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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:   

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

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

 Planner/Timecard Module ï 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. 

 Inventory Control ï 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. 

 Inventory Control for Multiple Locations ï 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. 

 Requisitioning Method of Inventory Control ï 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. 

 System Administration ï 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. 

 Data Dictionary Bible ï 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. 

 Query Builder ï Overview of the basic concepts of report writing and using the Query Builder to create basic 

reports.    

 Advanced Query Builder ï 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 ï 856-810-2700 extension 1 

Email ï support@emaint.com 

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

mailto:info@emaint.com
mailto:support@emaint.com
http://www.emaint.com/
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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 

http://www.emaint.com.  Click on the óLoginô link at the top of the 

page.  At the 'Customer Login' page, enter your account name and 

password and then click the óLoginô button. 

 

A secure session is also available to organizations that prefer it.  

Navigate to the login page as normal.  Click the óSecure Login Pageô 

link located under the óLoginô button.  The login page will reload with 

encryption enabled.  Your browser will display a lock icon  to 

indicate a secure session is in place. 

 

The SSL-encrypted session securely uploads and downloads 

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. 

 

 
 

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 ñpersistent tabsò.  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: 

 My Account ï 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. 

 eMaint University ï 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. 

 Support ï This link will open our websiteôs support page in a new window.  This page contains various 

options for contacting the eMaint Support Department. 

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

 About ï 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 ñEdit Contentò 

link found on the Quick Bar. 
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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 

 Log Out ï Log out of the eMaint X3 system. 

 eMaint.com Home Page ï Open the eMaint.com home page in a separate window. 

Request Center 

 Request Manager ï Provides access to the work order request listing and details. 

 My Requests ï Displays the userôs 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 

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

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

 Group Close Out ï 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. 

 Maintenance Calendar - Displays any task that is set up to show on calendar (ñOn Calendarò field = True on 

the PM schedule screen). 

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

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

Purchasing Center 

 Create Purchase Order ï Creates purchase orders for a particular supplier. 

 Parts Reorder List ï Displays list of stock parts that are due to be reordered based on reorder points.  

Reorders can then be processed from this screen. 

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

 Update Pending POôs ï A processing screen used to update and process pending POôs. 

 Purchase Order Center ï Displays the purchase orders in the system.  Options to filter based on Supplier 

and date range.  Access POôs for editing and receiving. 

PM Center (Preventative Maintenance Center) 

 Generate PM Work Orders ï A tool that is used to manually generate multiple PMôs into work orders. 

 PM Tasks ï Where PM tasks are defined and stored so that they can be associated to PM schedules. 

 PM Manager ï Used to manage the PM schedules in your system based on criteria you select. 

Data Center 

 Asset File Information ï Views the Asset List and Details.  From Asset Detail, you can view the PM 

Schedules associated with the asset. 

 Parts File Information ï Views the inventory list and details in your system. 

 PM Task Library ï Provides a generic list of tasks to perform on common equipment.  This section is meant 

for copying and pasting into PM Tasks. 

 Maintenance Contacts ï Contacts are tracked here.  Anyone that is to be assigned to a task must have a 

record in Maintenance Contacts. 

 Parts by Supplier ï A list of all the part/ supplier relationships you have established in your inventory file. 
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 Name Plate Lists ï A list of nameplate types that are built into eMaint.  Users have the ability to define 

additional nameplate types.  The nameplate attributes are then óimportedô directly onto an asset record. 

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

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

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

Data Explorer 

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

hierarchy. 

 Parts Explorer ï Tool to view inventory in a tree or hierarchical view and to choose the structure of that 

hierarchy. 

 Contact Explorer ï Tool to view contacts in a tree or hierarchical view and to choose the structure of that 

hierarchy. 

Report Center 

 Query Builder ï Advanced reporting tool which allows you to create reports. 

 Digital Dashboard ï The digital dashboard contains predefined reports that display data from multiple tables 

and outputs the results to either graph or CSV format. 

 Inventory Valuation Report ï Report which provides the actual value of inventory based on the purchase 

price of each item. 

 Percentage Complete ï Tool used to view the percentages of closed versus open work orders. 

Administration 

 Change Your Settings ï Used to change the userôs 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. 

 User Administration ï Administrator option used to change information and security rights for users on the 

account. 

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

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

 Export Data ï 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. 

 Manage Data Dictionary ï Provides access to the systemôs data dictionary. 

 Remove Deleted Records ï Used to view records that are marked for deletion and permanently remove 

them from the system. 

