboard Tabs MNavigation Exit

‘ Persunnel | éﬂgssignments | e Instructions |
=
HjTaskl 0. | 3 i Tazk Tupe | D-) Scheduling ‘ Gﬁecuning

Recumng Setup For a frequency zetup of 'Every
#24 Critenia’, thiz iz the value of

Frequency:  |Ewery < wieeks the %4,

E e 300 Criteria: ,74 E_hange_ the vglu,a b tuping
directhy inta this field.

[~ Generate Mew when Done
[~ DoMot Generate Mew T azk

14. Move to the Every XX Criteria text box and type in the number 4. This
task is now setup to regenerate itself every 4 weeks.

15. Placing a check in the Do Not Generate A New Task check box will
prevent the application from regenerating this task. The program places
a check here automatically once a new task has been generated.

16. Placing a check in the Generate New When Done checkbox will
prevent the program from regenerating this task until it has been
marked as completed.

17. Click Next to move to the Personnel tab.

18. Move to and click on the ... command button adjacent to the first field
in the Personnel section.

19. Select the mechanic you want to assign to this work order from one of
those listed. You select the mechanic by clicking on them from within
the grid.

20. Click the Select command button.

14
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21. Repeat the above two steps for the next Personnel assignment, if you
wish to make more than one, that is.

el I:_-|| ui' :) E' v Waork Order Wizard
= Wizard
k= O @ O
- )

Save and = Previous  Mext Cancel
Close s and Close
Finish Clipboard Tabs Mavigation Exit

i =
| ﬂjTaskLD. | | i Task Type | é-) Scheduling Gﬂecurring
ﬂ Perzonnel | St Assignments e rstructions
tachine &zzignment
i Handling Unit-004 [

Clazzification Azzignment

&sir Compressar J

Wwiork Requested By

|J oe Gonzales

22. Click the Next command button to move to the Assignments tab.

23. Click on the ... command button within the Machine Assignment
section.

24. Click on the machine description that you want this work order to be
assign to from within the grid.

25. Click the Select command button.

26. Click the ... command button within the Classification Assignment
section.

27. Click on the description of the class that you want to use from those
within the list. Classifications are much like user-defined fields. They
can group your tasks by productions lines, buildings, clients, or
anything that makes sense to your organization.

28. Click the Select command button.

29. Click on the ... command button in the Work Requested By section.

30. Click on the person who is requesting this work to be done from those
within the list.

31. Click the Select button.

15
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32. Click the Next button to move to the Instructions tab.

33. Click the Lookup button in the Safety Instructions section.

34. Click the safety instructions you want to use with this work order from
those listed within the grid.

35. Click the Accept command button.

36. Repeat the above steps for the Planned Maintenance Instructions.

37. Click the Save and Close button in the ribbon and you have just created
a PM type work order.

Creating a New Work Order

To create a new work order:

e From the Home page of the ribbon, click on the Add New Record
option.

e When asked if want to use the Work Orders Creation wizard, click Yes
to use the Wizard, or click No to create the work order the standard
way.

e If you choose No then a new blank record will be created for you.
Move to the Task Description area and type in a description for this
task. This field is located between the bottom toolbar and just above the
tabs. Something like “Bi-Annual water tower maintenance” maybe
appropriate here. This field will accept up to 100 characters.

e Change or edit the Task ID field if you do not want to accept the
default.

e Move through the various tabs and setup the appropriate information.
The task will be automatically saved to the database for you.

Please refer to the discussions on Understanding the Scheduler Tabs for
explanations on how to setup each available option.

Checking the Task ID Number

This field, found in the upper part of the screen should contain a unique
identifier for each different task in the database. We did not however make this
a mandatory rule as everyone has their own way of doing things. You can
however verify if the identifier you’ve entered is unique to the database.

To test to see if your identifier is unique:

e Enter your Task ID in the space provided.

16

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

e Move to and click on the Check button adjacent to this field. The
program will then inform you as to whether a matching identifier
was found.

Understanding the Scheduler Tabs

In this section we will explore each tab of the Maintenance Scheduler module
and discuss the function of each element on that tab.

Lookup View

This tab helps in locating tasks by grouping and sorting work orders. All the
tasks in the current sort are located here. To select a task and make it active the
user needs only to click on the task from within the grid. Once selected the
user can click on the other tabs to view or edit the task itself.
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When the Classification Tree is displayed, you can also select a work order by
first clicking on the folder icon that contains the work order and then clicking
on the work order itself. Using Classification Assignments and the Classes
Tree can help streamline item lookup.

Sorting and Filtering the Database

You have a couple of sort and filtering options available to help you better
manage the tasks or work orders found on the Lookup tab.

Sart BP:IStartDate 'I T-'f'pES:IF'Ianned b air vI Status: I.-’-'-.IIEIpen vI Start [ ate:; |‘|2,.-'5,.F2|:|E|‘| J Refrezh I

To setup the sort and filtering options:

e From the Table View tab, select how you would like the database sorted
by selecting one of the sort options found in the Sort By drop down list.
Options found here are Description, Reference ID, Start Date and
Classification.

e Select what type of work orders you want to include in the sort by
selecting one of the options in the Types drop down list. Options here
include All Types, Planned Maint. (Planned Maintenance), and
Standard WO (Standard Work Orders)

e Next select the status indicator that best describes the type of tasks you
want to view. Selecting a description from the Status drop down list
performs this function.

e Move to the Start Date field and click on the ... command button to
bring up a calendar. Select a date from within this calendar. All tasks
that meet the other criteria you just setup, and have a scheduled starting
on or before this date will be included in the sort.

e Once all the criteria above has been set, move to and click on the
Refresh command button. This will cause the database to be resorted by
the criteria you have setup.

NOTE: After changing the setup to hide or display the grid and classes tree
functions, clicking the Refresh button will force these new display options to
take effect.
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Maintenance Scheduler

Under the Details tab you can setup your scheduling information, equipment,
classification assignments, mechanic resources and other task specifics.
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g— T — Froject Azsignment
E\r Compressor J ,— J =]
j Taisks Calendar Edit Wark Order Labor
lﬁ& Support Tools
0905-4821

Task Types

When creating or editing a task setup, this area allows for the specification of
the task type. You can change or assign different task types by clicking on the
proper task type description from the pull down list. The available task type
assignments are:

e Full - Planned Maintenance - This assigns the task as a PM type task.
In general practice this task would be a recurring type task for a
planned maintenance procedure to be completed. Such a task could be a
50,000-mile tune-up on an automobile, for example, or perhaps a
compressor maintenance procedure that needs to be performed.
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Mini - Planned Maintenance - This type of assignment is almost
exactly the same as a Full PM. The difference is maybe that a full PM
may last up to 8 hours or so, while this one could be for maybe half of
that time or less. Using the automobile example above, this task may
only be an oil change, as compared to a full tune-up.

Planned Change Over - This task type is for machines that may require
a change over to run a different part or product.

Safety - Imminent Danger - This is the first of the "Standard Type" or
“Single-shot” types of work orders, and the one that should hold the
highest priority to be completed.

Safety - Safety Hazard - This assigns the task as a Safety Hazard
classification.

Safety - Safety Concern - This is the last of the safety types of work
orders, and would normally hold the lowest priority rating for these
types of tasks.

Standard Work Orders - This is you normal (repair) work order.
Examples could be a door that needs painted, pictures hung, etc.

Task Priority - This allows you to edit the priority assignment given to
the selected task.

Note the names used by the types, except for the Planned Maintenance and
Standard Work Order types can be changed.

Personnel Assignments

This section allows for the assignments up to three mechanics or employees to
this task. To make your personnel assignment:

Click on the ... button adjacent the assignment field you want to use.
Select the mechanic from the displayed grid by clicking on them.

Click the Select button.

Next you’re prompted as to whether you would like to add the resource
to the labor list also. If you would like to track the labor costs of this
person, click on the OK button.

Repeat the above steps for any additional assignment you wish to
make, up to a total of three.

Please note that these 3 assignments are also used for the Auto-Email of work
orders which will be outlined later.
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This area sets up the task scheduling criteria. This section needs not to be filled
in manually when the task has been assigned to a PM group.

— Scheduling

Date: [3/13/02 ]

Scheduled Start: |E|,.*13£|:|2 .
Scheduled End: [3/13/02 | .|

Start Time: Ig;["] A 'I
Ending Tirmne: |5;|:||:| P vI

Move to the Scheduling section.

Date Scheduled - This area specifies the date that this task was first
scheduled. You can change the date here by clicking the ... button
adjacent to this field, then selecting the new date from within the
popup calendar.

Schedule Start - This field specifies the date in which work should
commence on the task. Change this date by clicking on the ... button
adjacent to this field with your left mouse button.

Schedule End - This field should indicate the date you expect the work
on the task to be completed. Change this date by clicking on the ...
button adjacent to this field with your left mouse button.

Start Time - This field should show the scheduled starting time of the
task. Change this time by clicking on the arrow and selecting a new
time from within the list.

Ending Time - This field should indicate the expected ending time of
the task.

Work Requested By

To specify who requested this work:

Type in the name of the person in the box provided, or.

Click the ... command button adjacent to the text box.

Select the name of the person by clicking on it from the installed list.
Click the Select button.
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Recurring Tasks

The section allows the setup of repeating criteria for work orders of the
recurring types. These include Planned Maintenance, and the other 2 top most
types of tasks. Like the Scheduling section, this information does not require
manual setup if the task has assigned to a PM group.

— Recuring Setup
Frequency: |M orithly j

Ewery #00x Criteria: ||:|

[T Generate Mew when Done
[ | [ Wit Fenenate Hew Tiazk

Move to the Recurring Setup section.

Frequency - This drop down list setups the recurring frequency of the
task. Options available here are: None, Every XX Days, Daily, Daily -
No Weekends, Weekly, Every XX Weeks, Bi-Weekly, Monthly, Every XX
Months, Bi-Monthly, Quarterly, Semi-Annually, Annually, Every XX
Units.

Every XX Criteria - Information typed here would work in association
with the following Frequency selections, and would replace the XX
portion of that selection: Every XX Days, Every XX Weeks, and Every
XX Months.

Generate New When Done — Placing a checkmark here prevents the
program from generating new tasks until this one has been marked
completed. If left unchecked the program will generate new tasks by
whatever other criteria is setup, regardless if the previous task has been
completed or not.

Do Not Generate A New Task - When a check is placed here the
program will not generate a new task for the selected task even if a
recurring frequency has been set up. The program itself places a check
here right after a new task has been created. This is done to prevent the
program from repeatedly generating the same task over and over again.

To setup recurring criteria:

Move to the Frequency drop down list and select the recurring criteria
you want to assign to this task by clicking on it.

If necessary, move to the Every XX Criteria box and type in the
appropriate interval here.
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e If you want to have the program wait until this task is completed before
generating a new task, place a checkmark in the Generate New When
Done checkbox.

e To toggle the value of the Do Not Generate New Task checkbox open
the File menu and select the Change Do Not Generate New Task
option.

Machine or Equipment Assignment

bdachine Assignment

13 Stage. High Pressure Air J
STAGOODOT ~|

=select Client/Equipment |

This section allows you to assign the task or work or to a piece of equipment.
This helps in identifying the equipment to be serviced, along with building a
history database on that equipment.

Equipment and Machinery

& 00000 -
—-’/ Equipment
v Copy || <k Add New 7~ Eind First @
o Cut @gaue Changes o Find Next
Select Paste Cancel
2 Delete Delete Record
Select Clipboard Records Search Exit
)':'Lgnkup I @Qetails l
Sort By: |Descripti0n j Euick Find: |
Description | Reference | todel | Location -
1 |Air Compressor Sullair AilComp -02 L5S1R0-100H A Boiler Rm ]
2 |Air Handling Urit-001 | AHLJO001 FMCCE100UADCOUE M E Mezz
3 |Air Handling Unit-002 AHUOO0Z MCCE100UADCOUE M E Mezz
4 |Air Handling Unit-003 AHUO003 FMCCE100UACOUE M E Mezz
5 |Air Handling Unit-004 AHLIO04 MCCE100UADCOUE M E Mezz
B |Air Handling Unit-005 AHUO00S FMCCET00UADCOLA Central Mezz
7 |Air Handling Unit-006 AHLO0G FMCCE100UADCOLA Central Mezz
8 |Air Handling Unit-007 AHUOOT MCCEOT7UADCOUB Central Mezz
2ir Handling Lnit-008_ A4HLI00S . Cenlral Mezz
10 |Air Handling Unit-010 AHLIOT0 FMCCEOT2UADCOUA Central Mezz
11 |&ir Handling Unit-011 AHUIOT FMCCEO3SUADCOLA Central Mezz
12 |Air Handling Unit-012 AHUOT2 MCCBO14 |Jzed Cantainer
13 |&ir Handling Unit-013 AHLIOT 3 MCCEODGUADCOUE Central Mezz -
4] 3
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To assign a machine to this task:

e Move to the Machine Assignment section and click on the... command

button.
e Click on the machine you want to use from the displayed grid.
e Click Select.

Assigning to a Client and their Equipment

Note: This feature is only available when licensed to use the Maintenance
Services add-on module.

To assign the work order to a client and one of their pieces of equipment:

35 J HR(»)] J ﬂﬂ - Client and Equipment Selection
. /‘. Clients/Equipment
v JZ Eind First @
Select “ Cancel
Select Search Exit
Clients

Company ClientlD Contact -

JOHMOO001 John Melzan

+ | [
Equipment
E quipment Desciption Building =
< | [ |
4| 4 | Equipment M

e Move to the Machine Assignment section and click on the Select

Client/Equipment button
e Move to the top most table or grid and select the client from with in

the list.
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e Move to the lower table or grid and select the Equipment you want to
assign to the work order.
e Click the Select command button.

Classification Assignments

Classifications are much like a user defined field and should be used in such a
way that makes the most sense to your organization. Valid classifications could
describe a production line, property, building, a client, or any other way you
would like to group your work orders. Classifications or classes help group
tasks for reporting and viewing purposes.

Classification Selection

Ajr Compresszor

Agzembly PLC Cabinetz Select

Baler
Banders
Boailer
BSA
BS54 Bun Crusher Lancel
BSALCELC

BS54 Carouzel

BSA CHC Scroll 5am
BSA Cut Line 1 Conveyar 4 Add Mew
BS54 Dizcharge Conveyars -
BSA Floor Dizcharge Chain Conveyor:
BS54 Horizaontal 5aws

BS54 Lifk Tables Delete
BSA Line Conveyors had =

TR S EHEE

To assign a classification to the task:

e Click on the Assignments tab located near the bottom on the screen.

e Move to the Classification Assignment section and click on the...
button.

e Select the class you want to use from within the list by clicking on it.

e Click Select.

Note: The Color Scheme properties is used with Task Planner feature.
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Specifying Account and Project Assignments

You can assign Account and Project Assignment to work orders. This comes in
handy with reports and other related information.

Assignments] gptiunsl Aﬂach] Audits ]

Classification Aszsignment Account Szsignment Parts and Labor Szsignments
Color Scheme: &zzembly J g
9421376 Edit “Wark Order Partz

Froject Azzignment

Wi Compressorn J | o

Edit work Order Labor

To specify Account or Projects:

Click on the Assignments tab located near the bottom on the screen.
Move to and click on the ... button adjacent to the field you want to
make an assignment to.

Select the assignment for this Quick Entry type dialog box.

Click on the Select button.

Assigning Parts to a Work Order

You can assign parts or materials needed in work order completion, and also
have these materials checked out of inventory.

To add materials to a Work Order:

Move to the Details tab by clicking on it.

Click on the Assignments tab near the bottom of the screen.

Click on the Edit Work Orders Parts button.

Click Add Part.

Move to Group Name grid located on the left of the screen and click on
the group you believe your part would belong to. The grid on the right
will be resorted by whatever group you select. You can also place a
check in the View All Parts checkbox to view all parts, ignoring groups.
Move to the Parts List grid, located to the right of the screen and click
on the part of your choice.

Click Select.

Move to the Quantities section and click in the Qty Needed text box.
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e Type in the quantity you need for the selected part to complete the task.
e Repeat the above steps until you have added all parts and materials you
want to the current work order.

@ @ L \,_:'J @ ﬂ] * Waork Order Parts

Je'
-d Materials

) L lﬁ. il
Add  Delete Inventory Refresh LClose
Levels

Parts Ciptions Update Refresh Exit

#1n Stock | Description | Fart Nurnber | Fieference < iy Needed:
1 Button Push 200T-4201 BUTTOO003

|

2 GearBox_ScrewackBall_Flipper 25B5J-1R-24-1 GREBX0057

Removing Parts and Materials from Work Orders

To remove a part from the current work order:

Move to the Details tab by clicking on it.

Click on the Assignments tab near the bottom of the screen.
Click on the Edit Work Orders Parts button

Move to the grid and click on the part you wish to remove.
Click Remove Part.

Answer Yes to the prompt.
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Recording Materials Used

Once a work order has been completed you should record the actual materials
that were used. By doing so you can automatically update your inventory
levels and assist in the calculation of the task total costs.

To record actual materials used:

e Move to the Details tab by clicking on it.

e Click on the Assignments tab near the bottom of the screen.

Click on the Edit Work Orders Parts button Move to the grid and click
on the part you wish to record information on.

Move to the Quantities section and click in the Qty Used text box.

Type in the actual quantity that was used for the selected part.

Repeat the above steps for each part used.

If you wish to update your inventory levels, reducing stock levels by
the amounts recorded here, move to and click Update Inventory.

Printing the Work Order’s Material List

To receive a print of the materials associated with a work order:

Move to the Details tab by clicking on it.

Click on the Assignments tab near the bottom of the screen.
Click on the Edit Work Orders Parts button

Open the File menu.

Click Print Parts List option.

From the preview screen, click Print.

Assigning Labor to a Work Order

You can assign as many mechanics as needed to a work order. The mechanics
assigned here differ from the three possible assignments made in the Personnel
Assignments section. The resources here will be used in the calculation of the
total work order cost, whereas the others only appear on the work orders
themselves and used for the Auto-Email feature.
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Adding Labor

To add labor or resources to a task:

e Move to the Details tab by clicking on it.

Click on the Assignments tab near the bottom of the screen.

Click on the Edit Work Orders Labor button.

Click Add Mechanic.

Click on the resource you want to add by clicking on them from within
the grid.

Click Select.

e Repeat the above steps for each additional resource you want to add.

Note: You can check to see if the mechanic is available to perform the task by
clicking on the Schedule tab of the Employees lookup screen.

“ CIOICIOION "B Work Order Labor

Mechanics
i, A \|'
I S
Add  Delete Befresh Close

Labor Options Refresh Exit

- n— Name - . Titl= ! Estimated Hours Needead:
Gordon St Onge Sr. Maintenance Tech
2 |Joe Gonzales Maintenance Technicain 3
Enter Actual Hours "Worked
|
q v |
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Removing Labor

To remove a resource from a task:

e Move to the Details tab by clicking on it.
e Click on the Assignments tab near the bottom of the screen.
e Click on the Edit Work Orders Labor button.

e Move to the displayed grid, and click on the resource you wish to

remove.
e Click Remove Mechanic.
e Answer Yes to the prompt about removing the resource.

Recording Labor Actually Work

To record the time your labor actually worked on the completion of a task:

Move to the Details tab by clicking on it.
Click on the Assignments tab near the bottom of the screen.
Click on the Edit Work Orders Labor button.

record the information on.
Click in the Enter Actual Time Worked field to select it.

Move to the displayed grid, and click on the resource you wish to

e Enter the actual time the selected resource worked on the completion of

the task.
e Repeat the above steps for all resources that apply.

Special (User-Defined) Fields

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

that field.

Assignments  Options ] Attach] Audits ]

Special Fields Automatic Emai Fr Grouping
Field Captiots: Field Y alues: 8 [ PM Group Member
|E uilding | | J
|F|00m | r &zrfglzz:uéilima”s Pl Retrigve Current Schedule |
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To setup your special fields:

e Click on the Options tab located near the bottom on the screen of the
Details view of the Scheduler.

e Move to the Special Fields section and type in the appropriate
information for that field.

Automatic Email of Work Orders

To allow the program to use the automatic email feature for work orders, you
must tell it to do so.

To allow auto email of a work order:

e Click on the Options tab located near the bottom on the screen of the
Details view of the Scheduler.
e Place a checkmark in the Use Auto Email Feature checkbox.

When the program sends out an email of the work order it sets the Send Email
flag, preventing the program from sending out duplicate emails of the same
work order.

To override the send email flag, allow an addition email to be sent:

e Move to and click on the Options tab near the lower left hand corner of
the Details tab.

e Remove the checkmark form the Prevent Future Emails for This Work
Order Only checkbox.

This is just one step in setting up the Auto Email feature. For more information
look at the Security, Database and Utilities Modules chapter.
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Joining PM Groups

This section allows you to assign a task to a PM group. PM groups are useful
so you can reschedule all members within a group with just a few keystrokes.

To join a PM group

e Click on the Options tab located near the bottom on the screen of the
Details view of the Scheduler.

e Move to the PM Group Member checkbox and place a check here.

e C(Click on the ... button found in this section.

e Select the name of the group you want to join by clicking on it from
within the grid.

e Click the Select button.

e Click on the Retrieve Current Schedule button to insert the PM Group’s
scheduling information into the current task. This completes the group
joining process.

Work Order Attachments

For information about the Attachments Feature please refer to the Common
Features chapter.

Work Order Audits Overview

With Work Order Audits you can attach an audit list to the end of work orders.
These audits can be a requirement of in-house personnel or from your
customers. Possible audit items could be a check list to see if any tools were
left in the work area, was welding performed, was the area inspected and so on.

Audit lists require a few steps. A group is first created, and then audit items are
added to this group. The next step is to assign one of these audit groups to
actual work orders.

Please note that if you later add items to audit groups, these new audit items
may also show up on previously closed items.
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Creating Audit Lists

To create an audit list:

Open the Maintenance Scheduler module.

Click on the Details tab.

Near the bottom of the screen, click on the Audits tab.

Click on the Select button in the Audit Assignment section.

Click on the Add Group button to create a new audit group.

Enter a name for your group in the space provide and then click OK
Now select the group in the grid so we can start adding items to the
group.

Click the Add Item button to add a new audit question to the selected
group.

Double click in the Order column of the new group and type in a
number or letter for the sort order of the item.

Double click in the Question column to edit your question. You can
also click on a Question row and then click on the Edit Question button
in the toolbar. This will bring up the built-in text editor to edit the
question’s contents.

Repeat the above two steps for each question you want to assign to the
selected group.

Click the Close button in the toolbar when done.

Assigning an Audit List to a Work Order

To assign an audit list to a work order:

Open the Maintenance Scheduler module.

Locate and select the work order you want to add an audit list to.

Click on the Details tab.

Near the bottom of the screen, click on the Audits tab.

Click on the Select button in the Audit Assignment section.

Move to the Groups grid located on the left of the screen and select the
audit group you want to use by clicking on it.

Click on the Select button in the toolbar.

Performing a Work Order Audit

To perform a work order audit:

Open the Maintenance Scheduler module.
Locate and select the work order you want to perform the audit on
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e Click on the Details tab.

e Near the bottom of the screen, click on the Audits tab.
e Click on the Perform Audit button.

[ ]

Move through the Questions Grid selecting one audit question at a

time. You can do this by either clicking on the question or using the

data control in the toolbar.

e Move to the Audit Response text box and enter your response to the

selected question.

e Repeat the last two steps for each question a response is required.

e Click the Close button in the toolbar when done.

Instructions Tab

The items found on the Instructions tab allow you to setup task instructions for
both normal and recurring type work orders. You can also set up the safety

instructions to be included, along with task comments.

Maintenance Coordinator - [Maintenance Scheduler]
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[jﬁ:l PM Groups
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Ii:_)l Add or Edit Labor

Task Instructions for Planned Maintenance Type T asks
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Scheduler ) )
Home Go Work Orders Filters Instructions Reports Graphs
Options
5 “ Copy || <k Add New Record 25 Print Record 7 Eind First
E 2y “iew work Fequests N :
& Cut @ Post/Save Changes @ Preview Record 5 Find Mext
F 2 Generate Generate by Paste
ﬁ Feport wizard Tasks Classes X Delete || = Delete Record
Generate Woark Orders Clipboard Records Print Search
i@ Complete Work Order
ol Task Deseription:— |Bojler 01 D emestic Task ID: |0710-1140 o
[_j Email Wark Order
7 Loakup | [ Details | ns | 5 glatus |

Lookup Edit
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New [£C Roef Top Heat Punp Maintenance Clear
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E Tasks Planner

j Tasks Calendar

'R') Support Tools

§

|

07101140
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Task Instructions

This section allows you to select and setup instructions for recurring type tasks.
These tasks would be where you could use the same set of instructions for a
variety of machines. For example, let's say you have various production lines
that use the same type of gearboxes. Instead of writing separate instructions for
each gearbox, or lines, you would just reuse the same instructions over and
over. This makes task setups easier, and at the same time reduces database
size.

Planned Maintenace Instructions

File Search

e @Q@O@ 2 A I dose -

A Instructions Lookup

j —
Luick Find: ||

Instruchions -~
Ajr Compreszor's B month overhaul
Air compreszors D aily Chechklist
Air Diver Annual Maintenance
Air Diver M aintenance
Cleaning Electrical Panals
Forklift Tune Up Procedure
Falletizer - Multiple Lanes - Bi M anthly
Pt Eulk. Palletizer
Servicing Forklift Tranzmizsions
Servicing Line Computer 5tations
Steam Cleaner snnual Inzpection
Strapper Maintenance

[mull LN (g i (NN FFR T —

(]

—_
(e}

—_
—_

—_
.

To select instructions:

e Click on the Lookup button.

e Highlight the instruction's description from within the list by clicking
on it.

e Click the Select button.

You can setup three sets of instructions for any given task. This can be useful
when you wish to schedule separate tasks that need completion at the same
time, such as grouping a weekly, monthly, and quarterly PM together.
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The Edit buttons found in this section allows you to edit the instructions that
are assigned to this task.

The New command buttons found in this section allows you to create a new set
of instructions for use with the current task.

Safety Instructions

This section allows you to specify the safety instructions to be used by this
task. This section works exactly the same way as the Task Instructions just
discussed. The difference however is that you can include only one set of
safety instruction per task.

Comments for PMs — Task Instructions for Standard Work
Orders

This section when used with PMs and Change Over type tasks is used to add
comments to the work orders. These comments could be almost anything in
nature, such as special instructions or precautions.

This section, when dealing with both Safety and Standard type of work orders
is used as a "Work to Be Performed and Why" field. This is where you would
explain the work that needs to be performed, and why it should be done.

To enter information:

e Move to the Comments for PMs — Task Instructions for Standard Work
Orders field by clicking in it.
e Type in the appropriate information.
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On the Status tab you can record the current status of the selected work order,
record completion information, and record the costs occurred performing the
task.

Maintenance Coordinator - [Maintenance Scheduler]
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Completion Information

Use this section to record information about the completion of the currently

selected task.

To record completion information:

e Move to the Completion Information section and click on the
command button adjacent to the Date Completed field.
e Select the date that the task was completed from within the popup
calendar and click on Select Date.
e Click on the ... button adjacent to the Completed By field.
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e Click on the name of the person to be credited for completing this task
from within the displayed grid.

e Click Select.

e Click on the ... command button next to the Inspected By field.

e Click on the name of the person who inspected the completion of this
task from the displayed grid.

e Click Select.

e Move to the Down Time section and record how many hours and
minutes the equipment was down for the completion of this work order.

e To retrieve the current Equipment Meter reading at time of completion,
click the Retrieve Current button.

Note: When closing a work order for task completion, don’t forget to set the
status of that task. You may also want to record the activity in the machine
history records. Clicking on the History button does this for you.

Task Status

Use this section to indicate the current status of the work order or task. You set
this status by selecting one of the options from the drop down list box.
Available options are as follows:

e Ready - This status would indicate that the task is ready to be
performed. You may only be waiting for the time and resources to do it.

e On Hold - This status would indicate that the task has been put on hold
for one reason or another. One of the most common On Hold reasons
could be something like "Waiting on Parts".

e Completed - This status would indicate that the task has been
completed. It will be removed from the normal sort routines, or in other
words, it will appear invisible when you first open this module.

e Cancelled - This status description would indicate that the task could
not be performed. This could be because of production demands, a
duplicate work order, etc. Setting a task with this status is not the same
as deleting the task, as the task still resides in the database.

e WO Request — This type of a status would indicate a task that someone
has requested to be done, but still needs approval by the administrator.

To change the status of your work order:

e Move to the Task Status section and select the appropriate indicator
from the drop down list by clicking on it.

38

Maintenance Coordinator e Simplicity Software Technologies Inc.



Costs

Maintenance Scheduler

This section will assist you in calculating the total costs involved with the
completion of this work order. This is used in reports and can also assist you in
charging clients, when such is applicable.

The cost of a work order is broken down into the following elements:

Total Labor Costs — This refers to the labor setup on the Labor tab.
Taken into consideration that each employee is assigned to the task, the
hours they worked on the task, and their hourly rate of pay.

Total Material Costs — This refers to the total material and parts used to
complete this task as recorded on the Material tab.

Contractor — Vendor Costs — This is a manual entry, and would be the
place to record any contracted costs occurred in the completion of this
task.

Taxes — This would be the place to record any taxes or permits that
were paid in the completion of this task.

Other Cost — This is the place you would record any other additional
costs associated with the completion of this task.

Total Costs — This is the sum of the amounts specified above, and
would indicate the total cost of performing this work order.

To record and calculate the total cost of a work order:

Completed the information on both the Materials tab and the Labor tab.
Move to the Contractor — Vendor Costs text field and enter the
appropriate amounts, if any.

Repeat the above step for the Taxes and Other Costs fields.

Click on the Calculate Costs command button.

Complete Button

With the Complete Button found on the Status tab, you can select the person
who completed the task, mark the task as completed, update the tasks cost, and
if a machine has been assigned, write the task to the Machine History log. The
Complete button will perform all these task and more for you, to help
streamline the closing of tasks or work orders.
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Complete Work Order

Work Order Completion
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To use the Complete button:

Click the Complete button.

Click on the OK button.

PM Groups

Move to the Status tab by clicking on it.

Setup or select the various options of this dialog.

