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eMaint X3 System Overview

This session provides a general overview of eMaint X3. It includes a review of the primary menu options and
functions to assist new users in getting familiar with the system.
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About This Manual

Throughout this text you may see references to other manuals. This manual is provided in conjunction with the
Overview training course and is intended as an overview for users to get familiar with the common features of the
application.

Other training courses and the corresponding manuals that are provided with the trainings include:

e  Work Order Management Level 1 — Provides a detailed explanation of Work Orders and Work Requests.

e Work Order Management Level 2 — A detailed look at the preventive maintenance process in eMaint.

e Planner/Timecard Module — This manual is offered in conjunction with Work Order Management Level 1 for
those clients that wish to setup and utilize the Planner/Timecard module.

e Inventory Control — Process of tracking and managing your inventory, including parts file setup, supplier
management, reordering stock parts, creating purchase orders (PO), tracking parts charges to assets, and
producing inventory reports.

e Inventory Control for Multiple Locations — A slight modification to the standard inventory control manual, with
a focus on the setup and management of multiple inventory stockroom locations, and a review of the
requisitioning process that must be used for parts replenishment when using multiple storeroom locations.

e Requisitioning Method of Inventory Control — For those who use the Requisitioning module as part of the
parts reorder process. Explains the process for requisition setup, creating and approving requisitions, and
producing stock requisitions.

e  System Administration — Provides a detailed overview of all the administrative functions in eMaint, including
adding and defining users and user rights, various system setup options, and customizing forms.

e Data Dictionary Bible — A manual offered in conjunction with the System Administration training, it describes
the fields found in the Data Dictionary. Made available to expert system users only.

e Query Builder — Overview of the basic concepts of report writing and using the Query Builder to create basic
reports.

e Advanced Query Builder — This course discusses more advanced features in the Query Builder for
producing complex reports.

Additional Resources

eMaint University

Other training materials and resources designed to help you become proficient in all areas of the system are available
through the eMaint University link on your eMaint X3 account. eMaint University is our e-learning portal, and is

regularly updated with new content. For more information, please contact us at 856-810-2700 or info@emaint.com.

Customer Support
We offer three ways to get the help you need:

Phone — 856-810-2700 extension 1

Email — support@emaint.com

Live chat — Go to http://www.emaint.com and click the Live Chat box

©2007 eMaint Enterprises LLC
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Accessing Your eMaint X3 Account

When you have established an eMaint X3 account through the eMaint.com Web site, you can access it through any
computer or device that has Internet access.

To access your account, visit the eMaint Web site at N
http://www.emaint.com. Click on the ‘Login’ link at the top of the Customer Login

page. At the 'Customer Login' page, enter your account name and
password and then click the ‘Login’ button. Account Name:
A secure session is also available to organizations that prefer it. Ii
Navigate to the login page as normal. Click the ‘Secure Login Page’ Password:
link located under the ‘Login’ button. The login page will reload with
encryption enabled. Your browser will display a lock icon S0

indicate a secure session is in place.

The SSL-encrypted session securely uploads and downloads Secure Login Page
information to keep your data secure while travelling across the
internet. However, the encryption process requires a little more work
from your computer and may affect performance.

If you entered your account name or password incorrectly, an Invalid Member Login screen appears (see below).
You have the option to re-enter your Account Name and Password, request your login information via email, access
the Demo account, or return to the eMaint.com home page.

= Member Login - Windows Internet Explorer
B P
g ) i ‘é http:{jx3.emaint.comjwe.dli?x3~dologin o v 2 [ X : P~
o = . . »
W ‘,’éMember Login ‘ 2-8 omh - |55f Page v Gk Tools ~

<eMaint

I Member Login Learn More Close Window

Invalid Member login.

» Forgot your account name or password? Click here to retrieve your account information via email

Account Name

asswond + Use DEMO' as Account Name and 'DEMO’ as Password if you would like to access the demonstration data area

e Return to Home Page

© 2002 - eMaint Ent
All Rights Re

€ Internet H100%

If you logged in correctly, you will be at the main page of your account, which is known as the eMaint X3 Control
Center.
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The eMaint X3 Version 10 Tab System

The new interface in version 10 uses tabs to navigate to the most common areas of your account. Click the desired
tab to open the page.

Another new feature of version 10 is “persistent tabs”. An example of this is when you are looking at work order
number 256 in the work order tab and need to see the details of a part before charging it to the work order. You click
the parts tab to find the information you need. Then, when you go back to the work order tab to charge that part,
work order number 256 will still be present on the screen.

Taking the persistent tabs one step further, the system will also remember the page you were on for every tab, even
after you log out of the system and log in another time.

The Title Bar

The version 10 header contains system links for you convenience. These links are:

e My Account — This is a quick link to the Account Settings page. This is the same as clicking the Navigation
tab then the Change Your Settings link in the Administration section. See page 8 to learn how to use this
page.

e eMaint University — This e-learning portal offers a broad range of free and subscription-based training
videos, manuals and other content to help you get the most out of your system.

e  Support — This link will open our website’s support page in a new window. This page contains various
options for contacting the eMaint Support Department.

e Logout — A quick and convenient link to log out of your eMaint account.

e About — This link opens a page from our website that highlights the features of eMaint as a company and
eMaint as your CMMS solution.

The Home Tab

The Home Tab is the home page for eMaint. The administrator can customize this page by using the “Edit Content”
link found on the Quick Bar.

X33

E) Navigation | & Dashboard || ) Work Orders | %'Requests | %o Assats Ti Pats | 4 Contacts ‘i\] Reports | condition Monitoring

My Account | eMaint University | Support | Logout | About

X3 Quick Bar
Recently Viewed
T tem No 2001

Monday 10/01/07
|Acme Company

Acme Manufacturing Company
: “Click here for 100 Main Street

Live Support Washington, DC 12345

USA
Maintenance Department Links
Maintenance Technology com

Edit Content Reli“flvbil_it'-"\f”v."eb com
Old Control Panel I Plant-IMaintenance com

Send e-mail to Maintenance Dept.

maintenance{@acme.com

eMaint Online users can customize this "My eMaint.com" home page via the Administration menu, 'Customize my own page’ option.

Copyright 2007
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The Navigation Tab

The Navigation tab is the applications site map of version 10. Navigate to this page when you need to reference any
section that does not have a tab.

The options available in the Navigation Tab are listed below, separated into their appropriate sections.

NOTE: Whether a user sees any of the menu options explained below is dependent on the level of permissions
granted to the user by the administrator.

Main
e Log Out — Log out of the eMaint X3 system.
e eMaint.com Home Page — Open the eMaint.com home page in a separate window.

Request Center
e Request Manager — Provides access to the work order request listing and details.

e My Requests — Displays the user’s requests in 3 groups: current open work orders, rejected requests in the
last 30 days and a user-specified history of all requests.

Work Center

e Work Order Center — Provides access to the work order listing and the detail of the work orders.

e Work Order Print Manager — Prints work orders by user-definable filters.

e Group Close Out — A tool that is used to select a group of open work orders (based on several filter options
such as Route, Assignment, etc.) and quickly close them.

e Maintenance Calendar - Displays any task that is set up to show on calendar (“On Calendar” field = True on
the PM schedule screen).

e Simple Work Order — Opens a simplified work order form for quick entry.

e  Add New Work Order — A shortcut link to the work order form in add mode.

Purchasing Center

e Create Purchase Order — Creates purchase orders for a particular supplier.

e Parts Reorder List — Displays list of stock parts that are due to be reordered based on reorder points.
Reorders can then be processed from this screen.

e PO Receipts — Used to select a PO and receive individual items on the PO.

o Update Pending PO’s — A processing screen used to update and process pending PO’s.

e Purchase Order Center — Displays the purchase orders in the system. Options to filter based on Supplier
and date range. Access PO’s for editing and receiving.

PM Center (Preventative Maintenance Center)
e Generate PM Work Orders — A tool that is used to manually generate multiple PM’s into work orders.
e PM Tasks — Where PM tasks are defined and stored so that they can be associated to PM schedules.
e PM Manager — Used to manage the PM schedules in your system based on criteria you select.

Data Center
e Asset File Information — Views the Asset List and Details. From Asset Detail, you can view the PM
Schedules associated with the asset.
e Parts File Information — Views the inventory list and details in your system.
e PM Task Library — Provides a generic list of tasks to perform on common equipment. This section is meant
for copying and pasting into PM Tasks.

e Maintenance Contacts — Contacts are tracked here. Anyone that is to be assigned to a task must have a
record in Maintenance Contacts.

e  Parts by Supplier — A list of all the part/ supplier relationships you have established in your inventory file.
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e Name Plate Lists — A list of nameplate types that are built into eMaint. Users have the ability to define
additional nameplate types. The nameplate attributes are then ‘imported’ directly onto an asset record.

e Problem Type Management — View and modify the problem types for your work orders.

e Department Management — View and modify the departments used on your work orders and your assets.

e  Work Type Management — View and modify the work types used on your work orders.

Data Explorer
e Asset Explorer — Tool to view assets in a tree or hierarchical view and to choose the structure of that

hierarchy.

e Parts Explorer — Tool to view inventory in a tree or hierarchical view and to choose the structure of that
hierarchy.

e Contact Explorer — Tool to view contacts in a tree or hierarchical view and to choose the structure of that
hierarchy.

Report Center
e  Query Builder — Advanced reporting tool which allows you to create reports.
e Digital Dashboard — The digital dashboard contains predefined reports that display data from multiple tables
and outputs the results to either graph or CSV format.
e Inventory Valuation Report — Report which provides the actual value of inventory based on the purchase
price of each item.
o Percentage Complete — Tool used to view the percentages of closed versus open work orders.

Administration

e Change Your Settings — Used to change the user’s information (name, password, company and contact
information, email address, etc). It is also used to indicate how date information should display in the
system when viewing date fields on a detail screen. Work Order and PM email options are also accessed
and defined from this screen.

e User Administration — Administrator option used to change information and security rights for users on the
account.

e Add New Users — Administrator option used to create additional users for the account.

e Log in as Another User — Takes you to a new log in page.

e Export Data — Tool that is used to export your data from selected tables in eMaint. Available tables to export
are Work Orders, Assets, Parts, Contacts, and Charges. Output can be Excel (XLS), comma delimited
(TXT), or database (DBF) format.

e Manage Data Dictionary — Provides access to the system’s data dictionary.

e Remove Deleted Records — Used to view records that are marked for deletion and permanently remove
them from the system.

e Customize my own page — Same as the Edit Content link on the Quick Bar of the Home tab but uses a
different HTML editor. This section also provides some graphics management.

e  Site Activity Report — Displays a list of users that were signed into the system in a user-specified date range.

e Live Support — Allows you to connect to the eMaint Support Department Live Chat website.
e Help — Opens the eMaint Training webpage for information on the various training classes.
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My Account Setup Options

There are several options available under the Setup menu.

< My Account ﬁl-(aint University | Support | Logout | About]

‘ 1 Work Orders \ 3 Requests ‘ @ Assets | T Parts ‘ﬁ‘. Contacts ‘ 2\ Reports \ Condition Monitoring i

X3 Quick Bar X
Recently Viewed
!

I tem No 2001 5 =

Monday 10/01/07 NS —
Acme Company =
Acme Manufacturing Company
. W here for 100 Main Street
ENE PRI Washington, DC 12345
USA

The Administration menu is covered in detail in the System Administration manual. The options that are reviewed in
this overview are ‘Change Your Settings’ and ‘User Administration.’

Changing Account Settings

The Account Settings screen contains two sections. The top portion shows the information for the user and the
bottom portion shows the areas of the system which the administrator can manage. When making changes in any
section, be sure to save the settings before leaving that page.

The top portion of the screen contains the account and contact information for the current user. You can change your
account password, set a password expiration interval (default is 0; password is valid indefinitely) or make other
updates to your contact information.

22 Learn More | Return to Main Meny|
Q Account Settings

Account Name and Password

Name ACME
Password Change Password

Password duration (days) |0
Contact Information

Full Name [Jeff werth

Company IAcme Company
Address (1) |100 Main Street
Address (2) [

City IWashington

State IF

Zip [z35

Country USA

Phone # W
Fax # ,—
Email Address |vincem_cammarota@emaint.com

Save Settings

Administrator System Settings

& )
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The bottom section provides links to manage the way work orders and PM’s are managed in your system.

Administrator System Settings

General System Settings

User Interface Settings

General Work Order Settings

Woark Order Email Settings

Ph Settings

Inventory Control Settings

Purchasing and Requisitioning Settings

AR NE S5 35 YA MAN

e General System Settings — Allows you to set system wide formatting such as the date format, the currency
symbol, turning on and off old-style lookups, system-wide user password expiration and turning on Edit In
Place.

e User Interface Settings — Allows you to add, remove and rearrange the tabs.

e General Work Order Settings — Allows you to choose if closed work orders can be edited, if closed work
orders can reopened by the administrator, which related tables will be included on the work order's HTML
printout and what the next work order number will be.

e Work Order Email Settings — Allows you to choose which contacts — Administrator, Perform For, Assign To,
Request Notification Group — will be notified when work orders are opened or closed in your system. In the
case of Request Notification Group, you can also set the Take Ownership Link which allows the user to
assign and close a work order to himself through the email. Lastly, you can also choose the subject line for
those emails.

e PM Email Settings — Allows you to activate automatic generation and emailing of the PM schedules in your
system.

e Inventory Control Settings — This module allows for multiple inventory locations to be used for purchasing in
your system. You will be unable to modify this area unless you have the module installed. Inventory Control
Settings also contains an option to charge parts directly to an asset instead of through the work order charge
out process. When selected, this option will create a new link on the assets called ‘Parts Charge.’

e Purchasing and Requisitioning — This module allows for control of the requisitioning process for those
eMaint clients who use it. These settings do not affect the purchasing process for clients who do not use
requisitioning.

User Administration

If you plan to have more than one user on your account, you will need to add the new user to the account then set the
user rights for that user.

As the System Administrator, step #1 is to 'Add New Users' to the account using this menu option from your
Administration Menu.

Step #2 is to open 'User Administration' to define the security rights that the additional users will have.

Add New User | Return to Main Menu

X33
= \)/
User Administration
Action Account Name Full Name Administrator? Work Requestor?
4 ACMED1 Jeff Werth Yes
Vs REQUES9S Ryan Kay Yes
Ve ACMEQ2 Cheryl Molotsky
4 ACMED3 Brian Dunn
4 ACMED4 Craig Evans
a ACMEDS Michelle Sye
4 ACMEDB Alex Allen
4 ACMED7 Vincent Cammarota

©2003 - eMaint Enterprises, LLC
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Click the pencil icon for the user you want to define permissions. You will be presented with the eMaint User Rights
screen. This page allows you to edit the account properties of your user and adjust the permissions he/she has in the

system.