 Customize my own page ï 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. 

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

Help 

 Live Support ï Allows you to connect to the eMaint Support Department Live Chat website. 

 Help ï 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. 

 

 
 

The Administration menu is covered in detail in the System Administration manual.  The options that are reviewed in 

this overview are óChange Your Settingsô and óUser Administration.ô  

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. 
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The bottom section provides links to manage the way work orders and PMôs are managed in your system. 

 

 
 

 General System Settings ï 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. 

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

 General Work Order Settings ï 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 orderôs HTML 

printout and what the next work order number will be. 

 Work Order Email Settings ï Allows you to choose which contacts ï Administrator, Perform For, Assign To, 

Request Notification Group ï 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. 

 PM Email Settings ï Allows you to activate automatic generation and emailing of the PM schedules in your 

system. 

 Inventory Control Settings ï 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 óParts Charge.ô 

 Purchasing and Requisitioning ï 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. 
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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. 

 

 
 

The top portion allows you to change the userôs name, account ID, password, password expiration time, and the user 

type (standard or requestor).  You can also copy this userôs 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 

ñCheckò or ñUncheckò links to select or unselect all options in that column.  When finished, click the óSave' 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 systemôs 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. 

 

 
 

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 óRefreshô to reload the page.  The óLearn 

Moreô 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 óForm Optionsô 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. 



 

©2007 eMaint Enterprises LLC 

13 eMaint X3 System Overview 

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 ñClearò 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. 

 

 
 

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 ï Opens a blank record for entering a new contact. 

 

Copy/Add ï Opens a new record in Add mode and populates the form with the previous recordôs values. 

 

Edit ï Opens the record in Edit mode for changing the contactôs information. 
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Delete ï Marks the record for deletion and removes it from the list view. 

 

List ï Returns to the list view. 

 

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

 

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

 

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

 

History ï 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 óAdd New Recordô link is directly 

above the field headers and will open a new window in add mode.  From the detail view, the óAddô choice is the first in 

the main menu bar and will change the current window to add mode.  The óCopy/Addô option also changes the current 

window to add mode, except it will populate the form with the previous recordôs values for fast record entry. 
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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 óEmailô field.  If youôll 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 ñRequest Notification Groupò to ñTrue.ò 

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 óEditô link in the menu bar.  Both links will open the edit form in the 

existing window. 

 

The óEditô form is similar to the óAddô form, except that the key field cannot be edited.  The key field is the unique 

identifier for the contact and cannot be changed. 

 

Click óSave Changesô to save the changes or óCancel Changesô to discard them.  The form will return to the detail 

view of the contact. 

 

 

Editing In Place 

If ñEdit In Placeò is enabled, you can make changes to most fields without the need for entering edit mode.  Enter the 

recordôs detail screen by clicking on the Magnifying Glass icon or the Contact ID 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.   
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If a field cannot be edited with Edit In Place, the cursor will change to a ñnoò symbol   .  If editable, these fields 

require you to enter óEditô 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 óDeleteô link.  

This removes the record from the list view but still allows you to locate it by using the óGoToô link (if you know the 

record ID) or using the óNextô and óPreviousô links to page through the records.  At this point, you can still un-delete 

the record by clicking the óUn-deleteô link. 

 

 
 

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 óHistoryô 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. 
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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. 

 

 
 

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 óItem No.ô 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 óRefreshô to reload the page.  The óLearn Moreô 

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 óForm Optionsô 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 ñClearò 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. 

 

 
 

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 ï Opens a blank record for entering a part. 

 

Copy/Add ï Opens a new record in Add mode and populates the form with the previous recordôs values. 

 

Edit ï Opens the record in Edit mode for changing the partôs information. 

 

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

 

List ï Returns to the list view. 

 

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

 

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

 

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

 

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

 

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

 

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

 

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

 

Recalculate ï 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 óAdd New Recordô link is directly 

above the field headers and will open a new window in add mode.  From the detail view, the óAddô choice is the first in 

the main menu bar and will change the current window to add mode.  The óCopy/Addô option also changes the current 

window to add mode, except it will populate the form with the previous recordôs values for fast record entry. 

 

The key field for Inventory Parts is óItem No.ô and must be entered before óSave New Recordô is pressed.  However, 

you should enter as much information as you can to help identify the part in a list.  Click óSave New Recordô to save 

the new part.  óCancel Changesô 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 óEditô link in the menu bar.  Both links will open 

the edit form in the existing window. 