Many of you may find the PM Group feature to be very useful, especially if
you have sets of machines or equipment that need servicing at the same time.
You may find it an even greater value if you are required to reschedule these

tasks on a regular bases, as to meet production demands for example.

The PM Group feature gives you these added benefits as compare to the
normal scheduling of Planned Maintenance type tasks:

e You can quickly retrieve a schedule into a new task by just clicking on

a single button.

e You can reschedule tasks belonging to a PM group with a minimum

number of keystrokes.
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e You can change the status of all PM group members with a minimum

number of keystrokes.

Setting Up a P.M. Group

@ ©@Q00E -
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Add  Delete Close
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Date Scheduled: IWJ
Schedule Start; IWJ
Schedule End: IWJ
Start Tire: W
Ending Time: W

Fecurng Cfons

Frequency:  |Eyen s Mnnthsﬂ
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The first step in using a PM group is to setup one, and we'll explain this

procedure next.

e Click the PM Groups option in the Go page of the ribbon.

e From the PM Groups screen click Add option.

e Move to the Group Title field and type in a brief, but descriptive title
for this PM group. This field can be up to 40 characters in length.

e Move to the Scheduling section and setup the task scheduling criteria.
The fields in this section are outlined below.
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Date Scheduled - This area specifies the date that this task was
first scheduled. You can change the date here by double
clicking within this field, then selecting the new date from
within the popup calendar. For recurring type task groups this
date would show the date the program itself reschedule the
group.

Schedule Start - This field specifies the date work should
commence on the task. Change this date by double clicking on
the field with your left mouse button.

Schedule End - This field should indicate the date you expect
the work on the task to be completed. Change the date by
double clicking.

Start Time - This field should show the scheduled starting time
of the task. Change this time by clicking on the arrow and
selecting a new time from within the list.

End Time - This field should indicate the expected ending time
of the task.

e Move to the Recurring Tasks section and fill out the fields located

there.

(@]

Frequency - This drop down list setups the recurring frequency
of the task. Options available here are: None, Every XX Days,
Daily, Daily - No Weekends, Weekly, Every XX Weeks, Bi-
Weekly, Monthly, Every XX Months, Bi-Monthly, Quarterly,
Semi-Annually, Annually, Every XX Units.

Every XX Criteria - Information typed here would work in
association with the following Frequency selections, and would
replace the XX portion of that selection: Every XX Days, Every
XX Weeks, and Every XX Months.

Do Not Generate A New Task - When a check is placed here,
the program will not generate a new task schedule for the
selected group even if a recurring frequency has been set up.
Once all the fields on this screen has been setup, this
information will be automatically saved for you by the program,
and you can begin using the PM Group that you have just set

up.

Deleting a P.M. Group

To delete a PM Group setup:

e Click the PM Groups option in the Go page of the ribbon.
e Using the data control, scroll through the setups until you locate the
PM Group you wish to remove.
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e Click on the Delete option in the ribbon.
e Answer Yes to the prompt about the deletion.

Rescheduling with P.M. Groups

With PM Groups you can reschedule tasks that belong that group, and that
meet the certain criteria. The criteria for task rescheduling is that the tasks
must have the same scheduled start date as a start date that you specify. All
other tasks in the database with a different scheduled starting date will be

ignored, even if they belong to the group.

To reschedule a PM group, and all it's members that have the same scheduled

starting date, please follow these steps:
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Click the PM Groups option from the Go page.

Using the data control, scroll through the setup until you locate the PM
Group you wish to reschedule.

Move to and click on the Task Options tab.

Move to the Scheduled Start Date field and enter the scheduled start
date of the task you wish to reschedule.

Move to both the New Schedule Start and New Schedule End date
fields and enter the appropriate information.

Click on the Update Now button found in that section.

Next you'll be greeted with a Reschedule Group dialog screen. If you
wish to continue with the rescheduling operation move to and click on
the Yes command button. If you do not want to continue with the
rescheduling procedure, click either the No or Cancel command
buttons.

Once you are done rescheduling your work orders or tasks, click the
Restore Screen command button to return the PM Groups screen to its
original size and position (NOTE: Scrolling through the records will
also restore the screen).

Setting the Status of PM Group Members

With PM Groups you can change the status indicator for all tasks that fall
under that group and that meet a certain criteria. This task requirement is the
group the task belongs to, and the scheduled start dates of the tasks.

To change the status of PM Group members, please follow these steps:

Click the PM Groups option from the Go page.

Using the data control, scroll through the setups until you locate the
PM Group you wish to change the status on.

Move to and click on the Task Options tab.

Move to the Schedule Start field of the lower section, and change this
date to reflect the date of the tasks you wish to update the status on.
Move to the Status drop down list, and select the status indicator that
you wish to use. Options here include Ready, On Hold, Completed and
Cancelled.

Move to the Date Completed field and change this date to reflect the
date you want to use for this status change.

Click on the Update Now command button to start the status change
process.

As each task is about to be updated with the new status, you'll be
prompted to either update the task or skip it. To accept the update, click
the OK command button. To skip the displayed task, click the Cancel
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command button, and move to the next task, if any, needs to be
changed.

e Once you are done updating the status of your Work orders or tasks,
click the Restore Screen command button to return the PM Groups
screen to its original size and position (NOTE: Scrolling through the
records will also restore the screen).

Scheduling by Meter

With the scheduler module you can have new recurring tasks scheduled by
meter, hours or odometer readings. This comes in handy for a variety of
reasons such as scheduling equipment maintenance after so many hours or
miles have past.

— Recuring Setup

Frequency: IEver_l,l><>< itz j

Ewem #00 Criteria: |3|:||:||:|

[ Generate New When Done
[ | e etk Fererate Hew Tiazk

To schedule by meter:

Move to the Details tab.

Move to the Recurring Setup section.

Select the recurring frequency of Every XX units.

Move to the Every XXX Criteria text box and enter how often you
would like this task to repeat. For example, you have an
automobile that you want to change the oil every 3,000 miles. You
would enter 3000 here (no commas).

Now you need to setup when to perform the first task. Move to the
Work Orders page in the and select the Set Next Meter Setting
option.

Enter the appropriate value in the space provided and press enter.
When the equipment meter value equals or exceeds this value, the
work order will become due.

The Generate New When Done flag is always used when scheduling By Meter
(the checkmark in the scheduler is ignored), this is to say that the following
criteria must be satisfied for a “Meter Type Task” to generate a new work

order.

e A piece of Equipment is assigned to a task.
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e The Equipment current meter is greater than zero.

e The Recurring frequency for the current task must be setup to “Every
XX Units”.

e A Value must be set for the “Every XXX Criteria”.

e The “Next Meter” has been set for the current work order or task.

e The previous task must be set as “Completed”.

e The “Do Not Generate New Task” flag has NOT been set.

When a new work order is created the new task will have a scheduled start date
2 years in advance of the date it was created. This is to prevent the task from
showing up in the default sorts, and from being reported as being past due.
When the Equipment meter value reaches or exceeds the Next Meter value the
schedule start date will be changed to the date this information was first
realized.

When the new work order is created:

e The previous task will have its “Do Not Generate New Task” flag
set to true to prevent the task from regenerating itself multiple
times.

e The program will add the current equipment meter reading to the
value as setup in the “Every XXX Criteria” section, and use the
result as the value to meet before the next work order becomes
due.

e The program will copy the other information from the old task to
the new one.

e The new task will have a scheduled start date 2 years in advance
from the date the new task was created.

Entering Equipment Meters
Equipment meter or odometer readings are recorded in the Machinery and

Equipment module and can also be recorded from the Equipment lookup
screen.

Classification Assignments Overview

With the task setup you can assign both planned maintenance, and standard
work orders to Classification Assignments. This feature proves useful in
grouping and reporting, where you can group reports by these classes.
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Adding New Classifications

To setup new classifications:

e From the Scheduler Details tab, click on the Assignments tab near the
bottom of the screen.

e Move to the Classification Assignment section and click on the ...
button.

e _To create a new classification click Add New.

e Next a dialog screen will appear prompting you for the name of the
new classification assignment. Type this information in the box
provided. This field can contain any combination of text characters and
numbers, and be a maximum length of 40 characters. Please note that
the program will allow you to type in more than this 40-character limit,
but all-excess characters will be filtered out of the final description.

e Click Ok.

e Select the Classification Assignment you just created from those listed
with in the list box by clicking on it.

e Click the Color Scheme command button. This will allow you to assign
a color scheme to the class. This color scheme is used by the Task
Planner.

e After the color picker screen appears, move to and click on the color of
your choice to select it.

e Click on the OK command button to accept the color and assign it to
the currently selected classification.

e Repeat the above steps for any addition classifications you wish to set
up.

e To insert the selected classification into the currently selected task,
move to and click on the Select button.

Deleting Classification Assignments

To delete classification assignments:

e From the Scheduler Details tab, move to the Classification Assignment
section and click on the ... command button.

e Move to the list box containing the descriptions of available
classifications, and select the class you wish to remove by left mouse
clicking on it.

e Click Delete.
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e Click Yes to the prompt about deleting the classification.

Editing Recurring Tasks

The program is designed to allow users to create recurring tasks or work
orders. These tasks regenerate themselves from previously created tasks,
copying all the fields of the previous task to the new task or work order. Only
the schedule dates are changed in the new tasks (or next meter value, as the
case may be).

To change or delete a task in the database you need to find the tasks that have
NOT vyet regenerated themselves. Changing tasks that have yet to regenerate
will affect only those tasks from that point forward. All previously generated
tasks will not be affected. If you want to change tasks or works orders that
have already regenerated, you will need to do this manually.

To find all the tasks that are set to regenerate:

e Open the Maintenance Scheduler module.
e Move to the Filters page in the ribbon and Not Re-Generated option.

This will sort the database by all tasks that HAVE NOT regenerated. Deleting
one of these tasks will prevent the program from regenerating that one again.
You can also change the Do Not Generate New Task flag for the task to
prevent it from regenerating.

To change the Do Not Generated New Task:

e Open the Maintenance Scheduler module.

e Locate the task you wish to stop from regenerating.

e Open the Work Orders page in the ribbon and select the Change Do
Not Generate New Task Flag option, setting the Do Not Generated
New Task flag (checked).

To change tasks that have already regenerated with new information:

e Open the Maintenance Scheduler module.

e Locate the task that has the task description that you want to edit.

e Open the Filters page in the ribbon and select the With Current
Description option.

You can edit these tasks with new dates or delete them from the database.
Please note that if you edit a task that has already been regenerated (Do Not
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Generate New Task checked) it will ONLY affect that task. Other, already
created tasks or work orders will not be affected.

Repair Codes

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

Machine specific codes can be more specific to what was done, and the list will
change according to the equipment assigned to the work order. Examples here
could be Main Motor Replacement, Brushes Changed, Main CAM replaced
etc. Machine specific repair codes can be used for predictive maintenance type
reports where you can see trends develop, and scheduled preventive
maintenance accordingly.

To assign a Repair Code to a work order:

e Select the work order you want to assign the code to.

e If this is a machine specific type code, then also ensure the work order
has a piece of equipment assigned to it.

e Click on the Status tab in the Scheduler.

e Click on Assign Code button near the bottom right hand corner of the
screen.

e Select the code you want to use from within the list.

e Click on the Select button.

To add a new item to the list.

e Follow the above procedure up to the point of clicking on the Assign
Code button.

e Click on the Add New option in the ribbon.

e Type in the new code in the space provided and click OK.

e When asked about adding to the global yes, reply with the appropriate
answer.
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If you want to assign tasks to specific mechanics, or other personnel, you will
need to use the built in Maintenance Personnel option. This option builds a
database of names that can be used in the following tasks fields: Personnel
Assignments, Work Requested By, Completed By and Inspected By. This
feature also allows you to print a list of Maintenance Personnel that includes
their names, position, home phone numbers and pager numbers.

The email field must be included if you plan on using the Automatic Email
feature for work orders. The program looks at the three Personnel assignments

fields, and emails these three assignments if their emails are properly setup.
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The Maintenance Personnel database is also used by the optional Mechanics
and Employees module were a great deal of additional information can be
maintained on your personnel.
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Adding Records to the Maintenance Personnel List

To add mechanics and other personnel to the Maintenance Personnel list:

Click Support Tools in the Shortcut bar, then click Mechanics or open
the Go page and select the Mechanics option.

Open the File drop down menu and click Add New option in the ribbon.
Move to the Details tab by clicking it.

Move to the various fields and type in the appropriate information for
that field.

Click on the Post button to ensure your changes are saved

Repeat the above steps for each person you wish to add to the database.

Deleting Records from the Maintenance Personnel List

To remove personnel from the Maintenance Personnel list, please follow these

steps:

Click Support Tools in the Shortcut bar, then click Mechanics or open
the Go page and select the Mechanics option.

Scroll through the records using the data control until you locate the
record you wish to remove.

Click Delete Record option in the ribbon.

Now you are greeted with a Delete Personnel dialog screen asking if
you are sure you want to delete the associate. If you are sure that you
indeed want to remove the selected person from the database click on
the Yes command button. If you have changed your mind click either
the No or Cancel.
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Generating Tasks

Whenever the program executes one of the generate tasks routines it looks for
tasks that meet the following criteria.

e A scheduled starting date that falls within the generating range, and/or

falls behind today's date.

The ‘Do Not Generate New Task’ flag has not been set.

A recurring frequency has been setup.

The task has been assigned as a recurring type.

If turned on, the Equipment assigned to the task must also be marked as

‘In-Service” within the Equipment module (this feature can be turned

off from within the Work Orders Setup screen).

e If the ‘Generate New When Done’ option has been set, the task must
also have a status of ‘Completed’ before a new task is created.

If all the above criteria has been satisfied the program will regenerate a new
task for all tasks it finds. This includes both open tasks, and those that have
already been closed.

When the module first loads, by default, it will look 30 days into the future,
and generate all tasks that fall into this range. You can specify a new value
under the Work Orders setup.

Printing and Generating Tasks

With the Generate Tasks option you can setup and print a date range of tasks.
If the date range you specify contains tasks that have not already been
generated by the program, the program will generate then as this routine is
executed.

To generate a range of tasks to be printed:

e From the Home page of the ribbon and select the Generate Tasks
option.

e From the Select Task Dates screen, move to and click on the ...
command button adjacent to the Start Date field.

e Select the Start Date range from within this calendar, and click Select
Date.

e Move to and click on the ... command button adjacent to the End Date
field.
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e Select the ending date for your tasks date range from within this
calendar, and the click Select Date.

e Click the OK command button and the program will generate all tasks
that fall within the date range you have just setup

e Next the Generated Work Orders screen will be displayed. From here
you have a couple of options in the printing of tasks. To print all the
tasks generated just move to and click on the Print All option in the

ribbon.
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e To print selected tasks from the list, click on the task you wish to print
to select it, then click the Print Selected option in the ribbon.

e From the Preview screen, click the Print command button to print the
document.
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Generate by Classification

To generate a range of tasks to be printed by Classification assignment, please
follow these steps:

From the Home page of the ribbon and select Generate by Classes
option.

From the Select Task Dates screen, move to and click on the ...
command button adjacent to the Start Date field.

Select the Start Date range from within this calendar, and click Select
Date.

Move to and click on the ... command button adjacent to the End Date
field.

Select the ending date for your tasks date range from within this
calendar, and the click Select Date.

Click the OK command button.

From Classifications Lookup screen, select the Classification
assignment of your choice from those listed.

Click the Select button to have the program start the generation process.
Next the Generated Work Orders screen will be displayed. From here
you have a couple of options in the printing of tasks. To print all the
tasks generated just move to and click on the Print All option in the
ribbon.

To print selected tasks from the list, click on the task you wish to print
to select it, then click the Print Selected option in the ribbon.

From the Preview screen, click the Print button to print the document.

Printing the Current Work Order

To print the currently selected work order:

From the Home page of the ribbon select the Print Record option.
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Print Previewing the Current Work Order

To preview the currently selected work order:

e From the Home page of the ribbon select the Preview Record option.
e From the Print Preview screen, click the Print button.

Printing the Main Lookup View Grid

You can print the main grid or table that’s located on the Lookup tab of the
Scheduler.

To print the main grid and all its information:

e Sort or filter the database to your liking.
e Click on the Module button and move over the Print option.
e Select the Print Table option.

Printing All Work Orders

If the current sort or filtering of the Scheduler database has 30 or less records,
you can tell the program to print every work order in the list.

To print all work orders:

e Open the Filters page in the ribbon and select the Custom Sort Wizard
Option.

e Setup the criteria on this screen to show only the records you want to
include. There will be more information on this wizard later in this
chapter.

e If the resulting sort (filter) has 30 or less record in it, then click on the
Module button and move over the Print option.

e Click on the Print All option.
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Saving the Work Orders to History

You can save a summary of any work order with a machine assigned to it to
the machine or equipment’s history log. This is an extremely useful feature as
you can maintain a complete maintenance history on your equipment. This
history record will be maintained even if the associated work order has been
deleted or archived. The program also copies task completion notes to this
history record for you automatically.

To save a task to equipment’s history log:

e Locate and select the work order you want to save, and ensure there’s a
Equipment record assigned to the document.

e Open the Work Orders page in the ribbon.

e Click on the Save to History Log option.

e Next you’ll be asked if you want to use the Task Completion Date.
Click Yes to use the recorded completion date as found on the Status
tab. A No answer will use the scheduled end date instead. Cancel,
cancels the whole operation.

You can also save a copy of the task to history by using the Complete button
found near the History button on the Status tab.

The following information is saved to the history record:

General Task Information
Current Equipment Meter reading
Parts Used

Labor Used

Down Time Used

Completion Notes

Plus you can click on the History button on the status tab to save to history.
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Deleting a Work Order

To delete a work order from the database:

e Locate the work order you want to delete.

e Move to the Home page in the ribbon and select the Delete Record
option.

e When prompted, click the Yes button.

IMPORTANT NOTE: Once a task has been deleted it’s gone forever. If it’s a
recurring type task and the program has not already generated a new task for it,
this functionality will also be lost. However, if the Do Not Generate New Task
flag has been set, you should be completely safe in deleting it.

Deleting a Recurring Work Order

Recurring work orders are set to regenerate themselves at given intervals.
Many times deleting only the work orders in the current sort does not get rid of
them or prevent the work order from recreating itself. This is because there
maybe tasks in the database that have not had the ‘Do Not Generate New Task’
flag set, and are stored in the future or beyond the current sort.

To delete a recurring work order and prevent it from regenerating itself, you
must first locate the task in the database that does not have it’s ‘Do Not
Generate New Task’ set. Once located you can set the ‘Do Not Generate New
Task’ flag or delete the task (work order).

To delete a recurring work order from the database:

e Open the Filters page in the ribbon and select the Not Re-Generated
option.

e Locate the work order you want to delete.

e Open the Home page in the ribbon and select the Delete Record option.

e When prompted, click the Yes button.
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Emailing the Work Order
To email a work order:
e Select the work order document you want to email from within the
database.
e Open the Work Orders page in the ribbon and the Email W.O. option.

e Type in or select the person’s email address in the Mail To text box.
e Click the Send button.

For more information about the Email Composer please refer to the Common
Features chapter.

Accessing the Email Composer
To access the email composer:

e Open the Go page in the ribbon.
e Select the Email Composer option.

For more information about the Email Composer please refer to the Common
Features chapter.

Copying and Pasting Work Orders

To copy a work order to be pasted into a new or different work order:

Display the work order you want to copy.

Open the Work Orders page and select the Copy W.O. option.
Create or display the work order you want to copy to.

Open the Work Orders page and select the Paste W.O. option.

Filtering the Database by Work Assignments
You can have the work orders database filtered by work assignments and open
work orders. This comes in handy when you want to view a mechanic’s back

log or current work order assignments.

To filter the database by Work Assignments:
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Open the Filters page in the ribbon and move to the Assignments
group.

Click on the Mechanics option.

From the Employees Lookup screen, select the mechanic you want to
base your filter on. The database is searched for this mechanics in the
three personnel assignments fields.

Once the employee is selected, click on the Select button.

To restore the database back to its normal sort, click the Refresh button
on the Lookup tab.

Filtering the Database by Equipment Assignment

You can have the work orders database sorted by equipment assignments and
open work orders. This comes in handy when you want to view all the open
work orders for a given piece of equipment.

To sort the database by Equipment Assignments:

Open the Filters page in the ribbon and move to the Assignments
group.

Click on the Equipment option.

From the Equipment Lookup screen, select the equipment you want to
base your sort on.

Once the equipment is selected, click on the Select button.

To restore the database back to its normal sort, click the Refresh button
on the Lookup tab.

Custom Sorting of Work Orders Database

To create a custom sort of the database:

Open the Filters page in the ribbon and move to the General
Sorts/Filters group.

Click on the Custom Sort Wizard option.

Setup the options on this wizard to you liking, and click on the OK
button.

To restore the database back to its normal sort, click the Refresh button
on the Lookup View tab.
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Other Sort and Filter Options

Besides from the options available on the Lookup tab, you have other sort/filter
options found under the Filters page in the ribbon. These options are useful
when you want to sort or filter the database by specific criteria.

To use one of the above sort options:

e Open the Filters page in the ribbon and select the option of your
choice.

Automatic Task Descriptions

There are two places within the Scheduler module that can create an automatic
task description for you. These are found in the Equipment selection section on
the Details tab, and on the Instructions tab in the Task Instructions for
Standard Work Orders section.

To insert the auto descriptions:

Move to the appropriate section.

Click on the Blue Arrow.

Edit the automatic description to your liking.
Click on the OK button.

Note, the current description will be over written.

Work Order Search

To find a Work Order:

e Move to the Home tab in the ribbon and click on the Find First option
or, press Ctrl - F.

e Move to the Search Text field and enter your search criteria.

e Move to the Search Type drop down list and select on which database
field you want to base you search on.

e If you only want to return exact matching records from your search,
place a check in the Exact Match Only check box. If this box is left
blank, the application will automatically insert wild card characters in
to the search.
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e Click Find First.

To find additional matches to your search:

e Move to the Home tab in the ribbon and click on the Find Next option
or, press F3.

Using the Tasks Planner Option

With the Tasks Planner option you can display and print the maintenance
schedule for an entire month, create and edit existing tasks and export a copy
of the planner to Excel.

Maintenance Coordinator - [Task Planner - May - 2009]
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To access the Task Planner screen:
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e Click on the Task Planner option in the shortcut toolbar or from the Go
page in the ribbon.

Print the Planner Schedule

To print the planner schedule:

e From the Tasks Planner screen move to and click on the Print option in
the ribbon.

Printing a Single Task with the Planner
To print a single work order using the Task Planner:

e Move to the Tasks Planner screen.
e Select the task you want to print from those found in the planner’s grid.
e Click on the Print Task option in the ribbon.

Creating a New Work Order with the Planner
To create a new task or work order using the Task Planner:

e Move to the Tasks Planner screen.

e Click on the Add New option in the ribbon.

e Create your task using the Work Order Wizard. For more information
on this wizard look at the Work Orders Creation Wizard section found
earlier in this chapter.

Editing a Task with the Planner
To edit a new task or work order using the Task Planner:

Move to the Tasks Planner screen.

Select the task you want to edit from those found in the planner’s grid.
Click on the Edit option in the ribbon.

Edit your task using the Work Order Wizard. For more information on
this wizard look at the Work Orders Creation Wizard section found
earlier in this chapter.

62

Maintenance Coordinator e Simplicity Software Technologies Inc.



Maintenance Scheduler

Moving Between Months on the Planner Screen

e To move between months on the Tasks Planner screen use the Previous
Month and Next Month option in the ribbon.

Exporting with Tasks Planner

To export or save the Tasks Planner screen to be read by another (supported)
program, please follow these steps:

e From the Tasks Planner screen move to and click on the Export option
in the ribbon. This will bring up the Save Schedule dialog screen.

e Use this dialog as you would use any normal "Save As" dialog. Select
the save path and directory. Specify the file name, and under the Save
as Type drop down, select the file type you wish to save this file as.

e Click Save.

View PM Types Only in the Task Planner

By default, the Task Planner displays all work orders types. However, so
people may want to only view recurring, or planned maintenance types of tasks
or work orders.

To view only recurring types of work orders:

e Open the Tasks Planner.
e Click on the View PM Types Only option in the ribbon.

To switch back to viewing all work order types:

e Click on the View PM Types Only option in the ribbon.
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Everyone is different, and we all have our own preferences on how we like to
do things, for this reason we have added the Tasks Calendar to our list of Work
Order management tools. With this option you can create and edit tasks, view
tasks in day, week, work week and month views. You can also any of these
views, along with a blank month calendar that you can fill in yourself.

Maintenance Coordinator - [Tasks Calendar]
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To access the Tasks Calendar option:

e Click on the Tasks Calendar option in the shortcut toolbar or from the
Go drop down menu

Changing Views of the Tasks Calendar

You have the option to change the views available in the Tasks Calendar to a
single day, week, work week, or full calendar month.

To change the view of your Tasks Calendar:
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Move to the Calendar View Options group in the ribbon and select the
option of your choice.

Creating a Work Order with the Tasks Calendar

To create a new task or work order using the Tasks Calendar:

Move to the Tasks Calendar screen.

Select a blank time slot within the calendar.

Either double-click in this time slot or click on the Add New button in
the ribbon.

When asked about creating a new work order, click the Yes button.
Create your task using the Work Order Wizard. For more information
on this wizard look at the Work Orders Creation Wizard section found
earlier in this chapter.

Editing a Task with the Tasks Calendar

To edit task or work order using the Tasks Calendar:

Move to the Tasks Calendar screen.

Double-click the task you want to edit in the calendar grid.

Edit your task using the Work Order Wizard. For more information on
this wizard look at the Work Orders Creation Wizard section found
earlier in this chapter.

Changing Dates with the Tasks Calendar

To change the current day or week of the Tasks Calendar:

Access the Calendar control located in the Shortcut bar on the left side
of your screen.

Click on the date of your choice to move to that date.

Click on the Left and Right arrows on the top of this calendar to scroll
forward and backwards through the months.

Click on the Today button to move to today’s date.
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Printing the Current Tasks Calendar Schedule

To print the current schedule as currently viewed:

x)

Calendar Page Setup

Day view options Date header
Brint From: | HORNEE [v Print date header
Date header Font:
Print tay | :00PM - = 18 pt, Tahoma
Eiold

[v Prink range

Cammon setkings

[ Prink in black and white

Headers and footers

Header

| a
Faooter

| a
FPaper Crientation
Sige: |Letter | = Portrait
Source: | Aukamatically Seleck ﬂ " Landscape
Margins (inches) Prewview

Lefk: 0.5 Right: 0.5

Top: 0.5 Boktorm: 0.5

Prinker...
(o)1 | Cancel |

e Select the view option of your choice.

e Click on the Schedule option in the ribbon’s Print Options group.

e Setup the options on the Calendar Page Setup dialog screen to reflect
your preferences.

e Click the OK button.

e Click the Print button from the Print Preview screen.
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To Print a Blank Month Calendar
To print a blank calendar:

e Move to and open the Tasks Calendar option.

e Click on the Blank Calendar option in the ribbon’s Print Options
group.

e Once the calendar loads, open the File menu and select how you want
to print the calendar. Options are Print B&W or Print Color.

To scroll through the months:

e Click on the Forward or Backwards arrows.

Print a Single Work Order from the Month Calendar
To print a blank calendar:

Move to and open the Tasks Calendar option.

Click on the work order in the calendar that you want to print.

Click on the Work Order option in the ribbon’s Print Options group.
Once the calendar loads, open the File menu and select how you want
to print the calendar. Options are Print B&W or Print Color.

Maintenance Documents

You can maintain many other documents, links and pictures dealing with your
maintenance activities by accessing the Documents section. To learn how to
work with this documents feature, please refer to the Common Features
chapter.

To access the Documents feature:
e Open the Go page and select the Documents option.
PM Coordinator Users — Please note that this Documents feature is compatible

with the one in PM Coordinator. This will allow full compatibility when
upgrading from this software package.
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Adding Task, Safety or Comments Instructions

For recurring type tasks we have provided a way of creating and then reusing
multiple sets of task instructions, or work to be performed instructions. Once
created the same set of instructions can be used over and over again and
assigned to multiple work orders. This saves you time as you do not have to
rewrite instructions for common tasks.

To add new instructions for use with your work orders:

Open the Instructions page in the ribbon and select the appropriate Add
Instructions option within the different groups found here.

Type in a description or title for your new instructions in the space
provided. The title can be up to 60 characters in length.

Click Ok.

Editing Task, Safety or Comments Instructions

To edit instructions that you may have stored in your database, please follow
these steps:

Open the Instructions page in the ribbon and select the appropriate Edit
Instructions option within the different groups found here.

Next you’ll be greeted with a screen containing a list box holding the
descriptions of all the appropriate instructions found in the database.
Move to this list and click on the description of the instructions you
wish to edit.

Click on the Accept command button.

Once the Instructions Editor screen loads, edit your instructions by
following the procedures as outlined in the Using the Instruction Editor
section found Common Features chapter.

Printing Task, Safety or Comments Instructions

To print out complete instruction lists:

Open the Instructions page in the ribbon and select the appropriate
Print Instructions option within the different groups found here.
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Create a New Archive Database

As you continue to use this application, your database is sure to grow in size.
As a database grows too large there can be performance issues as far as speed,
and problems with the data itself. For these reasons it is highly recommended
that you remove data from the database in regular intervals. Either deleting
older records or archiving them to an external database can do this for you. In
order to archive your records, you’ll first need to create an archive database.

To create an archive database:

e Click on the Module button and move over the Databases option.
e Click the Create Archive Database option.

e Use this Save As type dialog as would any found in Windows,
specifying the name and save path of this new database.
e Click the Save command button.

Archiving your Database

To archive your database:

@ Archive Database

Archive Date Ranges
Start Date:  |5/29/2008 J EndDate:  [11/29/2008 J

Archive Databaze Settings

C:%Program Filezh55 T4 aintenance
Coordinatoryhd ain2009. mdb

Browse

M FA
Archive Cancel
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e Click on the Module button and move over the Databases option.

e Click the Archive Database option.

e Move to the Date Range section and click on the ... button adjacent to
the Start Date field.

e Select the start date for your archive from within this calendar. Click on
the Select Date button.

e Repeat the above step for the End Date field. All tasks that fall between
these two date ranges will be selected for archiving.

e Move to the Archive Database Settings section and click the
Connection button.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

B Data Link Properties x|

Provider Connectian |.ﬂ.dvanced| Al I

Specify the following to connect to Access data;

1. Select or enter a databaze name:

C:h_ewes'\MC 4 Exes'Maindemo.mdb

2. Enter information ko log on to the databaze:

Ilzer name: I.-’-'-.dmin

Bazsword; I

¥ Blank password [ Allow saving password

Test Connection |

k. | Cancel | Help |

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.
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e Click the Archive button to remove the files from your main database,
and place them into the Archive database.