X33

eMAINT Users Rights

Password duration (days) \U

Copy rights to

Menu Items Check/Uncheck all
MAIN

Log Out

eMaint.com Home Page
Request Center

Request Manager

My Requests

Work Center

[“]Work Order Center
[¥]Work Order Print Manager
Group Close Out
Maintenance Calendar
Simple Work Order

[¥] Time Card

Planner

Purchasing Center

Create Purchase Order
Parts Re-Order List

PO Receipts

Update Pending POs

Work Requests Only?  |[NO v

| Selectfrom listbelow v __Save and Copy

User Profile

User Account |Jef‘f ‘Werth
Account ID W
Password Change Password

Check the desired options for this user and press “Save” button below when finished.
Additional Options Check/Uncheck all Tabs Check/Uncheck all

Asset File

[ Access File

¥ Add Records

Edit Records
Delete Records
Issue Parts Charge
[¥lIssue Labor Charge
Key Change
Contacts

¥ Access File

[¥] Add Records

Edit Records
Delete Records
Data Dictionary

¥ Access File

[ Add Records

Edit Records

Delete Records
Form Lavout

Save | Cancel | Return to Main Menu

Condition Manitoring
Home
Navigation

Dashboard

[“Work Orders

Requests

[ Assets

Parts

Contacts

Reports

Calendar

The top portion allows you to change the user’'s name, account ID, password, password expiration time, and the user
type (standard or requestor). You can also copy this user’s permission set to another standard user.

The lower portion of the screen lists the permissions available for the user. Put checkmarks next to the menu options
(left), security options (middle) and tab access (right) you want the user to access. Alternatively, you can click the
“Check” or “Uncheck” links to select or unselect all options in that column. When finished, click the ‘Save' button
located on the top portion of the page. Now, if you log in with that user's name and password, you will only see the

tabs and menu options that you assigned to that user.

See the System Administration manual for a detailed explanation of this screen.
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Contacts

There are several categories, or types, of contacts that are tracked in eMaint. The categories include Employee,
Contractor, Supplier, Location, Customer, and Tenant. It is important to establish your list of contacts so you can
assign employees or contractors to tasks and work orders or assign suppliers to parts. Click the Contacts tab to
access your system’s contacts.

The List View

The List View contains user-selected fields from the contact detail screen that are most helpful in filtering and locating
contacts in your system.

#J Dashboard H | Work Orders ” 3 Requests H “& Assets H Tl Parts !‘ =l Reports 1\ Condition Menitoring ‘
s o Becord Rt Loam o
Contact ID Full Name Company Category Work Phone #
oo | | | |
27 3001 John Smith  McHaster Carr Supplier §30-832-0200 T
=7 2002 Pete Wels Grainger Industrial Supply ~ Supplier 218-624-4274
=y 1001 ‘Bob Crawchuck Acme Company n Employee 2067341522 i
Py 4 & Glenn Rossman Acme Eoin:p;ny aplzy; 206-724-1522
20 100 Viliam Resder Acme Company Employee 2067241522
)3 1004 RichMotela  Acme Company Employes 2067341522
;15/ 170[;5 B;\ Higgins Acmé C;mp;ly Employée 20;72’»4-1;&2 f
_93} g 20017 JoeVBnEon gﬁno&]ddéiﬂa! Contra;ti;'l§ Ccntrédt?rf 20%115—555{ i
Py 2002 ‘Robert Hickman Me Contractor 2094578961
:&3/ v 1008 Jeff Werth Acme Company Employ;ee 206_734-{ 522
OF 3003 Don Wiliams Central lsuzu Truck Supplier 301.322.9000
P4 2004 Vincent Cammarota el.!;ir:thrr;terprises. LLC Other 856—517 (;-E700

Each contact displayed in the list has its Contact ID underlined. This means you can click the Contact ID to see the
contact record in detail. To the left of each row are a magnifying glass icon and a pencil icon. You can click the
magnifying glass icon to see the detail record of the contact. You can click the pencil icon to edit the contact record.

From this screen you can add a new contact record to the list by clicking 'Add New Record' in the upper right corner.
If any changes were made to a contact while this window was open, click ‘Refresh’ to reload the page. The ‘Learn
More’ link provides a brief description of the list view and how to navigate around it. To close the window and return
to the main menu, click the 'Close Window' link in the upper right corner.

Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Contacts

You can expand you search further by applying sorts and/or filters.

Sorting the list
Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon

(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.
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Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only
those contacts whose category begins with the letter 'S’, you would type the letter 'S" in the filter for the Category
column and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of
records that matched the filter expression will display in the upper left of the screen. You can apply single or multiple
filters at one time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.

Detail View

Clicking on the Contact ID or on the magnifying glass on the Contact list view will open the detail view of a contact.

o1 Dashboard | ¥ Work Orders 1 79 Requests || “& Assets H Ti Parts |EENOLEEM 5| Reports || Condition Monitoring |
Options Learn More
Add Copy/Add Edit Delete List Previous Next GoTe History
Contact ID: 1006
Full Name: Jeff Werth
First Name: Jeff Last Name: Werth
Company: Acme Company
Email: jeff.werth@emaint.com
Title:
Reguest Notification Group?: False
Category: Employee
Hourly Rate: 24
Work Phone #: 206-724-1522 Ext.:
Fax #:206-734-155¢ Home Phone #:
Mobile #: Other Phone #:
Primary Address: 100 Main Strest
City: Washington State/Province: DC
Zip/Postal Code: 12345 Country: USA
Secondary Address:
City: State/Province:
Zip/Postal Code: Country:
Alternate Email (1}: Alternate Email (2}:
Business Website: Personal Website:
Comments:

NOTE: With eMaint X3, you have the ability to add or remove fields to the screen as well as change field names and
attributes, screen layout, colors, etc. Your screen may look slightly different than the example above. This
functionality is explained in detail in the System Administration training manual.

The detail view contains all of the information of a contact. From this screen, you have total control of your
maintenance contacts.

Options at the top left corner of the screen include:
Add — Opens a blank record for entering a new contact.
Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.

Edit — Opens the record in Edit mode for changing the contact’s information.
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Delete — Marks the record for deletion and removes it from the list view.

List — Returns to the list view.

Previous — Displays the detail of the previous record (ordered by ID).

Next — Displays the detail of the next record (ordered by ID).

GoTo — Opens a window that allows you to navigate directly to a record by entering the Contact ID.

History — Displays a listing of the work order history performed for this contact on the bottom portion of the screen.

Adding Contacts:

You can add new contacts from either the list or detail view. From the list view, the ‘Add New Record’ link is directly
above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is the first in
the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes the current
window to add mode, except it will populate the form with the previous record’s values for fast record entry.

¢! Dashboard H | Work Orders H 7 Requests || “B Assets ‘r:i'(] ZUCH| % Contacts ‘

\.«/a Detail View
-V Contact Table

| | save New Record

Contact ID: l key field

Full Name: I

First Name: I Last Name:

Company: [

Email: I

Title: [
Request MNotification Group?: @
Category: @
Hourly Rate: [70

Work Phone #: l Ext.
Fax #: Home Phone #:
Mobile #: I Other Phone #:

Primary Address:
HTWIL Editor]

City: | State/Province:
ZipiPostal Code: | Country:

Comments:
[HTML Editor]
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The main fields to populate are the Contact ID, Full Name, First Name, Last Name, company information and
category. If you will be sending work orders via email, enter the email address in the ‘Email’ field. If you’ll be using
the rate information when recording charges on a work order, enter the hourly rate in the field provided. If this contact
should receive email notification when new work requests are entered, set “Request Notification Group” to “True.”

Editing Contacts:

The form for editing contact information can also be accessed from either the list or detail views. From the list, click
the pencil icon. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open the edit form in the
existing window.

The ‘Edit’ form is similar to the ‘Add’ form, except that the key field cannot be edited. The key field is the unique
identifier for the contact and cannot be changed.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the contact.

k! Dashboard | ?“Wnrk Orders \‘ @Requests [ =& Assets ﬁﬁ Parts ; % Contacts | 5‘] Reparts .‘ 2 Calendar

Options Learn Morg

Save Changes Cancel Changes
Contact ID: 00012 key field

Full Name: fvincert Cammarata

First Name: F;incent Last Name: Eammaroia

Company: ktaint Enterprises, LLC

Email: }vincem cammarota@emaint.com

Title: ITechnicaI Support Specialist

Reguest Notification Group?: }'r"alse ‘:“

Category: | Cortractor l

Hourly Rate: 0
Work Phone #: 555_31 0-2700 Ext. E
Fax #: Home Phone #:
Mobile #: Other Phone #:
Primary Address:
[HTML Editor] 3?:250':"""”“ RS
City: Narnon State/Province: F J
Zip/Postal Code: 53053 Country: ‘ SA
Comments:
HTML Editor]

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Contact ID link on the list view. Place your
mouse k cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil .
Double-click your left mouse button and the field will open in edit mode. Make your changes then click the save ¥
icon to save your changes or click the cancel icon ¥ to return without saving.
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If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol © . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting Contacts

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.

¢ Dashboard -H ©) Waork Orders H éRequests I @ Assets “ RRELCH % Contacts ‘ 5] Reports ;‘ = Calendar ‘

||

Add Copyp’léd Undelete Li’ Previous Mext GoTo History
ID: 00012

Full Mame: Vincent Cammarota
First Name: Vincent Last Mame: Cammarata

Company: eMaint Enterprises, LLC
Email: vincent.cammarota@emaint.com
Title: Technical Support Specialist
Request Motification Group?: False
Category: Contractor
Hourly Rate: 0

The second step of the deletion process is to completely remove records from system. Go to the Remove Deleted
Records link located in the Administration menu. This list displays the various tables that can hold records marked
for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to remove
all the records for that section. For more information on deleting items, see the System Administration manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Viewing Contact History

Clicking the ‘History’ link will display the work order history in a list below the contact detail. For more information on
an associated work order, the links provided will open the detail view of the work order.

Werk Order History Return to Standard View.
WO No. |WO Dste WO Tyos Status Assign To Parform For Completed Brisf Desoistion Totsl §
28847 |08/07/2007 |HELPDESK |H Brisn Samelson =llsint Entarprizes, LLC (Rysn Ksy)  02/2002007 Ny messsc up sfterssve S0
01/09/2007 |HELPDESK |H Sylvsin Bujcld  =Maint Entarprises, LLC (Ryan Kay) 01/11/2007 copy test account dats £0.00
06/15/2006 HELPDESK |O Brizn Samelzon =Mlsint Enteror LLC {Ry=an Kay) error in MUNICIPAL sccount S0
05/19/2008 BUG H Sylvsin Bujcld |eMsint Enterprises, LLC (Ryan Ksy) |08/07/200€ Demo Account £0.00
04/14/2008 |HELPDESK |H Ryan Kay TOMROGE2 04/14/200€ Wslk through £0.00
04/04/2008 |HELFDESK |H =Msint Enterprises, LLC (Ryan Kay)  04/04/2008 |test S0
04/04/200€ |HELPDESK |H Msint Enterprises, LLC (Rysn Kay) 04/04/2008 S0
28 04/04/2008 |HELPDESK H =hlgint Enterprisss, LLC (Rysn Kay) 04/04/2008 S0
28 04/04/200€ HELPDESK H Donnsa Smith =haint Enterprizes, LLC (Rysn Ksy)  04/04/2008 t=st2 S0
28 04/04/200€ HELPDESK H Ryan Kay =hlsint Enterprises, LLC (Rysn Kay)  04/04/2008 |test2 SO
28 04/04/200€ HELFDESK |H =0haint Entarprizes, LLC (Rysn Kay) 04/04/2008 t=st SO
25 12/01/2005 |BUG o Brisn Samslson  =llaint Entargrizes, LLC (Ryan Kay) my test sccount S0
Grand Total for 12 WO's S 0.00
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Parts File Information

The Parts File Information, accessed by clicking the Parts tab, contains your inventory information.

List View

The List View contains the fields from the parts table that are most helpful in filtering and locating parts in your
inventory.

47 Dashboard H 1 Work Orders H 74 Requests H ‘o Assets 45 Contacts H 21 Reports H & Calendar ‘
a— ' List View
J[|;A[|‘ Parts File Listing
ftem No Description Location Unit Cost $ On Hand Stock ttem
Apply> I ] | l
e MIST MISC. PARTS 0.00000 0000  False
= 2121 Control, Ignition Module - 1283 1485000 20000  True
Honeywell
e 212 T & P Relief Valve 1284 23.24000 17.000  True
ri/? 2001 Belt, Gates, Powergrip 100.64000 3.000 True
ey 2002 Sprocket, 408525 1-1/2" Bore 16.93000 5000 True
2L 2003 Sprocket, Idler, 40NB19H, 33.47000 2000  True
wil" Needle Bearing
2 2004 Sprocket, SOBTL28, 2012 2947000 6000  True
2L 2005 Bearing, 5204-2RSJEM £.39000 13000  True
P4 2008 Bearing, 5203, 2RSJEM 513000 12000  True
P 2007 Bearing, 6206, 2RSJEM 15.21000 10000  True
L 00! Sprocket, 508528, 1-1/2" Bore 26.35000 5000  True
2 2009 Chain, Roller, 40° 286000 27000 True
e 2010 Bett, V, B-46 5.35000 33000  True
= 2011 O-Ring 3.30000 38000 True
b=y 2012 Motor, Baldor, M3611T 18684000 1000 True
2L 2013 Recepticle, Duplex, White, 20 268000 25000  True
amp
2 2014 Swyitch, Toggle, Single Pole 3.56000 33000  True
2L 2015 Recepticle, GFCI 16.64000 4000 True
2F 2018 Puller, Chain 1730000 11000 True
bf 2017 Breaker, Circuit, GE, 40 amp, 11.52000 14.000 True
480 v
=) 2018 Shield, Plasma Cutter 11.91000 000 True
= 2019 Hose, Air, Coiled 318" x 12" 19.93000 16000  True
2 2020 Hose, Air, Coiled 174" x 12" 12.99000 19000  True
Py 2045 Light Bulb - 300 Halogen 18.45000 3000 True

The parts are displayed in rows with column headers at the top of each row. Note that each part displayed in the list
has its ‘Iltem No.” underlined. This means you can click the Item No. to see the part record in detail. To the left of
each row are two icons. The magnifying glass icon will open the detail record of the part. The pencil icon will open
the part record in edit mode.

