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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 11 Provides a detailed explanation of Work Orders and Work Requests.

e Work Order Management Level 21 A detailed look at the preventive maintenance process in eMaint.

e Planner/Timecard Module i 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 i 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 i 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 i 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 i 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 i 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 i Overview of the basic concepts of report writing and using the Query Builder to create basic
reports.

e Advanced Query Builder i 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 i 856-810-2700 extension 1

Email i support@emaint.com

Live chat i 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 Customer Login the top
page. At the 'Customer Login' page, enter your account name and
password and then click the O6Log Account Name:
A secure session is also available to organizations that prefer it. Ii
Navigate to the |l ogin page as no Password: cure Log
link |l ocated under t Impagewlilloepadmih b
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 wversi on 1i8iswhenydume toskingat veorkbrdet ab s 0 . An
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 Accounti 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 i 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 Supporti This | i nk will open our websitebds support page in a n
options for contacting the eMaint Support Department.

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

e Abouti 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
link found on the Quick Bar.

X33

My Account | eMaint University | Support | Logout | About

E) Navigation | & Dashboard || ) Work Orders | %'Requestsr | %o Assats ‘ Ti Pats | 4 Contacts ‘E}] Reports || condition Monitoring i
X3 Quick Bar X
Recently Viewed
T tem No 2001 =
P T \\\
@ 2
Monday 10/01/07 S

|Acme Company
Acme Manufacturing Company

[ dikhereror | 100 Main Street
Live Support Washington, DC 12345
USA

Maintenance Department Links
Maintenance Technology com

Edit Content Relig}:il_iw\“!eh com
Old Control Panel 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 Outi Log out of the eMaint X3 system.
e eMaint.com Home Page i Open the eMaint.com home page in a separate window.

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

e MyRequestsi Di spl ays the userds requests in 3 groups:
last 30 days and a user-specified history of all requests.

Work Center
e Work Order Center i Provides access to the work order listing and the detail of the work orders.
e  Work Order Print Manager i Prints work orders by user-definable filters.
e Group Close Out i 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.

current

e Maintenance Calendar-Di spl ays any task that is set up to show on ¢

the PM schedule screen).
e Simple Work Order i Opens a simplified work order form for quick entry.
e Add New Work Order i A shortcut link to the work order form in add mode.

Purchasing Center
e Create Purchase Order i Creates purchase orders for a particular supplier.
e Parts Reorder List T 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 i Used to select a PO and receive individual items on the PO.

e Update PendAprogessh@screen used to update and process pending
e Purchase Order Center i Displays the purchase orders in the system. Options to filter based on Supplier
and date range. Access POb6s for editing and receiving.
PM Center (Preventative Maintenance Center)
e Generate PM Work Orders i A tool that is used to manually generate multiple PM6 s i nt o .wor k order s

e PMTasks i Where PM tasks are defined and stored so that they can be associated to PM schedules.
e PM Manager i Used to manage the PM schedules in your system based on criteria you select.

Data Center
e Asset File Information i Views the Asset List and Details. From Asset Detail, you can view the PM
Schedules associated with the asset.
e Parts File Information 7 Views the inventory list and details in your system.
e PMTask Library i 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 i Contacts are tracked here. Anyone that is to be assigned to a task must have a
record in Maintenance Contacts.

e Parts by Supplier i A list of all the part/ supplier relationships you have established in your inventory file.
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e Name Plate Lists i A list of nameplate types that are built into eMaint. Users have the ability to define
additional nameplatet y pe s . The nameplate attributes are then 06i mpo
e Problem Type Management i View and modify the problem types for your work orders.
e Department Management i View and modify the departments used on your work orders and your assets.
e Work Type Management i View and modify the work types used on your work orders.

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

hierarchy.

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

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

Report Center
e Query Builder i Advanced reporting tool which allows you to create reports.
e Digital Dashboard i 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 i Report which provides the actual value of inventory based on the purchase
price of each item.
e Percentage Complete i Tool used to view the percentages of closed versus open work orders.