IMPORTANT NOTE: Archiving files free up valuable database space, but this
space will not be fully realized until you also perform a compact on the
database. Performing a compact will free up this valuable database space.
Please refer to the Database chapter for more details.

Restore Records from Archive

With the Database Restore feature you have three different restore options.
You can restore every record found in the archive database, restore a date

range of records, or restore a single record. These three options will be outlined
next.

Restore from Archive

Festore Options

" Festore All (+ Festore Dates i Restare One

Festore D ate Ranges

Start Date:  [541/2003 J EndDate:  |5/29/2009 J

Tazk |0 of \Wark Order to Restore:

Archive Database Path

|E:"-._e:-:es'\|'v1E Bk ainDE.mdb

Vg Q
Bestore Cancel

To restore all records from archive:

e Click on the Module button and move over the Databases option.
e Click the Restore Database option.
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e Move to the Restore Options section and click on the Restore All radio

button.

e Move to the Archive Database path section and click the Connection
button.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Click Restore.

To restore a date range of records from archive:

e Click on the Module button and move over the Databases option.

e Click the Restore Database option.

e Move to the Restore Options section and click on the Restore Dates
radio button.

e Move to the Restore Date Ranges section and click on the ... command
button adjacent to the Start Date field.

e Select the start date range for your restore from the calendar and click
on the Select Date button.

e Repeat the above 2 steps for the End Date field to setup the ending date
of the restore range.

e Move to the Archive Database path section and click the Connection
button.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Click Restore.

To restore a single record from archive:

e Click on the Module button and move over the Databases option.
e Click the Restore Database option.
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e Move to the Restore Options section and click on the Restore One radio
button.

e Move to the Task ID or Work Order to Restore field and type in the
Task 1D number.

e Move to the Archive Database path section and click the Connection
button.

e From the Data Link Properties dialog, move to the Provider tab by
clicking on it.

e From the list click on Microsoft Jet 4.0 OLE DB Provider option.

e Click the Next button.

e Click on the ... button adjacent to the Select or enter a database name
text box.

e Browse to and select the database you want open.

e Click the OK button.

e Click Restore.

Deleting a Date Range of Work Orders

To permanently remove a date range of work orders from the database:

e Click on the Module button and move over the Databases option.

e Click the Delete Date Range option.

e Select the ending date for this completion from the calendar, and click
the Select Date button. All task that fall on or before this date will be
permanently removed from the database.

e Next you’ll be notified of how many records will be deleted, and given
your last change to back out. To continue with the deletion, click the
Yes button to the prompt. If you have changed your mind, click any of
the other two buttons.

Work Order Report Wizard

This option is the most robust reporting option found in the Scheduler module.
This option utilizes the Work Order Report Wizard, which will allow you to
setup a wide variety of reports based on the criteria you setup using the wizard.

You can setup this wizard to only report on tasks of a certain type, only report
on a single piece of equipment, a single classification, a specific date range,
and any combination of the above.
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To use the Work Orders Report Wizard:

ﬁ vood - Work Orders Report Wizard
—

Wizard
v 3O O
Create Previous  Next Cancel
Report and Close
Finish Tabs Mavigation Exit
= R :
/| Type + Status ‘ Assignments: &y Finish
Clazzifications Account
|.ﬂ-.II Classes |.ﬂ-.II Accounts
Select Class Al Clazszes | Select Account| Al Accounts
Equipment # Machines Mechanic
|.ﬂ-.II E quiprnent |.ﬂ-.II Mechanics
Select Equip | All Equipment | Sel Mechanic | All Mechanics
Project
&Il Projects
Select Project | All Projects

e Open the Reports page in the ribbon and click on the Main Wizards

option.

e Click on the Main Report Wizard option.

e First choose the task types you want to report on. These task types are
the same as the task types you use when setting up your tasks. There is
however three new options available here, and will be explained next.

o

o

All Tasks - This option will allow you access to all available
task types.

Planned Type Tasks - This option includes all planned
maintenance type tasks, and would include Planned
Maintenance, Mini PMs, and Changeovers.

Work Order Type Tasks - Tasks falling under this category
include Imminent Danger, Safety Hazard, Safety Concern and
Standard Work Orders.
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e Next you need to choose the status indictors for the report wizard.
Options here include the following:

o View All - This status indicator will select all tasks no matter
what their status.

o All Open - This indicator will select all open tasks. This
includes task with the Ready and On Hold status.

o Ready - This indicator will only select those tasks that have a
status setup of Ready.

o On Hold - This indicator will only select those tasks that have a
status setup of On Hold.

o Completed - This indicator will only select those tasks that have
a status setup of Completed.

o Cancelled - This indicator will only select those tasks that have
a status setup of Cancelled.

o All Closed - This indicator will select all tasks that have been
closed. These include those marked as both Completed and
Cancelled.

e Click the NEXT button in the toolbar.

e Next to setup in the Report Wizard is Classification Assignment. Here
you select the Classes you want to include in your report. By clicking
on the ALL CLASSES command button will include all available
classifications.

e To select only those tasks that are assigned to a specific Classification,
move to and click on the SELECT CLASS command button. This will
display the Classifications Assignments screen.

e Next move to the list of classifications and select the class of your
choice by clicking on.

e Next click on the SELECT command button to insert this class into the
wizard.

e Repeat the above steps in setting up the Equipment, Project, Account
and Mechanic you want to include in your report.

e Click the NEXT button in the toolbar.

e The next area that needs setup on the wizard is the Date Ranges
section. Options available here include the following:

o Requested Dates - When this option is selected only those tasks
with a Requested Date that falls within the specified date range
will be included in the sort.

o Schedule Start Dates - When this option is selected only those
tasks with a Scheduled Start Date that falls within the specified
date range will be included in the sort.

o Completion Dates - When this option is selected only those
tasks with a Completion Date that falls within the specified date
range will be included in the sort.
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Start Date - This field should indicate the start date of the date range
for your sort. Change this date by double clicking in the field, and
selecting your new date from within the displayed calendar.

End Date - This field should indicate the ending date of the date range
for your sort. Change this date by double clicking in the field, and
selecting your new date from within the displayed calendar.

Include All Dates Check Box - This check box is very important. If this
box remains checked, any date range criteria that you may have setup
will be ignored, and the program will return tasks of all dates.
Removing the check here will allow the program to return only those
tasks that meet the date range criteria that you have setup in this
section.

The last section of this wizard that requires you attention is the Sort By
area. Here you can specify how you want the records sorted. You setup
this criteria by selecting an option from those within the drop down list.
Options available here include Request Dates, Task Priority, Task 1D
Numbers, Completion Dates, Task Types, Start Dates and
Classifications.

Next select an option button to tell the program to sort either in the
ascending or descending order.

If you want to include task instruction place a check in the Print Task
Instructions checkbox.

If you want to include completion comments place a check in the Print
Completion Comments checkbox.

Once the wizard has been fully setup to your liking, move to and click
on the Create Report button to generate the report.

Work Orders Cost Wizard Report

The Work Orders Cost Report allows you to analyze the costs associated with
your work orders. The report can be used on certain types of work orders, only
certain machines, certain classes, including any combination of the above. You
also have a different options available as how the information is grouped, such
as by months, quarters, and so.

To use the Work Order Cost Wizard Report:

Open the Reports page in the ribbon and click on the Main Wizards
option.

Click on the W.O. Costs Wizard option.

Move to the Work Orders Types drop down list and select the type of
work orders you want to base your report on.
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e To specify what Classification Assignment to use, move to the
Classifications section and click on the Select Class button.

e Move to the list box and select the Classification you want to use by
clicking on it. Click Select.

e To use all classifications in your report. Click on the All Classes button
in the Classifications section.

e To specify which equipment to report on, move to the Equipment /
Machines sections and click on the Select Equip button.

e Select the equipment you want to base your report on by clicking from
within the installed grid. Click Select.

e To base your report on all equipment, click on the All Equipment button
in the Equipment / Machines section.

e Repeat the above couple of steps for the Account and Project sections.

Work Orders Costs Report Wizard

Wwhork, Order Topes Account

|.-’-'-.II Accounts

— Select.ﬁ.ccuunﬂ &l Accounts |
LClazzifications

|.-’-'-.II Clazzes Date Ranges

Select Class | Al Clazses | Start Date |75£25.-’2EIEIEI J
Equipment # Machines End Date  |5/29/2009 J
|.-’-'-.II Equiprnent

Iv Include All Dates
Select Equip | Al Equipment |

Project Group Repart By

|.-’-'-.II Projects |
Months j
Select Project | All Projects |

[ Descending Order

v Q
ok Cancel

e To specify the date ranges of your report move to the Date Ranges
section and click on the ... command button adjacent to the Start Date
field.

e Select the starting date of your report date range from within this
calendar. Click Select Date.

e Repeat the above step for the End Date field.
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e To use the specified date range, remove the check from the Include All
Dates checkbox. To include all dates in your report, ensure this
checkbox is checked.

e Move to the Group Report By drop down list and select how you would
like to have the report grouped. The report will sub total the total costs
for each group.

e To have the report grouped in descending order place a check in the
Descending Order check box.

e Click Ok to generate the report.

Work Orders Down Time Report

The Down Time Report Wizard allows you to run a report on a machine or
machines down time. This report allows you to specify date ranges and other
criteria for some fairly custom reporting.

Down Time Report Wizard

whork, Order Types Aocount
|4l Accounts

— Select Account .-’-'-.II.-’-‘-.:::::::unts|
LClazzifications

&)l Classes

Date Banges
Select Clagz All Clagses Start Date  [5/50/5005 J
Equipment # Machines End Date  |5/29/2009 J
|.i'-.|| Equipment

v Include All Dates
Select Equip | All Equipmett |

FProject Group Report By
All Praject
| BIEE |h-1|:|nths j

[ Descending Order

v Q
ok Cancel

To use the Down Time Report Wizard:

Select Project | All Projects |

e Open the Reports page in the ribbon and click on the Main Wizards
option.
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e Click on the Downtime Wizard option.

e Move to the Work Orders Types drop down list and select the type of
work orders you want to base your report on.

e To specify what Classification Assignment to use, move to the
Classifications section and click on the Select Class button.

e Move to the list box and select the Classification you want to use by
clicking on it. Click Select.

e To use all classifications in your report. Click on the All Classes button
in the Classifications section.

e To specify which equipment to report on, move to the Equipment /
Machines sections and click on the Select Equip button.

e Select the equipment you want to base your report on by clicking from
within the installed grid. Click Select.

e To base your report on all equipment, click on the All Equipment button
in the Equipment / Machines section.

e Repeat the above couple of steps for the Account and Project sections.

e To specify the date ranges of your report move to the Date Ranges
section and click on the ... command button adjacent to the Start Date
field.

e Select the starting date of your report date range from within this
calendar. Click Select Date.

e Repeat the above step for the End Date field.

e To use the specified date range, remove the check from the Include All
Dates checkbox. To include all dates in your report, ensure this
checkbox is checked.

e Move to the Group Report By drop down list and select how you would
like to have the report grouped. The report will sub total the total costs
for each group.

e To have the report grouped in descending order place a check in the
Descending Order check box.

e Click Ok to generate the report.
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Work Order Details Report

This report is based on the currently selected work order and will provide
detailed information about the work order. This includes work order
scheduling, assignments, materials list, total cost and more.

To create a Work Order Details Report:

e Locate and make current the work order you want to base your report
on.
e Open the Reports page in the ribbon and click on the Current W.O.

option.
e Click on the Work Order. Details option.

Work Orders Inventory Report

The Work Orders Inventory Report checks the currently selected task against
the inventory database and then reports on parts availability. This comes in
handy when you want to check inventory levels to see if all parts that are
needed to perform a task are on-hand.

To create a Work Orders Inventory Report:

e Locate and make current the work order you want to base your report
on.
e Open the Reports page in the ribbon and click on the Current W.O.

option.
e Click on the Parts Inventory option.

Current Work Order Estimated Costs

This report gives you a printout of the cost information associated with the
currently selected work order.

To create a Current Work Order Estimated Costs Report:

e Locate and select the Work Order you want to base your report on.

e Open the Reports page in the ribbon and click on the Current W.O.
option.

e Click on the Estimated Costs option.
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Work Orders Completion Analysis Report

The Work Orders Completion Analysis Reports look at all work orders that are
completed in a given time frame, and then breaks down this information as to
the total number of different work orders types that were completed, and the
percentage of these types that where completed on time or late.

To create a Work Orders Completion Analysis Report:

e Open the Reports page in the ribbon and click on the Completed WOs
option.

e Click on the Completion Analysis option.

e Select your start and end dates for your reports and click the Accept
button.

Repair Codes Report

The Repair Codes Report allows you to create a report based on a single piece
of equipment, either one or all repair codes for that equipment’s work orders,
and a date range you specify.

Repair Codes Report

% Repair Codes Reports

Equipment Assigment Selection

it Handing Unit-005 L4
0k
Bepair Code Selection @
Cancel
|

[v Include all Codes
Completion Date Banges
Stat Date  [5/30/2009 J
End Date Ei30/2008 L.

v Inciude All Dates
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To create a Work Orders Completion Analysis Report:

Open the Reports page in the ribbon and click on the Completed WOs
option.

Click on the Repair Codes Report option.

Click on the ... button adjacent to Equipment Assignment Selection
field.

Click on the equipment you want to base your report on from those
listed and click on the Select option in the ribbon.

Click on the ... button adjacent to Repair Code Selection field.

Click on the repair code you want to base your report on from those
listed and click on the Select option in the ribbon.

To use all codes insure that the Include all Codes checkbox is checked,
Move and click on the ... buttons adjacent to the two date fields and
setup this criteria

To use all dates insure that the Include All Dates checkbox is checked.
Click on the Ok button to run the report.

Equipment Summary Report

The Equipment Summary Report groups the report by equipment and then
gives totals for the following:

Labor Hours

Labor Costs

Material Costs

Other Costs

Total Costs

Total number of Work Orders Issues/Performed
Total Downtime.

To create an Equipment Summary Report:

Open the Reports page in the ribbon and click on the Summary Reports
option.

Click on the Equipment Summary option.

Move to the various section and setup you’re the report criteria to your
liking.

Click the OK button.
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Completion Summary Report

The Completion Summary Report groups the report by dates and then reports
on the following:

Date Completed
Equipment
Reason for Outage
Labor Hours
Downtime

Labor Costs

Other Costs

Total Costs

To create a Completion Summary Report:

Open the Reports page in the ribbon and click on the Summary Reports
option.

Click on the Completion Summary option.

Move to the various section and setup you’re the report criteria to your
liking.

Click the OK button

Open Work Orders by Equipment

The Open Work Orders by Equipment reports allows you create a report on all
open work orders for a given piece of equipment or machinery. This really
comes in handy on PM day when you can try to work on completing as many
work orders as possible while the machine is down.

To create a Open Work Orders by Equipment Report:

Open the Reports page in the ribbon and click on the Open WQOs option.
Click on the Open by Equipment option.

From the Equipment Lookup screen, click on the equipment that you
want to base your report on.

Click on the Select button.
Type in atitle for your report and click OK.
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Projected Work Orders Costs Report

The Projected Work Orders Cost Report allows you to analyze the costs
associated with your work orders. The report can be used on certain types of
work orders, only certain accounts, certain classes, and other criteria. You also
have a different options available as how the information is grouped, such as
by months, quarters, and so.

Work Orders Costs Report Wizard

Wwhork, Order Topes Account

|.ﬁ.ll Tasks ﬂ |.-’-'-.II Accounts

Select Account | All Accounts |

LClazzifications
|.-’-'-.II Claszes

Date Banges

Select Class | &l Claszes | Start Date  [7.4 575007 J
Equipment # Machines End Date |71 2/2007 J

|.-’-'-.II Equiprnent

Iv Inchude All Dates
Select Equip | Al Equipment |

Project Group Repart By

|f-‘-.|| Frojects | Months ﬂ

Select Project | Al Projects |

[~ Descending Drder

.......... i jl
L. Cloge

To use the Projected Work Order Cost Wizard Report:

e Open the Reports page in the ribbon and click on the Open WQOs option.

e Click on the Projected Costs option.

e Move to the Work Orders Types drop down list and select the type of
work orders you want to base your report on.

e To specify what Classification Assignment to use, move to the
Classifications section and click on the Select Class button.

e Move to the list box and select the Classification you want to use by
clicking on it. Click Select.

e To use all classifications in your report. Click on the All Classes button
in the Classifications section.
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To specify which equipment to report on, move to the Equipment /
Machines sections and click on the Select Equip button.

Select the equipment you want to base your report on by clicking from
within the installed grid. Click Select.

To base your report on all equipment, click on the All Equipment button
in the Equipment / Machines section.

Repeat the above couple of steps for the Account and Project sections.
To specify the date ranges of your report move to the Date Ranges
section and click on the ... command button adjacent to the Start Date
field.

Select the starting date of your report date range from within this
calendar. Click Select Date.

Repeat the above step for the End Date field.

To use the specified date range, remove the check from the Include All
Dates checkbox. To include all dates in your report, ensure this
checkbox is checked.

Move to the Group Report By drop down list and select how you would
like to have the report grouped. The report will sub total the total costs
for each group.

To have the report grouped in descending order place a check in the
Descending Order check box.

Click Ok to generate the report.

Open Work Orders by Mechanic Report

The Open Work Orders by Mechanic reports allows you create a report on all
open work orders for a given mechanic or employee.

To create an Open Work Orders by Mechanic Report:

Open the Reports page in the ribbon and click on the Labor Resources
option.

Click on the Open by Mechanic option.

From the Mechanic Lookup screen, click on the mechanic that you
want to base your report on.

Click on the Select button.

Type in a title for your report and click OK.
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Closed Work Orders by Mechanic Report

The Closed Work Orders by Mechanic reports allows you create a report on all
completed work orders for a given mechanic or employee.

To create an Closed Work Orders by Mechanic Report:

Open the Reports page in the ribbon and click on the Labor Resources
option.

Click on the Closed by Mechanic option.

From the Mechanic Lookup screen, click on the mechanic that you
want to base your report on.

Click on the Select button.

Type in atitle for your report and click OK.

Mechanics Phone List Report

This report creates a list of all those people that are in the Maintenance
Personnel database. It includes their names, titles, home telephone numbers
and pager numbers.

To use the Maintenance Personnel report:

Open the Reports page in the ribbon and click on the Labor Resources
option.
Click on the Telephone List option.

Projected Man Hours Needed Report

The Projected Man Hours Needed Report will return information on open work
orders, and the man hours assigned for there completion. Included in the report
are descriptions of the open tasks, the projected actual and difference in the
hours needed in their completion.

To create a Projected Man Hours Needed Report:

Open the Reports page in the ribbon and click on the Labor Hours
option.

Click on the Projected Hours option.

Move to the Mechanic Assignment section and click on the ... button.
Select a mechanic from the lookup screen and click the select button
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e Move the Date Ranges section and setup the date range you want to

base your report on.

e Click on the OK button.

Actual Man Hours Used Report

The Actual Man Hours Used Report will return information on closed work
orders, and the man hours actually used are recorded for their completion.
Included in the report are descriptions of the closed tasks, the projected, actual
and difference in the hours needed in their completion.

Projected Man Hours

Mechanic Azzigment Selection

[ Include all Mechanics

E quipment Aszigment Selection

[v Include all Equipment

Date Banges

Start Date 5142007
End Date 7242007

N
N

N

oK

Cloze

To create a Projected Man Hours Needed Report:

e Open the Reports page in the ribbon and click on the Labor Hours

option.

base your report on.

e Click on the OK button.

Click on the Actual Hours option.

Move to the Mechanic Assignment section and click on the ... button.
Select a mechanic from the lookup screen and click the select button
Move the Date Ranges section and setup the date range you want to
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Charts and Graphs

There are a few charts and graphs available on work orders. These routines use
the same report wizards that are available to the normal reports, so please refer
to appropriate reports on how to use them.

To create a chart on work orders:

e Click on the Graphs page in the ribbon.
e Select the option that best descriptions what you want to report on.

P Charts and Graphs Q@El
— Charts w
] = . 3D Charts
[ L3 [
i > O
Chart Main Edit  Format Print Close
Wizard Options Data Selection
Wizard Main Chart Options Print 3D Rotation Exit
WORK ORDERS COMPLETION ANALYSIS
5/1/2007 - 8/31/2008
200 200
150 150
100 100
B Late
On Time
50 - -+ -+ 50
o = |H| || HEE
= [y = = (] =~ = - o =3 =+ o0 @ -] -] =]
c = = =8 B o c -3 = = c = m
g 3 - < & o :_E' a8 = & = o g = = 2
All Work Order Types

For more information about the Charts Designer please refer to the Common
Features chapter

Maintenance Coordinator e Simplicity Software Technologies Inc. 88



MAINTENANCE COORDINATOR SYSTEM

SIMPLICITY

Software Technologies Inc.



Work Orders

Maintenance Coordinator e Simplicity Software Technologies Inc. 2



Work Orders

Table of Contents
OVBIVIBW ...ttt bbb bbb s e bbbt bbbt et e b et st et st beenes 4
Sample WOrk Order SYSEEM ..ot 5
Understanding the Work Orders Tabs ........ccoiveiiiiiiicii s 5
LOOKUD WIBW ..ttt bbbttt bbb 6
DELAI VIBW ...t bbb bbbttt bbbttt 7
Scheduling and Status Tab..........oiiiiii e 9
Adding or Creating @ NeW WOIK OFUer .........cccoviieiieie et 10
Adding a New Work Order with the Wizard ... 11
Deleting @ WOIK OFUEr.........coiiieece ettt 12
Saving the Work Order to the Equipment HiStory LOg ........ccccooviiiinieiinienencsesicsieins 12
L= AT T @] o o] USRS 12
Filtering the Database by WOrk ASSIGNMENTS .........coeiiriiiiiiiirieeee s 12
Filtering the Database by Equipment ASSIGNMENT...........ccccovveiieieiiiesie e 13
LOOKUP WVIBW OPTIONS ...ttt bbbttt 13
SAfEtY INSIIUCTIONS ...eovicc et e sreesre e 14
Printing the Current WOrK OFOEr ........c.oiiiiiiiiiieeeeee e 14
REPOI WIZAIU ....oeceieceeeie ettt e e e b e e teene e s baesneentesreenrs 15
Work Orders by ClassifiCation REPOI..........coiiiiiiiiiiicie s 16
Work Orders REMOLE REGUESE .........cciviiieiiecie ettt 17
Create Request Data File ... 17
Importing Remote WOork Order REQUESES ........c.ecveiieiiicieieece e 18

Maintenance Coordinator e Simplicity Software Technologies Inc. 3



Work Orders

Overview

This module is designed for use with standard work orders, which includes
three safety related types. We believe you'll find this module much easier to
use for these types of work orders than the Maintenance Scheduler module.
This module is ideal for use as a Work Orders Request module. It’s possible to

give the user access to just this module if wanted.

= Maintenance Coordinator - [Work Orders]

WORK AND REQUEST ORDERS

ﬁ\ Work Orders i file Edt  Sort  [nstructions  Reports  Help
'“J\I" Add Mew Work Order or Work @ \:D@@‘ * = ‘@‘p g =>‘& | R E:H Q| ﬂ!
Request
Print Preview the selectad pLDDkup Wigw T #Details View T @SDhEdu\lng ol Status

‘wiark Order

filll) Save twork Crder to
Equipment Histary Log

Wark Order Reference Number: 0312-508 Estimated Down Time MNeeded
L

Fiew or Sort Options A/

'zl, Default Sort (Al Open)

a view all Work Order Requests Brief Description of Wark to Perfarm Biicy Bilue drill raking noises g
“l Sark by Mechanic Assignment

& Sark by Equipment

Assigrment

8 Wark Requested By | Feguest Date: [12/31/2003 1.38:21 J
#%, Support Options A

s Mechanics Database o .

f) Equipment Database Classification: Facilities Equipment J Safety Instructions:  |Standard Safety Instructions J

Eguigment | . Equipment Details
Wark rder Type
@« |mminent Danger " Satety Hazard " Safety Concern " Standard Work Order

Work To Be Perfarmed And Wiy f Shovld Be Ferformed

hdachine makes vibration noise during peck drilling cycle.

B

|| 0312508 Manday, July 16, 2007 17.27

All the user needs to fill out is a single screen of information when creating a
work order request, as opposed to a couple with the Scheduler module. All
works orders when first created are assigned a status of Work Requests. Your
system coordinator needs to only sort the database by this status to quickly find
all work requests. He can then perform whatever action he wants with these
tasks.

This module was made simple with limited abilities on purpose. When more
features and reports are needed with these work orders we suggest working
with them in the Maintenance Scheduler module.
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Sample Work Order System

The following flow chart illustrates a possible work order system that can be
used with this module.

Work Order Processing

Wark Order Entered into | (Cnnrdinatnr sorts York
computer as Wark Order Order database loaking for
Requests | | Wark Order Heguests

Printed Work Orders are} ‘ \Wark Reguest are
forwarded to area corwverted to YWork Orders

ranagers for ‘ and Printed
assignments

Assigned Work Orders ‘ Finished Work Order given
are passed out and the to coordinator for cloging
work is completed ‘ out in computer and filing

This system will work best if you are able to make this module available to all
employees that write work orders. Some of the advantages to this system
compared to a paper system lie in the easy tracking of work orders, and there
used in a variety of reports.

You can print reports based on these work orders by open items, closed items,
pre-maintenance reports and more. As work orders are first entered into the
system they are assigned a status of Work Requests. These work requests will
remain with that status until your administrator previews them, and changes
the status. This step ensures the easy location of recently entered work orders.

Understanding the Work Orders Tabs

In this section we will explore and explain the features found on each of the
Work Orders module’s tabs.
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Work Orders

This is a lot like a lookup table. All work orders in the current sort will be
located here. To select a work order simply move to the grid and click on the
record of your choice. Once selected you can move to the other tabs and edit

the selected task.

Maintenance Coordinator - [Work Orders]
o x

Shartouts

Save Work Order to

O Lookup Yiew 1 [ Details Wiew I [ 5Scheduling and Status]

{ =) @ @ @ @ @ ﬂ v Work Orders
i E
‘\ Work Crders ‘ = Home Filters Reports
Add New Work Order or ‘m’ L% Copy <k Add New Record &Ermt Record )'D'Emd First
‘Work Request : Cu (@) Post/save Changes  [d] Preview Record & Find
Add New wark Order with Saveto InsertSafety || Paste
Wizard History  Instructions = Delete Record
5 Print Preview the selected Work Orders Clipboard Records Print Search
Work Order

Options = @

Equipment Histary Log
(RS e or Sort Optians ‘ vimwaptans: Wark Requests -| SertBy: Seheduled Start - Fistrash
5; Default Sort (All Open) Task D Descl Start Date Completed
e 5B Assermbly lines (ALL) 1
E'i,') ;‘:;“u:!t\:‘w ity B DB05-2426 Install air outlet | 2 |080B-3485  Maintenance lssue: 2333 Cover F
Sort by Mechanic w00 BSA Cut Line 3 | 3 [9806-3498  Maintenance |ssue: 2350- Caver £ 8:00
Assigriment #-23 Lamination Line 1 | 4 [0807-3565 Install mirrars at intersections on t g:.00
L Sort by Equipment %83 Over Head Scrap Conveyar 5 |0807-3570  Install plates over the openings ne: 8:00
Fesiges 5 & Station 210 Matress Rotate | 6 |0808-3870  Maintenance Issue: 2662- Pallet S
st  out [ 0B09-4348 Standard Work |7 108083872 Install plates over the openings nes 5:00
EEEPELR L w00 Tank farm. 8 [0B0B-3873  Mortheast emergency shower in sl 5:00
@ Trim Line 1 | 9 |0808-3879  Look into the delivery system of s 8:00
=& Trim line 2 10 |0805-3885  Maintenance Issue: 2693 Auto Be 8:00
B 0805-2425 Replace ggar 5 [ 1 |oo08-4246  Mew Reguest- Look into the deliver 8:00
S ggg;’fggf Femﬁ".e "'bm o |72 |0606-4283  Maintenance Issue: 1834 Slab Me
e e nstallEmE 0 s ogng. 4304 Look at new method to fil day tard 800
[ 0809-4420 Assebly Equipr | 14 [0809-4305  Look at the working of the heat ex g:00
[ 0805-3530 Fires sprinkler | | 15 [0808-4306  Verify alarms in Slabstuck 8:00
B 0806-3508 Inspect and Re | 16 |0803-4307  Look at the working of the heat ex §:00
[ 0805-2438 Modify pallets f | 17 [0803-4308  Verify alarms in Slabstock 8:00
B 0709-1107 Intall cord holde |18 |0809-4309  Review the neccessity of the gates 8:00
[ DB07-3565 Install mirrors 5 [ 19 |0809-4310  Label and identify all waste its con g:00
[ 0B07-3570 Install plates ov [ 20 |0809-4311  Tanks and containers need to be |; 800
21 |0809-4312  List of supplies that need to be ms 5:00 +
< ¥ 4] v[]

ark Orders [0709-1108]
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This is where you would create your standard work orders. Describe the work
to be done, where it should be done, and other related information.