 

The óEditô form is similar to the óAddô 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 óKey Changeô option.  To change the On 

Hand quantity, use the Adjustments menu option. 
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Click óSave Changesô to save the changes or óCancel Changesô to discard them.  The form will return to the detail 

view of the part. 

Editing In Place 

If ñEdit In Placeò is enabled, you can make changes to most fields without the need for entering edit mode.  Enter the 

recordôs detail screen by clicking on the Magnifying Glass icon or the Item 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 ñnoò symbol   .  If editable, these fields 

require you to enter óEditô 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 óDeleteô link.  

This removes the record from the list view but still allows you to locate it by using the óGoToô link (if you know the 

record ID) or using the óNextô and óPreviousô links to page through the records.  At this point, you can still un-delete 

the record by clicking the óUn-deleteô link. 

 

 
 

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 óOn-Handô field.  

Instead, the óAdjustmentsô 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 óHistoryô link to access the history of transactions for the part.  This will display in 

the bottom portion of the screen. 
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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. 

 

 
 

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

óPO No.ô link will take you to the purchase order this item appeared on.  Other areas include work orders and assets. 

 

Click óReturn to Standard Viewô 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 óKey Changeô link 

has been provided to safely change the key field without corrupting the record.  

 

Clicking óKey Changeô will open the key change form.  Enter the new number in 

the field provided and click óProcessô.  This will display a summary of adjustments 

made to the table and verify the change is complete. 

 

Click the óGo Back without making changesô to return to the part without changing 

the key field. 

Purchase 

The óPurchaseô link is one of three ways to order a part.  Clicking the link displays the Re-Order form in a new screen. 
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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 óRecalculateô is used to fix any discrepancies with the óOn Orderô 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. 

 

 
 

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 óAsset IDô 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 óRefreshô to reload the page.  The óLearn 

Moreô 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 óForm Optionsô 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 ñClearò 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). 

 

 
 

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 ï Opens a blank record for entering a new asset. 

 

Copy/Add ï Opens a new record in Add mode and populates the form with the previous recordôs values. 

 

Edit ï Opens the record in Edit mode for changing the assetôs information. 

 

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

 

List ï Returns to the list view. 

 

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

 

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

 

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

 

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

 

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

 

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

 

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

 

Labor Charge ï 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 óAdd New Recordô link is directly 

above the field headers and will open a new window in add mode.  From the detail view, the óAddô choice is the first in 

the main menu bar and will change the current window to add mode.  The óCopy/Addô option also changes the current 

window to add mode, except it will populate the form with the previous recordôs values for fast record entry. 

 

The key field for assets is óAsset IDô and must be entered before óSave New Recordô is pressed.  However, you 

should enter as much information as you can to differentiate the asset from others.  Click óSave New Recordô to save 

the new asset.  óCancel Changesô 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 óEditô link in the menu bar.  Both links will open the edit form in the existing 

window. 

 

The óEditô form is similar to the óAddô 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 óKey Changeô option. 

 

Click óSave Changesô to save the changes or óCancel Changesô to discard them.  The form will return to the detail 

view of the asset. 
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Editing In Place 

If ñEdit In Placeò is enabled, you can make changes to most fields without the need for entering edit mode.  Enter the 

recordôs detail screen by clicking on the Magnifying Glass icon or the Asset ID 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 ñnoò symbol   .  If editable, these fields 

require you to enter óEditô 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 óDeleteô link.  

This removes the record from the list view but still allows you to locate it by using the óGoToô link (if you know the 

recordôs ID) or using the óNextô and óPreviousô links to page through the records.  At this point, you can still un-delete 

the record by clicking the óUn-deleteô link. 

 

 
 

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. 
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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. 

 

 

Key Change 

Since key fields are not able to be changed in edit mode, the óKey 

Changeô link has been provided to safely change the key field without 

corrupting the record. 

 

Clicking óKey Changeô will open the key change form.  Enter the new 

number in the field provided and click óProcessô.  This will display a 

summary of adjustments made to the table and verify the change is 

complete. 

 

Click the óGo Back without making changesô to return to the part without 

changing the key field. 

Parts Charge 

In the Inventory Control Settings section of 

óChange Your Settingsô, there is an option to 

ñAllow direct part charges to assetò which will 

allow you to create charges on an asset 

without going through the normal charge 

process on the work order.  (See page 53 for 

more on the charge procedure.)  When this 

option is set to yes, you will have an additional 

function available on the Asset detail screen 

called óParts Chargeô.  When you click this link, 

a part charge screen will show as below. 