From this screen you can add a new part record to the list by clicking 'Add New Record' in the upper right corner. If
any changes were made to a part while this window was open, click ‘Refresh’ to reload the page. The ‘Learn More’
link provides a brief description of the list view and how to navigate around it. To close the window and return to the
main menu, click the 'Close Window' link in the upper right corner.
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Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Parts

You can expand you search further by applying sorts and/or filters.

Sorting the list

Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon
(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.

Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only the
parts with a location that begins with the letter 'S', you would type the letter 'S" in the filter for the Location column and
then click the red 'Set' link on to the left of the filter row. Besides displaying the results, the number of records that
matched the filter expression will display in the upper left of the screen. You can apply single or multiple filters at one
time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.
Detail View

The detail view is accessible from the List view by clicking on the Item No. or clicking on the magnifying glass icon in
the left column of the list.

41 Dashboard | © Work Orders H 7 Requests || “& Assets [JRRNIVEM 4 Contacts | Bl Reports | [ Calendar |

Options Learn More

Add 4 Copy/Add Edit Delete List Previous Next GoTo Adjustments History Key Change Purchase Recalculate
ftem MNo: 2009
Description: Chain, Roller, 40"
Stock tem: True Unit Cost $: 2. 86000
Re-Order Poirt: 20 On Hand: 27
Re-Order Gty 24 UM EA
Location: Account &
Class: MSDS No.:
Wiehlink:
Comment:
Item Suppliers Add | Options | [-]
ftem Supplier 1D Company Default Suppl. Part No. Manufacturer Part No Rec'd. Date Last Cost
No Records Found.

The detail view contains all of the information of a part from the Parts table. From this screen, you have total control
of your parts inventory.
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NOTE: With eMaint X3, you have the ability to add or remove fields to the screen as well as change field names and
attributes, screen layout, colors, etc. Your screen may look slightly different than the example above. This
functionality is explained in detail in the System Administration manual.

Options at the top left corner of the screen include:

Add — Opens a blank record for entering a part.

Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.
Edit — Opens the record in Edit mode for changing the part’s information.

Delete — Marks the record for deletion and removes it from the list view.

List — Returns to the list view.

Previous — Displays the detail of the previous record (ordered by ID).

Next — Displays the detail of the next record (ordered by ID).

GoTo — Opens a window that allows you to navigate directly to a record by entering the Item No.
Adjustments — Opens the form to change the existing on-hand quantity.

History — Displays the transaction history of the part directly below the display fields (see below).

Key Change — Allows you to change the key field of the part.

Purchases — Opens a new form to indicate purchases made from the suppliers.

Recalculate — Open the Recalculate window to fix any discrepancies caused by purchase order editing and voiding.

Adding Parts

You can add new parts from either the list or detail view. From the list view, the ‘Add New Record’ link is directly
above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is the first in
the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes the current
window to add mode, except it will populate the form with the previous record’s values for fast record entry.

The key field for Inventory Parts is ‘Iltem No.” and must be entered before ‘Save New Record’ is pressed. However,
you should enter as much information as you can to help identify the part in a list. Click ‘Save New Record’ to save
the new part. ‘Cancel Changes’ will completely discard the new part information.

Editing Parts

The form for editing part information can also be accessed from either the list or detail views. From the list, click the
pencil icon to edit the part information. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open
the edit form in the existing window.

The ‘Edit’ form is similar to the ‘Add’ form, except that the key field and On Hand values cannot be edited. The key
field is the unique identifier for the part and can only be changed using the ‘Key Change’ option. To change the On
Hand quantity, use the Adjustments menu option.
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Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the part.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Item No. link on the list view. Place your mouse
Ik cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil . Double-
click your left mouse button and the field will open in edit mode. Make your changes then click the save ¥ icon to
save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol © . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting Parts

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.

41 Dashboard d | Work Orders | =) Requests || e Assets |IEEREELE b"‘. Contacts || ) Reports ) Calendar

Ogtions Marked for DELETION Learn Jlore

Add L Copy#ﬁd Undelete Lia Previous MNext GoTo Adjustments History Key Change Purchase Recalculate O —

0: 2009
Description: Chain, Roller, 40"

Stock ftem: True Unit Cost $: 2.36000

The second step of the deletion process is to completely remove the records from system. Go to the Remove
Deleted Records link located in the Administration menu. This list displays the various tables that can hold records
marked for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to
remove all the records for that section. For more information on deleting items, see the System Administration
manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Adjustments

To provide an accurate history of your inventory, the system does not allow direct editing of the ‘On-Hand’ field.
Instead, the ‘Adjustments’ link is used to track inventory changes. This process is covered in detail in the Inventory
Control manual.

Viewing Part History

On the part detail screen, click the ‘History’ link to access the history of transactions for the part. This will display in
the bottom portion of the screen.
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12 Month Part History ( Inv. lethod = & Return to Standard View
Tran. Type WO No./Type  |AssstID WO Date Qty Ordered  |Cost  [SupplierID  |PO No. |Padking Slip
Inventory location MAIN

ISSUE 61235 RTK2500 |08/07/2007 100 §2
RECEIPT nfa nia
RECEIFT n/a nia
n/a n/a
_1X40NQSTT nfa

9 TEST PACKING SLIF 080707
2.00| $277/100869

400 $200101185

Click the magnifying glass to open the history in a separate window. This screen allows you to apply filters to specify
both a time period and transaction type.

Range of Transaction Dates Transaction Types Item location

[aug [ 16 ¥[2006 T thru [Aug ] 16 @200 7= [ALL v/ A &

RTK-123-456
VALVE BOSCH
Part History ( Inv. Methed = ) Return to Standard View

ats Qty Ordered  |Cost

Tran. Type PO No. |Padiing Slip

Inventory location MAIN

ISSUE 61235 RTK2500 08/07/2007 1.00

RECEIFT n/a n/a 08/07/2007 1.00 e

RECEIPT nia nia 08/07/2007 1.00 S TEST PACKING SLIF 060707
FU SE  [n/a nia 0€/07/2007 200 o

PU SE  |_1X40NQSTT nia 10/12/2008 400 5

The links in these views navigate to other areas of the system that have affected this part. For example, clicking the
‘PO No.’ link will take you to the purchase order this item appeared on. Other areas include work orders and assets.

Click ‘Return to Standard View’ on the right side of the history to go back to the original detail view for the part.

Key Change

Because key fields are not able to be changed in edit mode, the ‘Key Change’ link i ]
has been provided to safely change the key field without corrupting the record. Old Item No = RTK-123-456

Clicking ‘Key Change’ will open the key change form. Enter the new number in New Item No =

the field provided and click ‘Process’. This will display a summary of adjustments
made to the table and verify the change is complete.

Click the ‘Go Back without making changes’ to return to the part without changing
the key field.

Go Back without making changes.

Purchase

The ‘Purchase’ link is one of three ways to order a part. Clicking the link displays the Re-Order form in a new screen.

e Return to item detail
X33
bt \)/

Re-order list - 10/23/07

Qty Orderad

10/30/2007 2009 Chain, Roller, 40"

Link:

Supplier ID
Process

ﬁ:PP'D“d“em Last Order Cost On Hand  On Order Re-Order Point

& i 2.86 27 0 20
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Purchasing is beyond the scope of this manual. See the Inventory Control manual for an in-depth discussion on this
and other methods of purchasing.
Recalculate

The ‘Recalculate’ is used to fix any discrepancies with the ‘On Order’ field on the Parts detail and the actual on order
amount. This option is covered in detail in the Inventory Control manual.
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Asset File Information

The Asset File Information menu option will take you to the asset records or the equipment that you want to track in
the system. Each asset record displays the meter readings associated with the asset, preventive maintenance
schedules you have assigned to the equipment, the work order history associated with the equipment, the labor and
parts charges that have been identified for the work orders associated with the equipment, and the Nameplate
information you have entered for the equipment.

List View
Click the Asset tab to display the Asset File Listing.

@ Home | & Navigation | 41 Dashboard | | Work Orders | 9 Requests Tl Parts | 4 Contacts | ) Reports | [E Calendar
#3 Quick Bar
=My Shortcuts 3
i 4 gl {
Parts Explorer &
asset Explorer Add New Record Refresh Learn More
Digital Dashboard
ICreste Purchase Order Asset 10 Asset Description Manufacturer Madel No.
Parts Re-Order List Apply> i T | } o T T
PO Receipts =
| indate Pending POs S 1029 Baler American TR-24K
Purchase Order Center puy s 1038 Baler (Scrap Trimmers) American
[Fmple Work Order 2 1026 Band Saw Rockwell
fork Order Print Manager s
pard 2010 Battery Bank ALCAD
ElRecently Viewed o
S Iy Miowed OF 2011 Battery Charger ALCAD
[} xg ho) 203?39 puys BOX 01 Box Lifter Demag K-39
E No. 1
E D 7 = s z
%, Cortact ID 00012 ¢ 'f 1024 Bridgeport Milling Machine Bridgeport
&g, Corttact ID NEW 4 2000 Cedar Lake Substation
WO No. 134 s 2001 Circuit Switcher S&cC
W Asset D003 pay g 1019 Compressor - Air Gardner Denver BESGB-2817RPM
@ Asset ID 1029 ¥
pe) z
& Pmid_23HORPES2 ‘,‘f 1003 Compressor, Air Ingersoll Rand €950
¥ Pmid _23F1CN2SB :‘-’/ 1034 Copar Unit Copar
WO No. 133 2F 1031 Core Machine GTW,

The assets are displayed in rows with column headers at the top of each row. Note that each asset displayed in the
list has its ‘Asset ID’ underlined. This means you can click the Asset ID to see the asset record in detail. To the left
of each row are two icons. The magnifying glass icon will open the detail record of the asset. The pencil icon will
open the asset record in edit mode.

From this screen you can add a new asset record to the list by clicking 'Add New Record' in the upper right corner. If
any changes were made to an asset while this window was open, click ‘Refresh’ to reload the page. The ‘Learn
More’ link provides a brief description of the list view and how to navigate around it. To close the window and return
to the main menu, click the 'Close Window' link in the upper right corner.

Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Assets

You can expand you search further by applying sorts and/or filters.

Sorting the list

Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon
(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.
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Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only the
assets with a department that begins with the letter 'S', you would type the letter 'S" in the filter for the Department
column and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of
records that matched the filter expression will display in the upper left of the screen. You can apply single or multiple
filters at one time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.
Detail View

To view the detail record of a particular asset, either click on the underlined Asset ID in the list or on the magnifying
glass icon to the left of the asset on the list. The detail record of that asset will display on screen (example below).

"i Dashboard 7“7775‘17W0rk Orders | &2 Requests 7; “E‘] Reports 7‘73 Ealendarij

Options Learn More

Add L Copy/Add Edit Delete List Previous Next GoTo Charges History Key Change Parts Charge Labor Charge
Asset ID: 1003
Asset Description: Compressor, Air
Sub Asset of: Lease or Own:
Customer: Install Date:
Building: Main Manufacturer: Ingersoll Rand
Floor: Ground Model No.: C950
Room / Space: L4 Serial No.: 950-AE-552
Wehlink: hitp: fiair irco .comiSinodelComp aspitem/1 3002
Comments:
Meter Readings Add | Options | Learn More[-]
Tran. ID. Meter Type Date Taken Taken By Meter Reading
Mo Records Found.
PM Schedule Add | Options | Copy PM Schedule | Learn More[-]
Produce Calendar  Calendar  NextPM  LastPMwiork | t% M yeter  Ocours  Produce P Last Meter Last Meter Est.
Every? Based Freq. FreqType  Date Order Date No Type Desc. Every Reading Entry Reading Date  Hours
GoTo 90.00 Days Static 01/01/2008  10/03/2007 134 Nis, 0 1] 2.00
Sub.
Total
Related Parts Add | Options | Learn More[-]
ftem Descrip Gty Ui
GoTo 2008 Bearing, 6203, 2RSJEM 1.00
GoTo 2010 Bett, v, B-46 1.00
Sub
Total

The detailed information about the asset is shown in the top portion of the screen. These are the basic fields that are
used to describe an asset.

NOTE: With eMaint X3, you have the ability to add additional fields to the detail screen (or remove them), change
field names and attributes, change the screen layout, change colors, etc. This functionality is explained in detail in
the System Administration manual.
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The additional sections of the asset detail screen are Meter Readings (entering meters), PM Schedules (establishing
PM Schedules discussed on page 33), Related Parts (associating parts with the asset), and Nameplate Information
(discussed on page 28).

The additional options available for the asset detail include:

Add — Opens a blank record for entering a new asset.

Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.

Edit — Opens the record in Edit mode for changing the asset’s information.

Delete — Marks the record for deletion and removes it from the list view.

List — Returns to the list view.

Previous — Displays the detail of the previous record (ordered by ID).

Next — Displays the detail of the next record (ordered by ID).

GoTo — Opens a window that allows you to navigate directly to a record by entering the Contact ID.

Charges — Displays all the charges made against the asset in a window directly below the detail view.

History — Displays work order history of the asset directly below the detail view.

Key Change — Allows you to change the key field of the part.

Parts Charge — Allows you charge parts against the asset without an existing work order.

Labor Charge — Allows you to charge labor against the labor without an existing work order.

Adding Assets

You can add new assets from either the list or detail view. From the list view, the ‘Add New Record'’ link is directly
above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is the first in
the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes the current
window to add mode, except it will populate the form with the previous record’s values for fast record entry.

The key field for assets is ‘Asset ID’ and must be entered before ‘Save New Record’ is pressed. However, you
should enter as much information as you can to differentiate the asset from others. Click ‘Save New Record’ to save
the new asset. ‘Cancel Changes’ will discard the new asset information.

Editing Assets

The form for editing asset information can also be accessed from either the list or detail views. From the list, click the
pencil icon. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open the edit form in the existing
window.

The ‘Edit’ form is similar to the ‘Add’ form, except that the key field cannot be edited. The key field is the unique
identifier for the part and can only be changed using the ‘Key Change’ option.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the asset.
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Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Asset ID link on the list view. Place your mouse
Ik cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil . Double-
click your left mouse button and the field will open in edit mode. Make your changes then click the save ¢ icon to
save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol © . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting Assets

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record’s ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.

4! Dashboard 7 Work Orders ‘ = Requests It Parts 1 & Contacts I 5’] Reports 3 Calendar

Oﬂ'ons Marked for DELETION Learn bre
_——
Add b Copylﬁ‘d Undelete La Previous Next GoTo Charges History Key Change Parts Charge Labor Charge

;1003

Asset Description: Compressor, Air

Sub Asset of: Lease or Own:
Customer: Install Date:

The second step of the deletion process is to completely remove the records from system. Go to the Remove
Deleted Records link located in the Administration menu. This list displays the various tables that can hold records
marked for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to
remove all the records for that section. For more information on deleting items, see the System Administration
manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Charges

Clicking this option will display the charges (labor, parts, misc., etc.) made to work orders that are associated with this
asset. A date filter is provided to view a specific period of time.