£ Maintenance Coordinator - [Work Orders]

Shartouts

E\ Work Orders

Work Orders

X g CICICVICION ‘B

Home Filters
#'- Add New Record

Reports

Add New work Order or
Work Request

e add New Work Order with

Save Work Order to
Equipment History Log

w Wiew or Sort Options ‘

&Ermt Record )’3 Eind First
@ Preview Record » Find Next

m ‘% % Cut (@) Past/save Changes

Saveto Insert Safety

Wizard History Instructions X Delete || = Delete Record
M Print Preview the selecked Work Orders Clipboard Records Print Search
Work Order

JLookup Yiew @Deta\ls Wiew ] |»Scheduling and Status ]

Work Order Reference Mumber:

A Default Sort (All Open)
L

0708-1108 o | Estimated Down Time Needed:

Options = @

Brief Description of Work to Perform:

| view all work Order Replace grind cyl pessure switch. g
E&') Reqguests
Sort by Mechanic
Assignment
o Sort by Equi it
Ag;gﬂ»;neqntmmen Wiork Requested By [Bill Coddington J Feguest Date: 971272007 J
@SUDW& CEiES Classification: J Safety Instructions: J
Equipment: ‘ Equipment Details
Hark Order Type
" Imminent Danger " Safety Hazard " Safety Concern & Standard Work Order
Hark 7o e Ferdormed And Why # Should Be Ferfarmed
Fressure switch is jumped out, needs to be replaced v
B
£l
| ark Orders [0709-1108]
e Work Order Reference Number — This is the internal number assigned

to work orders. The first two digits of this number indicate the year the
work order was generated. The next two numbers indicate the month
the work order was generated. The last set of numbers is a sequential
number generated by the program. You can change or reset the
sequential part of this ID in the Scheduler module.

Estimated Down Time Needed — This field is where you input the down
time that may be required completing the task.

Brief Description of Work To Perform — This field allows for a brief
(100 characters max) description of the work to be performed.

Work Request By — This field indicates the name of the person
requesting the work to be performed. You can change this field by
typing directly in it.
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e Request Date — This is the date this work order was requested. Change
the date here by clicking the ... command button, and then selecting a
new date from the calendar.

e Classification— This is the classification assignment this work request
relates to. Change this field by clicking the ... command button, and
then selecting the new classification from within the list.

e Safety Instructions — This is where you select the safety instructions to
use with your work order. These instructions can be setup in the

Scheduler module. To select instructions just click the ... button
adjacent to this field, and then select the instruction from the list. Click
Accept.

e Equipment — This is where you specify what equipment this work order
applies to. To select or make an equipment assignment, move to and
click the ... button adjacent to this field, then select the equipment from
the list. Click Select.

e Equipment Details — Clicking this command button will display
additional details about the assigned piece of equipment.

e Work Order Types — This indicates the type assignment for the current
work orders. Available options here are Imminent Danger, Safety
Hazard, Safety Concern and Standard Work Orders. Change this
assignment by clicking the appropriate option button.

e Work To Be Performed and Why It Should Be Performed — This field
allows for a detailed description of the work to be performed, and any
explanations as to why it should be done.

Note about Classifications

This module does not allow you to add Classifications to the database for
assignment to these work orders. These Classification can however be
modified in the Maintenance Scheduler module. Classification modified in the
Maintenance Scheduler module affect both modules.
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Scheduling and Status Tab

& Maintenance Coordinator - [Work Orders]

B - 1
Srertess ! g— \0000@E - Work Orders
= E

E\ Work Qrders ‘ = Home Filters Reports Options ™ @
Add New Work Order or m’ L% —n EYCopy | < Add New Record 25 Print Record 7 Eind First
Work Request : . ﬂn Cut @ Post/Save Changes @ Preview Record 3 Find Mext

%3 Add New Work Order with Saveto InsertSafety || Paste
Wizard History  Instructions X Delete | = Delete Record
1 Print Preview the selected Work Orders Clipboard Records Print Search

Work Order ;
Save Work Order to P Lookup View ] [#Details View  [HScheduling and Status }

Equipment Histary Log

w Wiew or Sort Options

Fhns Section To Be Filfed Out By Coordinalor

Healays and Completion Commenls Status
\F’; Defaulk Sort (All Open) | Current Status
e

S5 view all work Order ¥ 8
En') Requests

Sort by Mechanic

Assignment: e ™ SelectTask m
o Sort by Equipment

Assignment History

i?support Options Schedu /Ihgr
Schedule Start Schedule End Assigned Tao:

Start Time: End Tirne: Responsible Manager

B:00 AM | | [

Completion lnlfarmaiion

Date Completed J Completed By: | J
Time Down: Hrs kins teter Walue: Fetreive Current

| Wark Orders [0709-1108]

NOTE: The person or persons responsible for the administration of work
orders should fill out information on this screen.

e Delay and Completion Comments — This area is used to record delay
reasons for the completion of the work order. It is also used to record
any comments on the completion of the task.

e Status — This field indicates the current status of the task, and is
changed by clicking on a new indicator from the drop down list.
Available indicators here are Ready, On Hold, Cancelled, Completed,
and Work Request. All new work orders are assigned a status of work
request, and remain this way until changed manually.

e History — Clicking this button will save a copy of this work order to the
History log of the assigned piece of equipment.

e Scheduled Start — This field indicates the scheduled starting date the
administrator has assigned to the task. Change this date by clicking the
... command button, and selecting a new date from the calendar.

e Scheduled End - This field indicates the scheduled ending date the
administrator has assigned to the task. Change this date by clicking the
... command button, and selecting a new date from the calendar

Maintenance Coordinator e Simplicity Software Technologies Inc.



Work Orders

e Assigned To — This field indicates the name of the person that is
currently assigned to perform or see that the task is completed. Change
this field by clicking on the ... button adjacent to it, then selecting a
name from within the list. Click Select.

e Responsible Manager — This area indicates the manager that is
responsible to make sure that the work order is completed. Change this
name by clicking on the ... command button and then selecting the
name from within the quick entry list.

e Date Completed — This field indicates the date the work order or task
was completed. Change or assign a date here by clicking on the ...
command button and selecting a new date from the calendar.

e Completed By - This field indicates the name of the person that
completed the assigned task. Change this name by selecting a new
name from the drop down list.

e Down Time — Use these fields to record the total down that was
required to complete the work order.

e Meter Value — Use this field to record the meter reading at the time the
work order was completed

e Retrieve Current — This retrieves the current meter reading from the
equipment database and inserts this information into the Meter Value
field.

Adding or Creating a New Work Order

To create a new work order:

e Click the Add New Record option on the Home page of the ribbon.

e Move to and setup the various fields found on the Work Order Details
View tab.

e Click on the Post/Save Changes option to ensure the record is saved.
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Adding a New Work Order with the Wizard

Work Orders

For some people creating a new work order maybe simplified by using a
wizard, and in other cases the user may not have rights to create a new work
order the conventional way. For these reasons we have made the wizard

available

F

T = K e - New Work Order Request

N

— Wizard
H B 00 0
! b Cut
Save and Paste Previous  Mext Cancel
Close X Delete and Close
Finish Clipboard Tabs Mavigation Exit

= &
3 il General Setup ‘ gﬂmk To Perform ‘

Ernef Dezcnption of “Work to Be Perfformed

Replace guard around pressure tester §2

Detalled Description of Yok to be Perfarmed

Guard waz hit by farklift and needs replacement

To create a new work order:

e Click on the Module button and select the Add New with Wizard option

(Alt + N).

The procedures for using this wizard are outlined in the Common Features

chapter.
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Deleting a Work Order

To delete a work order:
e Select the work order you want to delete.

e Click the Delete Record option on the Home page of the ribbon.
e When asked about the deletion, click Yes.

Saving the Work Order to the Equipment History Log

To save a copy of the work order to the equipment history log:

e Select the work order you want to save information on.

e Ensure that work order has equipment assigned to it.

e Click on the Save To History option in the ribbon or click the History
button on the Scheduling and Status tab.

Filtering Options

To specify which records to include in the current database filter:

e Move to the Filters tab in the ribbon.
e Select the filter/sort option of your choice

Filtering the Database by Work Assignments

You can have the work orders database filtered by work assignments and open
work orders. This comes in handy when you want to view a mechanic’s back
log or current work order assignments.

To sort the database by Work Assignments:
e Move to the Filters tab in the ribbon and move to the Filter by

Assignments group.
e Click on the Mechanic Assignment or Mechanic Due Today options.
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From the Employees Lookup screen, select the mechanic you want to
base your sort on. The database is searched on mechanics in the three
resource assignments fields.

Once the employee is selected, click on the Select button.

To restore the database back to its normal sort, click the Refresh button
on the Lookup View tab.

Filtering the Database by Equipment Assignment

You can have the work orders database sorted by equipment assignments and
open work orders. This comes in handy when you want to view all the open
work orders for a given piece of equipment.

To sort the database by Equipment Assignments:

Move to the Filters tab in the ribbon and move to the Filter by
Assignments group.

Click on the Equipment Assignment option.

From the Equipment Lookup screen, select the equipment you want to
base your sort on.

Once the equipment is selected, click on the Select button.

To restore the database back to its normal sort, click the Refresh button
on the Lookup View tab.

Lookup View Options

On the Lookup tab you have the option to display just the table of records, just
a classification tree or both. Once selected the program will remember your
setup the next time the module in activated.

To setup your view options:

Click on the Module button and move over the Lookup View Options
choice.

Now click on the option of your choice.

Click on the Refresh button on the Lookup View tab.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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Safety Instructions

You have your choice of using the standard set of safety instructions with your
work orders or specifying your own instructions. You can’t actually create
your own instructions from within this module, but you can create them in the
Scheduler module, and then use them here.

To specify your own set of safety instructions:

e Locate the work order you want to apply the instructions to.

e Select on the Insert Safety Instructions option in the ribbon or click on
the ... button adjacent to the Safety Instructions field on the Details
View tab.

e Move to the grid containing the descriptions of available instructions
and click on the one of your choice.

e Click Select.

Printing the Current Work Order

To print the current work order:

e Click on the Print Report or Review Record options in the ribbon.
e Click on the icon of the Printer in the Preview’s screen toolbar to print
the document.
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Report Wizard

With the report wizard you can create some fairly custom reports on work
orders by using the built in View Sort/Filter Wizard.

Work Orders Report Wizard

Wwhork, Qrder Types Sort By

o Al ok Orders |Start Cates ﬂ

" Imminent D anger

" Safety Hazard

[~ Descending Order

Drate Banges
" Safety Concern AR

" Standard Work Order Start Date  [51./2009 J
Wiork, Order Status EndDate  5/1/2003 J
|‘»-’iew Al ﬂ v Include All Dates

v X
(] Cancel

To create reports using the Report Wizard:

e Open the Report page in the ribbon and select the Report Wizard option

e Move to the Work Order Types section and select the type of work
orders you wish to view by clicking on one of the option buttons found
there.

e Move to the Work Order Status drop down list, and select the status
indicator that best describes the tasks you wish to view.

e Move to the Sort By drop down and select the item you wish to sort the
work orders by.

e Set up the sort order by clicking on the Ascending Order or Descending
Order option buttons.

e Move the Date Ranges section and setup the date range you want to
base your report on.

e Once everything on the wizard is setup to your liking move to and click
on the OK.

e Click on the icon of the Printer in the Preview’s screen toolbar to print
the document.
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Work Orders by Classification Report

To create a work orders by classifications report:

Report Setup

Date: 54142009

End Date:  |5/1,/2009 |

Classifications

A Refrigeration Lnit @
Ajr Comprezsor

Azzembly PLC Cabinets Eemeel
Baler _
Banders

Boiler

BSA

BS54 Bun Cruzher

BSACELD

BSA Carouzel

BSA CHC Scroll 5 am

BSA Cut Line 1 Cornveyor 4

BSA Dizcharge Conveyars

BS54 Floor Dizcharge Chain Conveyors

BSA Honzontal 5aws

BSa Lift Tables hl

e Open the Report page in the ribbon and select the Classifications
Report option.

e The Select Date and Line dialog screen should appear. Move to the
Start Date field and click on the ... button adjacent to this field to bring
up a calendar. Now click on the desired date and then click the Select
Date button.

e Repeat the above step for the Ending Date.

e Next move to the Classifications list box and select the classification
you wish to base your report on. You select a classification by clicking
on it.

e Next move to and click on the Select button.

e Click on the icon of the Printer in the Preview’s screen toolbar to print
the document.
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Work Orders Remote Request

As an add-on feature to the Maintenance Coordinator system, we offer the
Work Orders Remote Request module. This module is designed to be used in
remote locations where Maintenance Coordinator needs not be installed. This
module needs a couple of support functions, and these will be outlined next.

Create Request Data File

The Work Orders Remote Request module allows you to assign Equipment to
the work orders requests. In order to do this, some type of file must be used to
select equipment from. Access database files, which are used though out this
system, are much too large for what we wanted to use with this remote module.
We wanted to keep Equipment file as small as possible so it could be easily
attached to an Email when updates are needed.

To create the Equipment file:

e Click on the Module button and move over the Remote Service
Requests option.

e Click on either the Create Data File by Description or Create Data
File by Reference options. The data file will be sorted by the choice
you make here.

e A file will now be create to the same path the application is running in,
which by default would be: C:\Program Files\SST\Maintenance
Coordinator.

The file that is created is named RegDB.dat. This file will have all of your
current equipment included. This file will need to be updated whenever
equipment is added or removed from the system.

Once created, this file can be emailed to whoever is using the Work Orders
Remote Requests module.
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Importing Remote Work Order Requests

With the Remote Work Orders Request module, people have the ability to
create work orders request from remote locations, and then email these
requests to the system’s administrator. The administrator must then have a
means to import these requests into the system, where the request can be
turned into actual work orders, or denied.

To import remote work order requests:

e Save the work request email attachment file, Request.wko to your hard
drive.

e Click on the Module button and move over the Remote Service
Requests option.

e Click on the Import Remote Requests option.

e Use this file open type dialog to browse to where you saved the
Request.wko file.

e Select the file, and click Open. The work order request will now be
imported in the work orders module.
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Parts and Inventory
Overview

This module is used as part of an inventory control system. Use this module to
keep track of all the parts that your production and maintenance departments
require to conduct everyday business. With this module you can track
inventory levels, storage locations, set minimum and maximum stock levels,
record costs, and more.

% Maintenance Coordinator - [Parts and Inventory]

Inventary Cgmrol] Suhsmutjons] anemem] Purchasing Costs } Barcode ] gserFieIds] Apﬁchments]

Oty In Stock. 1 Unit Type Each
tinimurn Lewvel 1 ltems Per Unit 1
teairnurm Lewel 2 Unit Price 34277

Feorder Guantity 1

x|
Sharteuts x u\‘ OO0 @OE - Parts and Inventory
@@D Inventory ‘ j’ Home Go Groups Reports Options = €&
a o @)
Open Inventory Lookup @ - —!_ % Copy #'- Add New Record &Ermt Record - Eind First
Screen “ ‘—lj b Cut (@) Past/save Changes  [d) Preview Record -, Find Next
v Check Part Qut from Part Part Paste x
Trwventory Lookup Checkout Delete || = Delete Record
‘r/‘.‘l Sort by Under-Stock Trems Inventory Options Clipboard Records Print Search
- Clookup Wiew (& Details View l b Group Assignments 1
i~ " Current Part ‘
Fart|dentification:  [TDI00004 | D Classification: | J
D View or Edit Part's Notes
J View o Set Part's Ricture Description: ‘TDI Injector Plate J Equipment: | J
@SUPDM CEiES ‘ Manutacturer: ‘Cﬁnnon Wiking J Used On Slap Malding J
Tank Farm
High Bay Storage
Part Number. ‘ J g i g
Frimary Yendor: ‘Canncm “iking Limnited J Specifications:
Storage Location: ‘ J
Accaunt No: [Slab Molding [l

TDI Injectar Plate

One of the key features of this module is with its use of Part Groups. With
Part Groups you can assign a single part to various groups and equipment. Use
Groups to ease in part lookup, and for the easy association of various parts to
equipment, departments, and other related information.
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Lookup View

This tab acts much like a lookup table. Here you simply click on the part of
your choice to select it. Once selected you can move to the other tabs to view
or edit the record’s contents.

% Maintenance Coordinator - [Parts and Inventory]

o x - B
Sy fle @ @ @ @ @ ﬂ b Parts and Inventory
« &
@@D Inventory ‘ :9 Home Go Groups Reports Options = €&
j_ a Cop 8}
Open Inventory Lookup . Copy #'- Add New Record &Ermt Record - Eind First
screen A b Cut (@) Past/save Changes  [d) Preview Record -, Find Next
v Check Part Qut from Part Part
Irventary Lookup Checkout \ = Delete Record
‘r/‘._l Sort by Under-Stack Trems Inventory Options Clipboard Records Print Search
4

(&'Details View | & Group Assignments |

;_'; Current Part ‘
D View or Edit Part's Nates SortBy. ’m LT P! | QBEWE%
j View o Set Part's Ricture D ezcription Part Mo M anufacturer Laocation Account
2 5 (TDIOOOD4 TOI Injector Plate Cannon g
£ |TDIOO0O3 TOI Injector Blank Cannon Viking
‘}?’SUPPU“ Optians ‘ | 7 |Toiooooz TOI Part Ring Clamp Cannon Yiking Slab Malding
8 [CLAMDOOOD1 |Clamps Port Ring ‘ |Cannnn Viking ‘ |Slah Malding |
| 9 |OMES00001 OME32 Cannon Viking L Slab Malding
10_|DIAPOOO0T |Diaphragm Saunders | |Cannon Viking L |Slab Molding |
| 11 [LUBEOODOT Lube White Grease Cannaon Yiking L Maint Fire Cabin Supplies
12 |SEALDOO01 |Seal Mixing Shaft Head | |Cannon Viking U |Slab Molding |
| 13 [O-Ringboo3 0 Ring Seals, Port Ring to Cannon Yiking L Slab Molding
14 |SEALODDT? |Seals O Ring, Barrel to Por |Cannon viking LU |Slab Molding |
| 15 |TDIDo011 TOI Port Ring Cannon Yiking Slab Molding
16 [SWITOOD43 |Swnches Pressure ‘ |Cannnn Wiking u |Slah Malding |
| 17 |PURMPODOO7 Fump Tin Cannon Yiking L Slab Molding
18 |RATEODOOZ |Rate Indicator Package | |Cannon Viking L |Slab Molding |
| 19 [BLADDODDO? Blades Trim & Cannaon Yiking L Slab Molding
20 |SEALODDTE |Zeal Dump ‘alvs Centre | |Cannon Viking L |Slab Molding |
| 21 [wALvD0O034 Walves 1" 3 Way Ball Cannon Yiking L Slab Molding
22 |REWID0O01 |Rewind Controllers | |Cannon viking LU |Slab Molding |
| 23 |SwvIToooog Switches Proxy Cannon Yiking L Slab Molding
24 |nuTSnonn2 [Mits Fallplate Adjusting | |Cannon viking L |Stab Molding |
| 25 [SCREOO012 Screw Jack Warm and Yhe Cannon Yiking L Slab Molding
E‘E CHAIDOOD1 |Cham Spare ‘ |Canm0n Wiking Ll |5Iab Malding | |L
4 »

| TDI Injectar Plate

To resort the database:

e Move to the Lookup View tab.

e Select a sort option from the Sort By drop down list. The database will
be sorted by whatever field you selected from this list.

e Click the Refresh button.
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Parts and Inventory

To find a part using the Quick Find routine:

Sort By IF'artID j Quick Find: |.-’-‘-.L|T

Move to the Lookup View tab.

Move to the Sort By drop down list and select how you want the
database sorted. The Quick Find routine will use this field for its
search.

Move to the Quick Find text box and type in the item you are looking
for. As you type, the program will search the database for a matching
item.

Adding New Parts

To add a new part to the database:

Click on the Add New Record option on the Home page of the ribbon.

~Move to the various fields on the Details View tab and enter the

appropriate information for that field. Information on this screen will be
automatically saved into the database for you.

Click on the Post/Save Changes button in the ribbon to ensure all
information is saved

Part Identification Field

This field, found on the Details View should contain a unique identifier for
each different part entered into the database. We did not however make this a
mandatory rule as everyone has their own way of doing things. You can
however verify if the identifier you’ve entered is unique to the database.

To test to see if your identifier is unique:

Enter your Part Identification in the space provided.

Move to and click on the Check button adjacent to this field. The
program will then inform you as to whether a matching identifier was
found.
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Once you have enter the Part Description, you can click on the ID button
adjacent to this field and program will automatically create you a unique ID for
the selected part.

Deleting a Part

To delete a part from the parts database:

e Locate the part that you want to remove by using one of the lookup
routines.

e Click on the Record Record option on the Home page of the ribbon.

e When prompt about the deletion, click the Yes button.

Inventory Control

Inventory control is maintained by setting up your inventory levels, specifying
minimum, maximum, and reorder quantities. Other items that fall under this
category include unit information, and unit pricing.

The unit pricing information is use by the Purchasing and Receiving module,

and for work orders where this pricing information is used for total costs
calculations.

[reeentary Contral I Substitutions I M overnent I Purchasing Coste I Barcode | Uzer Fields I .-'-‘-.Ltac:hmentsl

Aty In Stack |1 Unit Type Ieach
Mimirmum Lewel |‘| Items Per Urit |1
b amimum Lewvel |3 Unit Frice |'| 9332

Feorder Quantity |2

To setup inventory control information:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Inventory Control tab by clicking it. This is found near the
bottom of the screen on the Details View.

e Enter the appropriate information for each of the fields found here.
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Part Substitutions

It is highly recommended that you setup substitute parts whenever possible.
This comes in handy when you run out of stock on a specific inventory item,
but have other parts that can be used in its place. Setting up substitute parts can
save a lot of wasted time in situations when time is most valuable.

Inventary Control — Substitutions ] Mowement| Purchasing Costs | Barcode | UserFields | Atachments |

&

Add Part

Part 1D | Description -
ACTUOO004 Actuator meazuring plate _— @

&

Rermowve

Yiew Part

To setup substitute inventory items:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Substitution tab by clicking it. This is found near the
bottom of the screen on the Details View.

e Click the Add Part command.

e Move to the Group Name grid on the left and select the group you
believe your part belongs to. The grid on the right will display all the
parts that belong to that group. To view all parts, regardless of groups,
check the View All Parts checkbox.

e Select the part you want to use from the grid located on the right of the
screen. To verify that it’s the correct part, click the View Part button.
After viewing the part, click Close.

e Click Select to use the selected part.

Selecting and Viewing Substitute Parts

To view and move the record holding a substitute part:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Substitution tab by clicking it. This is found near the
bottom of the screen on the Details View.

e Select the substitute part you want to move to from the grid by clicking
on it.
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e Click the View Part button.

e When asked if you want to view the substitute part, click the Yes

button.

Removing Substitute Parts

To remove substitute parts:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Substitution tab by clicking it. This is found near the

bottom of the screen on the Details View.

e Select the substitute part you want to remove by clicking on it from

within the grid.
e Click the Remove button.

e When asked if you want to remove the selected part, click the Yes

button.

Part Movement

Knowing if a part is actually being used can be considered as very valuable
information, especially when you want to reduce inventory, tax purposes for
example. This information can also be proven useful when you want to

increase stock levels to keep up with demand.

[1ate | Activity Tupe =
08/23/2001 Marmal Checkout |

2 |0gs26/2000 |wiark Order @
o Delete Record

-
< | 3

Last Activity Date:
|EIH2E;.-’2DD'I

Type af Activity

Pk, Order

The parts database will record and maintain the last 5 inventory movements of
an item. It will record whether the item was purchased, checked out or used in

the completion of a work order or task.

Important Note: In order for an item to be recorded as checked out, the Quick
Checkout routine should be used when checking out a part. Just reducing the

inventory level will not record this information.
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To view the part movement history:

e Locate and select the inventory item you want to work with.
e Move to the Details View tab by clicking it.

e Move to the Movement tab by clicking it. This is found near the bottom
of the screen on the Details View.

Deleting a Part Movement Entry

To remove a Part Movement history entry:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Movement tab by clicking it. This is found near the bottom
of the screen on the Details View.

e Select the entry you want to remove from those displayed in the grid.

e Click the Remove Record button.

e Click the Yes button when prompted about the deletion.

Purchasing Costs

The parts database maintains a listing of recent purchases and the costs
associated with these purchases. This information is automatically undated
when items are received into inventory from the Purchasing and Receiving
module.

Date | [y | Wendor | Unit =
061642003 1 Moving Industries, Inc 3r.a9
061642003 1| Maving Industries, lnc 37.89

061642003 1 Maving Industries, lnc

i7.ad

To view the purchasing costs history:

e Locate and select the inventory item you want to work with.
e Move to the Details View tab by clicking it.

e Move to the Purchasing Costs tab by clicking it. This is found near the
bottom of the screen on the Details View.
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Barcodes
You can create and use barcodes and labels. To access the Barcode feature:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Barcodes tab by clicking it. This is found near the bottom
of the screen on the Details View.

For more information on the Barcodes feature, please refer to Common
Features chapter.

User-Defined Fields

The Parts and Inventory database allows the use of 8 user defined fields where
you can store additional information about your inventory items.

To access the user defined fields:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the User Fields tab by clicking it. This is found near the
bottom of the screen on the Details View.

For more information on the User-Defined Fields feature, please refer to
Common Features chapter.

Attachments

The Parts and Inventory database allows to you to attach 2 external documents
of links to each inventory record.

To access the attachments feature:

e Locate and select the inventory item you want to work with.

e Move to the Details View tab by clicking it.

e Move to the Attachments tab by clicking it. This is found near the
bottom of the screen on the Details View.
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For more information on the Attachments Feature, please refer to Common
Features chapter.

Group Assignments

You can and should assign each of your parts to a group. These groups by
default would be related to machines they are used on, but they could also be
any type of group you want to create. Assigning parts to areas they are stored
in for example, would also be a good group. The type of item it relates to is
also a good group, such as Electrical, Hardware, Bearings, and so on. Each
part can be assigned to a countless number of groups, limited only by disk
space and you imagination.

To assign a part to a group:

e Locate and select the inventory item you want to work with.

e Click on the Group Assignments tab.

e Move to the Groups on Disk list box and select the name of the group
you want to join from those within the list. The item should appear
highlighted showing it is indeed selected.

e Click on the ADD/DISK button.
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Parts and Inventory

Adding New Group Titles

To add a new group title to both those listed on disk, and to the currently
selected part:

e Locate and select the inventory item you want to work with.

e Click on the Group Assignments tab

e Click in the Enter New Group text box and type in your new group
description. This description can be up to 30 characters in length.

e Move to and click on the ADD/NEW button to add this group to both
the selected part, and those listed on disk.

Removing a Part from a Group

To remove a part from one of the groups please follow these steps:

e Locate and select the inventory item you want to work with.

e Click on the Group Assignments tab.

e Move to the Current Assignments list box and select the group title you
want to disassociate with by clicking on it from within the list. The
item should appear highlighted showing it is indeed selected.

e Move to and click on the Delete button.

To remove a part from a group assignment, and at the same time remove the
group name from those listed on disk please follow these steps:

e Locate and select the inventory item you want to work with.

e Click on the Group Assignments tab.

e Move to the Current Assignments list box and select the group title you
want to disassociate with by clicking on it within the list. The item
should appear highlighted showing it is indeed selected.

e Move to and click on the Master Del button. The group assignment will
then be remove from the current part and ALL other parts that were
assigned to it.

Please note that using the MASTER DEL routine will not only remove the
group assignment from the current item, but from every item associated with it.
So please be certain that you actually want to do this before you use this
option.
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Viewing Part Groups

One of the advantages of groups is helping with the lookup process. You can
also open Part Groups, effectively filtering out all other parts except those
belonging to the selected group.

Group Selection
| Group Titles - e ;

Adapter Lok
T
Amplifier
Anvil X
Azzembly
bxes

Bag

9 |Balance Bar
10 |Ball Screw
11 |Battemny
12 |Bearing

1‘|"'l Mmool }|_
M| 4 |Groups M

(aul G N (8 8 DR ]

To have the database sorted by a single group, please follow these steps:

e Click on the Groups tab in the ribbon and select the Parts Group
option.

e Move to the Groups Title grid and select the group you wish to open by
clicking on it.

e Move to and click on the Select command button. Your parts database
will now only show parts that belong to the selected group.

e To return to normal, and view all parts, open the Groups page in the
ribbon, and select the Close Group — View All option.
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Parts Lookup

The Parts Lookup screen divides up the database by part groups, which can
make finding a specific part much easier than sorting through the entire
database. This screen also allows you to quickly checkout parts from

inventory.
N DO R - Parts and Inventory
—j" Equipment
v e b Add New -} Find First @
“ Save Changes
Select Part a,u @ * Cancel
Check Out 7 Delete Record
Select Check Cut Clipboard Records Search Exit

l |£‘ Detailz ‘
3ot By |Description ~| Quick Find: |

[~ Wiew All Parts

Group M ame - Reference 1D Fart Description Part o =
Hm 1 |aCTUOOOM Actuatar 0354-50000
2 |Adapter 2 |ACT-0007 Actuator 24160142
3 |Adjuster 3 |ACT-000 Actuator 0364-50000
4 |Amplifier 4 [ACTUOOODZ Actuator Air Bag wW01-358-7731
5 | Arwil 5 [ACTLIO0O03 Actuator Air 100-120
E  |Aszembly E [ACTUOOODS Actuator meazuring plate CGE1BM25-200
7 |Aues 7 |BUTTOOOO03 Button Push 800T-A201
8 |Bag 8 |CrLiooodd Cylinder air Starcyl 50-17-2
9 |Balance Bar 9 |CyLIooods Cylinder Fabco SAF-221-1-750-k
10 |Ball Screw
11 |Battery
12 |Bearing
13 |Belt
14 |BIB
15 |Blade
16 |Block Clamp -
! [ el | am

To locate a part using the Part Lookup routine:

e From the Home page of the ribbon select the Part Lookup option or

click Ctrl+L.

e Move to the Group Name grid on the left and select the group you
believe your part belongs to. The grid on the right will display all the
parts that belong to that group. To view all parts, regardless of groups,
check the View All Parts checkbox.

e Select the part you want from the grid located on the right of the screen.
To verify that it’s the correct part, click the Details tab.
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Parts and Inventory

e Click Select to open the selected part.
To check-out a part:

e Locate the part you wish to check out by using one of the available
lookup routines.

e Click on the Checkout button.

e Move to the Quantity Checked Out field and type in the appropriate
information. You can also use the two arrow buttons located on either
side of the field to change the quantity.

e Move to Check Out Type drop down list and select a description that
best describes the type of check out this is.

e Click the Ok button.

Understock Inventory Sort

To have the database sorted by all items that are currently falling under the
recommended inventory levels:

e Open the Go page in the ribbon and select the Under-Stock Items
option.

e To return to the default sort click on the View All option on the Go
page.

Sorting the Database

You have a few different sort options with the inventory database. These are
found on the Lookup tab.