Administration
e Change Your Settingsi Used to change the useroés i nf oandmartacton ( name,
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 T Administrator option used to change information and security rights for users on the
account.
e Add New Users i Administrator option used to create additional users for the account.
e Login as Another User 7 Takes you to a new log in page.
e Export Datai 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 Dictionaryi Pr ovi des access to the systembés data diction:
e Remove Deleted Records i Used to view records that are marked for deletion and permanently remove
them from the system.
e Customize my own page i 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 i Displays a list of users that were signed into the system in a user-specified date range.

e Live Supporti Allows you to connect to the eMaint Support Department Live Chat website.
e Helpi 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 6Change Your Settingsd and 6User Administr

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 ordersand PM6s ar e managed in your syst

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 i 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 i Allows you to add, remove and rearrange the tabs.

e General Work Order Settings i Allows you to choose if closed work orders can be edited, if closed work
orders can reopened by the administrator , whi ch rel ated tables will be includ
printout and what the next work order number will be.

e Work Order Email Settings i Allows you to choose which contacts i Administrator, Perform For, Assign To,
Request Notification Group 7 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 i Allows you to activate automatic generation and emailing of the PM schedules in your
system.

e Inventory Control Settings i 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. Whensel ected, this option wil!/l create a new |l ink on

e Purchasing and Requisitioning i 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.
T = .:3 \.} Save | Cancel | Return to Main Menu

eMAINT Users Rights

User Profile

User Account |Jef‘f ‘Werth

Account D ACMEDS

Password Change Password

Password duration {days) |0

Work Requests Only?  |[NO v|

Copy rights to ‘Selectjromﬁllstbelow \t Save and Copy

Check the desired options for this user and press “Save” button below when finished.

Menu Items Check/Uncheck all Additional Options Check/Uncheck all Tabs Check/Uncheck all

:_N 5 :\‘ File i [¥] Condition Monitoring

v|Log Out v|Access File Home

ehdaint.com Home Page [¥] Add Records Navigation

Request Center Edit Records Dashboard

Request Manager Delete Records [@Work Orders

':’:(YCT::I‘[:‘;SW Issue Parts Charge Requests

[¥]Issue Labor Charge
[¥Iwork Order Center 9 M Assets
_ [MIKey Change [ Parts
[¥]Work Order Print Manager Contacts
Contacts
Group Close Out [ Access File
i Reports
Maintenance Calendar ¥ Add Records
v

Simple Work Order Edit Records lPrilae

[ Time Card Delete Records

Planner Data Dictionary

Purchasing Center [¥] Access File

Create Purchase Order [V Add Records

Parts Re-Order List Edit Records

PO Receipts Delete Records

Update Pending POs Form Lavout
The top portion allows you t @D, passwordgpasswold expiatoretimé, sndtheauser, accoun
type (standard or requestor). You can also copy this userds

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

AfiChecko or

AiUnchecko |

nks to

s e | ®When finshed, dl ni scekl etchte adl S a voep't ibountst

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 systemdbs 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 ” | Work Orders H 3 Requests H “& Assets H Tl Parts ‘ =l Reports H Condition Menitoring ‘
/add New Record Refresh Learn Hore
Contact ID Full Name Company Category Work Phone #
| | {
3001 John Smith  McMaster Carr Supplier ' 630-823-0200
30&; 7Fie?eTellsi aa;l g;Tlnidustrial Su p;!yi ”Su;;p It:r = 2?-627—4277 :
1001 Bob Crawchuck Acme Company Employee 206-734-1522
1002 Glenn Rossman Ac_m: (?(;m;Tany Emﬁft;;l; 238—7547 5§22
100: Wiliam Reeder Acme Company Employee 206-73;-1 522
1002 Rich Notela  Acme Company Employee 206-734-1522
17005 B;\ Higgins Acmeibio;nip;ly EmpIO);ee 50575&7552
2001 ~ JoeButton Button Industrial Contracting  Contractor  206-412-5551
2002 Robert Hickman ME  Contractor 209-457-8961
1008 Jeff ‘Ne;‘th ﬁ;cme Company émploy;ee 20&?34-17 g22
2002 Don Wiliams Central lsuzu Truck Supplier 301.322.9000
2004 Vincent Cammarota el.!;int Enterprizses, LLC Other 856—817 07-%00

