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Beginning PM\ Training

Preventative Maintenance & Work Templates

The Work PM/Template module allows you to create Work Order Templates and scheduled
Preventative Maintenance jobs (PMs). All information entered in this module will be carried over to
work orders whether you are creating a WO template or a PM. That’s why so much of the information
in this module is exactly like the information that you enter in the Work Orders module. This even
includes the data stored in the grids. The PM and Template are very similar to one another; the main
difference is that one has a set schedule and the other can be used to generate a work order on
demand by the user.

e PMs generate Work Orders automatically based on a schedule you define. They’re useful for
any regular job to be done on a routine basis.

e Work Order Templates don’t generate Work Orders based on a schedule. Instead, they allow
you to generate work orders quickly, whenever you wish. This is useful when you have regular
activities that require complex entry of resource details, as most of the data in the template is
pre-entered.

To help you create a preventative maintenance program, we’ll go through several step-by-step
examples. In the following pages, we’ll walk you through three distinct types of PMs: One for a street
sweep on a series of pavements, one for a bi-annual sewer pipe cleaning, and a group of PMs for a
single fleet asset.
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Creating a Street Sweeping PIM

In the following example, we’ll create a PM for a routine street sweeping program. This will help clean
and maintain the pavements in your network. Since street routes in your network won’t change on a
regular basis, we’ll be able to create a static asset list using a street subset. Let’s go over the steps in
the example below.

1. To open the module select Work>>PM/Work Template from the main menu.

Click the Add button % to enter Add Mode.

3. Create a unique code and description in the PM/Template field of the header. Remember to
choose a code that is easily recognizable.

o For this example, we’ll choose a PM/Template code of “T-SW-350" and a description of
“Street Sweeping Route 350”.

4. Click the Category, Main Task, and Problem buttons to select from the pick lists. You’ll need
to select the Category first. Click the plus [+] sign to open a Category group and then select
the appropriate Category for this PM task.

0 Be careful when selecting a Category; only those with icons will allow you to select
assets in the asset grid.

= For example, a category with an icon like B2 Pavements will allow you to select from
a list of assets.

o Alternatively, categories with folders like [ Street Maintenance will not.

o In this example, we’ve selected Category 12320 - Pavements. This will allow us to add
street segment assets to the asset grid.

0 We’ve also selected “Street Sweep” as the Main Task and “Routine Maintenance” as

the Problem.
%@ PM/Work Template - Mo Filter EI@
glslala -9 -E o Qe /(x| &] 4l r[n] »|¢]|BA[EHmd & -] =
Ptd/Template I]IT-SW’-SSD IStreet Sweeping Route 350
I Cateqary I]l | ched lad Ph [l auned Phd
EERCXT
Man Task | |at | () Category .- '
Prablem ﬂ . I |1 2320 IPavements oK I
il |L0c:at|0n| Assetsl Ehe\‘\l Tasks/Resources | Scheduli -[2] Facilties - Cancel | I Eommentsl
@ Fleet Maintenance ] -
Asset I EID Public ‘warks Department Caption | | Jetifications
B-(Z Forestry Division il et |
Location I [-[Z] Parks and Landscape Division &
D Fiecreation Divizion Supervisor [~
(21 Roads Division
& I]I I (-2 Storm Division
Class ||]| | L] Streets Division E
K " &y Bridge Maintenance
Aszsigned Crew ||]| I \\\ 23 Engineering
Agsighed By ||]| I N -3 ROW
-[_7] Street Maintenance B
Supervizar |ﬁ| I ; # Intersections
®--f Pavements
ml I]I I g Street Subzegments
Fieazon ||]|_ I JEE Street Super Segment
P Sruct
Hepai[ | ﬁ l— I | TUCiures
Priority ||]|_ I Unit of Measure |

|Record 0 of 0 |Add Mode [Ready... 4
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Checkboxes

The checkboxes in the header are used to indicate the type of record you are creating.

1.

2.

For our Street Sweeping example, select the Scheduled PM checkbox. This checkbox is used to
indicate whether the record is a PM or a Work Template. This is an important distinction. As
noted earlier, PMs automatically generate on a schedule whereas Templates are made
available to generate a Work Order at any time.

o0 You’ll see three additional checkboxes in the header that we won’t be using in this
example. These other options are explained in greater detail in the related workbook,
Advanced PMs. A simple explanation of each checkbox is as follows:

= The Grouped PM checkbox allows you to create one PM for multiple assets. You
can then use the Grouped PM to generate a Work Order for each asset individually.

= The Tightly Linked PM checkbox allows you to have a series of two or more sliding
PMs that are generated based on a single, scheduled PM. Tightly linked PMs are not
based on time (like a Scheduled PM), but instead are based on how often the initial
PM is generated. When a Tightly Linked PM is generated along with a Scheduled
PM, both PMs will be associated with a single Work Order.

= The Grouped Assets checkbox allows you to create one PM for multiple assets. You
can then group similar assets and generate work orders for each group that is
defined.

On the WO tab, include any information that you would like to be carried over to the work
order when it is created.

o0 In the example below, the cause (preventative maintenance), supervisor (Wilson Bean),
and priority (Next Day Priority) have been entered.