To resort the Parts database:

e Move to Lookup View tab.

e Move to the Sort By drop down box and select the sort option of your
choice.

e Click on the Refresh button.
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Printing the Current Part

To print the current part:

Move to the Home page in the ribbon and select either the Print Record
or Preview Record options.

Click on the icon of the Printer in the Preview’s screen toolbar to print
the document.

Using the Quick Checkout

The Quick Checkout routine was design for the easy and quick issuing of
inventory items. This routine will not only remove items from stock, but will
also update the Parts Movement database.

Quick Checkout

Quantity Checked Out 737 [4 * |

Checkout Type: |Nn:|rma| Checkaut j

Checkout By: |JOHN DOE

Account | J
[1] 4 Cancel

To use the Quick Checkout option:

Locate the part use wish to check out using one of the available lookup
routines.

Move to the Home page in the ribbon and select the Part Checkout
option

Move to the Quantity Checked Out field and type in the appropriate
information. You can also use the two arrow buttons located on either
side of the field to change the quantity.

Move to Check Out Type drop down list and select a description that
best describes the type of check out this is.
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e Next enter who’s making this checkout in the Checkout By field.

e Move and click on the ... button adjacent to the Account field, and
select which account this checkout show apply to.

e Click the Ok button.

Parts Notes

You can keep detailed notes on each of your parts. The notes editor uses our
built in word processor that is used throughout the Maintenance Coordinator
system. To find how to use the features of this word processor please refer to
the Word Processor chapter.

To access the parts notes:

e Locate and select the inventory item you want to work with.
e Open the Go page in the ribbon and select the Notes option.

Parts Picture

You can include a picture of each of your parts in the database. The picture
viewer used here is used throughout the Maintenance Coordinator system. To
find out more about this viewer please refer to our Common Features chapter.

To view or edit the parts picture:

e Locate and select the inventory item you want to work with.
e Open the Go page in the ribbon and select the Picture option.

We included this feature because a lot of people require the ability to embed
images into the database. We do not however recommend over using this
feature as images use a lot of database space, and can effect performance if too
much space is used. A better way to include images is by using the
Attachments feature, where images can be stored on hard drives and just linked
to. You can find more information on the Attachments Feature in the Common
Features chapter.
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Check Out Report

The database keeps track of the last 5 activities on any given part. These
include part check out, record creation and receiving parts into inventory. Parts
can be checked out using the Quick Checkout in the Parts module, by work
orders in the Scheduler module, and by issues from either of the Issues
modules.

The Check Out Report will report on all parts that have been checked out from
a given date range forward, and has been marked as a check out type.
However, if the part has more than 5 activities within this date range, only the
most recent ones will be reported.

This report can be useful when you want to know which items were removed
from the stock room over a weekend for example.

To create a Check Out Report:

Select Date Range

Select [ ates
Start Date v
Accept
[5/28/2009 Tt —_—
End Date @
[5/28/2009 | Cancel

e Open the Reports page in the ribbon and select the Checked Out Report
option.

e Select the report date from the calendar and then click the Select Date
button.

e To print the report, click on the Print option in the toolbar.
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Parts Last Movement Report

After your parts room has been operational for sometime, you may want to
know what parts are just sitting there, taking up space, and costing you at tax
time. Once this information is known, these parts can be removed from
inventory, saving money and space.

Parts Movemenkt Report

Dafe Salecton

[5/28/2009

{« Feport on [tems Prior to the above date
(" Repart on [tems After the above date

Franxacfion Fares

|N|:urmal Checkout j v Use &l Types

Y| 8]

To create the Parts Last Movement Report:

e Open the Reports page in the ribbon and select the Parts Movement
option.

e Move to the Date Selection field and click on the ... button adjacent to
the date field.

e Select a date for your report from the calendar by clicking on it. Click
the Select Date button.

e If you would like to base your report on movement item prior to this
date, click on the Report on Items Prior to the above date radio button,
otherwise click on the Report on Items After the above date radio
button.

e Move to the Transaction Types drop down list and select the type of
transaction you want to base your report on.

e To include all transaction types in your report, move to and place a
check in the Use All Types checkbox.

e To print the report, click on the Print option in the toolbar.
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Parts and Inventory

The Inventory Report will return a document showing all items presently in

inventory.

Inventory Report Setup

Storage Locations

|
[v Lze All Locations
Accounts
v Usze Al Accounts
Clazsifications
v Lze All Clazzes
Sart by
|F'art Mumbers j
IInit Cozt B ange
Equal Taar EUT Equal Taar
Greater Than Lezs Than
1] 1]

[+ [gnaore Unit Costs

To create this report:

e Open the Reports page in the ribbon and click on the Report Wizard

option.

e Move to the Storage Locations area and type in the appropriate
information, or click on ... button adjacent to this field, and making
your selection from the list, and clicking the Select button.

e If you want to use all locations, place a checkmark in the Use All

Locations checkbox.

¢ Repeat the above two steps for the Accounts and Classifications fields.
e Move to the Sort By drop down, and select how you want your report

sorted.

e Click on the OK button to create the reports.
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Inventory Report

The Spare Parts Inventory Report will create a document reporting on all
inventory levels within the database, and at the same time give a dollar figure
for all items that have a dollar amount assigned to it.

Inventory Report Setup

Storage Locations
| v
[v Usze Al Locations =
Accounts ﬂ
| J Cancel
[v Usze Al Accounts
Clazsifications
[v Use Al Clazses
Sort by
|F'art MHumberz ﬂ
IJrit Cozt Range
Equal Toor BUT Equal Toor
Greater Than Lezz Than
1] 1]
v lgnore Unit Costs

To create this report:

Open the Reports page in the ribbon and click on the Inventory option.

Next chose the format to create the report in; Spread Sheet Format or
Word Processor Format. Export options will change by how you create
the report.

Move to the Storage Locations area and type in the appropriate
information, or click on ... button adjacent to this field, and making
your selection from the list, and clicking the Select button.

If you want to use all locations, place a checkmark in the Use All
Locations checkbox.

Repeat the above two steps for the Accounts and Classifications fields.

Move to the Sort By drop down, and select how you want your report
sorted.
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e If you want to specify a cost range of items to report on, move to the
Unit Cost Range section and setup the report criteria found in this
section.

e Click on the OK button to create the reports.

Under Stocked Items Report

The Reorder (Under Stock) Report will report on all inventory items that are
below suggested inventory levels.

To use this report:

e Open the Reports page in the ribbon and click on the Under Stocked
Items option.
e To print the report click on the Print option in the toolbar.

Parts in Part Groups Report

To create a report on all parts that belong to a single part group:

e Open the Reports page in the ribbon and click on the Parts in Parts
Group option.

e Select the name of the group you want to base your report on from
those listed in the grid.

e Click on the OK button.

e When asked, enter a title for your report and click OK.
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Parts by Equipment Report

Parts and Inventory

To create a report on all parts that is assigned to a single piece of equipment:

Equipment and Machinery

G 0000w -

Equipment

v Copy || <k Add New J2) Eind First @
Cut Save Changes Find Mext
Select Paste Fn @ Cancel
7 Delete = [Delete Record
Select Clipboard Records Search Exit
):}Lgnkup l | &' D etails ]
Sart Bu: |Desu:riptiu:un ﬂ Huick Find: |
Description | Reference | Model | Location -
1 | Air Comprezsar Sullair ArComp -02 LST60-100H £ Boiler Bm ]
2 |4ir Handling Unit-0071 | AHUO001 MCCE1 00U A0COUE ME Mezz
3 |Air Handling Unit-002 AHLI002 MCCET00UADCOUE ME Mezz
4 | Air Handling Urit-003 AHLUI003 MCCE100UACOLE ME Mezz
5 |4ir Handling Unit-004 AHLI004 MCCET 00U ADCOUE ME Mezz
B |Air Handling Unit-005 AHLU00S FMCCET00UADCOUA, Central Mezz
7 |Air Handling Unit-006 AHLUO0E P CCET D0LLADCOLA, Central Mezz
8 |Air Handling Unit-007 AHUO007 MCCEM FUADCOUE Central Mezz
9 |Air Handling Urit-008 AHLI00S MCCENS0UADCOLA, Central Mezz
10 J&ir Handling Urit-010 AHUJO10 MCCBOT 2UADCOUA Central Mezz
11 [&ir Handling Urit-0117 AHLJO1T MCCEOIELADCOLA Central Mezz
12 | Air Handling Urit-012) AHUOT2 MCCEOT4 |lzed Container
13 [Air Handling Unit-013 AHLJO1 3 MCCEOOELADCOUE Central Mezz -
4| >

e Open the Reports page in the ribbon and click on the Parts In

Equipment Group option.

e Select the equipment you want to base your report on from those listed

in the grid.
e Click on the Select button.

e When asked, enter a title for your report and click OK.
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Overview

In this section we'll be discussing the Equipment and Machinery database
module. Use this module to record information about your facility's equipment,
including such items as warranty information, asset numbers and other related
information. Also keep complete histories on your equipment using the Notes

and Equipment Log features.

Z® Maintenance Coordinator - [Equipment and Machinery]

x| — - ;
TERS By 4 .-f{ ‘-.‘ Do @ - Equipment and Machinery
ﬁ Current Asset ‘ Home Go Asset Beports Options = @
- - s 73 . <
| View Work Orders Assigned ‘(5 = ] & A Add New Recard &5 Print Record »~ Eind First % -FJ
=% tothe Asset C @ Post/Save Changes @ Preview Record & Find Mext =
View or Edit the Asset's Enter  Print B Copy Paste
Haotes Meters Collection @ = Delete Record Record Record
.. Wiew or Set the Asset's Meters Collection Clipboard Records Print Search Eguipment
221 Picture = e
TEE\ View or Edt the Bil of JLookup View | M Equipment Lag |
5t Makerials
Reference: [BiComp 02 J | REF| Building [Alb. Fiant [=]l
Equipment Meters
Descrigtion [&it Compressor Sullair-02 L5-160 .| Room: [Baler Floom [=]]
:;\1‘ Enter Equipment Meters
() Prin ek Colection Sheet Manufacturer  [Sullai | Account |Facilties Equipment [=]]
tMadel No: |L5160-100H 2 .| Classification: [ Camprassor [=]l
5? Support Opions ‘
Serial No [003-128060 | Wvendor [Pumps & Service ]
Assigned Tao: | J Meter Reading 0 [ Use Meter
Location: |Eo|\er Fm J Meter Type None - ¥ InService
Safely Instruct: | J Special Field: [ J
Leasing and Warranty lﬂppra\sal Wehicle | Barcode ] F‘mpenyAgmgnmenﬂ User Fields } Aftachments }
Leasing and Client Information Warranty Information
Owned/Leased Start Date: J
Company | J End Date: J
Start Date: J ‘wiarranty Info: borm -la160/0221 770
End Date: J
Air Compressor Sullsir02 LS-160

Records in this database are also used in the machine assignment sections
within the Maintenance Scheduler, Work Orders and Issues modules.
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Equipment and Machinery

The Lookup View tab acts much like a lookup table. Here you simply click on
the equipment of your choice to select it. Once selected you can move to the
other tabs to view or edit the record.

aintenance Coordinator - [Equipment and Machinery]

Options = @

Terhe B L E .-{-.3-,‘ Do @ - Equipment and Machinery
& Current Asset ‘ —/ Home Go Asset Reports
q View Work Orders Assigned d L—Mﬂ] #'- Add New Record &Ermt Record )’3 Eind First % _’.,J
—% tothe Asset (@) Post/save Changes [ Preview Record -, Find Hext
View or Edit the Asset's Enter  Print Paste Copy
Motes Meters Collection = Delete Record Record d
Wiew or Set the Asset's Meters Collection Clipboard Records Print Search Equipment
A Ficture
Wiews or Edit the Bill of | [&Details view | M Equipment Log |
=+ Materials
Sart By: ’W' Refresh Quick Find: |
Equipment Meters ‘
#-81 Undefined Class ”~ Reference | Description | Serial No | Manufacture +
(T Bk RS £ AC Refrigeration Uni 53 |BSA CUT 4 CONY 4 BS4 Line Conveyor - L 4 Cony 4
'—a e Gl S 53 Ar Compressor | 94 |BsacuUTsCconv 1 BSA Line Corveyor - L 5 Conv 1
-2 Ajr Handling Unit 95 |BSA CUT 5 CONY 2 BSA Line Conveyor - L 5 Conv 2
51 Assembly 01 | 95 |Bsa CUT 5 CONY 3 BSA Line Conveyor - L 5 Conv 3
-}?mppnrt Options ‘ =01 Agsembly 02 | 97 |BSACUTECONV 1 BSA Line Canveyar - L6 Conv 1
=00 dssembly 03 98 |ESA CUT 6 CONY 2 BSA Line Conveyor - L § Conv 2
=53 assembly 04 59 |BSA CUTE CONY 3 BSA Line Conveyor - L B Conv 3 |
=80 Back Flow Preverter 1100 |BS CUT 6 CONY 4 BSa Line Conveyor - L 6 Cony 4
i g Baler 101 |BSA CUT 6 CONY 5 BSA Line Conveyor - L 6 Corv 5
: a g;":rc e | 902 |Bsad2PLT UM BSA Pallet Unload - L 2
B vt Line [ 103 [BSALSFLTUN  BSA Pallet Unload - L 3
01 B Cut Ling 3 104 [BSa-L4 PLTUN  BS4 Pallet Unioad - L 4
1 B5A Cut Line & | 105 [BSA L1PLT UNLD BSA Pallet nload L - 1
1 BEA Cut Ling 5 106 |PLC COMTROLGABINBSA PLC Control cabinet
&£ BEA Cut Ling 6 | 107 |BSA PRFLR-1-BRGD BSA Profiler-1 Bridge
#-£3 BEa Dis Conv 1 108 |BSA PRFLR-1-CRSHFBSA Profiler-1 Crusher
&1 554 Dis Cany 2 109 | PS4 PRFLR-1-ENT-TIBSA Profiler-1 Ertrance Table
&-£1 B4 Profier | 110 |B3& PRFLR-1-PSHR B34 Profiler-1 Pusher
#-01 BISA, Saw Sorap 111 | BS54 PRFLR-2-BR0G B34 Profiler-2 Bridge
£ BS4 Shuttle | 112 |Bsa PRFLR-2-CRHR BSA Profiler-2 Crusher
i 51 Coaling System 113 |BSA PRFLR-2-ENT-TIBSA Profiler-2 Enfrance Table
&-00 Fire Risers | 114 |B5a PRFLR-2-PSHR BSA Profiler-2 Pusher
& 03 Generstor 115 |ROLL_BS4-1 BS# Roll Up Door - L1
%83 Lamination 01 176 |BS4 -L 2RO BSA RallUn Door - L 2 hd
&-23 Lamination 02 Tl P » |—
Air Compressor Sullair-02 L5-160

To resort the database:

e Move to the Lookup View tab.

e Select a sort option from the Sort By drop down list. The database will
be sorted by whatever field you selected from this list.
e Hit the Refresh button to resort the database
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Adding New Equipment

To add a new Equipment record to your database:

e Click the Add New Record option in the ribbon.
e Move to the Details View tab by clicking on it. Then enter the
appropriate information for each of the fields found there.

e Click on the Post/Save Changes button to ensure everything is written
back to the database

Equipment Reference Field

This field, found on the Details View should contain a unique identifier for
each different piece of equipment entered into the database. We did not
however make this a mandatory rule as everyone has their own way of doing
things. You can however verify if the identifier you’ve entered is unique to the
database.

To test to see if your identifier is unique:

e Enter your Reference ID in the space provided.

e Move to and click on the Check button adjacent to this field. The
program will then inform you as to whether a matching identifier was
found.

Once you have entered the Description field, you can click on the REF button
adjacent to this field and program will automatically create a unique ID for the
selected equipment record.

Deleting a Equipment Record

To delete a record from the database please follow these steps:

e Locate the record you want to delete by using one of the available
lookup routines on the Equipment Details tab.

e Click on the Delete Record option in the ribbon.

e When prompted about the deletion, move to and click on the Yes
button.
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Leasing and Warranty Information

Leasing and Warranty | Appraisal I Yiehicle I Barcode | Property Agsignmerﬂl Uzer Fieldz I .&ttachmentsl Mcm:nrl

— Leazing and Client |nformation —Warranty Information
Owned/Leased IEIient Dwred j Start Date: I— _I
Company IHeddings Composites _I End Date: I —I
Start Dabe: I— _I W arranty Infa: Friends Street Property
End Date: I _I ?:i:r'uctt

You can maintain leasing, ownership and warranty information on your
equipment by:

e Moving to the Details View tab and then clicking on the Leasing and
Warranty tab near the bottom of the screen.

e Move to the various fields on this tab and setup the appropriate
information for that field.

Assigning the Equipment to a Client

(Requires the licensing of the Maintenance Services Module)

You can assign your equipment to a client so that they can be billed for PM
and other work orders through the optional Maintenance Service module.

To assigned equipment to a client:

e Move to the Details tab.

e Click on the Leasing and Warranty tab near the bottom of the
screen.

e Move to the Owner/Leased drop down, and select the Client
Owned option.

e A Select Client button should appear. Click on it.

e Move to the top most grid of the Client/Properties Lookup
screen and select the client you want to assign this equipment
to.

e Move to the lower grid, and select property this equipment is
located at.

e Click the Select button.
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Appraisal and Asset Information

Lessing and Warranty  Appraizal I\-’eﬂiclel Qarcodel Property Agsignmentl U=zer Fieldsl At_'tachmentsl Motu:url

Service Date: I— _I Appraizal D ate: |1 1/8/2001 _I
dzzet Mo ||3|3-E|EIE|

Criginal W alue: |5EIDEIEI Calculate Yalue
Appraizal W alue: | 32000

To maintain appraisal and asset information:
e Move to the Details View tab and then click on the Appraisal tab near
the bottom of the screen.

e Move to the various fields on this tab and setup the appropriate
information for that field.

Vehicle Information

Leasing and't-'_\l'arrantyl Appraisal  Vehicle I Qarcadel Property Sssignmert | User Fields Attachmentsl Ml:lturl

Yearn IW — Additional Wehicle [nformation

License Mo: |LE 123 | :I
State Licensed Im—

Renewal: 252002 _I ;I

To maintain vehicle type information:

e Move to the Details View tab and then click on the Vehicle tab near the
bottom of the screen.

e Move to the various fields on this tab and setup the appropriate
information for that field.

Use the Meter value in the upper section to record mileage.
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Equipment Property Assignment

To assign your equipment to different properties:

Leasing and 't-'_‘-.l'arrant\,fl Appraisal I Wehicle I Barcode  Property Assignment | U=zer Fields I Ai_'tachmentsl Mntorl

Fraperty Description: IFriends Street Property

bain Contact- Title:  |Tony Marcotte Title: |Manager

Address 1: 5415 Friends St Address 2: |

ity [rwhittier State: [ca ZipCode: [s27200
Fhaone: |552-593-E?33 Select Property | Clear Property |

e Move to the Details tab.

e Click on the Property Assignment tab near the bottom of the
screen.

e Move to and click on the Select Property button.

e Move to the upper grid or table on this Properties and
Locations screen, and select the property of your choice. Details
about the select will appear near the bottom of the screen.

e Click the Select button.

Setting Up New Properties

You can assign all your equipment and machinery to different properties and
locations. If you have the optional Maintenance Services module, you could
then assign these properties to clients.

When you assign a piece of equipment to a work order, the property
assignment automatically follows that equipment assignment.

To setup new properties:

e Move to the Go page in the ribbon, and click on the Properties
Database option.

e From the Properties and Locations screen, click on the Add New
option.

10
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1 |FriEer'u:|:s: Street Property

:I EIOICIENCN "B Properties and Locations
RICCLY

UL

— Equipment

v —n Yy cCopy < Add New 2 Eind First @

—Ij % Cut (@) save Changes || /-, Find Next
Select Paste Cancel
)( Delete Delete Record
Select Clipboard Records Search Exit
Dezcriphion City =

< | v ]
Froperty Description: |Friends Steet Property
kain Contact: |J|:|hn Swnder Title: |Manager J
Address 1 8415 South Friends Strest Address 2: |
City: fwhittier State: [ca .| Zip Code: [92308
Phone: |231-390-8874) Directions and Motes |
e Move to the various field near the bottom of the screen, and
enter the appropriate information.
e To supply direction and note, move to and click on the
Directions and Notes button.
e Write your information in the space provide, then click on the
OK button.
e Click on the Save Changes option.

Deleting Properties

To delete properties from the database:

e Move to the Go page in the ribbon, and click on the Properties

Database option.

11
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e Move to the grid or table and select the property you want to
delete.

e Click on the Delete Record option in the ribbon.

Motors

If your equipment is actually an electric motor, you can record this type of
information into the database and create special reports on this type of asset.

Equipment Motor Information

Fome
ﬁ; Air Compressor Sullair02 LS-160

Horze Power R ating: 12

Frame: 1847
Erush Mumber: |
Equipment Assignment: 1A Compreszor Sulla =

Date Last Checked: R42/2006 J
Mest Check Date: RA15/2007 J

Conditiar: |Good J

Laszt Rebuid Date; J

[v Thiz Equipment iz a Mator

4

ak

To setup an asset as a motor:

e After creating the initial record, open the Go page and select the Motor
Information option

e Enter the appropriate information for the fields found here.

e To assigned the motor to a different piece of equipment click on the ...
button adjacent to the Equipment Assignment field.

e Place a checkmark in the This Equipment is a Motor checkbox.
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If your equipment is actually an pump, you can record this type of information
into the database and create special reports on this type of asset.

To setup an asset as a pump:

After creating the initial record, open the Go page and select the Pump
Information option

Enter the appropriate information for the fields found here.

To assigned the motor to a different piece of equipment click on the ...
button adjacent to the Equipment Assignment field.

Place a checkmark in the This Equipment is a Pump checkbox.

Calculating the Appraised Value of an Asset

You can calculate an asset’s depreciation using either the double-declining
balance method or the straight-line depreciation method.

When using this option you will need the following information available, as
you will be prompted for it:

The initial cost of the asset.

The asset’s useful life in months.

The salvage, or value of the asset at the end of its life.
The current year in the depreciation calculation.

To calculate the appraised value of a piece of equipment:

Locate the piece of equipment you want to make you calculation on
using one of the lookup methods.

Move to the Details View tab and then click on the Appraisal tab near
the bottom of the screen.

Click on the Calculate Value button or open the Asset page and select
the Calculate Depreciation option.
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Calculate Depreciation x|

9 Click. the YES button to use the 'double-dedlining’ method,
-

Click the M button ko use the 'straight-line' method.

Click CAMCEL ko abort,

Mo Cancel

e Click the Yes button to use the ‘double-declining” method, click No to
use the ‘straight-line’ method.

e As prompted, fill in the appropriate information. Click the Ok button to
move to the next question.

Default Safety Instructions

You can assign a default set of safety instructions to each of your assets. This
way as this equipment is assigned to new work orders, these instructions will
be automatically insert into these new tasks. You’ll still have the ability to use
a different set of instructions if you so desire.

To assign default safety instructions to an asset:

e Locate the piece of equipment you want to make assign the instructions
to by using one of the lookup methods.

e Open the Asset page and select the Default Safety Instructions option

e Select the safety instructions of your choice from those listed.

e Click on the Select button.

To create or edit these instructions, you will need to do so from within the
Maintenance Scheduler module.

Equipment Module Setup
You can have a couple of setup options available to this module. These include

the colors used for the shortcut bar, and for the display of the classification
tree, and table.

To setup the equipment module:

14
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e Click on the Module button move over the Lookup View Options
button.

e Select the appropriate option as which elements you want displayed.

e Move to the Short Cut Bar Colors selection and click on the Select
button adjacent to the item you want to change colors on.

e Select the new color from the Color Picker dialog and click Ok.

e Repeat the above two steps for the other color.

e Click on the OK button

Enter Meter or Mileage Readings

If you have the Use Meter checkbox checked on the Details view of a piece of
equipment, then that equipment will show up in a Meter Quick Entry screen.
This quick entry screen will allow you to enter updated equipment reading in
one easy to use screen. This saves you from having to browse through all the
records in the database to enter this information.

To enter meter readings for all equipment set for meters:

Enter Meter Readings ]

Enter Meter Readings
[ Sort by Reference v
Reference hd eter - Undat
AiComp -02 12455 ] i
AHO1Z 9365
AHUOA 10776
Gen 01 FEFEA0 @
LCancel
Impart / Export Excel
L]
Irnport
3
E=paort
4 o] ]
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Open the Home page and select the Enter Meters option.

Move to the far left column of the grid, and double mouse click
to enter edit mode.

Type or edit the reading for that piece of equipment.

When you are done with one meter, click the Enter key to move
down to the next.

Once all readings have been updated, move to and click on the
Update Meters button to update the database.

Export Meter Collection Spreadsheet

To export the meter collection form to an Excel 97 spreadsheet:

Open the Home page and select the Enter Meters option.

Move to and click on the Export button.

Browse to where you want to export this document to, and type
in a name in the File Name text box..

Hit the Save button.

You may want to use the export function so you can use the spreadsheet in
Excel, for perhaps some automatic data collection supplied by your technical
department, for example.

Import the Meter Collection Spreadsheet

You can import a Meter Collection spreadsheet that was previously exported
by the program. You want to make sure you only import spreadsheets created
by our application or it may not have the proper format for importing the
information back to the database.

To import the meter collection form from an Excel 97 spreadsheet:

Open the Home page and select the Enter Meters option.

Move to and click on the Import button.

Browse to where you want to import document save, and then
select the file

Hit the Open button.
Move to the Select Sheet drop down and select the sheet name
that contains the imported information.
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e If the spreadsheet is in the proper format, you could now
updated the database with new information. To do so click on
the Update Meters button.

Copy and Paste Equipment

As a time saving feature, we allow you to copy an equipment record to be
pasted into another equipment record. This comes in handy when you have

multiple equipment of the same type. After the paste, you may only need to
modify a few select fields.

To Copy an equipment record:

e Display the record you want to copy.
e Click the Copy Equipment option in the ribbon.

To Paste an equipment record:

e Create or display the record you want to copy to.
e Click the Paste Equipment option in the ribbon.

Equipment Notes

You can keep detailed notes on each piece of your equipment. The notes editor
uses our built in word processor that is used throughout the Maintenance
Coordinator system. To find how to use the features of this word processor
please refer to the Word Processor chapter.

To access the parts notes:

e Locate and select the equipment item you want to work with.
e Move to the Assets page in the ribbon.
e Click on the Notes option.
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Equipment Picture

You can include a picture of each of your assets in the database. The picture
viewer used here is used throughout the Maintenance Coordinator system. To
find out more about this viewer please refer to our Common Features chapter.

To view or edit the asset’s picture:

e Locate and select the equipment item you want to work with.
e Move to the Assets page in the ribbon.
e Click on the Picture option.

We included this feature because a lot of people require the ability to embed
images into the database. We do not however recommend over using this
feature as images use a lot of database space and can effect performance if too
much space is used. A better way to include images is by using the
Attachments feature, where images can be stored on hard drives and just linked
to. You can find more information on the Attachments Feature in the Common
Features chapter.

Printing the Current Equipment

To print the current equipment record:

e Locate the record you want to print using one of the available lookup
routines.

e From the Home page of the ribbon select the Print Record, or the
Preview Record option.
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Use the Equipment Log to keep a complete history of your equipment. Record
such items as PMs, repairs made, and other important items. Entries to this log
can come from work orders, issues and can also be made manually. For entries
from work orders please refer to the Maintenance Scheduler and Work Orders

modules.

Z® Maintenance Coordinator - [Equipment and Machinery]

Tasks Bar

Bx -
o oo@oW

Equipment and Machinery

‘ 07r3102008

5? Support Opions

% Equipment Documents
(&3

#5] Properties Database
it

03M12008

101202007

0&r262007
El

[Schedule Start: =7/31/2008 6:00:00 Ah] [

[Schedule End: =7/31/2008 6:00:00 PM]

(Flanned Maintenance-0708-1077) Guarter| [Schedule Start: =1/28/2008 6:00:00 A
[Schedule End: =1/30/2008 6:00:00 Pw]
[Crate Completed: =3/11/2008]

(Planned Maintenance-0705-T56) Quarterly [Meter: =0]
[Schedule Start: =8/24/2007 §:00:00 At]
[Schedule End: =9/28/2007 600:00 PM]
Mate Comoleted =101 2020071
(Flanned Maintenance-0705-737) Quartetly. [Schedule Start =5/21/2007 6:00:00 AM]
[Schedule End: =5/25/2007 :00:00 PM]
[Date Completed: =A5/25/2007]
Minwn Time = Honrs 1 Minntes: 300

<

2l

]

M| 4 |Equipment Lag

]

ﬁ Zurrent Asset ‘ — Home Go Asset Beports
_ _ 7 . <
5] iew Wiork Orders Assigned 7 5 i~ c e Add New Record 25 Print Record 7 Eind First % |
= to the Asset |—) . & Cut @ Paost/Save Changes @ Preview Record 5 Find Mext -
View or Edit the Asset's Enter  Print Baste we Delet Copy  Paste
Hotes Meters Collection Delete || = Delete Record Record Record
1 Yiew o Set the Asset's Meters Collection Clipboard Records Print Search Equipment
221 Picture =
*‘;_:“, Views or Edit the Bill of )—lookup Wi ] @'Detai\s Wiew 3 Equipment Log l
5t Makerials
Equipment History Lo
Equipment Meters ‘ @ q p ry g
/= Enter Equipment: Meters Quick Find Field +] Quick Find:
2y
ll—ﬁ Print Meter Collection Sheet
Date | Ertry [ Distails -
(Flanned Maintenance-0708-107 7 Quarter! Meter: =0]

<P
Add New
&

Options ~ €

Edit Entry
&
Delete
=

Frint

| i Handing Unit-020

Adding Records to the Log

To add a record to the Equipment Log:

date field.

Move to the Equipment Log tab.
Click on the Add New button.
To change the date of the entry, click on the ... button adjacent to the

Maintenance Coordinator e Simplicity Software Technologies Inc.
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e Move to the Entry Title field, and enter a descriptive title for this entry.
e Move to the Log Entry section and record the details about this entry.
e Click on the OK button when done.