Asset Charges Return to Standard View
Date Filter ,i Feb v[ 18 VIZOOT E thru } Aug v[ 15 VIZGOT EI (blank for all)

WO No. WO Dzate Contactid Description Category Qty Unitcost Extcost

127 08/14/2007 ITL Vincent Cammarota Employee 1.00 $ 0.00 £ 0.00
128 08/14/2007 IT1 Vincent Cammarota Employee 1.00 $ 0.00 5 0.00
130 08/14/2007 IT1 Vincent Cammarota Employee 1.00 $ 0.00 $ 0.00
111 07/16/2007 ITL Vincent Cammarota Employee 1.00 $ 20.00 5 20.00
105 06/18/2007 ITL Vincent Cammarota Employee 0.50 $ 20.00 5 10.00
108 06/18/2007 ¥ Vincent Cammarota Employee 0.10 $ 20.00 $ 2.00
Sub-Total for Employee 4.60 § 32.00
112 07/17/2007 WINXPHOME Windows XP Home Ediion Parts 1.00 $ 90.00 $ 90.00
Sub-Total for Parts 1.00 § 80.00
112 07/12/2007 FANS MISC CHARGES Purchase 1.00 $ 3.9 s 3.5
Sub-Total for Purchase 1.00 S 3.99
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TIP: Notice that the work order numbers are underlined on the display for both the History and Charges. This means
you can click on the number and that work order record will display in a new window to view it in more detail.

History

Clicking this option will display a listing of the work order history for the asset in the bottom portion of the screen. A
date filter is provided to view a specific period of time.

Work Order History Return to Standard View
Date Filter: | Feb (W[ 16 w2005 [T thru [Aug [ 15 w2007 [FH] (blank for all)
WO = Date Type Status Assign To ;:rrrorrn Closed On Brief Desc IOtEI
1343201/31/2007 | REQUEST H (HL Fineman) 01/31/2007 £0
13418/02/01/2006/PM o Lzvrence King ‘gsj?‘-L Standun WIM- 0
13416/01/07/2006/PM o Lavrence King L io0SEMinsterbresss £0
5.xls
" oalaars 05/oMm eMaint Enterprises LLC (Donna o Test vith Picture
13408|04/12/2005/PM o Smith) ol Attachments =0
13407/05/03/2005/PM o eMaint (Tom Flemer) Sf?ga' Cantrol-Panal; £0
AN i : Jerry P S ol T Al
/2005|PM o Lawrence King i B 1400M Minster Press-3.xls £0
Astzlos
1/2006/PM (o] Lawrence King J‘§=rtra.’v|o= 1500Q Standun WIM-5.xls £0
/2006/PM O |Lavrence King e £0
Sr.xls
)1/2006/PM e} Lawrence King 3500; StancinWIM- £0
Sr.xls
/2006(PM o Lavrence King _':IS.D‘JTD TaolBack £0
Align.xls
13083/08/01/2005/PM o Lavrence King ;5:;9“ StendOTIWIN= £0
Key Change
. . . . .
Since key fields are not able to be changed in edit mode, the ‘Key
Change’ link has been provided to safely change the key field without Old Asset ID = TESTBOX

corrupting the record.
New AssetID = |
Clicking ‘Key Change’ will open the key change form. Enter the new

number in the field provided and click ‘Process’. This will display a
summary of adjustments made to the table and verify the change is

complete.
Cancel

Click the ‘Go Back without making changes’ to return to the part without
changing the key field.

Parts Charge
In the Inventory Control Settings section of @

‘Change Your Settings’, there is an option to

Charge parts on asset ID 1003
“Allow direct part charges to asset” which wil

allow you to create charges on an asset

) ) Transaction Date oct w23 w007 [T
without going through the normal charge Qty.
process on the work order. (See page 53 for Location MAIN
f &
more on the charge procedure.) When this e ol
. . . . Descripti
option is set to yes, you will have an additional | ="
. . X ocation
function available on the Asset detail screen Acet, No.

called ‘Parts Charge’. When you click this link,  [onHand

a part charge screen will show as below. (oot
Extended Cost
. ) . Asset Part List [“lUpdate Asset related parts list
Enter the information in the text boxes [ VelidateEnties || Save Entries |
provided. Fields without text boxes are Py
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populated automatically from other fields. For example, entering the ‘Qty’ (quantity) and ‘ltem Cost’ fields will
calculate the value for ‘Extended Cost'.

If the part being charged isn’t on the Related Parts table, click the ‘Update Asset related parts list’ checkbox on the
‘Asset Part List’ field to add this part to the list upon saving the form.

After you enter the information for the charge, click ‘Validate Entries’ to have the system verify the part exists in
inventory and the values entered here are correct. Any success or error messages will appear at the top of the form.
Click ‘Save Entries’ to save the form and return to the Asset detail screen.

The system will then create a blanket work order for the asset with a status of ‘K’ that contains ‘Parts Charge Work
Order’ in the Brief Description field to separate it from regular work orders. If a blanket work order exists from a
previous transaction, the charge will be added to the existing work order by adding a line in the ‘Charges’ table.

NOTE: Only use this option if you have no intention of tracking your maintenance work on your assets but do wish to
track parts costs for an asset. Charging out parts to a work order performed on an asset is the best way of tracking
parts because of the complete information it provides about the type of work, length of work, and other key tracking
items involved in the creation of work orders.

Labor Charge

In the General System Settings section of ‘Change Your @
Settings’, there is an option to “Allow Direct Labor

Charge Labor on asset ID 1003
Charges to Assets” which will allow you to create labor

charges on an asset without going through the normal i e B
charge process on the work order. (See page 53 for Full Name Selectirom listbelow v g3
more on the charge procedure.) When this option is set Trandate oc Ml Mljoocr  FE

. . . . ]
to yes, you will have an additional function available on Slatime g

. ‘ ) Stop time i3 )
the Agset d_et@l screen called ‘Labor Charge . When &y —
you click this link, a labor charge screen will show as Hourly Rate (8 Unitcost | 2324
belOW_ Sub-Category
Acct_no [
. 3 . 3 . Comment

Enter the information in the text boxes provided. Click
‘Save and return’ to save the form and return to the
Asset detail screen. Click ‘Save and Continue’ to save
the form and continue to add more labor charges to this [ SaveandRetum ]| Save and Coninue |

asset.

Reset Form

The system will create a blanket work order for the asset with a status of ‘K’. If a blanket work order exists from a
previous transaction, the charge will be added to the existing work order by adding a line in the ‘Charges’ table.
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Name Plate Lists

Name plate information allows you to add specific equipment information to individual assets without adding the
additional fields to the detail screen for every asset. This is an optional function that helps provide more information
on your assets.

A name plate field consists of two identifiers:

PlatelD — The type of equipment. Example: AVC_UNIT, COMPRESSOR, BOILER.

Description — The particular item of information (also referred to as the name plate attributes). Example: Lifting
Capacity, Generator, Voltage.

Each Plate ID will have multiple descriptions depending on the amount of information which must be gathered for that
type of equipment.

List View
In the Name Plate List you can add new plate IDs for your equipment and as many types of descriptive fields as you
wish.
¢! Dashboard | 7 Work Orders ‘1 # Requests || “8 Assets ‘ i Parts || 4 Contacts | ] Reports “ & Calendar |
Pages: 12345 1.5 FPrev lext Add New Record Refresh Learn More
LCuid Descrip Plateid
Aooly> | |
Py e 1BGOTCOAY Type AIC_UNIT
=z 1BGOTCOAT Serves AJC_UNIT
2F 1BGATCOBD Manufacturer AC_UNIT
.«::’f 1 BGOTCOBi Local Representative AJC_UNIT
2F _1BGOTCORZ Model Number AIC_UNIT
=y 1BGOTCOB3 Serial Number AJC_UNIT
2F 1BGOTCOBY Belt(s) Size AJC_UNIT
2 1BGOTCOBS Finer(é) Size AJC_UNIT
ey 1BGOTCOBS Fan: ' AJC_UNIT
ey 1BGOTCOBT Capacity (CFM) AIC_UNIT
=4 1BGOTCOBS Ext StPr (In H20 AIC_UNIT
=z 1BGOTCOBS Number Of Fans AJC_UNIT
Py _1BGOTCOBA HP AIC_UNIT
=y 1BGOTCOBE RPM AJC_UNIT
2F 1BGOTCOBC Amps AJC_UNIT
a8 AQANTAAOn Sl 40 JIRNT

The name plates are displayed in rows with column headers at the top of each row. Note that each name plate
displayed in the list has its ‘CUID’ underlined. This means you can click the CUID to see the name plate record in
detail. To the left of each row are two icons. The magnifying glass icon will open the detail record of the name plate.
The pencil icon will open the name plate record in edit mode.

From this screen you can add a new name plate record to the list by clicking ‘Add New Record' in the upper right
corner. If any changes were made to a name plate while this window was open, click ‘Refresh’ to reload the page.
The ‘Learn More’ link provides a brief description of the list view and how to navigate around it. To close the window
and return to the main menu, click the 'Close Window' link in the upper right corner.
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Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Name Plates

You can expand you search further by applying sorts and/or filters.

Sorting the list

Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon
(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.

Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only
name plates with a plate id that begins with the letter 'S', you would type the letter 'S' in the filter for the Plateid
column and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of
records that matched the filter expression will display in the upper left of the screen. You can apply single or multiple
filters at one time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.

You may add a new name plate value type directly from this list by clicking ‘Add New Record.’

= Enter the Plate ID. The ID should not exceed 10 characters nor have spaces.

= Enter the description of the type of information.

= All name plate fields entered here will be available to load from the name plate section of the asset.

Detail View

Details of a name
plate are:

¢! Dashboard ) Work Orders | %3 Requests u Assets | T Parts || 4 Contacts 7 2l Reports ; 8 Calendar

CUID — This is the

unique key field for Options Learn Mare
the name plate. Add Copyiddd Edit Delete List Previous Next GoTo
Cuid:_1BGOTCOAY
) Plateict A/C_UNIT
Plateid — Descrip: Type

Equipment name
of the asset. Examples include: A/C Unit, Vehicle and Transformr. The plateid is limited to ten characters.

Descrip — Description of the value being entered when applying to an asset. See below.

The additional options available for the name plate detail include:

Add — Opens a blank record for entering a new name plate.

Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.
Edit — Opens the record in Edit mode for changing a name plate’s information.

Delete — Marks the record for deletion and removes it from list view.

List — Returns to the list view.
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Previous — Displays the detail of the previous record (ordered by ID).
Next — Displays the detail of the next record (ordered by ID).
GoTo — Opens a window that allows you to navigate directly to a record by entering the Contact ID.

Adding Name Plates

You can add new name plates from either the list or detail view. From the list view, the ‘Add New Record’ link is
directly above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is
the first in the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes
the current window to add mode, except it will populate the form with the previous record’s values for fast record
entry.

The key field for name plates is ‘CUID’ and is automatically populated for you. No other information is required to
save the form. However, you should enter as much information as you can to differentiate the name plate from

others. Click ‘Save New Record’ to save the new asset. ‘Cancel Changes’ will discard the new asset information.

Editing Name Plates

The form for editing name plate information can also be accessed from either the list or detail views. From the list,
click the pencil icon. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open the edit form in the
existing window.

The ‘Edit’ form is similar to the ‘Add’ form, except that the key field cannot be edited.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the name plate.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Cuid link on the list view. Place your mouse k
cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil ®. Double-
click your left mouse button and the field will open in edit mode. Make your changes then click the save ¢ icon to
save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol & . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting Name Plates

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record’s ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.
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‘i Dashboard ‘\ 7?'\7Wcsrk Orders 1 & Requests 7}73:3 Assets 1 ﬁ Parts 7“ 4'(. Cantacts 7“75 Reports 7}1 ] Ealendari‘

etail View

Options Marked for DELETION Learn Jore

Add Copyfgd Undelete Lis) Previous Next GoTo o —

Cuid: _1BGOTCOAY
Plateid: 4/C_UNIT
Descrip: Type

The second step of the deletion process is to completely remove the records from system. Go to the Remove
Deleted Records link located in the Administration menu. This list displays the various tables that can hold records
marked for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to
remove all the records for that section. For more information on deleting items, see the System Administration
manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Adding Name Plates to Assets

To utilize the name plate feature, go to the asset and scroll to the bottom of the detail view. There are two ways to
add name plates to an asset. The Import Attributes option adds all name plates with a matching Plateid. The Add
option will add a single record to the list.

Importing Plate IDs

In the Name Plate Information section of the asset detail screen (see illustration on page 22), click the ‘Import
Attributes’ link. You will be taken to the screen below which will allow you to select an Attribute list (Plate 1D group)
from a drop down list.

X3

Name Plate Manager

‘COMPRESSOR B
Copy List Attributes ]

When you click the ‘Copy List Attributes’ button, all of the field descriptions available for that PlatelD will drop into the
Name Plate Information section for that asset.
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Hame Plate Information Add | Options | Import Attributes | [-]
Plateid Descrip Value

GoTo COMPRESSOR Type

GoTo COMPRESSOR Serves

GoTo COMPRESSOR Manufacturer

GoTo COMPRESSOR Local Representative

GoTo COMPRESSOR Model Number

GoTo COMPRESSOR Serial Number

GoTo COMPRESSOR Capacity (SCFM)

GoTo COMPRESSOR Pressure (PSIG)

GoTo COMPRESSOR Receiver Size

GoTo COMPRESSOR Motor:

GoTo COMPRESSOR Manufacturer

GoTo COMPRESSOR Model Number

GoTo COMPRESSOR Serial Number

GoTo COMPRESSOR HP

GoTo COMPRESSOR RPM

GoTo COMPRESSOR Amps

GoTo COMPRESSOR YVolts

GoTo COMPRESSOR Phase

GoTo COMPRESSOR HZ

GoTo COMPRESSOR Frame

GoTo COMPRESSOR Misc 1

GoTo COMPRESSOR Misc 2

Sub

Total

Click the ‘GoTo’ link to add the values for each field. If any of the Name Plate fields are not necessary for this asset,
click the ‘GoTo’ link to delete the individual fields from the list for this asset.