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
Mored | ink provides a brief descri pti oaclosefthetwihdewadndrsturn vi ew and
to the main menu, click the 'Close Window' link in the upper right corner.

Click the 0Foatthe bGtjorh of halist o cHamge tke 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 filter sThefullistwikdispldye red ACI earo | ink

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 1 Opens a blank record for entering a new contact.
Copy/Addi Opens a new record in Add mode and popul ates the form \

Edit i Opens the record in Edit mode for changing the ¢ o n t anfortmaétisn.
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Delete i Marks the record for deletion and removes it from the list view.

List i Returns to the list view.

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

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

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

History 1 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 fromeither t he | i st or detail view. From the Iist v
above the field headers and will open a new window in add mo
the main menu bar and will change the currentwind ow t o add mode. The 6Copy/ Addod opti
window to add mode, except it wildl popul ate the form with th

¢! Dashboard H 7 Work Orders H 74 Requests H “@ Assets H i Parts 1 ¥ Contacts ‘ B Reports H & Calendar [

Detail View

. Contact Table

Options Learn More

| | save New Record

Contact ID: l key field

Full Name: |

First Name: I Last Name:

Company: r

Email: |

Title: |
Request Natification Group?: @
Category: @]
Hourly Rate: ﬁ

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

Primary Address:
[HTML Editor]

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

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 addressi n t he o6 Emai | éusirfgi el d. | f
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

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 Vi ew, click the 6Editd Ilin
existing window.

The O6Editdé form is similar to the O06Addod f yfieldistheaurigue pt t hat th
identifier for the contact and cannot be changed.

o

Click 6Save Changesd6 to save the changes or o6Cancel Changes
view of the contact.

‘ 5\] Reports 18 Calendar |

Options Learn Morg

Save Changes Cancel Changes
Contact ID: 00012 key field

Full Name: fvincert Cammarata

First Name: F;incerﬂ Last Name: Eammarma

Company: ktaint Enterprises, LLC

Email: [vincem cammarota@emaint.com

Title: ITechnicaI Support Specialist
Reguest Notification Group?: i-r;alse v |

Category: | Cortractor l

Hourly Rate: 0
Work Phone #: 555_31 0-2700 Ext. F
Fax #: Home Phone #:
Mobile #: Cther Phone #:
Primary Address:
[HTML Editor] iﬁ:;n':"wmd RS
City: hnarnon State/Province: F J
Zip/Postal Code: 53053 Country: ' SA
Comments:
HTML Editor]

Editing In Place

I f A Edi tisehabledPybuecanenake changes to most fields without the need for entering edit mode. Enter the
recordbés detail screen by clicking on the Magni fying Gl ass i
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 O.nfeftablechesefildi e cur sor w
require you to enter OEditd mode to make any adjustments.

Deleting Contacts

Deleting records is a two step process. Thef i rst step is to mark the record for del ¢
This removes the record from the Iist view but still all ows
record I D) or using the &éeNwaughatdhe maords. Atfhis poini, yowcarbstilllun-delets t o pag
the record by-delieclkidong i ntkke o6Un