Editing History Log Entries

Edit Log Entry

@ Equipment Log Entry

Date: [5/A16/2008

Entry Title: | [Planned Maintenance-0711-1325) Quartery AHU-020 i

Log Entry: [Schedule Start: =56/2008 6:00:00 Ab] =
[Schedule End: =5/16/2008 6:00:00 Pr] "/Q
[Date Completed: =5/16/2008] I
[Ciawn Tirme: = Hours: 1 Minutes: 0] @

LABOR:

Joe Gaonzales, Maintenance Technicain Hours Warked: 0
One Technizian, Hours Worked: O

Temy Rael, Maint Tech Hours "Worked: 0

TOTAL LABOR: $0.00

% 2

To edit an entry:

Move to the Equipment Log tab.
Move to the grid and select the entry you want to edit.
Click on the Edit Entry button.

Edit the entry in the same fashion as it was created. Click the
OK button.
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Deleting Records from the Log

To delete a record from the Equipment Log:

Move to the Equipment Log tab.

Move to the grid and select the record you wish to remove by clicking
on it.

Move to and click the Delete button.

Printing the Equipment Log

To print the log for the currently selected equipment:

Locate and select the equipment record that you want to print the log
from.

Move to the Equipment Log tab, and click on the Print button or open
the Reports menu and select the Equipment Log option.

To print the document, click on the Print option in the toolbar.

Equipment Bill of Materials

The Equipment Bill of Materials feature allows you to assign every part a
specific piece of equipment may need, You can built a new list for every piece
of equipment in the database, and a specific part can belong to multiple
equipment lists.

To view or edit the list;

Move to the Asset page in the ribbon.
Click on the Bill of Materials option.

To add to the list:

Click on the Add Part option in the ribbon.

Select the part you want to add from the Parts Lookup.
Click on the Select option

Repeat the above sets for each part you’re adding.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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To delete or remove a part from the list.

e Click on the part you want to remove from those listed.
e Click on the Delete Parts option in the ribbon.

To print the list:

e Click on the Print List option in the ribbon.

Documents

You can maintain many other documents and pictures dealing with your
equipment by accessing the features on the Documents tab. To learn how to
work with this documents feature, please refer to the Common Features
chapter.

To access the Documents feature:

e Open the Go page in the ribbon and then select the Equipment
Documents option.

Sorting the Database by Only Motors
To sort the equipment database by only equipment designated as motors:
e Move to the Lookup View tab.

e Move to Sort By drop and select the View Motors Only option.
e Click the Refresh button.

22
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Equipment Asset/ List Report

To create an Equipment Asset/List Report:

Asset Report Wizard

Locations Azzignmentz
[v Lze All Locations v Usze Al dzsignments
Accounts Building
[v Usze All Accounts v Usze Al Buldings
Clazsifications bl anufacturer
[v Lze All Clazsifications [v Usze Al Manufachurers
Sort By | Feference 1D ﬂ Shatus: | In-Service ﬂ
ok Cancel

Open the Reports tab and select the Assets option in the Main
List group.

Next select how you want the report created, PDF Format or
Spreadsheet Format. Export options change by the selection
you make.

Move the Locations area and type in the location you want to
base your report on. You can also click on the ... adjacent to
this field to pull up a list, select the location from the list, and
then click the Select button.

If you want to use all locations, place a checkmark on the Use
All Locations checkbox.

Repeat the above two steps for the Accounts, Classification,
Assignments, Building and Manufacturer fields.

Move to the Sort Records By drop down, and select how you
want your report sorted.

Move to the Status drop down and select the indicator you want
to report on.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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e Click on the OK button to create the report.

Print the Equipment Log

To print the Equipment Log:
e Locate and select the equipment you want to print the history log on.

e Open the Reports page and select the Print Log option.

Selected Equipment Work Orders

To obtain a summary of work order that is assigned to the currently selected

equipment:

“Wwhork, Order Types Date Range

: Start Date
" Repair [Standard] g el J

End D ate

Status
Bi27/2009 .. |
| Cornpleted Ornly j v Use Al Dates

e =N
ok CANCEL

e Open the Reports page and select the Work Orders option

e Move to the Work Order Types section and select the work order types
to base your report on.

e Move to the Status section and select the appropriate option from the
drop down list.

e Move to the Date Range section and setup this criteria
e Click on the OK button.
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Predictive Maintenance Worksheet

This report will report on the dates between a part's repeated replacements. It
calculates both the days and months between these replacements. With this
information the user can predict when a part may fail again.

To create a Predictive Maintenance Report:
e Select the equipment record you want to base your report on.

e Open the Reports page and select the Predictive option.

e Now select what type of work orders you want to use in the creation of
the report. Options are:

o Include All Work Order Types

o Include Repair Types Only

o Include PM Types Only
Selected Equipment Work Types Report

To print a report on all the work orders types that are currently assigned to the
currently selected equipment:

e Open the Reports page and select the Selected by Types option.

All Equipment Work Orders Types Report

To print a report on all the work orders types that are currently assigned to all
your equipment:

e Open the Reports page and select the All by Types option.
Print Property Information

To print the equipment information that’s assigned to a piece of equipment:

e Locate and display the equipment record you want to print information
on.

e Open the Reports page and select the Property Assignment option.
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Printing a Meter Readings Data Collection Sheet

To print a meter data collection sheet:

e Open the Home page and select the Print Collections option.

Spare Parts Inventory Report

The Spare Parts Inventory Reports return all parts that are assigned to the
currently selected piece of equipment, and reports on stock levels.

To create a Spare Parts Inventory Report:

e Select the equipment record you want to base your report on.
e Open the Reports page and select the Spare Parts option.

Upcoming Motor Inspections Report

The Upcoming Motor Inspections Report returns a report on motors that are
coming due for inspections. In order for a piece of equipment to be included in
this report the following criteria must be met:

e This Equipment is a Motor checkbox is checked on the Motors tab.
e There is a date setup in the Next Check Date field on the Motors tab.

To create a Upcoming Motor Inspections report.
e Open the Go page and select the Inspections Report option in the

Motors Options group.
e Setup the date range for upcoming inspections and click OK.

Print All Motors Report
To get a report on all motors in the database:

e Open the Go page and select the Print All Motors option in the Motors
Options group.
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Print All Pumps Report
To get a report on all motors in the database:

e Open the Go page and select the Print All Pumps option in the Pumps
Options group.

Printing the Equipment Bill of Materials List
To print a report based on the Bill of Materials List:
e Select the equipment record that you want to report on.

e Move to the Report page in the ribbon.
e Click on the Bill of Materials option.
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Overview

Use this module for all your purchasing and receiving needs. Create quotation
requests, purchase requisitions and purchase orders. Track backorders, receive
items and update your inventory levels.

Wl Maintenance Coordinator - [Purchasing and Receiving]
X| =
Tes B = ’ -!\3 @ @ @ @ @ ﬁl = Purchasing and Receiving
@Purchaswng ‘ —/ Home Go Receiving Mail Filters Reports Options = €&
» o)
e @ Im } C dF Add New Record &Ermt Record - Eind First
Document — & Cut @ Post/Save Changes @ Preview Record » Find Next
4] View Under-stocked Shipping  MNotes Comments Paste -
2 veatian s e o A Delete || = Delete Record
Ny Miew Past Due or Aging Current Document Clipboard Records Print Search
Purchase Documents
§  View Blacket Purchase
<= Orders Documents )':-\ Lookup iew | IZ' Details Yiew } Eﬁ Status - Ordering 1
— ] Genersl Infomation
urrent Bocument Date: TIA5/2007 .| Mumber: 711358 i Reguester  [Frank Muler .| Prioity
d Prink the Current Document DateMeeded  [11/15/2007  ...| Classiication: [Dutside Service .| Depantment:  [Production [=]] ] =
[ m} Edit the Document's Verndor Infomation Ehip T
= Comments Company: ]
g ndustries
D Edit the Document's Notes | Insert D efault
Contact: ‘LLIIS Obando ‘MET Industries Attn Reguester
Bus. Phone: 05-667-6045 Look Up
Receiving
Pocement Az signments
E EmellEtms ‘ Project: Cost Center: Date Ordered Carrier:
|High Bay Storage, Transportor J |Outside Services J |11415/2007 J J
. Buyer: Canfirmation Mo Date Promized: Uszed On:
Support Opkions
| Tempur Production N.M J [ [11/20/2007 J High Bay Storage, Transportor J
Malemal L s
Oty | PatMNo | Description [ Account | Uit [ Unit Frica | <
1 High Bay Racking System See Invoice 4149.59 § z
Comments
- Forad Cpste
| v
Calculate
_- Q » Taxes oo Tan Total
E.‘r"\i a“‘i Freight Cost: oo
Part Laokup Wiew Part Add Mon-Stock Remove [tem Dther Costs: ,UU— 4149.59
| 0711-358 [MCT Industies] ‘wednesday, May 27,

With this module you can also assign each of your purchase orders to a variety
of different groups for reporting purposes. These include Cost Center, Used On
and Projects. A complete note file can also be attached to each order to provide
an almost unlimited amount of information about a specific order.

Differences between Purchase Requisition and Orders

When entering your documents, there is basically no difference between a
Purchase Requisition, Purchase Order or Quotation Request. This is also true
when printing any of these three documents. The only real difference is found
on the Status / Ordering tab, and placing the appropriate check at the Purchase
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Type Status area. Here you have two options, Purchase Requisitions or
Purchase Order.

Lookup View

The Lookup View tab facilitates the quick retrieval of purchase documents.
Here you simply click on the purchase document of your choice to select it.
Once selected you can move to the other tabs to view or edit it.

Wl Maintenance Coordinator - [Purchasing and Receiving]

B x -
Teshs By -I\z @ J @ @ @ ﬁl = Purchasing and Receiving
@Purchaswng ‘ —/ Home Go Receiving Mail Filters Reports Options = €&
e @ Im } Copy dF Add New Record &Ermt Record pfmd First
Document -~ 4, Cu (@) Past/save Changes || [3] Preview Record || /-, Find Next
14| View Under-stocked Shipping  Notes Comments || Paste L
B 1rventory itars Information X Delete || = Delete Record
‘v View Past Due or Aging Current Document Clipboard Records Print Search

Purchase Documents

Vievs Blacket Purchase
=== Orders Documents

Loskun view | [4F Detais view | B Stotus - Ordering |

Current Document ‘ Filter By W Sert By 'h‘ Fiefiesh Now ﬂ
d Print the: Current Docurent #-00 Undefined Class PO Nurber Order Date Status Code R equired S
§ , #-01 Building Mairtenance 1 7 111 i 3
2z E‘g‘:ﬂﬁ::n?;c“me”t B 1 Captial | 2 |ov1z-403 1240472007 012042007 AR GAS
e &1 Engineering Services 3 |o7iz-420 R 1120002007 |Baumer of Americt
D &3 Envirormental 4 |o7T1z-421 12072007 1020102008 Baumer of Americt
£ Janitorial | 5 |oso-gs2 |omgezmos | 1|01/08/2008  [Inclustris Electric #
@ Passiing ‘ =& Quiside Servics | & |[oBm-as 010912008 101082008 DR E. Electric e,
B Parts 7 |ogmi-ass |osozoos | 0|014062008 |Fisher Scientific C
= 01 Safety g _|vsorgzr 011872008 0UIMER00E  ARGAS
[ emai cpions ‘ 03 Tools | 9 |om01-s34 |prizzren0e | 0|01222008  [Kaman Industrist T
10_0801-547 0112572008 1 01/2B/2008  wagner Fower Sy
h}? Support Options ‘ | 11 |oaoz-a07 |oznzeoos | 0jozAzeo08  |Pumps & Servics
12 |us02-624 021572008 1 028/2008  Klinger Canstructo
[ 13 |oso-642 |ozrzezmos | 102622008 |Standard Autometi
14 _[oooes0 02025/2008 0 034/2008  Simplicity Software
[ 15 |ooosss |osm4oos | 1|03082008  |Simplicty Softveard
| 16 [0s0s-703 031072008 102152008 ARGAS
17_|oso3-7z2 |panazone | 1)031302008  |AR GAS
18 0803727 03772008 1 O3A7/2008  Industrial Water En
| 19 |oss-r28 |osTizoos | 1]03472008  |intearsted Cortral
20 0803733 03772008 1 03172008 Integrated Cortrol’
| 21 |ogos-r71720 |osrzgzoos | ojosmszoos o3
22 |us04-7a1 040272008 1 06/30/2008  Rinchem Company
| 23 |us0s-on |o4m3moos | 1|04/30/2008 [Kaman Industricl T
4 [0a04-821 0441572008 0041872008 3 =
i ]
0711-358 [MCT Industies] ‘wednesday, May 27,

To resort and filter the database:

e Move to the Lookup View tab.

e Move to the Filter By drop down list and select what type of purchase
documents you want to view.

e Select a sort option from the Sort By drop down list.

e Click on the Refresh Now button.
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To locate a purchasing document using the Purchasing Document Lookup

screen:

"4 J 2 @ @ ﬁ;l w Purchase Order Lookup
=" Instructions

v QO

Select Cancel

Select Exit
Filter By: PO # Quick Find: | Fefresh Mow

PO MNumber Order Date Statuz Code Fequired Supplier -

[mal sl gy ) TR —

w

—_
[}

—_
—_

—_
I

—_
[Ih}

—
.

—_
o

4
3

03/04,/2008

000E35

0711-358 111542007
0712-403 12/04/2007
0712-420 121042007
0712-421 121042007
03071-482 010842008
03071-49 /0942008
0301-494 011042008
0201-527 M A8/2008
0201-534 M 42242008
0201-547 M /2842008
ne02-607 024242008
0502-624 02M18/2008
0502-640 1142142008

Anm AT [ata i Win T ln In}

0 03/14/2008
1/ 03/28/2008
1 114152007
012/04/2007
1124042007
102/01/2008
1 01/08/2008
11/09/2008
0 o A0/2008
0/ A8/2002
0 m/s22/20028
1/01/28/2002
0 0212420028
1/02/18/2003
0 11/21/2003

4 A e annn

Simplicity Software Technologi
Simplicity Software Technologi
MCT Industries

AR GAS

B aumer of America lnc.

B aurmer of America Inc.
Industrial Electric Autormation
D.R.B. Electric Inc.

Fizher Scientific Compary

AlR GAS

K.aman Industrial Technologies
Wwagner Power Systems
Pumnps & Service

Klinger Constructors, LLC
“wielch Boiler Service

Flmedead A ibmee mlie Fiae Fabcam

Move to the Lookup View tab.
Click on the icon of the Blue Binoculars or open the Go page in the
ribbon and select the Document Lookup option
Move to the Filter By drop down and select how you want the database

sorted.

Click the Refresh Now button.
Move to the grid and select the document your want to open.

Click the Select button.
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Creating a New Purchase Document

To create a new purchasing document:

e Open the File menu and select the Add New option or click on the icon
of a plus sign in the toolbar.

e Move to the various sections on the first two tabs, and enter or select
the appropriate information.

Add New with Wizard

You can create a new purchase document using the built in Purchase
Requisition Wizard. This wizard should help simply the creation process by
removing extra elements out of the process.

Purchasing Requisition Wizarnd

) @ O

Save and Move Mowe Cancel
Close Back  Mext
Finish Mavigation Exit
& Originator ‘ w Sugaested Yendar ‘ -Jih*laterials
Hrmnalor fnfonmation
Reguester: |Ear_l,l Tyler &
Select

Pricrity: E -

Date Meeded  [5/27 /2009 @

Maintenance Coordinator e Simplicity Software Technologies Inc.



Purchasing and Receiving

To use the Purchasing Wizard:

e Click on the Module button and select the Add New with Wizard option

(Alt + N).

Move to the Originator tab by clicking on it.

Click on the ... button adjacent to the Requester field.

Select an employees name from the list and click on the Select button.

Move to the Priority drop down list and select the indicator that you

want to assign to this document.

Click on the ... button adjacent to the Date Needed field.

e Select the date you need these items by from the pop up calendar and
then click on the Select button.

e Either click the Next arrow in the tool bar or on the Suggested Vendor
tab.

e Move to and click on the Lookup button to pull up the Contacts and
Vendors dialog.

e Select the vendor you suggest we purchase these items from those
listed, and click on the Select button.

Purchasing Requisition Wizard

I
—4 Wizard
H & (X
Save and Move Move Cancel
Close Back
Finish Mavigation Exit
& Originataor ‘ !@Suggested Yendor ‘ -J& Matenals
[ty Part Mo | Dezcription | Init -
1 POETA Bags, Brady Industries, Inc. cs -
2 1 MeGill CYR 1 1/25 Bearing, McGill L
1 W[
é___Eg_r_t___I,gu_.‘_u}s_up___,é Wiew Part Add Mon-Stock | Remove [kem
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e Either click the Next arrow in the tool bar or on the Materials tab.
e To enter the materials you wish to buy from stock items:
o Move to click on the Part Lookup button.
o Move to the Part Groups grid, and click on the part group that
best describes the group your part belongs to.
o Move to the Parts List grid and click on the part that you want
to insert into the purchase document.
o Click on the Select button.
e To add non-stock items to your purchase document:
o Click on the Add Non-Stock. This will insert a row into your
material list.
o Move to the new inserted row, and edit the fields to match the
item you're adding.
e Repeat the above steps until you’ve added all the materials you want to
assign to this purchase document and then click on the Save and Close
button to create the Purchase Requisition.

Entering General Date Information

Under the General Information section of the Details View tab are two items,
the date and the Number of the document. The program enters both of these
items automatically. You can however edit both of these fields.

To specify general information:

e Move to the Date area and click on the ... button. This will open up a
calendar.

e Select the desire date, and then click on the Select Date button. The
new date will be inserted for you.

e Enter your document Number in the space provided.

e Move to and click on the Check button adjacent to the Number field.
The program will then inform you as to whether a matching identifier
was found

e Move to and click on the ... button adjacent to the Classification field

e Select a classification from within the list and click on the Select
button.

e Move to the Requester section and click on the ... button.

e Move to the list and select the appropriate name by clicking on it, then
click on the Select button.

e Move to and click on the ... button adjacent to the Department field
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e Select a department from within the list and click on the Select button.
e Move to the Priority drop down list and select the priority indicator you
wish to assign to this purchase.

Entering Vendor Information

To select a vendor for your current document:
e Move to the Vendor Section of the Details View tab, and click on the
Look Up button.
e Move through the Vendors grid and select the vendor of your choice by
clicking on it.
e Move to and click on the Select command button and the vendor will be
inserted into the current document.

Ship To Information
To record ship to information:

e Move to the Ship To section and type in the appropriate information for
that field

To use the default ship address:

e Move to the Ship To section and click on the Insert Default button.
To assign the requester as the ship to attention person.

e Move to the Ship To section and enter the appropriate information for

that field.
e Click on the Attn Requester button.
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Document Assignments

There are additional fields that may need your attention with the Documents
Assignments section. To enter these:

e Move to the Documents Assignments section on the Details View tab.

e Click on the ... button adjacent to the Project Field.

e Select a project from the pop up list and then click on the Select button.

e Repeat the above step for the Buyer, Cost Center, Carrier and Used On
fields.

e Move to the Confirmation No. field and type in the appropriate
information for this field.

e Move to and click on the ... field adjacent to the Date Ordered field.

e Select the appropriate date from the pop up calendar, and the click on
Select.

e Repeat the above 2 steps for the Date Promised field.

Number Field

This field, found on the Details View should contain a unique identifier for
each document entered into the database. We did not however make this a
mandatory rule as everyone has their own way of doing things. You can
however verify if the identifier you’ve entered is unique to the database.

To test to see if your identifier is unique:

Enter your Number in the space provided.

Move to and click on the Check button adjacent to this field. The
program will then inform you as to whether a matching identifier was
found.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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Entering Materials for Purchase

ADD MATERIALS FROM STOCK

Parts Database

N
:a/ Inventory
v I ok Add New A2 Eind First @
Cut Save Changes Find Next
Select ‘ﬂ @ ¢ Cancel
2 Delete = Delete Record
Select Clipboard Records Search Exit
_,%::‘Lcnnkup @Details ‘
Sot By |Description w| QuickFind: | [~ Wiew All Parts
Group Mame -~ Partl D | Description | Parthlo =
1 |Actuator _ | 1 |BLADOOONE Blade M ew Part
2 |Adapter 2 |BLaDOOOOZ Blade 180 STa11-20
3 |Adjuster 3 |BLADOOOOT Blade BSA Scroll Saw 124668
4 | Amplifier 4 |BLADOOOT4 Blade K.rife Utility STA10-480
B | Al 5 |BLADOOOTT Blade Saw Adj 4-Wheel 124127
E |Aszembly E |BLADOOOOZ Blade Saw BSaA Profiler 138937
7 |Anes 7 |BLADOOOOZ Blade Saw BSA Yertical Saw 127774
8 |Bag 8 |BLADOOOOS Blade Saw B5A Carouszel 121334
9 |Balance Bar 9 |BLADOOOO4 Blade Saw B5A Harizontal Saws 161753
10 |Ball Screw 10 |BLADOOOT S Blades 9103
11 |Battery 11 |BLADOOOT 2 Blades 124123
12 |Bearing 12 |BLADOOON Blades 124127
13 |Belt 13 |BLADOOOTS Blades Floor Scrap 10/pk UNGHDSE
14 |BIE 4 JBLADOOOS Blades Replace Utility S5TA11-921
15 _[BLADOAOTD Blades Sanated 136909-49500415
16 |Block Clamp - 16 |BLADODOOG Bladesz Saw For The WCO -
4| v ][4 v

To enter the materials you wish to buy or be quoted on from stock:

e Move to Details View tab and the Materials List section

e Click on the Part Lookup button.

e Move to the Part Groups grid, and click on the part group that best
describes the group your part belongs to.

e Move to the Parts List grid and click on the part that you want to insert
into the purchase document.

e Click on the Select button.

13
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ADDING NON-STOCK ITEMS
To add non-stock items to your purchase document:

e Move to the Material List section and click on the Add Non-Stock.
This will insert a row into your material list.
e Move to the new inserted row, and edit the fields to match the item

you're adding.
Removing Items from the Material List

To remove an item from the current purchase material list:

Move to the Details View tab and the Material List section.
Click on the item you want removed from within the list.
Click on the Remove Item command button.

Click on the OK button when prompt.

Adding Additional Cost to the Current Document

To record and add any addition cost to the current purchase document:

e Move to and click on the Details View tab.
e Move to the three cost fields found under the Materials List and enter

the appropriate costs.
e To calculate taxes based on the rate as setup in the Purchasing Setup,
move to and click on the Tax button.

Calculating the Total Cost of the Purchase

Once all the materials and other costs have either been entered or changed for
the current purchase document, you need to calculate the total cost.

To calculate the total cost:

e Move to and click on the Details View tab.
e Click on the Calculate Total button.

14
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Specifying Comment for Purchase Orders

To specify special comments to show up on purchase orders:

Move to and click on the Details View tab.

Click the Comments button near the lower right hand side of the screen.
Enter your comments in the space provided.

Click the Ok button.

Marking the Document as Taxable

To mark the purchase document as taxable:

e Move to and click on the Status / Ordering tab.
e Click on the Taxable checkbox to add a checkmark there.

Updating the Status of your Document

To change the status of your current purchase document:

e Move to and click on the Status / Ordering tab.

e Move to the Purchase Order Status section and click on the appropriate
list item found there. Available options include On Hold, On Order,
Completed and Cancelled.

Marking the Document as Approved

To mark and fill in the purchase approval of the current document:

¢ Move to and click on the Status / Ordering tab.

e Move to the Approval section.

e Click on the Approved for Purchase checkbox to place a checkmark
there, and mark the document as approval.

e Move to the three ... buttons located next to the approvals, and click on
the ones that apply.

15
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e Select the approvals of your choice from those listed, and then click the
Select button.

Changing the Purchase Type Status

Wl Maintenance Coordinator - [Purchasing and Receiving]

x| = - L
Tesbs By 1 '\z_ VoD@ W - Purchasing and Receiving
@Purchaswng ‘ —/ Home Go Receiving Mail Filters Reports Options ~ &
) s Cop 7
e @ [D /3 ] Copy dF Add New Record &Ermt Record = Eind First
Document - 4 cut || @) Post/save Changes || [B) Preview Record || /5, Find Next
14| View Under-stocked Shipping  Notes Comments || Paste .
= Irwentary items Information A Delete || = Delete Record
Ny Miew Past Dus or Aging Current Document Clipboard Records Print Search
Purchase Documents
J  View Blacket Purchase .
=== Orders Documents p Lookug view I |4 Details View
Current Dacument ‘ p -
£-Maid Bpliors
= [~ Blanket P.O
] Print the Current Document v Use Auta E-Mail featurs
[ Taxable . X
(-} Edi the Document's (2 el
= Comments |purchasing@simsofttech.com =
m Edt the Document's Motes Purchase Order Status: TR -
[ Prevent Future E-mails for this Document Dnly
@Receiving ‘ Ferchase [gpe Stafus Approval
{* Purchase Reguisition " Purchase Order
E Email Options ‘ ] | J
. - Approval #2 | J
%? Support Opkions ‘ & ~AHEE R

Invaice Ma Approval #3 |
Date Received: J [ Approved for Purchaze

User Defined Fields

User Field 1 | User Field 3 |

User Field 2 | User Field 4 [

‘wednesday, Map 27,

| 0711-358 [MCT Industies]

To switch from one purchase type to another:

e Move to and click on the Status / Ordering tab.
e Click either the Purchase Order or Purchase Requisition radio buttons
to assign the current document as the selected type.

16
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Deleting a Purchase Document

To delete a purchase document from the database:

Locate the purchase document you wish to delete using one of the
available lookup routines.

Move to the Home page and select the Delete Record option.

Click on the OK command button when prompt.

Purchasing Items Accounts

You can assign each of your purchase items an account number. When turned
on this account information will show up on the Details view, and on both
Purchase Requisitions and Purchase Orders.

To turn on the Accounts feature:

Click on the Module button and select the Purchasing Setup option.
Move to the General tab.

Place a checkmark in the Use Account Information checkbox.
Click the OK button.

Repeat the above steps for each computer you want to use this option
on.

To use the Accounts feature:

Or

Add either a stock or non-stock item to a purchase document.
Move to the Account field in the grid and press enter.
Type in the account information.

Add either a stock or non-stock item to a purchase document.

Move to and double click in the Account field within the grid.

Select the account information from this Data Quick Entry screen. For
more information on Data Quick Entry, look for that section in the
Common Features chapter of the manual.
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User —Defined Purchase Document Fields

There are 4 user defined fields that can be included and printed on Purchase
Orders. To use these fields you must tell the program to use them.

User Defined Fields

User Field 1 | Uzer Field 3 |

User Field 2 | User Field 4 |

To tell the program to use the user-defined fields:

e Click on the Module button and select the Purchasing Setup option.

e Click on the General tab.

e Place a check in the Print User Defined Fields on Purchase Orders
checkbox.

To access and edit user defined fields:

e Click on the Status — Ordering tab.
e Move to the User Defined Fields section near the bottom of the screen.
e Move to the various fields and edit their contents.

To change a user defined field’s title:

Click on the Status — Ordering tab.

Move to the User Defined Fields section near the bottom of the screen.
Double mouse click on any field you want to edit.

Edit the field’s title to what you want, then click on the Ok button.
These title can be up to 20 characters in length.
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Purchasing E-Mail Notification Overview

The Purchasing E-Mail Notification system will automatically e-mail a person
or persons you specify a notice on any new purchasing documents you create.
This can come in handy for a couple of reasons. For one example you may
want to e-mail a notice to an approving manager, or the purchasing agent or
both. The e-mail recipient or e-mail address can contain up to 200 characters,
where you can include more than one recipient by separating them with a semi-

€,9

colon “;”.

When a computer has been allowed to send the Automatic E-mails, these e-
mails are sent in one of two ways.

Sending the E-Mails:
To manually send the e-mails, move to the Mail tab in the ribbon of the
Purchasing and Receiving module and select the Send Approval option. E-

Mails are also sent automatically when you exit the Purchasing and Receiving
module.

Turning On the Purchasing E-Mail Notification

Purchasing Setup

44 purchasing Setup

i

v Usze Auto E-Mail Feature for new Requizsitions

Default E-kaill Recipient [Glabal for all new documents]

|purchasing@simsufttech.l:-:nm
v Allow E-Mails to be zent by this computer
E-tail Buttan Recipient

E-t ail Recipient [Fram thiz computer anly]

| mdunbar@simsofttech, com

Select Default E-mail Account for Outgoing M ail

"4

]9
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To setup Purchasing Auto E-Mail Notification:

e Open the Purchasing module.
e Click on the Module button and select the Purchasing Setup option.
e Click the E-Mail tab.

e Place a checkmark in the Use Auto E-Mail for New Requisitions
checkbox.

e Move to the Default E-Mail Recipient text box and enter the email
address or addresses you want the e-mail to be sent to. You can
separate multiple addresses by using the semi-colon “;”.

e If you want to use this computer to send the emails, place a checkmark
in the Allow E-mails to be sent by this computer checkbox.

Setting Up Individual Documents with E-Mail Notification

When the E-mail feature has been turned on, all new purchase documents will
automatically have default e-mail information inserted in them upon creation.
You then have the opportunity to change this information.

E-Mad Hpfrems
v ze Auto E-Mail feature

E-b ail Motice to:
|purchasing@simsnﬂtech.|:|:|m |

[ Prevent Future E-mailz for this Document Only

To setup individual documents e-mail options.

e Move to the purchase document record you want to modify.

e Click on the Status - Ordering tab and move to the E-Mails Options
section.

e To enable this document to use the e-mail system, place a checkmark in
the Use Auto E-Mail Feature check box.

e To specify who to e-mail, move to the E-Mail Notice to text box, and
enter the e-mail address or addresses you want to e-mail the notification
to.

e To prevent further e-mails to be sent for this document, place a
checkmark in the Prevent Further E-Mails for This Document Only
checkbox. The program itself places a checkmark here once the e-mail
has been sent.
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E-Mail Approval Routing of Purchase Documents

Most organizations today need various individuals to approve a Purchase
document prior to allowing the actual purchase. An example of such an
approval system is as follows:

1.

2.

A purchase document is created and the program automatically e-mails a
notice to the default e-mail recipient (the buyer).

The second person (buyer) reviews the document, and then manually e-
mails a notice to a person they have specified on their computer (they press
an e-mail button and the rest is automatic). This third person maybe a
department manager.