Edit Delete
Cuick: _27L00XSQD
Compid: 1003
Plateid: COMPRESSOR
Descrip: Serves
Value:

Adding Nameplates Directly

If you want to add individual lines to the Name Plate information box click the ‘Add’ link and you will see the screen
below.

¢! Dashboard H ) Waork Orders H % Requests | | T Parts Hi'(’. Contacts | ) Reports H @ Calendar |

= Detail View

Options Learn More

Save New Record Cancel Changes
Cuick: _27LOPBHXX key field
Compid: 1003

Plateid: |
Descrip: |

Walue: |

Fill in the Plateid and Description fields. Notice that the value field is revealed for updating as well.

NOTE: If you add a Name Plate from the asset instead of the Name Plate List option on the main menu, the asset ID
(Comp ID) will be displayed automatically indicating that this Name Plate will only show on this asset and won't be
available in the main name plate list.
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Preventive Maintenance

Preventive maintenance, or PM, allows you set up routine procedures to keep your assets running smoothly.

Establishing Preventive Maintenance (PM) Tasks

PM Tasks is a feature that can save you an enormous amount of time when creating PMs for your assets. Normally,
you would enter a PM’s description each time which can be a daunting task when you’re creating several PMs. A PM
task allows you to create one, very descriptive, maintenance procedure and then associate that PM task to your PM
schedule(s).

Another benefit of using PM tasks is the ability to make any changes to a task then ‘Publish’ the changes to all the
PMs (PM schedules) s that are linked to the task.

TIP: Each eMaint X3 account comes pre-loaded with a PM Library which lists common Preventive Maintenance tasks
on common equipment. You can use this list to help you build your own PM Task list.

List View
In the Navigation tab, click the PM Task link to display the Tasks File Listing.

[ 7 Requests || “& Assets Il Parts ‘ 45 Contacts | Z,] Reports & Calendar |

¢! Dashboard | 1 Work Orders

Add New Record Refresh Learn More

Task No. Brief Task Desc.
A-001 Air Compressor 90 Day Service
HvAC-01 HVAC System Check
TRUCK-15 15,000 Mile Service

The PM tasks are displayed in rows with column headers at the top of each row. Note that each PM task displayed in
the list has its “Tank No.” underlined. This means you can click the Task No. to see the PM task record in detail. To
the left of each row are two icons. The magnifying glass icon will open the detail record of the PM task. The pencil
icon will open the PM task record in edit mode.

From this screen you can add a new record to the list by clicking ‘Add New Record' in the upper right corner. If any
changes were made to a PM task while this window was open, click ‘Refresh’ to reload the page. The ‘Learn More’

link provides a brief description of the list view and how to navigate around it. To close the window and return to the
main menu, click the 'Close Window' link in the upper right corner.

Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your PM Tasks
You can expand you search further by applying sorts and/or filters.

Sorting the list
Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon

(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.
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Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only the
tasks with a Task No. that begins with the letter 'S', you would type the letter 'S" in the filter for the Task No. column
and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of records that
matched the filter expression will display in the upper left of the screen. You can apply single or multiple filters at one
time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.

Detail View

The PM Task detail screen has a Task Number field to use for creating a unique alphanumeric ID for the task. The
Brief Description field is for defining the task. The Detailed Description is an unlimited text field that can contain as
much information as you wish.

The PM Group field is used for defining or assigning a group identifier to a PM task in order to manage a group of
PMs and to adjust the schedule of PMs as a group rather than adjusting the schedules individually. The PM Group
can either be assigned at the PM Task level on this screen or at the PM Schedule level when establishing a new PM
schedule for a piece of equipment.

¢! Dashboard ‘H 7| Wark Orders | == Requests ; s Assets | Tl Parts {‘ 4'(,‘. Cantacts “ £ Reports : @ Calendarl

Options Learn More

Add Copy/Add Edit Delete List Previous Next GoTo Publish
Task No.: HYAC-01
Brief Task Desc.: HYAC System Check

1. Thoroughly inspect and clean interior and exterior of machine and vacuum (remove panels).
2. Clean drain pan and note excessive corrosion. Trest rusted areas with rust inhibitor chemical does not add volatile organic
compounds or contaminants to the drain pan. If possible, rinse well after application or choose a less hazardous material.
Consult the chemicals MSDS for this information.
3. Chilled water units: Check for chilled water leaks on all lines, valves, strainers, coils, etc. If leaks are not able to be
stopped or corrected, report leak status to supervisor. Clean strainer on chilled water units.
4. Direct expansion units: Check for refrigeration leaks on all lines, valves, fittings, coils, etc, using a halogen leak detector or
similar testing device. If leaks are not able to be stopped or corrected, report leak status to supervisor.
5. Check condition of cooling and reheat coils. Use fin comb if need to straighten fins.
6. Clean coils. Use detergent solution and warm water if coil is heavily soiled.
7. Drain and clean humidifier pan or pad, whichever applies. Replace pad if required. Remove corrosion as needed
8. Clean and lubricate motor and squirrel cage fan(s). Check alignment of motor and fan. Check hearing for excessive wear.
9. Check belt tension and condition. Adjust or replace as required.

Detailed Description: 10. Replace pre-fitters if needed.
11. Replace final fiter if needed.
12. Run maching, check action of controls, relays, switched, etc, to see that:
a) Chilled water units:
i) Chilled water valve(s) are operating properly.
ii) Reheat coils activate properly.
iii) Humidistat activates humidifier.
iv) Valves regulating water pressure are proper on cooling.
v) Discharge air temperature is set properly.
vi) Check and record chilled water inlet and outlet temperatures.
h) Direct Expansion Units:
i) Humidistat activated humidifier.
ii) Reheat coils activate properly.
i) Discharge air temperature is set properly.

PM Group:

The additional options available for the name plate detail include:

Add — Opens a blank record for entering a new name plate.
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Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.
Edit — Opens the record in Edit mode for changing a PM task’s information.

Delete — Marks the record for deletion and removes it from the list view.

List — Returns to the list view.

Previous — Displays the detail of the previous record (ordered by ID).

Next — Displays the detail of the next record (ordered by ID).

GoTo — Opens a window that allows you to navigate directly to a record by entering the Contact ID.

Publish — Applies any changes made to this PM task to all assigned assets.

Adding PM Tasks

You can add new PM tasks from either the list or detail view. From the list view, the ‘Add New Record’ link is directly

above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is the first in
the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes the current
window to add mode, except it will populate the form with the previous record’s values for fast record entry.

The key field for PM tasks is ‘Task No.” and must be entered before ‘Save New Record’ is pressed. However, you
should enter as much information as you can to differentiate the asset from others. Click ‘Save New Record’ to save
the new asset. ‘Cancel Changes’ will discard the new asset information.

Editing PM Tasks

The form for editing PM task information can also be accessed from either the list or detail views. From the list, click
the pencil icon. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open the edit form in the
existing window.

The ‘Edit’ form is similar to the ‘Add’ form, except that the key field cannot be edited.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the PM task.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Task No. link on the list view. Place your
mouse & cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil .
Double-click your left mouse button and the field will open in edit mode. Make your changes then click the save ¢
icon to save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol & . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting PM Tasks

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record’s ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.
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¢ Dashboard H 7 Waork Orders 1 % Requests H o Assets “‘ Ti Pants H & Contacts”. 21 Reports H 2] Calendarw

| — ditions Marked for DELETION Learn More
Add COpynQd Undelete Lt Previous Next GoTo Publish O —

Task No.: HvAC-01
Brief Task Desc.: HVAC System Check

1. Thoroughly inspect and clean interior and exterior of machine and vacuum (remove panels).
2. Clean drain pan and note excessive corrosion. Treat rusted areas with rust inhibitor chemical does not add volatile organic
L imantato oo duai i e i U P L L L dogiol

The second step of the deletion process is to completely remove the records from system. Go to the Removed
Deleted Records link located in the Administration menu. This list displays the various tables that can hold records
marked for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to
permanently remove all the records for that section. For more information on deleting items, see the System
Administration manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Publishing PM Tasks
If you have made any changes to a PM task, the ‘Publish’ link applies the changes to all PMs that the task is
assigned to.

After making changes to the PM task, click the ‘Publish’ link. A confirmation screen will appear with the changes you
made to it.

Return to Task

'PM Task Publisher |

This process will update all existing PM Schedules that have been assigned this task with the current brief iption and detalied iption of the task record. Click the Update
hutton below to proceed.

Task No. HVAC-01

Brief Task Desc. HVAC System Check

1. Thoroughly inspect and clean interior and exterior of machine and vacuum (remove panels). 2. Clean drain pan and note excessive corrosion. Treat rusted areas with rust inhibitor
chemical does not add volatile organic compounds or contaminants to the drain pan. If possible, rinse well after application or choose a less hazardous material. Consult the
chemicals MSDS for this information. 3. Chilled water units: Check for chilled water leaks on all lines, valves, strainers, coils, etc. If leaks are not able to be stopped or corrected, report
leak status to supervisor. Clean strainer on chilled water units. 4. Direct expansion units: Check for refrigeration leaks on all lines, valves, fittings, coils, etc, using a halogen leak
detector or similar testing device. If leaks are not able to be stopped or corrected, report leak status to supervisor. 5. Check condition of cooling and reheat coils. Use fin comb if need to
straighten fins. 6. Clean coils. Use detergent solution and warm water if coil is heavily soiled. 7. Drain and clean humidifier pan or pad, whichever applies. Replace pad if required.
Remove corrosion as needed 8. Clean and lubricate motor and squirrel cage fan{s). Check alignment of motor and fan. Check hearing for excessive wear. 9. Check helttension and
condition. Adjust or replace as required. 10. Replace pre-filters if needed. 11. Replace final filter if needed. 12. Run maching, check action of controls, relays, switched, etc, to see that:
a) Chilled water units: i) Chilled water valve(s) are operating properly. ii) Reheat coils activate properly. iii) Humidistat activates humidifier. iv) Valves regulating water pressure are
proper on cooling. ¥) Discharge air temperature is set properly. vi) Check and record chilled water inlet and outlet temperatures. h) Direct Expansion Units: i) Humidistat activated
humidifier. iy Reheat coils activate properly. iii) Discharge air temperature is set properly.

Confirm your changes and click ‘Update’. A window will appear with a list of assets that were updated. Click ‘Return
To Task’ to return to the PM task detail.

PM Task Publisher |
This following Assets have had their PM tasks updated with Task No. HVAC-01.

Asset D ‘Brief Description
1040 HVYAC
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Establishing PM schedules on Assets

The PM display and editing tools are located in the standard view of the asset detail form (see page 22). All PMs that
have been scheduled for an Asset will be listed under the PM Schedule section. If the PM Schedule section is blank
on an asset record, it means you have not yet established a PM schedule for that asset. To add a new schedule,
click the ‘Add’ link in the right-hand corner of the PM Schedule section for that asset. You can access an existing PM
schedule on an asset for viewing, editing, or deleting by clicking the ‘GoTo’ link to the left of the schedule.

“i Dashboard |

7?&’ Parts 7‘1 4G Contacts ]‘E‘l Reports 4‘1 E Ealendarii

Detail YWiew
PM

Options Learn More

Edit Delete Manually Generate

Calendar Based

Pmic: _23F1CN2SB Last PM Work Order Date: 1003107
Asset ID: 1003 Last PM Work Order No.: 134
Work Order Type: PM On Calendar?: True
PM Group: Route:
Est. Hours: 2 Route Sequence:

Produce Every?: 90
Calendar Based Freq.: Days

Meter Based
Produce PM Every: 0
Occurs Desc.:

Calendar Freg Type: Static
Next PM Date: 010108
Suppress PM (Calendar): False
Nesting Group:
Nesting Level: 0

Suppress PM: False

Meter Type: Nis
Daily Average: 0
Last Meter Reading Entry: 0
Last Meter Reading Date:
Last PM Produced At: 0
Meter To-Date: 0
Meter Freq. Type: Static

Suppress Reason:

Assign To Type:
Assign To:
Perform For Type:
Perform For:

Task No.:
Brief Description:

Detailed Description:

Suppress PM (Meter): False

Employee
Acme Company (Jeff Werth) Skip Mondays?: False
Other Skip Tuesdays?: False
Skip Wednesdays?: False
Skip Thursdays?: False
A-001 Skip Fridays?: False
Air Compressor 90 Day Service

Skip Saturdays?: False

1. Perform normal tour checks and operations.

2. Change compressor crankcase oil.

3. Clean air intake fiter.

4. Check air dryer, automatic condensate drains, and air tank for proper operation. Clean condensor coils and cover grills.
5. Inspect belt alignment and condition. Adjust or replace helts as required.

6. Check for corrosion and scale on water cooled units.

7. Clean heat exchange surfaces.

8. Check accuracy of guages with calibrated test guage.

9. On two stage compressor, check intermedite pressure.

10. Test relief valves, replace if leaking or the relief range is incorrect. Do not readjust safety relief valves in the field.

11. Check operation of compressor unloaders, repair or replace if not loading and unloading properly.

12. Check compressor suction and discharge valves for proper operation. Replace leaking valves.

13. Check cut in and cut out compressor pressure controller, readjust if necessary for proper air pressure requirements. Do not
exceed ASME maximum tank pressure.

14. Check to make sure belt guard is installed prior to putting air compressor back in service.

15. No pressure vessel is to have its hand hole or man hole covers removed unless the vessel is st atmospheric pressure.

The options available for the PM detail include:

Edit — Opens the record in Edit mode for changing a PM task’s information.

Delete — Marks the record for deletion and removes it from the list view.
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Manually Generate — Generates the PM on demand, applying today’s date as the work date, instead of waiting for
the next scheduled generation.

Adding PMs

Click the ‘Add’ link on the PM Schedule section to add PMs to your asset. PMs can be calendar based, meter based,
or both. The calendar and meter sections within the PM Schedule form are color coded to help differentiate them.

General fields to enter:

e  The work order type (usually PM).

e Whether it should be listed on the Maintenance Calendar.

e The route and route sequence. These fields are optional and are covered in the Work Order Level 2
manual.

e The PM Group. If a PM Task is used, this field will auto-fill from that table. This field that may be left blank.
(PM grouping is explained in detail in the Work Order Management Level 2 manual).

e The employee or contractor that is assigned to this PM task when it becomes a work order. This optional
field is linked to the Maintenance Contacts file.

e The maintenance contact that this PM task will be performed for. This optional field is linked to the
Maintenance Contacts file.

e The standard number of hours normally required to perform this task (optional).

e The Brief Description and Work Description fields. If you are using a PM Task, click the yellow file folder
next to the ‘Task No.’ field to display the task list and click the ‘Select’ link on the appropriate task. The Task
No., PM Group, Brief Description and the Work Description fields fill in automatically. If for some reason you
want to enter a brief description and work description directly without picking from the PM Tasks List, you
may do so as well.

e  The Weblink, which lets you establish a link between the record and an external document - either a Web
page or a document residing on your network.

e  Suppress PM, which tell the PM schedule to pause running as an active schedule. The schedule will remain
paused until it is manually set back to “False.” (Suppression settings are explained in detail in the Work
Order Management Level 2 manual).