¢! Dashboard ‘H 7| Work Orders H =) Requests ‘[ o Assets H ‘ﬁ’ﬁ Parts | }

P '-L 5

Add Copy!@d Undelete Li’ Previous Mext GoTo History
ID: 00012

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

Clicki ng trdkwil dsplayshe workyrder 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 §
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 Brisn Samelson =llaint Entarprizes, LLC (Ryan Kay) error in MUNICIPAL sccount S0
05/19/200€ 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
04/04/200€ HELFDESK |H =hisint Entarprizes, LLC (Rysn Kay) 04/04/2008 SO
04/04/200€ HELFDESK |H Donna Smith =hsint Entarprizes, LLC (Rysn Kay) 04/04/2008 t=st2 SO
04/04/200€ HELPDESK H Ryan Kay =hisint Enterorizes, LLC (Rysn Kay)  04/04/2008 t=st2 S0
2 04/04/200€ |HELPDESK |H =hlzint Enterprisss, LLC (Rysn Kay)  04/04/2002 test S0
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 79 Requests H 5 Assets | 45 Contacts “ 21 Reports H & Calendar ‘
: o ' List Wiew
- || Parts File Listing
ftem No Description Location Unit Cost $ On Hand Stock ttem
Apply> I ] | I
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
rj? 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
F 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
pur s 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
P4 20186 Puller, Chain 17 30000 11000  True
Py 4 2017 Breaker, Circuit, GE, 40 amp, 11.52000 14000  True
480 v
2F 2018 Shield, Plasma Cutter 11.91000 31000 True
= 2019 Hose, Air, Coiled 318" x 12" 19.93000 16000  True
2 2020 Hose, Air, Coiled 174" x 12" 12.99000 19000  True
PL 2045 Light Bulb - 300 Halogen 18.45000 31000  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 6ltem No.d& underlined. This means you can click the
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 thiswindowwasopen, c¢cl ick O6Refreshdé6 to reload the
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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Clickt he o6 For m G@tghe bottamsofthe list ta dhange 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.

Toremovethef i | t er s, c | i ;mk Thetud#listrwél displayCl ear o | i

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 i Opens a blank record for entering a part.

Copy/Addi Opens a new record in Add mode and popul ates the form \
Edit i Opens the record in Edit mode for changing the p a r ibf@rmsation.

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

Listi Returns to the list view.

Previous 1 Displays the detail of the previous record (ordered by ID).

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

GoTo i Opens a window that allows you to navigate directly to a record by entering the Item No.

Adjustments i Opens the form to change the existing on-hand quantity.

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

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

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

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

Adding Parts

You can add new partsfrome i t her the |l ist or detail view. From the | ist
above the field headers and will open a new window in add mo
the main menu bar and will change the current wi ndow t o add mode. The 6Copy/ Adddé op
window to add mode, except it wildl popul ate the form with th
The key field for Inventory Part séSasvedl|Neewn R\eoc.odr dabn d smupsrte shsee d
you should enter as much information as you can to help iden
the new part. 6Cancel Changesd6 wildl completely discard the

Editing Parts

The form for editing part information can also be accessed from either the list or detail views. From the list, click the
penci l icon to edit the part information. From the detail v
the edit form in the existing window.

The 6Editoé form is similar to the 6Addodé for m, except that th
field is the unique identifier for the part andethe@On only be
Hand quantity, use the Adjustments menu option.
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Click 6Save Changesdé6 to save the changes or O6Cancel Changes®
view of the part.

Editing In Place

I f A Edi tisehabledPybuecanenake changes to most fields without the need for entering edit mode. Enter the
recordés detail screen by clicking on the Magnifying Gl ass i
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.

fafel d cannot be edited with Edit | n PIGadfeditablethesefields sor wi l |l ¢
require you to enter OEditd mode to make any adjustments.

Deleting Parts

Deleting records is a two step process. The first stepisto markther ecor d f or del etion by <clickin
This removes the record from the Iist view but stildl all ows
record I D) or using the &édNextd and 0 Fhispoini, ywwcardstilllun-delets t o page

the record by-delietclidbng i mke &éUn

¢! Dashboard “ Work Orders ‘ = Requests 7“7 © Assets 7‘ Tl Parts d'(‘. Contacts ‘ 5] Reports 7 = Calendar

dgtions Marked for DELETION Learn flore
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 al |l ow diHaencdtd edietlidng of
Instead, the O6Adjustmentsdé | ink is used to track inventory c

Control manual.