The third person reviews the document and then clicks a button to
manually e-mail a notice to a person they have specified on their computer.
For this example, let’s say this e-mail goes to the Plant Manager.

This fourth person reviews the document and then clicks a button to e-mail
a notice to a person they have specified on their computer (the Plant
Manager has the buyer as their default). Thus the approval procedure is
completed, semi-automatic and completely paperless.

E-Mail Routing Default Recipient

To set the default e-mail recipient to be used by your computer only (this is a
non-global or local setting):

Open the Purchasing module.

Click on the Module button and select the Purchasing Setup option.
Click the E-Malil tab.

Move to the E-Mail Button Recipient text box and type in the full e-
mail address of the person you want to send emails to.

e Close the window

Maintenance Coordinator e Simplicity Software Technologies Inc. 21



Purchasing and Receiving

Create a New Archive Database

As you continue to use this application your database is sure to grow in size.
As a database grows too large there can be performance issues such as speed,
and problems with the data itself. For these reasons it is highly recommended
that you remove data from the database in regular intervals. Either deleting
older records or archiving them to an external database can do this for you. In
order to archive your records you’ll first need to create an archive database.

To create an archive database:

Click on the Module button

Move over the Databases button and select the Create Archive
Database option.

Use this Save As type dialog as would any found in Windows,
specifying the name and save path of this new database.

Click the Save command button.

Archiving your Database

To archive your database:

Click on the Module button

Move over the Databases button and select the Archive Database
option.

Move to the Date Range section and click on the ... command button
adjacent to the Start Date field.

Select the start date for your archive from within this calendar. Click on
the Select Date button.

Repeat the above step for the End Date field. All tasks that fall between
these two date ranges will be selected for archiving.

Move to the Archive Database path section and click the Browse
button.

Locate and select your archive database using this file open type dialog.
Click Open.

Click the Archive button to remove the files from your main database
and place them into the Archive database.
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IMPORTANT NOTE: Archiving files frees up valuable database space, but
this space will not be fully realized until you also perform a compact on the
database. Performing a compact will free up this valuable database space.
Please refer to the Database chapter for more details.

Restore Records from Archive

With the Database Restore feature you have three different restore options.
You can restore every record found in the archive database, restore a date
range of records, or restore a single record. These three options will be outlined
next.

Restore from Archive

Restore Dptions

" Restore Al » Restore Dates " Restore One

Restore D ate Ranges

Stat Date: [5/5/2008 .| EndDate 0527709 .|

PO Mumber of document to restore:

Archive Databaze Path

|E:'\_e:-ces"\h-1|: BB w2005 mdb

Browse

¥ 4 Q
Restore Cancel

To restore all records from archive:

e Click on the Module button

e Move over the Databases button and select the Restore Database
option.

e Move to the Restore Options section and click on the Restore All radio
button.

e Move to the Archive Database path section and click the Browse
button.

e Locate and select your archive database using this file open type dialog.
Click Open.
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Click Restore.

To restore a date range of records from archive:

Click on the Module button.

Move over the Databases button and select the Restore Database
option.

Move to the Restore Options section and click on the Restore Dates
radio button.

Move to the Restore Date Ranges section and click on the ... command
button adjacent to the Start Date field.

Select the start date range for your restore from the calendar and click
on the Select Date button.

Repeat the above 2 steps for the End Date field to setup the ending date
of the restore range.

Move to the Archive Database path section and click the Browse
button.

Locate and select your archive database using this file open type dialog.
Click Open.

Click Restore.

To restore a single record from archive:

Click on the Module button.

Move over the Databases button and select the Restore Database
option.

Move to the Restore Options section and click on the Restore One radio
button.

Move to the PO Number of Document to Restore field and type in the
PO number.

Move to the Archive Database path section and click the Browse
button.

Locate and select your archive database using this file open type dialog.
Click Open.

Click Restore.

Maintenance Coordinator e Simplicity Software Technologies Inc.
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Deleting a Date Range of Purchasing Documents

To delete a range of purchasing documents:

Click on the Module button

Move over the Databases button and select the Delete Date Range
option.

Select the ending date of the deletion from within the calendar. All
records falling before this date will be removed from the database.
Once the date is selected move to and click on the Select Date button.
Click on the YES button when prompt.

Purchasing Setup

To setup your company's name and address, the next PO number to use,
default shipping address and default PO Comments, view option and other
options:

Purchasing Setup

i

Compary l Generall Wiew I:Iptiu:uns] Defaultsl E-Mail] FO .-’-'-.ppru:wall

Purchasing Setup

Cormpany: ([T empur-Pedic

Address: |'I 2907 Tempur-Pedic Parkway

City, State. Zip Code |Abuquerque MM |87121

Ehone Mo: |5EIE-?EE-2'I 02
Eax Na: |5EIE-352-54EE

Bl
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e Open the Purchasing module.
e Click on the Module button and select the Purchasing Setup option.
e Move to and click on the Company tab.

e Move to the various fields and input the appropriate information for
that field.

e Click on the General tab.

e To specify the next PO number to use, move to and edit the Next PO
Number field.

e To disable the program automatic prefix, place a checkmark in the Do
Not Use Auto Prefix field. If unchecked the program will use a prefix in
the following format: yymm. Where yy equals the year and mm the
month the new document was created.

Purchasing Setup

#A  pyrchasing Setup

i

Mext P.O. Mumber: |1 278 [ DoMot Use Auto Prefix

Decimal places to
zhiow for purchase |2 = | v Usze Account Information
items.

Tax Rate: |E.E?5 = v Usze Unit Type Info

[v Conzerve lnk T oner on Printed Documents
[~ “Wamn about Duplicate Printing of Documents
[ Allow the Auto Refresh of Purchase database
[v Add Part Mumber column to documents

[ Print User Defined Fields on Purchase Orders
[~ AddPart ID or Reference to Descriptions

[ Print Purchazing Documents in Landscape Format

4

]9

e To specify how many decimal places to use on the purchase document,
move to and click on the ... button adjacent to the Decimal places to
show on Purchase Items.

e Type in the appropriate number in the space provided. A valid range is
from 2 to 4 decimal places. Check on the OK command button.
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e To allow the use of account information to be applied to each
individual purchase item, place a checkmark in the Use Account
Information checkbox.

e To specify the tax rate to use for your documents, move to and edit the
Tax Rate field.

e To enable the ink save feature on documents, place a checkmark in the
Conserve Ink/Toner on Printed Documents field.

e To have the program warn you about printing a document more than
once place checkmark in the Warn about the Duplicate Printing of
Documents checkbox.

e Click on the View Options tab.

e Chose the option that best describes how you want information
displayed on the Lookup View tab of the main purchasing screen. When
you return to the main screen, click on the Refresh Now button to see
your changes.

e Click on the Default tab.

e Move to the two fields on this tab and setup default information for
these fields.

e Click the E-Mail tab.

e To have the computer send a notice about the creation of new purchase
requisition place a checkmark in the Use Auto Email Feature for New
Requisitions checkbox.

e Move to the Default E-Mail Recipient text box and enter the full email
address that you want the notice sent to (purchasing agent).

e Move to the E-Mail Button Recipient text box and type in the full e-
mail address of the person you want to send emails to.

e To setup the mail recipient to use when the Email button is clicked,
move to the E-Mail Recipient text box and enter the full e-mail address.

e To setup the Outgoing e-mail account to use when sending approval e-

mails and the like move to and click on the Select Default E-mail

Account for Outgoing Mail button.

Move to the grid and select the account that you want to use.

Click on the Select button.

Click on the PO Approval tab.

To enable a PO approval line to be displayed on the bottom of printed

purchase orders, place a checkmark in the Use Approval Line on

Purchase Orders checkbox.

e To specify the text to use in the approval line, move to and edit the
Approval Line Text field.

e Click on the OK button.
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Printing the Current Document
To print the current document:

e Locate the record you want to print using one of the available lookup
routines.
e Click on the Print Record option on the Home page of the ribbon.

Print Purchasing Documents by Types

To print preview the current document:

e Locate the record you want to print using one of the available lookup
routines.

e Click on the Module button and move over the Print option.

e Click on the type of document you want to print.

Printing Multiple Purchasing Orders
To print multiple purchase orders at a single time:

e Click on the Module button and move over the Print option.

e Click on the Print Date Range option.

e Select the date ranges you want to print from the Date Range dialog
screen. These dates correspond to the Order Dates of the Purchase
Orders.

e Click the Accept button.

Printing a Quotation Request

To print a quotation request:

e Locate the purchase document that you want to print a price quotation
on by using one of the lookup routines.

Click on the Module button and move over the Print option.

Click on the Print Quote option.

After the Print Preview screen loads, move to and click on the Print.
Use this Print dialog as you would use any print dialog found in
Windows.

28
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The Under Stock Inventory Items routine searches the database and returns a
screen full of items where the stock levels have fallen below recommended
inventory levels. You can then have the application create purchase requisition
for you automatically from these items.

To use the Under Stock Inventory Items routine:

e From the Purchasing main screen, move to the Go menu and select the
Under Stock Items option.

e To have the list sorted by only a single vendor, move to the list and

select an item that has the vendor you want to sort by listed.
e Click on the Current Vendor option in the ribbon’s Filters group
e To return the sort to all under stock items, click the Sort by All Under

Stock button.

(N0 -
r"—// Under-5tock
e

a@ <

Under Stock Inventory Ikems

= QO
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Select  Clear Current All Mew Close
All All ndor Under-5tock || Reqguisition
Select Filters Create Exit
Buy Fart Mo Dezcription Yendor FPat Il
1 1 [|GADST4-000-15001/15278 |EMCODER ERCOO0003
2 1 |Encoder GA0RT4-00015001/15278 GA0R00001
3 O |200anz2z2 Brake_ CLUTOo004
4 1 [A102MUHZ238FT_MERZMO33| GearBox_Carriages GRE=0032
5 L1 [143704 FLO%W METER FLOW 00008
5 O [112444 FLOW METER FLOMWOO010
7 L1 |HSBF7.BAS Pawwer Supply POWEDDDZY
a 1 |SDM 24-4B0C Poveer Supply POWEDDD3E
3 L1 [149886 flowes meter FLOWOO003
10 o [120538 FLOWW METER FLOMW 00002
11 1 |MSA 10021611 Faceshield, Headgear Frame, M54 [Air Filter Products Mew Mexico  |[FACEQDOO1
12 O] |RAD BA0R5ET2 Boot covers, Radnor, Lates, =xL AR GAS BOOTO0001
13 1 |l B4DR5ET3 Boot covers, Badnor, Latex, =230 AR GAS BOOTOO002
14 o [WOS FFO0TR Respirator Cartridge Connectar AR GAs RESPOOOOE -
4| o[ ]
Inventory [tem Details
Gty [ Stock: D i, Level: Max.. Level; Feorder Gty D
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e Now move to the far left column of the grid and click and place a
checkmark next to each item you want to create a purchase requisition
for. To select all click on the the Select All option in the ribbon.

e When ready to create your requisition, move to and click on the Create
Purchase Requisition button.

Aging Purchase Orders

To obtain a list of Purchase Orders that is past due:

e From the Purchasing main screen, move to the Go page and select the
Aging Documents option.

e Move to the Sort Options and select the criteria that best describes how
you want the list sorted.

Wl Maintenance Coordinator - [Aging Purchase Orders]

X 50 0000 @
0}

@Purchaswng ‘ — Aging POs
Create New Purchase w { .\f ) @
4

Dacument 5 A E :
L . Open ging Cancel
il View Under-stocked Dactimentl|| \Eepart

A Ireventary items -
Views Past Due or Aging SEIE REECIE EL

Tasks Bar

Purchase Documents

J  View Blacket Purchase
=== Orders Documents

Sort Options Al Overdue -
Current Document ‘ . .
PO Number [ OwderDate | StetusCode | Reguied | Supplier =
d Bink: the Currant Documant hiﬂ?w 1-358 11115/2007 1 1115/2007  MCT Industries -
11241042007
(-} Edi the Document's 0712-42 1 02/01/2008

= Comments
m Edit the Document's Motes

@Receiving ‘
0006 ] 03 08 Simplicity
E Email Options ‘ — — -

AlR GAS
Industrial 'Water Engineerir
%? Support Opkions

npany

K.aman Industial Technologies
Motion [ndush nc.
Maverick Technologies

Motion Industries, Inc
‘Welch Equipment -

To view a Purchase Order from the list:

e Select the document you want to view from those listed.
e Click the Open Document button in the ribbon.

Maintenance Coordinator e Simplicity Software Technologies Inc. 30



Purchasing and Receiving

Blanket Purchase Orders Overview

Blanket Purchase Orders are documents that you have setup with vendors for
the items that they supply. These orders are normally approved for certain
dollar amounts. Once the blanket purchase order is created, you issue child
purchase orders against the original amount. The Blanket Purchase Orders
routine allows you to create a master blanket order and then create child
documents that are attached to this master. As child documents are added, a
running balance will be calculated for you so you will know exactly where you
stand.

&1 Maintenance Coordinator - [Blanket Purchase Orders] E@El

Tasks Bar I x
‘ Blanket Purchase Orders

@ Purchasing

Create Mew Purchase
Document

L4 Yiew Under-stocked

- Inventory items

ey View Past Due or Aging
Purchase Documents

I Child POs ]

PO # Quick Find

i View Blacket Purchase FO Mumber OrderDate | Amount -
=== Orders Documents 2 $0.00 PO Mumber: B0 z77
—= 2 $0.00
Current Dacument ‘
Date Opened: 5/27/2009 .
d Print the Current Document
—# Edit the Document's .
z it Date Clased: .

m Edit the Document's Hotes

Supplier:

@ Receiving ‘

Approved Amount: il
E Email Options ‘

Balance:
%2& Support Opkions

Status: Pending -

Select Supplier

o | '[]
4| 4 |Blanket POs » M
B < 9
Add MNew Delete Refresh Cloge
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Create a New Blanket Purchase Order
To create or setup a new blanket purchase order:

e From the Purchasing main screen open the Go page in the ribbon and
select the Blanket POs option.

e Move to and click on the Add New button.

e Move to the various fields and input or edit the appropriate information
for that field, ensuring that enter an Approved Amount.

e To select a vendor move and click on the select Supplier button.

e Select a vendor from those listed and click on the Select button.

e Click the Refresh button.

Add a New Child Document to a Blanket PO

& Maintenance Coordinator - [Blanket Purchase Orders] g@@

Tasks Bar o x =
‘ Blanket Purchase Orders

@ Purchasing

Create New Purchase Blanket FOs T Child POs 1
Docurnent E 4
L4 Yiew Under-stocked
" I tary it
y e e PO Number | Order Date | PO Taotal | Status Code| Fequired | Supplier | -
Sy Views Past Due or Aging
Purchase Documents 0801-527 1/8/2008 1949 0 1418/2008 AR GAS | -
§  View Blacket Purchase 2 ‘08037?22 3132008 26714 1 31352008 AIRGAS

=== Orders Documents

Current Dacument ‘

J Print the Current Document
Z

I Edit the Document's
~ Caomments

m Edit the Document's Hotes

@ Receiving ‘
E Email Options ‘
%2& Support Opkions ‘
| 3 |L
i &= & "
Add New PO Add Existing PO | “iew Existing PO Femove PO Befresh Close
To add a new child document to a master Blanket PO:
32
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From the Purchasing main screen open the Go page in the ribbon and
select the Blanket POs option.

Select the master blanket PO that you want to add a child document to
from those listed.

Click the Child POs tab.

Click the Add New PO button.

Click the Refresh button.

Viewing an Existing Blanket PO Child Document

To view or edit an existing Blanket PO Child document:

From the Purchasing main screen open the Go page in the ribbon and
select the Blanket POs option.

Select the master blanket PO that contains the child document you want
to view from those listed.

Click the Child POs tab.
Click on the child document you want to open.
Click the View Existing PO button.

Add an Existing Document to a Blanket PO

To add an existing document to a blanket PO:

From the Purchasing main screen open the Go page in the ribbon and
select the Blanket POs option.

Select the master blanket PO that contains the child document you want
to add an existing purchase order to.

Click the Child POs tab

Click the Add Existing PO button.

From the Purchase Documents Lookup screen, select the document to
assign to this master Blanket PO from those listed.

Click the Select button.
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Removing an Existing Document for a Blanket PO

To remove a document from a master blanket PO document:

e From the Purchasing main screen open the Go menu and select the
Blanket PO option.

e Select the master blanket PO that contains the child document you want
to remove from those listed.

e Click the Child POs tab.

e Click on the child document you want to remove.

e Click on the Remove PO button.

E-Mail Accounts

E-mail accounts are only used if Outlook is not setup as your default e-mail
server. Otherwise at least one e-mail account must be setup to use the e-mail
features in the Purchasing and Receiving module. The setting use for this
module is different from the rest of the Maintenance Coordinator system.

E-Mail Accounts

4 WICIOIOIOICN B
LH?'IJ Accounts

v _-—ﬁ 3 copy dE Add New @

! Cut Save Changes
b @

Select Paste Cancel
'X Delete = [Delete Record
Select Clipboard Records Exit
Aocount:  Detais l Eignaturel
Account Name: |F'uru:hasing [ETY
Uszer Information [E-mail From Information]
User Mame: |F'uru:hasing
E-mail Address: |purchase@yuurmail.cnm
Server Information
Dutgoing mail server [SMTP): |smt|:u.|1.Ju:uurmai|.|:Dm
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To setup e-mail accounts:

e From the Purchasing main screen open the Mail page and select the E-
Mail Accounts option

e Move to and click on the New button.

e Click the Details tab.

e Enter a descriptive account name in the Account Name field.

e Move to the User Name field and enter your account’s user name.

e Move to the E-Mail Address box and enter your user’s return e-mail
address.

e Move to the Outgoing mail servers (SMTP) box and enter the SMTP
address of your outgoing e-mail server.

e Click on the Signature tab.

e Enter your signature as you would like it to appear when using it with
the built-in E-Mail Composer.

e Repeat the above steps for each account you want to set up.

E-Mail Composer

The E-mail Composer is for writing and sending e-mails to vendors, other
employees, or anyone you so choose. You can import text files with this editor,
along with checking your spelling.

To access the E-Mail composer:

e Move to the Purchasing main screen.

e Open the Mail page and select one of the following three options:
o Email Composer
o Quotation Request
o Current Document

Setting Up an Account for the E-Mail Composer

Before you can send e-mails with the E-Mail composer you must tell the
program what e-mail account to use. This step however is not required when
using Outlook as your mail server. If you want to use Outlook as your mail
server, make sure it’s setup properly in the main settings of Maintenance
Coordinator application.

To specify which e-mail account to use:
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e Open the E-Mail Composer window.

e Click the Module button and select the Change Accounts option.
e Select the account you want to use from those listed in the grid.
e Click on the Select button.

The computer will remember the account you picked on this computer only,
and will maintain this setting until you or another user changes it.

Using the E-Mail Composer

The procedures for using the Email Composer are outlined in the Common
Features chapter.

Documents

Notes

You can maintain many other documents and pictures dealing with purchasing
by accessing the feature. To learn how to work with this documents feature,
please refer to the Common Features chapter.

To access the Documents feature:

e Open the Go page and select the Purchase Documents option.

You can attach a set of notes to either a normal purchase document or a blanket
purchase order.

To access a document’s notes:

e Select the document that the notes belong to.
e From the Home page of the ribbon, select the Notes option.
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Receive an Item into Inventory

Once an order has been placed you will eventually start receiving the items
ordered. To receive a single item and at the same time update your inventory
levels with the amount received, please follow these steps:

e Locate the purchase document you wish to receive the item to from one
of the available lookup routines.

e Move to the Details View tab by clicking it.

e Move to the Material List grid, and click on the item you wish to
receive.

e Open the Receiving page in the ribbon and select the Current Item
option.

e When the Receive Item dialog appears, move to and enter the amount
that you are receiving into inventory.

e Move to and click on the OK command button.

Receiving All Items into Inventory

Once an order has been placed, you will eventually start receiving the items
ordered. To receive all items purchased, and at the same time update your
inventory levels with the amounts received, please follow these steps:

e Locate the purchase document you wish to receive the items to from
one of the available lookup routines.

e Open the Receiving page in the ribbon and select the All Items option.

e When the Receive Item dialog appears, move to and enter the amount
that you wish to receive into inventory for the displayed item.

e Once the amount has been entered, move to and click on the OK button.

e Continue the above two steps until all items have been received into
inventory.
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Updating the Unit Cost of Individual Purchase Items

To update the unit cost of an individual purchase item:

Locate the purchase document you wish to update the unit cost on
using one of the available lookup routines.

Move to the Details View tab by clicking on it.

Move to and click on the item you want to update from within the
Material List grid.

Open the Receiving page in the ribbon and select the Update Costs
option.

Enter the new unit price in the box provided.

Click on the OK button.

Please note that this routine updates both the parts inventory database, and the
current document.

Filtering the Database

You can filter the purchasing database by a few available sort or filtering
options.

To change the current database filter:

Open the Sorts page in the ribbon.
Now select one of the available options.
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Purchasing Report Wizard

The Purchasing Module contains a very powerful tool that can be used for the
creation of reports. This is found in the Report Wizard.

Purchasing Report Wizard 3]

Fesger
[Usze Al | v Usze sl
s Pepartment
Use all .| ¥ Uze sl
[Use Al -] Use B g
Lizzzifioafion
Frorect Assupemant
o [Uze &l oo | v Usze Al
[Uze &l . | & Usze all
= Bafer
Lost L Start Date End D ate
[z Al o | ¥ Use all [Usze Al oo | s Al
Haar i v Lee Al
[Uze Al .| v Uszeall e By
L afor
WIZARD Giroup By |N|:u Sort j
[Uze &l .| I Uze all
Ok AMCEL

To use the Purchasing Report Wizard:

e Open the Reports page in the ribbon and click the Wizard option.

e Next select the how you wanted report formatted, either Spreadsheet
Format or PDF format. Export options will change by what you select
here.

e Move to the Types area, and select what types of documents you want
to base this report on. Options are Requisition, Purchase Order or both.

e Move to the Status area and select one of the available options here.
Options include On Hold, On Order, Completed, and Cancelled.

e Next move to the Project Assignment area, and click on the ...
command button.

e Select the project you wish to base your report on from those listed.
Then click the Select command button.

e If you wish to ignore the different project, move to and click on the Use
All check box.
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e Repeat the above three steps for the Cost Center, Used On, Originator,
and Buyer fields.

e Move to the Dates area and setup the Start and End Dates for your
report. Set these up by clicking the... command buttons and selecting
the desired dates from within the calendar.

e To have your report grouped by various available options, select the
option of your choice from the Group By drop down list.

e Once everything has been setup to your liking click on the OK button.

Purchase Items Report

The Purchase Items report allows you to report on Purchase items that have
accounts assigned to them. You can print a date range on the report, include
just a single account, use all accounts, and the results grouped.

To create a Purchase Items Report:

e Open the Reports page in the ribbon and select the Purchase Items
option.

e Next select the how you wanted report formatted, either Spreadsheet
Format or PDF format. Export option will change by what you select

here.
[ate Ranges

Start [ ate End Date v

472772009 5/27/2009 = oK

v |nclude Al Dates @
Account Cancel
[ Include All &ccounts
Group By
Mo Grouping j
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Move to the Date Range section and click on the ... buttons adjacent to
the Start and End Dates fields to bring up a calendar. Select the dates
for your reports from within this calendar.

To include all dates, place a checkmark in the Include All Dates
checkbox.

Move to and click on the ... button adjacent to the Account field.

Select the account that you want to base your report on from within the
list, and click the Select button.

To use all accounts, place a checkmark in the Include All Accounts
checkbox.

Move to the Group By drop down, and select how you want your report
information grouped.

Click on the Ok button to create your report.

Back Order - Aging Report

The Back Order Report allows you to create a report based on Purchase Orders
that have a status of On Order, and fall on or before a date you specify.

To create a Back Order Report:

Open the Report page in the ribbon and select the Backorder - Aging
option.

Select the date you want to base your report on from within the
Calendar. All On Order documents that fall on or before this date will
be reported on.

Vendor Report

The Vendor Report, reports on purchases made to a single vendor.

To use this report:

Open the Reports page in the ribbon and select the Vendor Report
option.

From the Vendor Report Wizard, move to the grid and select the vendor
you wish to base your report on.

Move to the Start Date and End Date areas and click on the ... buttons
located besides them.
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From the calendar, select the appropriate date you wish to base your
report on.

If you want to use all available dates, place a checkmark in the Use All
Dates check box.

Once everything is setup to your liking, move to and click on the OK
command button.

Received Items Reports

The Received Items Report will report on all items received within a given
time period.

To use this report:

Open the Reports page in the ribbon and select the Receiving Report
option.

Move to the Start Date and End Date areas and click on the ... buttons
located besides them.

From the calendar, select the appropriate date you wish to base your
report on.

Once everything is setup to your liking, move to and click on the OK
command button.
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Overview

With the contact module you can keep track of all your business contacts, these
can include vendors, suppliers, co-workers, or just general everyday contacts.
As you are more than likely aware, contact information can be extremely
valuable to conducting everyday business.
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Screen 5 Cut Past/Save Changes Preview Recard Find Mext -
o Cut 0 Vi X
% Open/Close Contact Group Contacts  Contacts Contact's Paste L v Copy Paste
lookup Documents | Hates # Delete || = Delete Record Record Record
Open the Contacts Contacts Options Current Clipboard Records Print Search Duplicate
‘= Documents
8 Current Contack ‘ )"“LUUKUF' e @DEtaHSMIBW] ﬁG[UUp Assignments I
é Open Contact's Web Site Contact | D/ Acct. No. [agco Lo Fax Mao:
D Open Contact's Notes ‘
818-303-8181
d SNy — Company / drganization |AEC Carnveyat, Inc J
Fager/Mobile No:
Eirst Name / Last Nama:  [Jack Jones |
Title [Sales Ren || oice wall
Malling Address 1 [2300 McLane Drive ‘
E-tail
Mailing Address 2 | ‘
City f State / Zip Code Cinnaminsan KS 30021 )
ty <p J J Web Site Qpen
Telephonse Number: 909-003-8877 Eat: | [ simsofitech. com
kemo - Type I Alt. Contact ] User Fields]
_ Contact Type
Memg: &+ Yendars f Suppliers
" Coorkers
& " General Contacts
| ABC Conweyor, Inc

One of the unique features of this module is with its use of contact groups.
Contact groups allow you to group like contacts for easy lookup, and reporting
purposes. Each contact within the database should be assigned to a group,
specifying the services or products they supply. Each contact can be assigned
to a countless number of groups, allowing for an almost unlimited cross-
referencing setup.

Let's say you buy a special motor for one of your cooling towers. You input the
vendor into your database for later reference. You also assign this vendor to
two different contact groups. One titled Cooling Towers and the other Motors.
Now lets say that three years from now that motor again needs replacing,
depending on how good your memory is, you may or may not remember where
you obtained the last one. With contact groups you are not required to

Maintenance Coordinator e Simplicity Software Technologies Inc. 4



Contacts and Vendors

remember. Just open either the Motors or Cooling Tower groups and scroll
through the records. You're sure to find the correct contact, and in record time.

Lookup View

The Lookup View tab acts much like a lookup table. Here you simply click on
the contact of your choice to select them. Once selected you can move to the
other tabs to view or edit their file.

= Maintenance Coordinator - [Contacts and Vendors]

Tasks Bar

@ Conkacts Options

£ X @/ boeved -

‘ - Home Filters Reports

Open Contacts Lookup
Screen

% OpenfClose Contact Group

¥ Open the Contacts
% Documents

8 Current Contact

& 2 D

Contacts  Contacts Contact's
Lookup Documents Motes

Contacts Options Current

é Open Contact's Web Site
D Open Contact's Notes

:l Preview the Current Record

Clipboard

Contacts and Vendors

#'- Add New Record &Ermt Record ,O Find First % oy

(@) Post/Save Changes | [ Preview Record 4 Find Mext -

== Delete Record R%igifd :;:..:--_
Records Print Search Duplicate

| PLookup View | [@Detals view |  Group Assignmens |

EIBIX

Options ~ &

Sort By: Company - Riefresh Contact Lookup
Reference D | Company ‘ First Name | Last Name | Phone No. | =
| 81 [Dively Scale Ca. Dively Scale Co., Inc Jirn “aughan 505-243-2189
82 |DKD Electric DKD Electtic Rick Dennis £05-410-4752 |
| 83 |OKD DKD Electric L.L.C. Jim Cunningham £05-351-5100
| 84 [DOD DOD Technologies, Inc Frank Gambina G77-363-5200 |
85 (DTS DTS-Electrical Services Carolee Griffin 505-581-4470
| 86 |Dynaric Dynaric, Inc. Mertan Pratt 800-526-0827 |
| 87 |E&nID000T E&M International, Inc Joe Lepeska 505-833-8955 -
| 88 |Earth Day Earth Day Recycling Co. 505-232-9211 |
| B9 [ECO-LAB Ecolab Pete Luzern
30 |ECO-LAB Ecolab - Pest Elimination C Eddie Scroggin 800-325-1671 |
| 91 |EDL EDL Pakaging Engineers, Bob Cite 920-336-7744
| 32 [EPS Electric Power Systems  Frank WWooley 720-857-7273 |
33 [E.P.M.M. Inc. Electrical Products Co. Denise Carrasco 505-243-3771
| 34 |EIS Engineering & Industrial Se J.B. Hall 574-722-3714 |
| 95 |Enterprise Enterprise Electrical SeniciAnthony G or Joe A 805-275-9365
36 |ERO Ever-Ready Oil Company  Sue Barnes 505-842-6120 |
| 37 [Excel Excel Staffing Companies  Shunnae Laove 505-343-1414
| 98 [Esxxon Mobil Esxon Maobil Ray Salazar S05-275-0265 |
| 33 |F &R Painting F & R Painting James Tafoya £05-2658-3452
100 |F & R Painting F & R Painting James Tafoya 405-268-0452 | -
4 »
B

| ABM Janitorial Services

To resort the database:

e Move to the Lookup View tab.

e Select a sort option from the Sort By drop down list. The database will
be sorted by whatever field you selected from this list.
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Adding New Contacts

To add a new contact to your database, please follow these steps:

e Click on the Add New Record option in the ribbon.

e Move to the various fields on this screen and input the appropriate
information for those fields. This information will be automatically
saved within the database.

e Click the Post/Save Change option to ensure all your changes are
posted back to the database.