On a Calendar-based PM:
e The frequency of the PM. (For example, if it is to be performed every six months, enter the number '6' in the
‘PM Every’ field and click on 'Months' in the ‘Calendar Based Freq’ field.)
e Whether it is Static or Shadow (static is the default).
e The Next PM date, that is, the date on which this PM should be generated as a new, open PM work order.

On a Meter-based PM:
e The Produce PM Every field. This is the number on the meter.
e  Occurs Desc. is the meter’s value. Example: Miles, Hours, Units, etc.
e Meter Type describes the meter as a value that is updated with each reading (Running) or is a value that is
added to the last reading (Totals).
e What the daily average is for the meter.
e  The Meter-to-Date.

NOTE: Advanced PM features such as “Suppress if Open” type Calendar option and “Shadowed Meter” are available
and are explained in full detail in the Work Order Level 2 training manual.
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Editing PMs

The form for editing PMs can only be accessed from an asset’s detail view. From the PM Schedule table on the
asset, click the ‘GoTo’ link on the PM’s line to display the PM'’s detail view. On that screen, click the ‘Edit’ link in the
menu bar. The PM will open in edit mode in the existing window.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the asset.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. On the
asset detail, click on the PM Schedule’s GoTo link to access the PM Schedule’s detail form. Place your mouse &

cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil %. Double-
click your left mouse button and the field will open in edit mode. Make your changes then click the save ¢ icon to

save your changes or click the cancel icon # to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol © . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

Deleting PMs

Deleting records is a two step process. The first step is to mark the PM for deletion by clicking the ‘Goto’ link of the
PM and then click ‘Delete’ on the PM form. This highlights the record in red on the list view when you return to the
asset detail. At this point, you can still un-delete the record by clicking the ‘Un-delete’ link.

PM Schedule Add | Options | Copy PM Schedule | Learn More[-]
Produce Calendar Based Calendar Freq  MNext PM Last PM Work Meter Occurs Last Meter Reading Last PM Work Order Est.
- Every? Freq. Type Date Order No. Type Desc. Entry Date Hours
[ ks T Shadaw. T
GoTo 1.00 Morths Shadow 0 TOTALS UNITS 0.00 0.00
Sub
Total

The second step of the deletion process is to completely remove the record from the system. Go to the Remove
Deleted Records link located in the Administration menu. This list displays the various tables that can hold records
marked for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to
remove all the records for that section. For more information on deleting items, see the System Administration
manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Manual Generation

This feature allows you to bypass the assigned schedule for the PM and generate the PM on demand. It will also
reset the time/meter to the next PM. For example, if your monthly PM is 2 weeks into its scheduled generation date
and you manually generate it, the PM will reset and be generated in one month.

NOTE: There is no confirmation for manual generation. Clicking the ‘Manually Generate’ button will immediately turn
the PM into a work order and display the work order.

Copy PM Schedule

The Copy PM Schedule feature allows you to copy the existing PM Schedule to other assets in your system. This
feature is covered in the Work Order Management Level 2 manual.
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PM Parts

The PM parts table displays any parts required to perform the maintenance.

PM Parts Add | Options | Learn More[-]
ftem Descrip Invloc Auto Issue Gty Unitms

GoTo 2122 T & P Relief Valve MAIN 1.00 EA

GoTo 2005 Bearing, 6204-2RSJEM MAAIN 3.00 EA

Sub

Total

Any items listed here will be placed on the work order’'s HTML printout (system option required, see page 9) and the
close out screen under the “Select parts charges to issue” section (not shown if no items exist).

To add a PM Part, click the ‘Add’ link on the right side of the table.

"i Dashboard Hi:Work Orders 1‘ é‘ Requests { *a Assets ;i@ Ealendari{

Options Learn More

Save New Record Cancel Changes
Cuick: _27L0ROVIE  key field
Pmid: _23F1CN2SB

ttem: l— &
Descrip: I
Invloc: ’WN_V‘
Auto Issue Gty: [—1
Recommended Gty: ﬁ
Unitins: EA—'

The fields to enter here:

e Enter a Category for the part. Choose from Lubricant, Spare or Replacement. Additional categories can be
selected by editing the field’s lookup properties. See the System Administration manual for customizing
fields.

e Use the lookup to display your Parts list. Choose the part by clicking the ‘Select’ link on the left side of the
part. The ‘ltem’ and ‘Descrip’ fields will automatically populate with your selected parts information.

e If you have the Multiple Inventory Module enabled on your account, select the location of the part in the
drop-down list. If the Multiple Inventory Module is not installed on your account, only ‘Main’ will be available
on the drop-down list.

e  Enter the number of items you want to automatically issue to the work order and the recommended quantity
in the ‘Auto Issue Qty’ and the ‘Recommended Qty’ fields.

e If the part being issued is a measureable item, enter the unit of measure in ‘Unitms’.

Click ‘Save New Record’ to save the part to the PM, or click ‘Cancel Changes’ or ‘Go Back’ to return to the PM
without saving.

PM Procedures

If you have detailed descriptions of the procedures required to complete a PM and you would like it to be added to the
work order when it's generated, add it to the PM Procedure table.
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PM Procedures Add | Options | Learn More[-]
Sequence ;ask Task Description Stan#:':: Task Details
GoTo 1.00 A- Ajr Compressor 90 Day 1.25 1. Perform normal tour checks and operations.
001 Service 2. Change compressor crankcase oil.

3. Clean air intake fiter.

4. Check air dryer, automatic condensate drains, and air tank for proper operation. Clean condensor
coils and cover grills.

5. Inspect hett alignment and condition. Adjust or replace belts as required.

6. Check for corrosion and scale on water cooled units.

7. Clean heat exchange surfaces.

8. Check accuracy of guages with calibrated test guage.

9. On two stage compressor, check intermedite pressure.

10. Test relief valves, replace if leaking or the relief range is incorrect. Do not readjust safety relief
valves in the field.

11. Check operation of compressor unloaders, repair or replace if not loading and unloading properly.
12. Check compressor suction and discharge valves for proper operation. Replace leaking valves.
13. Check cut in and cut out compressor pressure controller, readjust if necessary for proper air
pressure requirements. Do not exceed ASME maximum tank pressure.

14. Check to make sure helt guard is installed prior to putting air compressor back in service.

15. No pressure vessel is to have its hand hole or man hole covers removed unless the vessel is at
atmospheric pressure.

PM Procedures links with the PM Tasks. When used, the PM Procedures will be generated with the PM and be
placed in the Work Order’s ‘Procedures’ table.

To add a PM Procedure, click the ‘Add’ link on the right side of the PM Procedure table,

¢! Dashboard H fl Work Orders Hﬂﬁ' Requests ‘

i Tl Parts HA’Q Contacts H 2 Reports HE Calendar

rocedures

|= ElD’etail iew

Options Learn More

Save New Record Cancel Changes
Cuick: _27L15APC2  key field
Pmick: _23F1CN2SB

Sequence: (1 v
Task &

Task Description: I ’3

Task Details:
HThIL Editor]

Web Link: | —

Standard Time: ] i)

The fields to enter are:
e |[f there is more than one procedure, enter this procedure’s number sequence here.

e Use the file lookup on ‘Task Description’ to open the PM Task list. Choose a task by clicking the ‘Select’ link

on the left of the task. ‘Task Description’ and ‘Task Details’ will automatically populate with the PM Tasks
information.

e You can link to a local file, web address or email by entering the value in ‘Web Link’. The ‘File” button will
open the window to help you choose a file on your machine or local network.

e Enter the time the procedure should take in the ‘Standard Time’ field.

Click ‘Save New Record’ to save the procedure to the PM, or click ‘Cancel Changes’ or ‘Go Back'’ to return to the PM
without saving.
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PM Generation

There are two methods available for generating PM Work Orders: manual or automatic.

Manual PM Generation

PM Work Orders are manually generated with the ‘Manually Generate’ link on the individual PM schedules or the
menu item called ‘Generate PM Work Orders’. To generate a single PM with today’s date, click ‘Manually Generate’
from the PM schedule itself. You will be immediately shown the new work order in a separate window. You can print

or email from that screen.

If you wish to generate a group of PMs at once, use the ‘Generate PM Work Orders’

menu option (shown below) and

indicate the date through which the PM’s should be generated. It is optional to utilize any of the filters.

X33

PM Generation

PM Group Filter Route Filter Sub Asset of Filter
| Select All v| iSeIect All B Select All Vj
Generate Through Option Action

oct ¥[8 jsff2007 2] [l Generate Future Fif's? Preview PM's v/

Assignment Filter
| Select All v

Proceed

Reset Form | Learn More | Return to Main Menu

Click ‘Proceed’ to preview the PM'’s that are due to be generated through the date indicated. The list of PM’s to be

generated will appear on screen.

X3S

- <’/ PM Generation
PM Group Filter Route Filter Sub Asset of Filter
| Select All v/ | Select Al v| Select All v|
Gene;ﬂé Through = Op!ionr = Ac!isn = =
oct (wl[s w2007 [l ] Generate Future Pl's? Preview PM's v
WO No. WODate  RouteNo. RoutsSeq. AssetD A: escripion  Task Desc PIi Every  Last PM Work Order Date
Generate?  Ste Pl Group Assign To
PREVIEW C  10/03:2007 1003 Air Compressor $0 Day Service 90 Days  08/26/2007
Werth)
PREVIEW C 10/08:2007 1040 AC System Check 1 Months 101102007
Werth)
PREVIEW C  10/05:2007 1018 Compressor 90 Day Service 3Months [10/06/2007
Nerth)

Assignment Filter
| Select All i

Reset Form | Learn More | Return to 1ain Menu

Last PM Work Order No. Last WO Status

121 Open
OVERDUE

122 Open

121 Open
OVERDUE

Use the drop-down list under ‘Action’ and select ‘Generate PMs’, then click Proceed.

The resulting PM work orders

will be listed with the work order numbers assigned. Above the list of generated work orders are options to either
‘PRINT these PM Work Orders’ or ‘EMAIL these PM Work Orders.” Select the output that you desire by clicking

either option.

X33
d PI Generation

PM Group Filter Route Filter Sub Asset of Filter

“nla® “n/a* “n/a*

Generate Through Option Action

10192007 Generate Future PIi's? Generate

WO No. WO Date Route No. Route Seq. AssetD A escription Task Desc. PN Every |Last PI Work Order Date
Site PM Group Assign To

Print and Email Options
[ PRINT these PM Work Orders

] EMAIL these PM Work Orders ]

134 10/03/2007 1002 Compre: Air Compressor 80 Day Service 90D 10/02/2007
135 10/08/2007 1040 1 10/08/2007
136 10/05/2007 1018 M 10/05/2007

Assignment Filter
*nia*

Reset Form | Learn More | Return to Main Menu

Last PM Work Order No. Last WO Status

138 Open
OVERDUE

138 Open
OVERDUE

126 Open
OVERDUE

©2007 eMaint Enterprises LLC



eMaint X3 System Overview

These open PM work orders that appear on the list are now available in the Work Order Center. To see the detail of
one of the work orders on the list, click on the individual work order number and the work order will display in a new
screen. The Asset and the Last PM Work Order No. links can also be clicked to view its details in a new window.

Manual Generation (On Demand)

On the toolbar of each PM schedule detail screen, there is a link called “Manually Generate.” This feature allows you
to bypass the assigned schedule for the PM and generate the PM on demand. It will also reset the time/meter to the
next PM. For example, if your monthly PM is 2 weeks into its scheduled generation date and you manually generate
it, the PM will reset and be generated in one month.

Automatic PM Generation

Before the system will generate PMs automatically, certain settings must be in place. These settings are located in
the ‘PM Settings’ section of the ‘Change Your Settings’ menu option. To permit automatic PM generation:

e  Make sure the ‘Disable Daily PM Generation & Email’ is not checked.

e Indicate the File Type for the emails.

e Enter the time the PMs are to be generated.

e Click ‘Save PM Email Settings’ to save the settings.

X33

Learn More | Return to Main Menu

Change PM Settings

You can automatically generate and email your P.M. work orders on a daily basis. PM work orders will be sorted by the "Assign To’ person and emailed directly
to that person. A copy of all PM work orders will be sent to the account administrator with a breakdown of how many work orders were sent to the individual
Assign To' people. You can also suppress the receipt of emails on days when you have no PM's generated. Select the time of day and time zone for when your
PM's will be generated

Disable Daily PM Generation & Email File Type: Produce PM's automatically every day at:
[JSend email when no PM's are generated | HTML v |1 M AM ] v
Configure Eastern Standard Time (North America) v

Send PM Summary and work orders to Administrator
Send PM work orders to the Perform For

[ Qond DI \Wacl ardore $0 dho Accion dn

This setting also allows you to designate who the system will notify when PMs are generated.

NOTE: In order for the ‘Assign To’ and the ‘Perform For’ contacts to receive the work orders via email, the individuals
must be listed in the Maintenance Contacts and have a valid email address in the appropriate field.
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Using the Calendar

The Calendar allows you to view projected PMs and existing work orders on any given date, aiding you in the process
of managing your work load. Viewing PMs on the calendar requires that your PM Schedules have the ‘On Calendar’
field set to ‘True’.

X33

My Account | Theme | eMairt University | Support | Logout | Akout

2 Home | @ Navigation | 49 Dashboard | 7 Work Orders | ﬁﬁ'equests | "o Assets | T Parts | & Contacts ‘ 5] Reports | alendar
X3 Quick Bar x I S—
@ S { ) Show Entire Month & Add Reminder
< October 2007 > e = A1 &
Su Mo Tu We Th Fr Sa ID Asset ID Date Description Est. Hours Assign To Type
1|2 [ 4 [iaified] il 132 1040 101072007 R R | g 1008 Work Order
785 9 (el 11 (12 |13 )
14 15 16 17 18 1920 oot 2 eudl
273150N0E nfa 10/10/2007 nspection of 0 ACMED1 Reminder
2122 23 |24]25 26|27 each asset.
Report
28.(29 (30 (31
=l My Shortcuts
Parts Explorer
|2.5set Explorer

Digital Dashboard

Create Purchase Order
Parts Re-Order List

FO Receipts

| pdste Pending POs
Furchase Order Center
Eimple Work Order

JAjork Order Print Manager

=IRecently Viewed

Inicue Key F... _0CUOPSZCK
Jnicue Key F... _0CUOPSZBM
Lnique Key F... _0CUOPSZC2
[Transaction ... _2420vAYHU
[Transaction ... _27M103EQL
Transaction ... 113

TIWO No. 113

T WO No. 130

Sl wo No. 133

WO No. 137

The Calendar List

The Calendar screen shows a calendar display on the left side and a listing of the day's activities on the main panel.