Viewing Part History

On the part detailorsydr ddmk dloi cak ctelses & Hiesthi st ory of transact
the bottom portion of the screen.
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12 Month Part History { Inv. liethod =

WO Neo

Asset 1D

Tran. Type Type

Inventory location MAIN

ISSUE 61235

RECEIPT nia /

RECEIPT n/a n/a 06/07/2007
n‘a n/a 08/07/2007
_1X40NQSTT n/a 10/12/200€

oo Return to Standard View

Supglier ID Facking Slio

PO No

TEST PACKING SLIF 080707
2.00| $277

400

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.

R;nge of Traqsaption Datgs )
[aug [ 16 ¥[2006 T thru [Aug 3] 16 w2007

RTK-123-456
VALVE BOSCH
Part History ( Inv. I

Tran. Type O Ne. / Type Aszet 1D VO Date
Inventory location MAIN

ISSUE 61235 RTK2500 |08/07/2007
RECEIFT n/a n/a 0€/07/2007
RECEIPT n/a nia 08/07/2007
PU SE  [n/a nia 08/07/2007
PU SE  |_1X40NQSTT n/a 10/12/2008

Qty O

Item location

Al

Transaction Types
v

v

[ALL

Return to Standard View
Padking Slip

PO No

Cost

=)

(==

TEST PACKING SLIF 060707

0 o o oo
[=)

M oW W @

I ISR

=)

The links in these views navigate to other areas of the system that have affected this part. For example, clicking the

6PO No.d6 Ilink will take you to the purchase orschmdrassétshi s it em
Click OReturn to Standard Viewd on t hiealdethilgvibviforthephee. of t he hi s
Key Change

Because key fields are not able to be changed Tn edl mode,
has been provided to safely change the key field without corrupting the record. Old Item No = RTK-123-456

Clicking 6Key Changed will open the ke‘—e“'exf’n:ge for-m! Enter
the field provided and click 6ProcessqrL-2®His will difsplay a
made to the table and verify the change is complete.

Click the 6Go Back without making Char@yoeB§clpwithtcmpmakl}lgechtzmge_!.“ to the
the key field.

Purchase

The O6Purchase6 link is one of three way sOrderdormoinaiewscreen.par t C

X33

Re-order list - 10/23/07

Qty Ordered tem Qty
[ 10/30/2007 2009 Chain, Roller, 40" £
Link:
Supplier ID z:p"'D“d“em Last Order Cost On Hand  On Order Re-Order Point
& i 2.86, 27 0 20

Return to item detail
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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 O6Recalculated is used to fix any discrepantudaerdewi th the
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 X 5
=My Shortcuts ‘@ Li
Parts Explorer bR
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> \ o | \ i \
PO Receipts =
Undate Pending POs P 1029 Baler American TP-24K
Purchase Order Center puy s 1038 Baler (Scrap Trimmers) American
[Fmple Work Order 2 1026 Band Saw Rockwell
fork Order Print Manager s
P 2010 Battery Bank ALCAD
ElRecently Viewed 7
S Iy Miowed OF 2011 Battery Charger ALCAD
I tem No 2009 puys BOX 01 Box Lifter Demag K-39
She T = 1024 Bridgeport Miling Machi Bridgeport
%, Contact ID 00012 .~' : ridgeport Milling Machine ridgepol
&g, Corttact ID NEW 4 000 Cedar Lake Substation
C WO No. 134 s 2001 Circuit Switcher S&cC
W Asset D003 pay g 1019 Compressor - Air Gardner Denver BESGB-2817RPM
@ Asset ID 1029 ¥
) z
& Pmid_23HORPES2 ‘,‘f 1003 Compressor, Air Ingersoll Rand €950
 Pmid _23F1CN2SB 2F 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

Il ist has its O0OAsset | D6 underlined. This means you can clic
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 whiledthhe wagdow Whse O6pen
Moredé |l ink provides a brief descripti oaclosefthetwihdewdndrsturn vi ew and
to the main menu, click the 'Close Window' link in the upper right corner.