 

Enter the information in the text boxes 

provided.  Fields without text boxes are 
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populated automatically from other fields.  For example, entering the óQtyô (quantity) and óItem Costô fields will 

calculate the value for óExtended Costô. 

 

If the part being charged isnôt on the Related Parts table, click the óUpdate Asset related parts listô checkbox on the 

óAsset Part Listô field to add this part to the list upon saving the form. 

 

After you enter the information for the charge, click óValidate Entriesô 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 óSave Entriesô 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 óKô that contains óParts Charge Work 

Orderô 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 óChargesô 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 óChange Your 

Settingsô, there is an option to ñAllow Direct Labor 

Charges to Assetsò which will allow you to create labor 

charges on an asset without going through the normal 

charge process on the work order.  (See page 53 for 

more on the charge procedure.)  When this option is set 

to yes, you will have an additional function available on 

the Asset detail screen called óLabor Chargeô.  When 

you click this link, a labor charge screen will show as 

below. 

 

Enter the information in the text boxes provided.  Click 

óSave and returnô to save the form and return to the 

Asset detail screen.  Click óSave and Continueô to save 

the form and continue to add more labor charges to this 

asset. 

 

The system will create a blanket work order for the asset with a status of óKô.  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 óChargesô 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:  

PlateID ï The type of equipment.  Example: AVC_UNIT, COMPRESSOR, BOILER. 

Description ï 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. 

 

 
 
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 óCUIDô 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 óRefreshô to reload the page.  

The óLearn Moreô 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 óForm Optionsô 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 ñClearò 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 óAdd New Record.ô 
Á Enter the Plate ID.  The ID should not exceed 10 characters nor have spaces. 
Á Enter the description of the type of information. 
Á 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: 

 

CUID ï This is the 

unique key field for 

the name plate. 

 

Plateid ï 

Equipment name 

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

 

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

 

The additional options available for the name plate detail include: 

 

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

 

Copy/Add ï Opens a new record in Add mode and populates the form with the previous recordôs values. 

 

Edit ï Opens the record in Edit mode for changing a name plateôs information. 

 

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

 

List ï Returns to the list view. 
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Previous ï Displays the detail of the previous record (ordered by ID). 

 

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

 

GoTo ï 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 óAdd New Recordô link is 

directly above the field headers and will open a new window in add mode.  From the detail view, the óAddô choice is 

the first in the main menu bar and will change the current window to add mode.  The óCopy/Addô option also changes 

the current window to add mode, except it will populate the form with the previous recordôs values for fast record 

entry. 

 

The key field for name plates is óCUIDô 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 óSave New Recordô to save the new asset.  óCancel Changesô 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 óEditô link in the menu bar.  Both links will open the edit form in the 

existing window. 

 

The óEditô form is similar to the óAddô form, except that the key field cannot be edited. 

 

Click óSave Changesô to save the changes or óCancel Changesô to discard them.  The form will return to the detail 

view of the name plate. 

Editing In Place 

If ñEdit In Placeò is enabled, you can make changes to most fields without the need for entering edit mode.  Enter the 

recordôs detail screen by clicking on the Magnifying Glass icon or the Cuid 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 ñnoò symbol   .  If editable, these fields 

require you to enter óEditô 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 óDeleteô link.  

This removes the record from the list view but still allows you to locate it by using the óGoToô link (if you know the 

recordôs ID) or using the óNextô and óPreviousô links to page through the records.  At this point, you can still un-delete 

the record by clicking the óUn-deleteô link. 
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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 óImport 

Attributesô link.  You will be taken to the screen below which will allow you to select an Attribute list (Plate ID group) 

from a drop down list. 

 

 
 

When you click the óCopy List Attributesô button, all of the field descriptions available for that PlateID will drop into the 

Name Plate Information section for that asset.   
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Click the óGoToô link to add the values for each field.  If any of the Name Plate fields are not necessary for this asset, 

click the óGoToô link to delete the individual fields from the list for this asset. 

 

 

Adding Nameplates Directly 

If you want to add individual lines to the Name Plate information box click the óAddô link and you will see the screen 

below. 

 

 
 

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 wonôt 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 PMôs description each time which can be a daunting task when youôre 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 óPublishô 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. 

 

 
 

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 óTank No.ô 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 óRefreshô to reload the page.  The óLearn Moreô 

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 óForm Optionsô 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 ñClearò 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. 

 

 
 

The additional options available for the name plate detail include: 

 

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