The calendar itself shows today’s date in a blue background and days with activities in a green background. Clicking
any date on the calendar will list the activities on the main panel. To move from month to month, use the arrow
buttons located at the top-right and top-left of the calendar.

The main panel shows your activities in a list. Located at the top of the list are three buttons. By default, today’s date
is displayed when you click the Calendar tab. If you navigate from it, the “Today” button will return you to today’s
date. The “Entire Month” button will list all the activities in the currently selected month. The “Add Reminder” button
will open the reminder page in add mode. See the next section for more details.

The main panel’'s columns are:

ID — The ID of the activity. Click this link to access the activity’s detail form in another window for a more detailed
description or to make adjustments.
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Asset ID — If the ID is a projected PM or a work order, the asset will be listed here in this column. Click the ID to
open the asset detail form in another window.

Date — The date the activity is to take place (PM or reminder), or the date the activity was added (work order).
Description — The description of the activity. This is pulled from the ‘Brief Description’ field on the work order, PM or
reminder.

Est Hours — The estimated amount of hours the activity will take to complete.

Assign To — For PMs and work orders, this is the person listed in the ‘Assign To’ field. For reminders, this is the
person listed in the ‘For User’ field.

Type — The type of activity. Options are ‘Work Order’, ‘Projected PM’ and ‘Reminder’.

Adding A Reminder

The “Add Reminder” button lets you add activity to the calendar to keep you informed of any activity, eMaint related
or not.

‘I Detail Yiew

- Maintenance Calendar

S v
lose Window

Save New Record Cancel Changes

Activityich [ J7M100LEN  key field
Activity Date: [ Oct w24 v 2007 [ 9]
Type: li
For User: Ii

Brief Description: |

Detailed Description: |
[HTML Editor]

Send Reminder?:
Date of Reminder: | --- vl-- v|2007 [j

Email Reminder To: I

Complete:
Completed By: | --- vl-- V|2EIEIT I:l

Email Me When Complete?: | False

Fill in the fields on the form with as much detail about the activity as you wish. The system will send you a reminder
to the email address(s) listed in the ‘Email Reminder To’ field if you mark ‘Send Reminder’ to “True” and enter a date
in the ‘Date of Reminder’ fields. Click ‘Save’ in the upper left corner to save the reminder. Your new activity will
appear on the main panel on the day listed in “Activity Date”.
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Work Order Center

The heart of eMaint X3 is work order management. Work orders are the vehicles for recording the activities you
perform, the physical documents you provide the people performing the work, and the tracking device for all related
activities. The Work Order tab is the central location for all work performed in eMaint.

The List View

Clicking the Work Order tab displays all the work order listings, enabling you to view the complete list of work orders
in your system.

] %9 Requests | “% Assets ‘ i Parts | 4 Contacts | [ Reports | [ Calendar |
‘Add New Record Refresh Learn More
W0 No, & WO Date Asset 1D Asset Description WO Type Priority  Status Sched. Date  Work Order Status
\ [ } V { | i

137 10/18/2007 1005 Truck CORRECTIVE 3 o Active

136 10/05/2007 1019 Compressor - Air PM o

135 10/08/2007 1040 HVAC PM o

134 710/03:‘2007 1003 Compressor, Air ﬁ’M o} Active

133 10/08/2007 1010 PL-2CutOff Saw  CORRECTIVE 3 o Active

132 10/10/2007 1040 HVAC PM o

131 100612007 1019 Compressar - Air PM o

130 09/14/2007 1005 Truck CORRECTIVE 2 o 10/122007 Active

129 09/14/2007 1002 Oil Furnace CORRECTIVE 2 o D9A42007 Active

128 09/4/2007 1040 HVAC CORRECTIVE H D9ATR007 Active

127 09H0/2007 1004 Generator, Stancky  CORRECTIVE 3 0 09/17/2007 Active

126 09/10/2007 1040 HVAC M 2 o 0972002007 Active

125 09/09/2007 1001 Hot Water Tank CORRECTIVE 2 o Active

124 09712007 2002 Power Transformer  CORRECTIVE H 090742007

123 09/06/2007 1005 Truck CORRECTIVE 2 o D9ATR007 Active

122 09/04/2007 BOX_01 Box Liter CORRECTIVE H 09MS2007
o 121 0812612007 1003 Compressor, &ir PM o Active
e

Each work order displayed in the list has its WO No. underlined. This means you can click the work order number to
see the record in detail. To the left of each row are a magnifying glass icon and a pencil icon. You can click the
magnifying glass icon to see the detail record of the work order. You can click the pencil icon to edit the work order
record.

From this screen you can add a new work order to the list by clicking '‘Add New Record' in the upper right corner. If
any changes were made to a work order while this window was open, click ‘Refresh’ to reload the page. The ‘Learn
More’ link provides a brief description of the list view and how to navigate around it. To close the window and return
to the main menu, click the 'Close Window' link in the upper right corner.

Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Work Orders

You can expand you search further by applying sorts and/or filters.
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Sorting the list

Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon
(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.

Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only
those work orders whose ‘WO Type’ begins with the letter 'P', you would type the letter 'P" in the filter for the ‘WO
Type’ column and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of
records that matched the filter expression will display in the upper left of the screen. You can apply single or multiple
filters at one time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.

Detail View

Clicking on the WO No. or on the magnifying glass on the work order list view will open the detail view of a work order
(see below).

\ 9 Requests H “o Assets H T Parts H 45, Contacts H 51 Reports H Condition Monitoring f

Options Learn More
Add Copy/Add Edit Delete List Previous Next GoTo Clese Out Print Purchase
WO No.: 103 Status: H
WO Date: 05/28/07 Completed Date: 06/21/07

WO Type: PM Downtime: 0
Sched. Date: Preblem Type:
Est. Hours: 2 Work Order Status:
Asset D002 Project #:

Asset Description: Compressor, Air
Building: Main Priority:
Floor: Ground
Reguest# Go To Req. Telephone:
Reguested By: P.M. Schedule Req. E-mail:
Assign To Type: Employee Perform For Type: Other

Assign To: Acme Company (Jeff Werth) Perform For:

Brief Description: Air Compressor S0 Day Service

1. Perform normal tour checks and operations.
2. Change compressor crankcase oil.
3. Clean air intake filter.
4. Check air dryer, autematic condensate drains, and air tank for proper operatien. Clean condensor coils and cover grills.
S. Inspect belt alignment and condition. Adjust or replace belts as reguired.
6. Check for corrosion and scale en water cooled units.
7. Clean heat exchange surfaces.
\Work Description: 8. Check accuracy of guages with ?alibrated ‘test guage.
S. On two stage compressor, check intermedite pressure.

10. Test relief valves, replace if leaking or the relief range is incorrect. Do not readjust safety relief valves in the field.

11. Check operation of compressor unloaders, repair or replace if not loading and unleading properly.

12. Check compressor suction and discharge valves for proper operation. Replace leaking valves.

13. Check cut in and cut out compressor pressure controller, readjust if necessary for proper air pressure requirements. Do not exceed
ASME maximum tank pressure.

14. Check to make sure belt guard is installed prior to putting air compressor back in service.

15. No pressure vessel is to have its hand hole or man hole covers remeved unless the vessel is at atmospheric pressure.
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NOTE: With eMaint X3, you have the ability to add or remove fields to the screen as well as change field names and
attributes, screen layout, colors, etc. Your screen may look slightly different than the example above. This
functionality is explained in detail in the System Administration training manual.

The detail view contains all of the information of a work order. From this screen, you have total control of your work
orders.

Options at the top left corner of the screen include:

Add — Opens a blank record for entering a new work order.

Copy/Add — Opens a new record in Add mode and populates the form with the previous record’s values.
Edit — Opens the record in Edit mode for changing the work order’s information.

Delete — Marks the record for deletion and removes it from the list view.

List — Returns to the list view.

Previous — Displays the detail of the previous record (ordered by ID).

Next — Displays the detail of the next record (ordered by ID).

GoTo — Opens a window that allows you to navigate directly to a record by entering the WO No.
Close Out — Opens the Close Out screen to mark the work order as completed.

Print — Opens the Print Work Order screen for selecting the print form.

Purchase — Opens a new Purchase Order form for ordering parts related to the work order.

Adding Work Orders:

You can add new work orders from either the list or detail view. From the list view, the ‘Add New Record’ link is
directly above the field headers and will open a new window in add mode. From the detail view, the ‘Add’ choice is
the first in the main menu bar and will change the current window to add mode. The ‘Copy/Add’ option also changes
the current window to add mode, except it will populate the form with the previous record’s values for fast record
entry.

The system will also create new work orders to reflect other features throughout the system. One example of this is
automatically generated PMs.
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¢! Dashboard ‘

#4 Requests H “ Assets “ Ui Parts H 45 Contacts “ 2 Reports H & Calendar

HE-“ Detail View
= Work Orders

|| Save New Record Cancel Changes
WO No.: Okey field

woDate:[Ooct v |24 voor [T
WO Type: | CORRECTIVE % &
Sched.Date: [ |- w07 [E

Status:
Completed Date:[--- v |-- ™|2007
Downtime:l 0

Problem Type: | NONE v @’

Est. Hours: r_g Work Order Status: | Active v/
Asset ID: I @ Project #: l'— @
Asset Description: |
Building; [— Priority: E
Floor: l—
Request # Req. Telephone: l—
Requested By: I Req. E-mail: I

Assign To Type: | Other v Perform For Type: | Other v

Assign To: | @ Perform For: I ‘S

Brief Description: I

‘Work Description:
[HThL Editor]

The main fields to populate are the Asset ID, Assign To, Brief Description and Detailed Description. It is always best
to insert as much information about the work as possible to remove any “guess work” from your employees and
contractors.

Be sure your maintenance contacts have valid email addresses or the various email features of the work order will
not function.

Editing Work Orders:

The form for editing work order information can also be accessed from either the list or detail views. From the list,
click the pencil icon. From the detail view, click the ‘Edit’ link in the menu bar. Both links will open the edit form in the
existing window.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the work order.
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73 Requests H ‘o Assets H Tl Pants H}f. Contacts H | Reports H 3 Calendar

Opins Learn re

Save Changes Cancel Changes
WO No.: 113 key field Status: O

woDste: Ju v |18 voor [ Completed Date: | - v |- ooz [
WO Type: | Corrective v Dowyrtime: 1
Sched.Date:| - v |- w7 [ Problem Type: |Electrical v

Est. Hours: | 0 Work Order Status: [ Active v '

Asset ID: h 019 Project #:

Asset Description: ICompressor - Air
Building: [ Hilty Priority: [ 2 v |
Floor: I
Reqguest #: Req. Telephone:

Requested By: | Req. E-mail: I

Assign To Type: | Employee v Perform For Type: | Other v

Perform For: I

Assign To: lAcme Company (Glenn Rossman)

Brief Description: IOverhauI

‘Work Description: T - - . F
[HTML Editor] he compressor |_s !eekujg air and the pressure isn't as strong as it used to
e. An overhaul is reguired.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the WO No. link on the list view. Place your mouse
Ik cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil *. Double-
click your left mouse button and the field will open in edit mode. Make your changes then click the save ¥ icon to
save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol & . These fields require you to
enter ‘Edit’ mode to make any adjustments.

Deleting Work Orders

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.
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B Work Orders  [IEESR=EIMITAE o Assets i Parts | 4 Contacts | ) Reports | [8 Calendar

o Detail View

Dptions Marked for DELETION Learn More

P
Add b Copyﬂﬁd Undelete Li’ Previous MNext GoTo Close Out Print Purchase e —
=130 Status: O
WO Date: 0841 407 Completed Date:
WO Type: CORRECTIVE Dovvntime: 2.50

The second step of the deletion process is to completely remove records from system. Go to the Removed Deleted
Records link located in the Administration menu. This list displays the various tables that can hold record marked for
deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to remove all
the records for that section. For more information on deleting items, see the System Administration manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Close Out

When a work order has been completed, use the ‘Close Out’ link to close it in the system.

mE— Learn More | Back to work order
X3 13

Close out work order

Work Order Close Out
WO No. 13

Completed Date [oct ¥]24 w2007 [T

Close out fields

Downtime '—1

Notes

|Close work order Returnto Work Order

The standard close out screen has two sections: Work Order Close Out and Close out fields.

Work Order Close Out

This section allows you to change the close out date which will be recorded by the system. By default, the WO
Completion Date is automatically filled in with today’s date.

Close Out Fields

The fields in this section are determined by the system administrator. Any fields which will provide more information

about the closing of the work for this job can be added. (System Administration training explains how to select the
fields for this close out screen.)

Once you click the ‘Close work order’ link, the work order is now closed. The Status field is changed from an O
(open) to an H (history/closed). Non-PM work orders can be reopened by clicking the ‘Close Out’ link again and then

selecting the reopen link at the bottom of the screen. Reopening the work order will also enable editing of the close
out information.

The close out information that was entered can also be viewed (without running a report) by clicking the ‘Close Out’
link from the work order detail.
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Print

See the next section, Printing Work Orders, for details on printing you work orders.

Purchase

The ‘Purchase’ link opens a new window with a blank purchase order form. This allows you to place orders for parts
that are required for the work order.

X33

Purchase Order

Reset Form | Close Window | Return to Main Menu

Purchase Order Terms, Etc, Comments Invoices

PO MNo. PO Date Location O No.
NEWY oct w24 w200z [ MAIN v | [113
Supplier Information Ship to
IClick folder for Vendor List JeffWerth
[ @ 100 Main Street
| Washington, DC USA

12345
Line | |Q‘ly Orde |Item Description Cost |Unit Me IExt. Cost

|Suppl. Part No. Required Date Location Account No.
Total : $0.00

[Actions
@ @

Proceed  Reset

This form is identical to the purchase order form from the Create Purchase Order menu option. Parts on order will be
listed on the ‘Purchase’ table of the work order detail. When the PO is received, the part will be added to the
‘Charges’ table.

NOTE: The purchase order system is beyond the scope of the manual. See the Inventory Control manual for more
information.