Click the 0Foattme bt of thenlist o cHamge tke 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.

Toremovethef i | t er s, click the red fAClearo | ink. The full i st wi

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).

,f‘inork Orders I ‘?E' Requests 7;

"i Dashboard [ E] Reports 7‘73 Ealendaril

\ Deg_ail Miew

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 01012008 1040372007 134 NIA u] 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 i Opens a blank record for entering a new asset.

Copy/Addi Opens a new record in Add mode and popul ates the form \
Edit i Opens the record in Edit mode for changing the a s s erfofgtion.

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

Listi Returns to the list view.

Previous 1 Displays the detail of the previous record (ordered by ID).

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

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

Charges i1 Displays all the charges made against the asset in a window directly below the detail view.

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

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

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

Labor Charge i 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.

above the field headers and will open a new wi ndgtee¥irstinn add mo
the main menu bar and wil/ change the current window to add

window to add mode, except it wildl popul ate the form with th
The keyfieldfor assets is 6Asset | D6 and must be entered before 06Sa\
should enter as much information as you can to differentiate
the new asset. 6 Ca n dhe hew @ssetinfgreasiod. wi | | di scar d

Editing Assets

The form for editing asset information can also be accessed from either the list or detail views. From the list, click the
penci l i con. From the detail view, cllopentke etitfoem imtEedxisting | i nk i n
window.

The O6Edi

t6 form is similar to the 6Addodé for m, except t hat t h
identi fier

for the part and can only be changed using the 06K

Click Chaamgesd to save the changes or o6Cancel Changesdé to di
view of the asset.

©2007 eMaint Enterprises LLC



eMaint X3 System Overview

Editing In Place

I f A Edi tisehabledPybuscanenake changes to most fields without the need for entering edit mode. Enter the
recordbs detail screen by clicking on the Magnifying Gl ass i
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 willchangetoa fino o O y lfedi@ble, these fields
require you to enter OEditd mode to make any adjustments.

Deleting Assets

Del eting records is a two step process. The first step is t
Thisremovest he record from the |list view but still allows you to
recordés | D) or using the O6Nextd and 6Previouso6 Hleletks to pag
the record by clickingthe 6 Ushe | et ed | i nk.

| Waork Orders ‘ 7 Requests | REEE

“l Dashboard |

L

M| i Parts | 4 Contacts | B Reports | @ cCalendar |

Ofitions Marked for DELETION Learn

_——
Add Copylﬁ‘d Undelete L" Previous Next GoTo Charges History Key Change Parts Charge Lahor 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 |2007 E] thru } Aug VI 15 VI2007 l:‘il - (blank for all)

WO No. WO Dzate Contactid Description Category Qty Unitcost Extcost

127 08/14/2007 ITL Vincent Cammarota Employee 1.00 5 0.00 5 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 7/12/2007 FANS MISC CHARGES Purchase 1.00 $ 3.99 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 (%[ 16 [%[2005 7] pnr [Aug (] 15 [Mi2007 73] (Fiter] (btank for all)
WO = Date Type Status Assign To :;;rrrorrn Closed On Erief Desc IOtEI
1343201/31/2007 | REQUEST H (HL Fineman) 01/31/2007 £0
13418/02/01/2006 M o Lavrence King ;55?“ StandugWIN; £0
13416/01/07/2006/PM o Lavrence King S D08 MinstatiSrass £0
5.xls
13408/04/12/2005/PM o eMaivnt Enterprises LLC (Donna Y Test vith Picture £0
Sy Smith) 2 Attachments
13407/05/03/2005/PM o eMaint (Tom Flemer) Sﬁ?ga' Cantrol-Panal; £0
AN : Jerry e ol T Al
/2005/PM o Lawrence King P B 1400M Minster Press-3.xls £0
Astzlos
1/2006/PM (e} Lawrence King J‘§=rtra',-|o= 1500Q Standun WIM-5.xls £0
/2006/PM e Lavrence King 2500M:SEEFdURmMNING £0
Sr.xls
01/2006 PM e} Lawrence King }.SDD; StancinWIM- £0
Sr.xls
/2006(PM o Lavrence King $300TP TaolPack £0
Align.xls
13083/08/01/2005/PM o Lavrence King ;5)39“ StendOTIWIN= £0
Key Change
Sincekeyf i el ds are not able to be cha the O0Key
Changed |link has been provided t o| OldAssetID =TESTBOX key fiel