NOTE: Be certain to check the appropriate Contact Type as found near the
bottom of the screen. This is very important with some of the other modules,
especially with the Purchasing module that looks only for Vendors type
contacts.

Contact Identification Field

This field, found on the Details View should contain a unique identifier for
each different contact in the database. We did not however make this a
mandatory rule as everyone has their own way of doing things. You can
however verify if the identifier you’ve entered is unique to the database.

To test to see if your identifier is unique:

e Enter your Contact ID in the space provided.

e Move to and click on the Check button adjacent to this field. The
program will then inform you as to whether a matching identifier was
found.

Alternate Contact

To record alternate contacts information:

e From the Details tab, move to and click on the Alt. Contact tab near the
bottom of the screen.
e Enter the appropriate information.
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Group Assignments

Once a contact record has been created it should be assigned to a contact
group. This group, or groups should indicate the types of services or products
supplied by that contact. This makes locating contacts much easier.

To assign a contact to a group:

e Locate and select the contact you want to work with.

e Click on the Group Assignments tab.

e Move to the Groups on Disk list box and select the name of the group
you want to join from those within the list. The item should appear
highlighted showing it is indeed selected.

e Click on the ADD/DISK button.

= Maintenance Coordinator - [Contacts and Vendors] - @E|
Bx o -
Tes B @ @ J @ @ @ ﬁl = Contacts and Vendors
$_= Zontacts Options ‘ Home Fitters Reports Options = €&
O EEs e @ j m C dF Add New Record &Ermt Record )’3 Find First % =
Screen b Cut (@) Post/Save Changes || [d] Preview Record -, Find Mext e
& OpenyClose Contact Group Contacts  Contacts | Contact's |~ Paste T Copy Paste
Lookup Documents Notes Delete || = Delete Record Record Record
Open the Contacts Contacts Options Current Clipboard Records Print Search Duplicate

N Dacuments

8 Current Contact

é Open Contact's Web Site
D Open Contact's Notes

] Preview the Current Record

Cwrent Client:

Groups On Disk

‘ JoLonkup view | [Details View | §

|

ABC Conveyor. Inc

Enter New Grouyp

Conveyor Belts
Conveyor Supplies

Conveyors
Pullies " i
Singers Cwrrent Assignments
Software Conveyor Supplies
Conveyors
Pullies
n = H
ADD MEW ADD FROM DISK DELETE MASTER DELETE
ABC Conwveyor, Inc
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Adding New Group Titles

To add a new group title to both those listed on disk, and to the currently
selected contact:

e Locate and select the contact you want to work with.

e Click on the Group Assignments tab

e Click in the Enter New Group text box and type in your new group
description. This description can be up to 30 characters in length.

e Move to and click on the ADD/NEW button to add this group to both
the selected part, and those listed on disk.

Removing a Contact from a Group

To remove a contact from one of the groups please follow these steps:

e Locate and select the contact you want to work with.

e Click on the Group Assignments tab.

e Move to the Current Assignments list box and select the group title you
want to disassociate with by clicking on it from within the list. The
item should appear highlighted showing it is indeed selected.

e Move to and click on the Delete button.

To remove a contact from a group assignment, and at the same time remove
the group name from those listed on disk:

e Locate and select the contact you want to work with.

e Click on the Group Assignments tab.

e Move to the Current Assignments list box and select the group title you
want to disassociate with by clicking on it within the list. The item
should appear highlighted showing it is indeed selected.

e Move to and click on the Master Del button. The group assignment will
then be removed from the current contact and ALL other parts that
were assigned to it.

Please note that using the MASTER DEL routine will not only remove the
group assignment from the current item, but from every item associated with it.
So please be certain that you actually want to do this before you use this
option.
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Deleting a Contact Record

To delete a contact, and permanently remove the record from the database:

Locate the contact record you want to delete by using one of the
available lookup routines.

Open the File menu and select the Delete Record option or click on the
icon of a minus sign in the toolbar.

Copy and Pasting a Contact Record

At times you may find that you have two or more contacts with almost
identical information. These could be perhaps company for example. Because
this happens quite often when working with contacts, and as a time saving
feature, we have provided you with a way to copy a contact's record to be
pasted into another's.

To copy a contact record to be pasted into another record:

Locate the contact record you want to copy by using one of the
available lookup methods.

Move to the Duplicate group and select the Copy Contact option.
Locate the contact record you want to paste into by using one of the
available lookup methods, or by adding a new record.

Select the Paste Contact option.

Filtering the Contact Database

There are a few ways in which you can sort the contact's database. To resort
the database by one of the available options:

Move the Filters page in the ribbon.
Click on the Sort or Filter option of your choice
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Contact Lookup

The Contact Lookup screen divides up the database by groups, which can make
finding a specific contact much easier the sorting through the entire database.

@__ NCIC. OO @ - Contacts and Vendors

— Contacts
7 = Eind First @

Select ” Cancel

Select Search Exit

_:-:'Luukup

Sort By |Enm|:|an_u ﬂ Quick Find: | [ View All Contacts

Group Name - Cantact!h Campany

1 |Cornveyar Belts ABC Conveyor, Inc

| 2 [Conveyor Supplies 2 |oatas D atathings M.P.
3 |Convepars 3 [MOv009 Maving |Industnes, Ine Janath.
4 |Pullies
5 |Singers
£ |Software

4 3
| | G x|

To locate a contact using the Contact Lookup routine:

e From the Home page of the ribbon click on the Contacts Lookup
option.

e Move to the Group Name grid on the left and select the group you
believe your contact belongs to. The grid on the right will display all
the contacts that belong to that group. To view all contacts, regardless
of groups, check the View All Contacts checkbox.

e Select the contacts you want from the grid located on the right of the
screen by clicking on them.

e Click the Select button.
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Searching the Database

Search Texk: |J ored

Search Type: | Lazt ﬂ

[ Exact Match Only
Eind First Cancel

To find a Contact:

e Click on the Find First option in the ribbon.
e Move to the Search Text field and enter your search criteria.

e Move to the Search Type drop down list and select on which database
field you want to base you search on.

e If you only want to return exact matching records from your search,
place a check in the Exact Match Only check box. If this box is left
blank, the application will automatically insert wild card characters into
the search.

e Click Find First.

To find additional matches to your search:

e Click on the Find Next option in the ribbon or click F3.

Printing the Current Record

To print the current record:

e Click on the Print Record or Print Preview option in the ribbon.
e Click on the icon of the Printer in the Preview’s screen toolbar to print
the document.
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Opening a Contact Group

With the Contacts module you can have the database sorted by a Contact
Group, effectively filtering out all other contacts. This makes it easy to find a
contact that supplies a specific item or service.

Contact Groups

(ﬁ Contacts Groups
GroupM ame -
1 |Conveyaor Belts o
2 |Conwveyor Supplies
3 |Conwveyors ak.
4 |Fulies
5| Singers E—
E |Software ﬂ
| Cancel |
< | g
M Contact Groups b M

To open a contact group:

e Move to the Filters page and select the Open Group option.

e Move to grid listing all the contact groups and click on the group you
want to open.

e Click on the OK button. The database will not only be showing
contacts that belong to the selected group.

e Move to the Filters page and select the Close Group option.
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Contacts Notes

You can include a complex set of notes to be attached to each one of your
contact files. The sizes of these note files is limited only by available disk
space, and are saved within the contact database. The editor used for the
contact notes section is actually a small word processor, and contain many of
the features of commercial word processing programs. To find how to use the
features of this word processor please refer to the Word Processor chapter.

To access the contact notes:

e Locate and select the contact you want to work with.
e From the Home page in the ribbon select the Contact’s Notes option.

Documents

You can maintain many other documents and pictures dealing with your
contacts by accessing the features on the Documents tab. To learn how to work
with this documents feature, please refer to the Common Features chapter.

To access the contact documents:

e From the Home page in the ribbon select the Contact’s Documents
option.

Phone List Report

To create a phone list report on your contacts:

Move to the Reports page in the ribbon.

Move to the Phone Lists group and click on the Main Contacts button.
Select the option that best describes how you want the list sorted.

To print the report, click on the Print icon in the toolbar.
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Group Phone List Report

To create a phone list report based on a contact group:

e Move to the Reports page in the ribbon.
e Move to the Phone Lists group and click on the Group Lists option.
e To print the report, click on the Print icon in the toolbar.

Contact List Report

To create a contact list report on your contacts:

e Move to the Reports page in the ribbon.

e Move to the General Lists group and click on the Main Contacts
button.

e Select the option that best describes how you want the list sorted.

e To print the report, click on the Print icon in the toolbar.

Group Contact List Report

To create a contact list report based on a contact group:

e Move to the Reports page in the ribbon.
e Move to the General Lists group and click on the Group Lists option.
e To print the report, click on the Print icon in the toolbar.
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Overview

The Personal Planner module is a feature designed for your whole team. With
this module you can plan your tasks, schedule events in advance, keep detailed
logs of your activities, plus create and track work orders and purchasing
documents.

This feature rich module is broken into even more modules or cells, with each
cell providing its own unique features. The first cell allows the user to plan and
schedule activities on a daily/weekly or monthly bases. These activities can be
either personal or business related.

The second cell is a To Do List, where you can record non-timed items to be
done, and have these items sorted by priority. The third cell of the Personal
Planner module is the Personal Log. This log allows you to break things down
into categories for reporting and easy retrieval of information.

The fourth cell of the Personal Planner is the Daily Log. This log makes use of
a word processor to allow you to record activities on a daily bases, while at the
same time giving you a lot of formatting options. This word processor features
a what-you-see-is-what-you-get environment that supports multiple fonts,
special characters, tables and more.

Other options of this module include the creation and tracking of both work
order requests and purchase requisitions. To round out the module, we give the
user access to build in word processor where they can made a countless
number of other documents.

Moving Between Modules

To move from one module or cell within the Personal Planner:

e Click on the feature you want to
access in the shortcut bar located
on the left hand side of the
screen.

i L L L ———

] _,‘ Personal Scheduler

}

& Personal Options

Or
'5‘\. System Options

e Open the Go menu and select the
module or cell of your choice.

¥
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Personal Planner

With the Personal Scheduler option you can create and edit personal or
business related tasks, view tasks in day, week or work week view. You can
also print day, week and month views. If a user is linked to this module, you
can also view a work orders schedule this user is assigned to.

PR Maintenance Coordinator - Personal Manager - [Personal Scheduler]

: Qptions Go  Help

PERSONAL MANAGER

Date Selection

Calendar

Personal Scheduler

g 910111213 14
151617 1519 20 21
222324252627 28

2930

July 2009 200 Maintenance Meeting
MTWTFSS -

123 45¢%5 R
6 7 8 9101112 q 00

1314151617 18 19
2021 22 23 24 25 26
27 28 29 30 31 100

'+ Personal Scheduler

ﬂ Personal Options

'iﬂ System Options

|PM Pressure Tester

@8 EOEDR &S e
4 =700 L4 Add Print  Legend Single | Work | Entire  Month Personal | Work Close
MTWTFSS3 New || Schedule Day | Week | Week Tasks |Orders
1z3 Create Schedule Calendar View Options View Options Exit
4567 8910
11121314 15 16 17 18 Manday 19 Tuesday 20 Wednesday 21 Thursday 22 Friday
18 19 20 21 [z2] 23 24
25 26 27 28 29 30 31
Tune 2009 57
MTWTFSS
1234567 00

v

No User Linked

Friday, May 22, 2009 09.23

To access the Personal Scheduler option:

Open the Go menu and select the Personal Planner option.
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Changing Views of the Personal Scheduler

You have the option to change the views available in the Personal Scheduler to
a single day, work week, full calendar week, or month view.

To change the view of your Personal Scheduler:

e Move to the Calendar View Options group in the ribbon and select the
view option of your choice.

Creating a New Task with the Personal Scheduler

ﬁ_a = Appointment
—/l Appointment
H & C O
.
Save and Delete Eecurring Cancel
Close and Close and Close
Save Delete Recurring Cancel
subject  |Maintenance Mesting v
Location: |
MI-2008
SUM MOM TUE WED THI FRI  SAT Scheduled Start Time:
1 2
05:00 Ak -
3 4 ] B 7 a 9
10 11 12 13 14 15 18 scheduled End Time:
17 19 a0 21 2 3 08:30 AM >
24 2 26 28 23 30 Categon:
A <= | = | Today | = | Ex b Lzt Attend
<Year | Yearr
Appointment l Motes J

To create a new task using the Personal Scheduler:
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e Move to the Personal Scheduler screen.

e Select a blank time slot within the calendar.

e Either double-click in this time slot or click on the Add New option in
the ribbon.

e Move to the Subject field and enter a descriptive title for this
appointment. This field will accept up to 100 characters.

e Move to the Location field and type in where this task will take place.

e Move to the calendar and select the date of this appointment.

e Move to the Scheduled Start Time and Scheduled End Time drop down
boxes and select the appropriate times here.

e Move to the Category drop down box and select how you want this
task to be classified as.

e Move to and click on the Notes tab.

e Enter any notes you may have concerning this task.

e Click on the Save and Close button in the ribbon.

Recurring Tasks

To setup a recurring task:

Recurring Tasks X

Activity Schedule

|nterval R epeat

TN B

V4 Q
Generate CAMCEL

e Create the task or appointment in your normal manner.

e With the Appointment editor still opened, click on the Recurring button
in the ribbon.

e Move to the Interval drop down box and select the interval that best
describes how you want this task to repeat.

e Move to the Repeat drop down box and select how many times you
want this task to repeat.

e Click on the Generate button.

e Save you task.
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Editing a Task with the Personal Scheduler

To edit task or work order using the Personal Scheduler:

Move to the Personal Scheduler screen.

Select the task you want to edit in the calendar grid.
Double-click on the task you want to edit.

Edit the task to your liking.

Click on the Save and Close button.

Printing the Current Personal Scheduler Schedule

To print the current schedule as currently viewed:

Select the view option of your choice.

Open the File drop down menu and select the Print option or click on
the Print icon in the main toolbar.

Setup the options on the Calendar Page Setup dialog screen to reflect
your preferences.

Click the OK button.

Click the Print button from the Print Preview screen.

Deleting a Task with the Personal Scheduler

To delete a task or work order using the Personal Scheduler:

Move to the Personal Scheduler screen.

Double-click on the task you want to delete

Move to the ribbon and click the Delete and Close button.
When asked about deleting the task, click Yes.
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Changing Dates with the Personal Scheduler

To change the current day or week of the Personal Scheduler:

e Access the Calendar control located in the shortcut bar on the left of
your screen.
e Use this calendar to change dates.

Viewing Assigned Work Orders Schedule
To see a work order schedule:

e Ensure that there’s a user assigned to this module from the User Setup
of the Main Menu module.

e Move to the View Options group in the ribbon and select the Work
Orders option.
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To Do List

Any manager or mechanic is sure to have a list of items that need their
attention. This is where the To Do List will come in handy. With this feature,
you can create yourself a list of items that need completion. Give each of these
tasks a priority indicator and then sort this list by that indicator. These priority
indicators can be any combination of text and numbers.

PR Maintenance Coordinator - Personal Manager - [Tasks - To Do Lists]

Options  Go  Help
PERSONAL MANAGER
=) 0000 -
v

Options _/ To Do Tasks

_\L/i Personal Tasks \—%‘u’ &':{] & @ E }ﬁ _d*/l) Eéi

Add Edit  Delete Refresh Sort by Sort by Print Cancel

New  Task Task List Dates Priority List
E Personal Log Tasks Refresh Sorting Print Exit
la Personal Joumal Date Description RequestedBy Friority Completed =
sk Dick 3 0

'\ » Personal Scheduler

d Personal Options

'i‘"‘ System Options

-
» 4 .|_

Mo User Linked Tuesday, May 28, 2009 0253

Adding a Task to the To Do List

To add a task:

¢ Move to and click on the Add Task button in the ribbon. This will open
up the Task Editor dialog.

e Move to the various fields and enter or edit the information appropriate
to that field.

e Click the Save and Close button.
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Editing a Task

ﬂ] QD = Task Editor
—/l Task

H ¥ QO

Save and Spell Cancel
Close Check and Close
Save Proofing Cancel
Date: R/26/2003
Ericrity: 2 [ Completed
Description Write a report about the incident on line 3

caze packed

Comments

Bequested By: |

Completion Date;

To edit a task an existing task::

Click on the task you want to edit from within the grid.
Click the Edit Task button in the ribbon

Move to the various fields of this edit them to your liking.
Click the Save and Close button.

Deleting a Task from the To Do List

To delete a task:

e Select the task you wish to delete by clicking on it from within the To
Do List grid.
e Click on the Delete Task option in the ribbon.
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Purging all Completed Tasks

To delete all completed tasks from the To Do List:
e Click on the Module button and select the Purge Completed option.

e When the Purge Records dialog appears, move to and click on the Yes
button.

Sorting the To Do List
You can have your To Do List sorted by either the tasks Dates or Priority
fields.
To sort the database by dates:
e Move to and click on the Sort Date button in the ribbon.
To sort the database by priority indicators:

e Move to and click on the Sort Priority button in the ribbon.

Printing the To Do List

To print all open tasks within the To Do List:

e Move to the To Do List screen.

e Move to and click on the Print List button in the ribbon.

e Now move to and click on the Print button on the preview screen to
send the report to the default printer.

12
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Personal Log

The Personal Log tab allows the user to keep complete records on a wide
variety of items. This log differs from the Daily Log in that it uses categories to
group its entries. Possible uses for this log are to keep track of items done on a
specific machine, or interactions with a specific person. Because it uses groups
or categories, histories or log items can be retrieved much easier.

PR Maintenance Coordinator - Personal Manager - [Personal Log]

Bl=E3
Options  Go  Help
PERSONAL MANAGER

Iy
Options _

Personal Log

_\L/i Personal Tasks E Q B {%E E E'gi

Add Edit  Delete Hew Delete Print Cancel
Entry Entry Entry Category Catego List
E Personal Log Entries Categories Print Exit

la Personal Joumal

Diescription -

1 [Personal
S upport E quipment

[iE
2 (0941352007

Al cor
AT compressor

ra

'\ » Personal Scheduler

d Personal Options

-

{— System Options N ‘ L3 ’_ 4 | R |_

| 4 |Categories b M| | M| 4|Enties I
»

Tuesday, May 28, 2009 1441

No User Linked

Entering a New Personal Log Category

To create a new Personal Log category:

e Move to the Personal Log by opening the Go menu and selecting the
Personal Log option

e Move to and click on the New Category button.

e Type in your new category title in the box provided and then click the
OK button.
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Creating a New Personal Log Entry

¥
'E QD s Log Data Entry
-

Log Entry
Save and Spell Cancel
Close Check and Close
Save Proofing Cancel

Date: [3/13/2007

Entry:

Air cormpressor was rebuild. See work, order 0703-553

To create a new Personal Log entry:

e Move to the Personal Log by first clicking on the Personal Options
button in the shortcut bar, and then choosing the Personal Log option.

e Move to Categories grid and click on the category description that you
want to assign this new entry to.

e Click on the New Entry button.

e When the Log Data Entry screen appears move to the date field and set
the date for your entry. Change this date by clicking on the arrows
attached to this field.

e Move to the Entry text box and type in the information you want for
this entry.

e Click on the Save and Close button to save your work.
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Editing Personal Log Entries

Move to the Personal Log by first clicking on the Personal Options
button in the shortcut bar, and then choosing the Personal Log option.
Move to Categories grid and click on the category that contains the
entry you want to edit.

Click on the entry you want to edit from within the Entries grid.

Move to and click on the Edit Entry button.

Now edit this entry in the same fashion as you created it.

Deleting a Personal Log Entry

Move to the Personal Log by opening the Go menu and selecting the
Personal Log option..

Move to Categories grid and click on the category that contains the
entry you want to delete.

Next move to and click on the entry you want to delete.

Move to and click on the Delete Entry button in the ribbon.

Printing a Personal Log Report

The reports used by the Personal Log print all entries that fall under a specific
category.

To print a Personal Log report:

Move to the Personal Log by opening the Go menu and selecting the
Personal Log option.

Move to Categories grid and click on the category description that best
describes the category you want to base your report on.

Move to and click on the Print List button in the ribbon.
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Daily Journal

Use the Daily Journal log to record all the important activities you've done for
the day. This module features a what-you-see-is-what-you-get word processor
with many formatting options. A smart manager is a well-organized manager,
and this feature allows for just this. Keep yourself covered by keeping a
detailed record of actions and observations.

PR Maintenance Coordinator - Personal Manager - [Journal: Tuesday, May 26, 2009]

: Qptions Go  Help
PERSONAL MANAGER
ecsae -
Options Home Insert Options L]
- . = #)
= — Cut : _— — |[== HC Insert 2 Replace
A Personal Tasks |_|j s (] -2 -z = == @ = @b e
) Copy rih Delete _ Select All
Bte o (B0 @)@ & 3 EEEE g,

Personal Log Clipboard L Font Paragraph Table Find

= Stewve M called in sick ~

; Personal Joumal

Production Numbers
Line 1 Line2 Line 3 | Line 4
33487 \ T8EST 88733 [ 115778 |
' Personal Scheduler
’ Personal Options
&
'%;" System Options
»
= “
Mo User Linked Tuesday, May 28, 2009 14:41
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Creating a New Daily Journal Entry

PR Maintenance Coordinator - Personal Manager - [Personal Journal]

Options  Go  Help

PERSONAL MANAGER
gr:II Goeed -

Options = _/ Journal

= = [ !

ﬂ Personal Tasks g& ﬁ u E:é?

Add Edit  Delete LCancel
New Entry Entry
E Personal Log Entries Exit
Sort Freview:
=
l] Personal Joumal
Steve M called in sick
Date B
05/26/2003 - i
| TR Productlc_m Numbers i .
Line 1 [ Line 2 Line 3
33487 \ TEEST \ 88733

' Personal Scheduler

! -

o Personal Options

{— System Options -

» ‘. v
Mo User Linked Tuesday, May 28, 2009 14:41

To create a new Daily Log entry:

e Move to the Personal Journal by first clicking on the Personal Options
button in the shortcut bar, and then choosing the Personal Journal
option

e Move to and click on the Add New Entry button in the ribbon

e When the calendar screen appears, move to and click on the date you
wish to create this new entry for.

e Move to and click on the Select button, your new entry will be created
and ready for editing.
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Opening a Daily Journal Entry

To open a previously created entry for viewing or editing:

e Move to the Daily Journal screen by opening the Go menu and
selecting the Daily Journal option.

e Move to the Sort drop down box and select how you want the database
sorted.

e Move to the grid and select the entry you wan to open.

e Click the Edit Entry button.

Using the Daily Journal’s Word Processor

The word processor used by the Daily Journal is the same one used throughout
the Maintenance Coordinator system.. To learn about all the other features of
this editor, refer to the Word Processor chapter.

Using the Stand Alone Word Processor

We have made the word processor used by the system available as stand-alone word
processor or editor. With this editor you can create, save and edit documents for your
own use, or to share with others. To learn about all the other features of this
editor, refer to the Word Processor chapter.

To access the stand alone word processor:
e Open the Go menu and select the Word Processor option or click on

the System Options button in the toolbar and then select the Word
Processor sub item.
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Personal Planner

With the Personal Work Orders feature you can create new work order
requests, and then track their progress. By default, work orders found here will
only be those work orders that can be identified as created by the current user,
and have the Work Requested field exactly match those of the logged in user. If
no user is linked to this module, then all work orders are returned. You can
also sort this database to those work orders assigned to the logged in, or linked

user.

Please note that you can create new work orders in this module. But you can

not delete or edit them.

PR Maintenance Coordinator - Personal Manager - [Work Orders]

Options  Go  Help

‘Work Order ldentification

PERSONAL MANAGER
Options g/ Work Orders

= b { )

"_] ‘whord Processor ﬁ ngrp af | :éi

Add Print Requeste Assigned Close

New Preview To

\\5 Personal ‘wark Orders Create || Preview Filters Exit

-_J Purchazing Documents .

7 Lookup Yiew T [#Det

Description: |nstall new bulletin board neartime clock

TaskID:

0603-1450

Scheduling Information

'\ » Personal Scheduler

J Personal Options

'i‘ System Options

Tesk Type:
Start Date: |:|
End Date l:l

Cormpletion Infarmation

Status:
Date Completed: l:l

Completion Notes and Delays:

No User Linked

Tuesday, May 28, 2009 1441

To access the personal work orders option.

e Open the Go menu and select the Work Orders option or click the

System Options button in the shortcut bar and then chose the Personal
Work Orders option.
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Filter Options

You have to main view options. The default is to view work orders created by
the currently linked user. The second is to view work orders where one of the 3
assignment fields match the currently linked user.

If no user is setup to be linked to this module (employee record), then all work
orders are shown regardless to who created them, or who they are assigned to.
At no point however can any user delete or edit these work orders from within
this module.

To set how the database is viewed:

e Open the Go menu and select the Work Orders option.

e Move to the Filters group in the ribbon and then select filter option of
your choice .

Work Orders Tabs

The Lookup view tab of the Personal Work Orders tab allows for the easy
lookup of system work orders

B Maintenance Coordinator - Personal Manager - [Work Orders] g@@

Options Go Help

PERSONAL MANAGER

f ;[ CICICION IR
Eios — | Work Orders
= o 1
5] word Processar 2 @ ¥ Sy ‘:é
Add Print ters Assigned | Close
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‘:5'1 Prersonal Work Orders Create || P Filters Ext
;5 Purchasing Documents
}‘4‘ Lookup View T [#Details View ]
Sort By
TaskD | Description [ ScheculeStart |  Complsted | StertTime | Requester | 4]
1 |0B0S-1450  Install new bulletin board near time 3:00 AM |
2 |0312-1409  |Work Order generated from incider 07/02/2004 3:00 AM Safety Cornmittd
3 |0405-1423  Cooling Tower Quarterly Maintenar 07052004 3:00 AM Rick Nelson
4 |0312-1417  |Work Order generated from incider01/02/2005 3:00 AM Susan Durlap |
5 |0B02-1437 3 Stage, High Pressure Air Compr 02/28/2008 3:00 AM
6 |0402-1421  |Repair main door to front office.  03/01/2008 3:00 AM Arthur Presley |
7 |0604-1433  Work Order generated from incider 07 02/2008 3:00 AM Safely Committe
5 |0312:378  |Wark Order generated fram inciderDBA3/2007  08/29/2003  8:00:00 AM  Safety Committd
9 |0704-1456  Work Order generated from incider 07,/02/2007 3:00 AM Safely Committe
10_|0706-1457  [Work Order generated from incider03/02/2007 8:00 AM Safety Committd
11 |0709-1458  Work Order generated from incider 11/02/2007 8:00 AM Salely Committe
| 12 Jo711-1458 [wiork Order generated from incide 003 om
13 [0712-1460  Work Order generated from incider 03/02/2003 8:00 AM Salely Committe
.} Personal Scheduler 14 |0B0B-1461  |Wark rder generated from incide/05/02/2008 B8:00 AM Safety Committd
- - 15 |0808-1462  ‘Work Ordsr generated from incider 07 02/2008 8:00 AM Safety Committe
4, Persanal Dptions 16 |0B06-1463  |Wark Order generated from incide/D9/02/2008 B8:00 AM Safety Committq
33 system Options 7 |Pe08-1484. otk Order aensrated from incide: 11022008 8:00 AM Safety Committe. l;
»
No User Linked Tuesday, May 26, 2003 14:41
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To use the Work Orders Lookup View:

e Open the Go menu and select the Work Orders option.
e Move to the Sort By drop down list and select how you want this
database sorted.

e Click on a work order within the list to select it

e Once selected you can click on the Details View tab to view its
information and status.

Creating a New Work Order Request

By default, all new work orders made in this module will have a status of Work
Order Request. The administrator of this system can then go into either the
Work Orders module, or Maintenance Scheduler module and turn these
requests into actual work orders.

To create a new work order request:
e Click the System Options button in the shortcut bar and then chose the
Personal Work Orders option.

e Click on the Add New option in the ribbon.
e The Work Orders Creation wizard should open.

For more information on how to use the Work Orders Creation wizard, please
refer to the Common Features chapter.

Printing a Work Order
To print a work order:
e Open the Go menu and select the Work Orders option.

e Click on a work order within the list to select it.
e Click the Print Preview option in the ribbon.
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Personal Planner

With the Personal Purchasing feature you can create purchase requisitions and
then track their progress. Purchase documents found here will only be those

that can be identified as created by the current user.

B Maintenance Coordinator - Personal Manager, - [Personal Purchase Documents]

Options  Go  Help
PERSONAL MANAGER
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Add Close
New
ﬁ Personal Work Orders Create Exit
X Purchazing Documents r T
J ? J2 Lookup View T [#Details View! ]
Document Status Ordering Information
Current Status: On Hold Date Ordered: 7{15/1999
Type Status Purchase Order Date Fromised: I:l
Approval Status: Mot Approved Date Received: l:l
Furchase ltems List
Clty Description Account Unit UnitCost -
a kanual Reversing Switch, Sc Support Equi each |
"+ Personal Scheduler
p -
Y Personal Options |L
= 4 »
li‘. System Options
»
Mo User Linked

Tuesday, May 26, 2009 1441

To access the personal Purchasing Documents option.

Open the Go menu and select the Purchase Requisitions option or click

the System Options button in the shortcut bar and then chose the

Purchasing Documents option.
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Purchasing Tabs

The Lookup view tab of the Purchasing Documents tab allows for the easy
lookup of system purchase documents

To use the Lookup View:

e Open the Go menu and select the Purchasing Requisitions option.

e Move to the Sort By drop down list and select how you want this
database sorted.

e Click on a document within the list to select it

e Once selected you can click on the Details View tab to view its
information and status.

Creating a New Purchase Document

By default, all new documents made in this module will have a status of
Purchase Requisition. The administrator of this system can then go into either
the Purchasing and Receiving module, and turn these requisitions into purchase
orders.

To create a purchase document:

e Click the System Options button in the shortcut bar and then chose the
Purchase Documents option.

e Click the Add New option in the ribbon.

e The Purchase Requisition Creation wizard should open.

For more information on how to use the Purchase Requisition Creation
wizard, please refer to the Common Features chapter.
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