Work Order Charges

The Work Order Charges table lists the various charges made against the work order. Possible charge types are
Labor, Parts, Misc and Quick Parts.

Work Order Charges Misc v | Options | [-]
Tranid Category ‘Wo Contactid Trandate Gty Unitcost Extcost Comment Codel Acct_no
GoTo _26E0TN2I12  Employee  113.00 1004 09M0/2007 1.00 2875 28.75 Found frayed wire. Replace and also replaced O-Ring
1.00 28.75
GoTo | _26E0TLRNU  Parts 113.00 2011 09/10/2007 1.00 3.30 3.30 Part
Sub 1.00 3.30
Total 2.00 32.05
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To add a charge, use the drop-down list to select the charge type and click the ‘Add Charges’ button. The window
will load the appropriate screen for entering the charge. For more information about adding charges, see the Work
Order Management Level 1 manual.

Work Procedures

Similar to the PM schedules’ ‘Procedures’ table, the Work Procedures table allows you to link a PM Task to the work
order. This table will also list the PM Procedures from a generated PM.

Work Procedures Add | Options | [-]

) RiEcRUAS Task Description Task Text Stanqard

No. Sequence Time

GoTo 113 0.00 Ajr Compressor 90 1. Perform normal tour checks and operations. 075
Day Service 2. Change compressor crankcase oil.

3. Clean air intake fitter.

4. Check air dryer, automatic condensate drains, and air tank for proper operation. Clean
condensor coils and cover grills.

5. Inspect belt alignment and condition. Adjust or replace belts as required.

6. Check for corrosion and scale on water cooled units.

7. Clean heat exchange surfaces.

8. Check accuracy of guages with calibrated test guage.

9. On two stage compressor, check intermedite pressure.

10. Test relief valves, replace if leaking or the relief range is incorrect. Do not readjust safety
relief valves in the field.

11. Check operation of compressor unloaders, repair or replace if not loading and unloading
properly.

12. Check compressor suction and discharge valves for proper operation. Replace leaking
valves.

13. Check cut in and cut out compressor pressure controller, readjust if necessary for proper
air pressure requirements. Do not exceed ASME maximum tank pressure.

14. Check to make sure belt guard is installed prior to putting air compressor back in service.
15. No pressure vessel is to have its hand hole or man hole covers removed unless the vessel
i at atmospheric pressure.

To add a Work Procedure, click the ‘Add’ link on the right side of the Work Procedure table,

The fields to enter are:
e |If there is more than one procedure,
enter this procedure’s number

¢! Dashboard B

59 Requests o Assets Tl Pants 4g Contacts 5: Reports (8 Calendar I

sequence here. Options Learn vore
e Use the file lookup on ‘Task S ——

Description’ to open the PM Task list. Pmsg:”“'_;”

Choose a task by clicking the ‘Select’ PMIO#:

link on the left of the task. ‘Task . -

Description’ and ‘Task Details’ will Task Text:

HTML Editor]

automatically populate with the PM
Tasks information.

e You can link to a local file, web L
address or email by entering the
value in ‘Web Link’. The ‘File” button will open the window to help you choose a file on your machine or
local network.

e Enter the time the procedure should take in the ‘Standard Time’ field.

Click ‘Save New Record’ to save the procedure to the work order, or click ‘Cancel Changes’ or ‘Go Back’ to return to
the Work Order without saving.

Assignments

The Assignments table works in conjunction with the Timecard/Planner module. The Planner allows you to quickly
and easily assign contacts to work orders by listing both on the same page. Once assigned, the Timecard is used to
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charge time against the work order by either using the Sign On/SignOff button for active time tracking or directly
adding the time. The Timecard also allows a work order to be closed when the work is complete.

NOTE: The Timecard and Planner feature is available upon request and will need to be turned on by an eMaint
Support Specialist if you feel this feature would help your business process.
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Printing Work Orders

In eMaint you can either print a single work order from the detail screen of the work order or print a filtered group of
work orders by selecting that option from the Work Center.

Printing a single work order

To print a work order from the detail view, click the ‘Print’ link on the menu bar at the top of the work order. The next
screen contains options to view the printable work order in PDF or HTML format or return to the detail view of the

work order.

WO No. 113 Print Options

PDF Format Work Order™

HTML Format Work Order
Return to Woark Order

ok

F .Y Get Acrobat
idobe  Reader

Clicking the PDF format option will load the work order in Adobe Reader. Clicking the HTML format option will load
the work order in a new browser window. Both options have a printer icon. Clicking it will enable you to print the
work order to your printer.

Printing a Filtered Group of Work Orders

The Work Order Print Manager option on the Main Menu is useful if you need to print a group of work orders based
on various criteria.

X33

Work Order Print Manager

Reset Form | Learn More | Return to Main Menu

WO Ho. Range ‘thru

WO Date Range v ! 26 v }2007 ,-jthru [oct v l 24 v %2907 :::]

Status Open |

WO Type O] |corrective |3 g
PM Group a =)
Assign To [[] |acme company oailiam Reeder) &g
Department [T Iy =
Sort By WONo., v

After selecting this option from the main menu, enter information in those fields on which you would like to apply a
filter. For those fields which do not need a filter, put a check mark in the box located in the ‘All’ column. Use the '+’
button at the top right of screen to add criteria to this screen. At this point the system will allow you to print those
work orders you selected based on the sort order you chose.
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Work Order Requests

If you have purchased a Work Requestor Pack or you use an approval process for entering work orders, the Request
tab will allow you to review a work order and either approve or deny it as necessary.

You can add a work order request to the system from either the ‘My Requests’ page or from the ‘Request Manager’
page located in the Request Center (‘Requestor Only’ users cannot access the Request Manager).

Request Manager

The Request Manager’s list and detail views are similar to the Work Order’s list and detail views. Each work order
request displayed in the list has its Request No. underlined. This means you can click the request number to see the
record in detail. To the left of each row are a magnifying glass icon and a pencil icon. You can click the magnifying
glass icon to see the detail record of the request. You can click the pencil icon to edit the request record.

From this screen you can add a new work order request to the list by clicking 'Add New Record' in the upper right
corner. If any changes were made to a request while this window was open, click ‘Refresh’ to reload the page. The
‘Learn More’ link provides a brief description of the list view and how to navigate around it. To close the window and
return to the main menu, click the 'Close Window' link in the upper right corner.

Click the ‘Form Options’ link at the bottom of the list to change the default settings of how this screen is displayed.
This feature is described in more detail in the System Administration training manual.

Searching your Work Order Reguests

You can expand you search further by applying sorts and/or filters.

Sorting the list

Click on one of the column headings and the list will sort in ascending order. Once sorted, a small arrow icon
(pointing up) will appear to the right of the column name. This indicates that the list is sorted in ascending order.
Click the arrow icon and the list will sort again, this time in descending order.

Applying Filters to the List

Filters are used to search the whole list and display the matching results. For example, if you wanted to see only
those requests whose ‘Status’ begins with the letter 'A’, you would type the letter 'A" in the filter for the ‘Status’ column
and then click the red 'Set' link to the left of the filter row. Besides displaying the results, the number of records that
matched the filter expression will display in the upper left of the screen. You can apply single or multiple filters at one
time if needed.

To remove the filters, click the red “Clear” link. The full list will display.

TIP: The system remembers the filters and sorts that you apply and will display it the next time you navigate to that
list.

See Adding a New Work Request to add a new request.
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My Reguests

Selecting this option will display the user’s personal request page (displayed below).

Work Request Module Add New Request Close Window
Monday, 08/27/2007 elaint Enterprises LLC :Vincent Cammarota

00024 07/05/2007 HARDWARE Leah's Computer dfsgsg..

07/05/2007 HARDWARE Video Liquidators Clerk PC gfdfh..
Work Request History

| aug w23 w2007 [ thru| aug w28 w2007 o] [Fiter]

Status WO No. WO Date Problem Type Asset Description Sched. Date Assign To Brief Description
= 142 08/23/2007 Vince's Computer (Vincent Cammarota) 2= |Virus Scan...
E 141 08/23/2007 Vince's Computer (Vincent Cammarota) Z£ Virus Scan...
X |140 08/23/2007 Vince's Computer (Vincent Cammarota) Z Virus Scan...
= S 08/23/2007 Vince's Computer (Vincent Cammarota) =X Virus Scan...

Status Legend
N O Clas

This page displays the Requests made by the user. The first section, Open Work Requests, lists the requests that
are still pending review. The second section lists the requests that were rejected. The third section lists the work
orders that were approved and their status within the date range specified at the top of the section. A ‘Status Legend’
is located at the bottom of the page that describes the status symbols and their meaning.

To add a new work order request, click the ‘Add New Request’ link at the top of the page.

Adding a New Work Request

Click ‘Add New Record’ on the ‘Request Manager screen or click ‘Add New Request’ on the ‘My Requests’ screen to
open the work request form in add mode.
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. " Detail Yiew

 Work Order Requests

Options Learn More

Save Newy Record Cancel Changes
Request Number: 00033 key field
Status: O
Request Date: 10/24/2007
Request Time: 06:05:11 PM

Asset D: | &

Asset Description: |

Reguested By: l&CMEm

Telephone: I

Ext. [—

E-mail: |

Probtype: | noNE v @

Brief Description: l

Work Description:
[HThL Editor]

Approval Memo;

This is a simplified work order form that contains only the necessary fields a requestor would need. Itis
recommended to fill in all of the fields on the form to best describe the work that you are requesting.

Once a request has been entered in the system, it is approved or rejected from the detail view of the Request
Manager section. Only approved requests are entered into the Work Order Center.

NOTE: With eMaint X3, you have the ability to add or remove fields to the screen as well as change field names and

attributes, screen layout, colors, etc. Your screen may look slightly different than the example above. This
functionality is explained in detail in the System Administration training manual.

Editing Requests:

The form for editing request information can be accessed from either the list or detail views of the Request Manager.
Requestor Only users will not have access to this function. From the list, click the pencil icon. From the detail view,
click the ‘Edit’ link in the menu bar. Both links will open the edit form in the existing window.

Click ‘Save Changes’ to save the changes or ‘Cancel Changes’ to discard them. The form will return to the detail
view of the request.
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NOTE: Once a request is approved or rejected, editing the request will not update the work order, nor will it ‘un-reject’
the request.

Editing In Place

If “Edit In Place” is enabled, you can make changes to most fields without the need for entering edit mode. Enter the
record’s detail screen by clicking on the Magnifying Glass icon or the Request No. link on the list view. Place your
mouse k cursor over the field you wish to edit. If the field is able to be edited, the cursor will change to a pencil .
Double-click your left mouse button and the field will open in edit mode. Make your changes then click the save ¢
icon to save your changes or click the cancel icon ¥ to return without saving.

If a field cannot be edited with Edit In Place, the cursor will change to a “no” symbol © . If editable, these fields
require you to enter ‘Edit’ mode to make any adjustments.

NOTE: Once a request is approved or rejected, using Edit In Place will not update the work order, nor will it ‘un-reject’
the request.

Deleting Requests

Deleting records is a two step process. The first step is to mark the record for deletion by clicking the ‘Delete’ link.
This removes the record from the list view but still allows you to locate it by using the ‘GoTo’ link (if you know the
record ID) or using the ‘Next’ and ‘Previous’ links to page through the records. At this point, you can still un-delete
the record by clicking the ‘Un-delete’ link.

Opéns Marked for DELETION Le;n More
—

2 e —
Add L Copyial Undelete To Approve Request Reject Request
Re umber: 00014
Status: &,

Request Date: 081 6107
Request Time: 04:51:37 P

The second step of the deletion process is to completely remove records from system. Go to the Remove Deleted
Records link located in the Administration menu. This list displays the various tables that can hold records marked
for deletion. Click the magnifying glass icon to preview items that will be deleted. Click the trash can icon to remove
all the records for that section. For more information on deleting items, see the System Administration manual.

NOTE: The Remove Deleted Items option permanently removes records. There is no way to bring them back. Use
this feature at your own risk.

Approving and Denying Requests

A user with the system permissions ‘Approve Requests’ and “Reject Requests’ can enter the Request Manager to
approve or reject work order requests. When a request is approved, the work order form will open in Edit mode so it
can be completed before being placed in the Work Order Center. An email will be sent to the requestor informing
him/her of the approval and the request will move from the ‘Open Work Requests’ section to the ‘Work Request
History’ section on the My Request page.

When a work request is rejected, an email will be sent to the requestor to inform him/her of the rejection. The work
request will be placed in the ‘Rejected Work Requests (Last 30 Days)’ section of the Requestor’'s ‘My Requests’

page.
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Lookups for Problem Types, Work Order Types, and Departments

There are three fields with pre-established lookup options that are accessible from the Data Center. The three fields
are Department (on the Asset record and Work Order record), and WO Type and Problem Type (both on the Work
Order record).

When you have a Lookup on a field, it means you have a set of predefined values specific to that field. You also
have control of the lookup so you can add, edit and remove information as needed. This ensures that you have
uniform data entry for these fields which results in increased accuracy in reporting. A lookup is also a time saver
when entering new records because you can pick a value from the lookup on the field rather than typing it in each
time.

To set up the Lookup values for the Problem Type, Department, or WO Types in eMaint, click on one of these options
from the Data Center.

#=Edit Record  fi=Delete Record
Work Type List

Manage Works Type Add a work tvpe

BLANKET

CALIBRATE

CONSTRUCTION

CORRECTIVE

EMERGENCY

HOUSEKEEPING

MINOR

PM

PREDICTIVE

PREVENTIVE

PROJECT

REACTIVE

REQUEST

SAFETY

#=Edit Record f@=Delete Record

S N D 0 N B D D B DD N D
E})| E| ED| E)| E| ED{ E)| E0| ED| E)| E)) E)| E

From the Lookup window, you can add new items to the lookup by clicking the ‘Add..." link at the top. You can edit
items by clicking the pencil icon and delete items by clicking the trash can icon.

When you click the Add option in the upper right portion of the window, the Add window opens.

Add a New problem type

Problem Type: i
[[] Make default problem type

Save || Cancel

Enter the value, and then click ‘Save.” It will now be available on the Lookup folder associated with this field when
you add or edit a work order in the system.

In addition to managing the Lookups from the main menu, you can also manage them directly from the add or edit
mode on an Asset record or Work Order Record. Simply click the yellow file folder icon to the right of the field to
access the Lookup screen. This screen is identical to the screen on the Main Menu, and it allows you to add, edit or
delete the values associated with the Lookup.

NOTE: The System Administrator functions within eMaint enable you to add Lookups to virtually any field in the
system. A detailed explanation of this procedure is offered in the System Administration manual.

Last Updated: 1/14/2008
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