corrupting the record.
New AssetID = |

Clicking 6Key Changed will/l open t Enter

number in the field provided andclic k 6 Pr oces s 6. Thi
summary of adjustments made to the table and verify the change is
complete.
Cancel
Click the 6Go Back without making - to the

changing the key field.

Parts Charge

In the Inventory Control Settings section of @
O N et
AAl'l ow direct part cha [SelGke
aI.Iow you 'Fo create charges on an asset e — E B
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 o
. . . . Description
option is set to yes, you will have an additional e
. . . ocation
function available on the Asset detail screen Acct. No.
called 6Parts Charged . [onHand
a part charge screen will show as below. LliEe
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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popul ated automatically from other fields. For example, ent
calculate the value for O6Extended Costd.

I f the part being charged i snd®dtUpdmttehdsReltatred aPadt patralsl ¢, s

6Asset Part Listd field to add this part to the |list upon sa
After you enter the information forthecharge, cl i ck 6éVal i date Entriesdé to have the s
inventory and the values entered here are correct. Any success or error messages will appear at the top of the form.

Cl i ck &S a v saveEhe formiaedsefurntodhe Asset detail screen.

The system will then create a blanket work order for the assetwithas t at us of 0 KRartstChasgeWakont ai ns 6
Order6 in the Brief Description field to separate it from regul
previous transaction, the charge will be added to the existing work order by addingalinei n t he O6Chargesd tabl

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 sectiono f 6 CNaun g @
Settingsan o peAlewnDirdctlabir

Charge Labor on asset ID 1003

Chargesto Assetso0 whi ch wi | | alabbro w [Skeg o -
charges on an asset without going through the normal i PR
charge process on the work order. (See page 53 for Full Name Select from list below 53
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 §
. ~ ptime L, i3 )

the. A_s;et detaLanrCshaa_rregaam.ca \@;heeoh 6 —
you click this link, a labor charge screen will show as Hourly Rate (8 Unitcost | 2324
beIOW. Sub-Category

Acct_no |

Comment
Enter the information in the text boxes provided. Click
6 Save an dsavedahe formraidd retum to the
Asset detailscreen. CI i ck 06Save and Clontinue to save
the form and continue to add more labor charges to this [ SaveandRetum ]| Save and Coninue |
asset Reset Form
The system wil/l create a blanket work order for fraqmthae asset wi
previous transaction, the charge wil/| be added to the existi
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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 i The type of equipment. Example: AVC_UNIT, COMPRESSOR, BOILER.

Description i 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 | | Work Orders ‘} ¥ Requests | “® Assets ‘ i Parts | 4 Contacts | [ Reports | [ Calendar |
Pages: 12345 1.5 Prev Next Add New Record Refresh Learn More
LCuid Descrip Plateid
Aooly> \ |
Py 1BGOTCOAY Type AJC_UNIT
ey 1BGOTCOAT Serves AIC_UNIT
Py 1BGATCOBD Manufacturer AC_UNIT i
a:‘:’f 1 BGOTCOBi Local Representative AJC_UNIT
2F _1BGOTCORZ Model Number AIC_UNIT
=y 1BGOTCOB3 Serial Number AIC_UNIT
2F 1BGOTCOBY Belt(s) Size AJC_UNIT
2 1BGOTCOBS. Fiter(s) Size AJC_UNIT
ey 1BGOTCOBE Fan: ' AJC_UNIT
ey 1BGOTCOBT Capactty (CFM) AJC_UNIT
a2 1BGOTCOBE Ext StPr (n H20 AIC_UNIT
=z 1BGOTCORY Number Of Fans AJC_UNIT
Py _1BGOTCOBA HP AIC_UNIT
=y 1BGOTCOBR RPM AJC_UNIT
2P 1BGOTCOBC. Amps AJC_UNIT
028 4ADANTooon Siol 4 1 IRIT

The name plates are displayed in rows with column headers at the top of each row. Note that each name plate

di splayed in the Ilist has its O6CUI D6 underlined. This means
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,cli c k 6 Refreshd to reload
The 6Learn Mored |link provides a brief descodlogagthewwindowf t he | i
and return to the main menu, click the 'Close Window' link in the upper right corner.
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Click mhep tiFoa thébottom aof khe 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 AClearo | ink. The full

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 1i
Enter the Plate ID. The ID should not exceed 10 characters nor have spaces.
Enter the description of the type of information.
A 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 T 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 i Descrip: Type

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

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

The additional options available for the name plate detail include:

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

Copy/Addi Opens a new record in Add mode and popul ates the form \
Edit i Opens the record in Edit mode for changing a name plat e i@fgrmation.

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

List T Returns to the list view.
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Previous 1 Displays the detail of the previous record (ordered by ID).
Next i Displays the detail of the next record (ordered by ID).
GoTo 1 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 v
directly above thef i el d headers and will open a new window in add mode
the first in the main menu bar and will change the current w
the current window to add mode, except it wil | popul ate the form with the previous r¢
entry.

The key field for name plates is O6CUIDd and is automatically
save the form. However, you should enter as much information as you can to differentiate the name plate from

ot hers. Click 6Save New Recordd to save the new asset. 6Ca

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, <clickhethe O6Edi
existing window.

The O6Editd form i s si mil ar epfieldcanmabeediedd d f or m, except that th

Click 6Save Changesd6 to save the changes or 6Cancel Changes®
view of the name plate.

Editing In Place

I f A Edi tisehabledPybuacanenake changes to most fields without the need for entering edit mode. Enter the

recordodés detail screen by clicking on the Magnifyinkg GI ass i
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 editedwithEdi t | n Pl ace, the cur sorQ wliddifablegcthegerfigdls t o a fAnoo
require you to enter O6Editd mode to make any adjustments.
Deleting Name Plates

Deleting records is a two step process. The first step is to mark the record for deletonby ¢l i cki ng t he &éDel et
This removes the record from the | ist view but stil!]l all ows
recordobés |1 D) or using the 6Nextd and O6Previ oustilundeletck s t o pag

the record by-delieclidbng i nke déUn
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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 illustrationon page22), cl i ck the &é1l mport
At t r i b u treusvi beltaken 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 ]

Whenyouclickthed Copy L i s tbuttAm, dll ofithb field éescéiptions 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 6GoTo6 | ienckfield.olf anydbfthe Ndme Platafields ere nof neaessary for this asset,
click the 6GoToé | ink to delete the individual fields from t

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 informationb o x c | i ¢ k frf gou @ilAsdedttie sdreemn k
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 thisassetandwon 6t 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 PMds description eaaclhbne mer evdtiicihg caev dreala |
task allows you to create one, very descriptive, maintenance procedure and then associate that PM task to your PM

schedule(s).

Anot her benefit of wusing PM tasks is the théchandgestyalthe make any
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 I Tl Parts | 4g Contacts | :1 Repaorts & 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 | ist has dérlined. Thi$ mears yoN can dick 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, ¢
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 0Foatthe bGtjorh of helist o cHamge tke 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 fAClearo | ink. The full

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.

The additional options available for the name plate detail include:

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