S PM/Work Template - No Filter = =@ | ]
gl8l& -9 -8 =@ Ble[2[x][4] dl<r[r] 2|7 |@EEE =@ & -| =
{ i [rswasa |5treet Sweeping Foute 350
ategory |I| ‘12320 |Pavements Scheduled P | |I| v Grouped P | -
ManTask [ [5TSWP  [Street Sweep Tightly Linked PM | ™ Grouped Asssts | r—
Problem [I| [ROUTMAIN [Routine Maintenance
Wi ]Location] Assets] Ehecklist] Tasks/Resources | Scheduling w0z | Grouped PMs | Related W'Ds] Billing ] w0 Custarn Tracking] Eustom] Eomments]
o | Overide Motifications
Location | Preblem [~ TfaSk =
Overdue [ Supervisor [~
Cauze |I| |03 |P|eventative Maintenance Lead worker [~
ows|[1] |
Azsigned Crew |I| | | Agsigned Date |I| | A j | o AM
Aszsigned By |I| | | Subcontractor |I| |
Supervisor | [I| [8 [WILSON BE&N Project Test | [I] |
Lead wiorker |I| | | Account H# |I| |
Feason T Proj Mo - aect | I ]
Fiepair |I| ’_ | Profit Center |I| ’_ '7
PFricrity |I| ’_3 |Next [ray Priority Unit of Measure |I| |ea |Eac:h
Record1 of 1 View Mode |Ready...
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Adding Street Assets

The Assets tab allows you to attach asset inventory records needed for the work order. For our street
sweeping program, we’ll attach a pavement subset. Subsets contain static lists of assets. Since street
routes don’t change on a regular basis, a subset is a good choice for this type of PM.

1. On the Assets tab, right click and select Subsets>>Load Subset for Street Segment.

24 PM/Work Template - No Filter [=n E=R==
Elaelgls - B -e|e] BlS|s]x]s] A4 r|r] ] z|@EEed e | =
P/Template | I] |T-SW-350 ISlreet Sweeping Foute 350
Category ||]|1232D IF’avements Scheduled P | Iil? Grouped P | |l
Main T ask | I]lSTSW’F' IStreel Sweep Tightly Linked Pk | | Grouped Assets | |
Prablem ||]|F|DUTMAIN IHoutine Maintenance
Wil I Location IAssets IEhecinstI Tasks.-"Hesourc:esI Scheduling w0z | Grouped Phs | Related WDsl Billing | Wi Eustoml Track\ngl Eustoml Comnments
Seq i/ I Aszet Rec i | Category Text I Spstem 101 I Description
Add Record ‘
Subsets 3 Create Subset
View Asset in Map Load Subset
o Add Muttiple Load Subset for Street Segment
[ '
Add Multiple Street Segment
%3]
Add Assets from Map
Filter String
Category / I Categaory Test Sewer » Filker M ame
Storm 3
< L *
|Record 1ofl |View Mode |Ready... v

2. Select your subset from the Subset Manager and click Load.

¢ In our example, we’ve selected a subset entitled “Parade Route”. This subset contains a
predetermined list of streets on a static parade route. This type of subset is ideal for our
street cleaning PM.

s L e

= Subset Managern

Parade Route

Load

Parade Route

Seas bigger than 1000 ft

Sege bigger than 1000 ft

zubzet 1 Load inta Filter

Hew

Delete

Cloze
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3. You’ll see a progress bar while the subset is being loaded by the system.

——
Loading Subset Records
ﬁi‘. Adding 7 of 17 subzet records. . 4%
C ] Cancel |

4. When the process is complete, all of the street segments in your subset will appear in the Assets
grid.

B PM/Wark Template - No Filter =lie =

Q& -e-m-

@ B> s Al r|r] | 2B & - =

PH4Template | I] |T-SW-350 |Street Sweeping Route 350
Categoy  |[[[12320 [Pavements scheduedPM [ [[¥  GroupedPM |1
Main T azk | I] ISTSW’P IStreet Sweep Tightly Linked Pt | - Grouped Assets | -
Froblem | I] |F| OUTAIN IHoutine Maintenance
Wil I Location  Assets | Checklistl Tasks/Resources | Scheduling'w0s | Grouped PMsz | Related W'Dsl Billing I ‘WO Custom Trackingl Eustoml Eommentsl
Seq#t/ Azset Rec # Categony Text Systern D1 Description -
1 ; S HIGLEY RD
2 15 Pavements S HIGLEY RD =
3 18 Pavements EwaRMER RD
4 55 Pavements EwiaRNER RD
5 56  Pavements EwiaRNER RD
E 57 Pavements EwaRMER RD
7 87  Pavements EwiaRNER RD
g 88 Pavements EwiaRNER RD
| 90 Pavements E waRMER RD 2
< 1 3
ik
Filtker String
Categary / I Category Text Filker M ame
1] T 3
|Record1 of 1 |View Mode |Ready...

A

Notes:
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Adding Checklist [tems

Next, on the Checklist tab, we will include a list of tasks to be carried over to the work order. For our
street sweeping task on this parade route, we’ve entered items of importance for the crew. For
example, we’ve used this to alert the crew that there are three different intersections to focus on, as
well as banners to put out, toilets to put out and pick up, and times to clean.

1. To add a new checklist item, right click in the grid and select Add Record.

2. Type a checklist item into the Routine Checklist Items dialog. Then click saveEl.

28 PM/Work Template - No Filter EI@
|sl@l& |9 -|B -8 @S| 2] 6] A r[r] »]2|EE S-S -| =

P/Template | I] IT-SW-BSD IStreet Sweeping Foute 350
Belegew | |I|1 7320 [Pavements Scheduled PM | ﬁp Grouped PM | I~
Main Task ||]|STSW’P IStreet Sweep Tightly Linked P | r Grouped Aszets | -
Problem | I]lF!DUTMAIN |F|0utine Maintenance

wi I Locationl Agzety | Checklist Tasks.-"F!esourc:esI Scheduling W'Dsl Grouped PMSI Related W'Dsl Billing I Wi Eustoml Trackingl Eustoml Comments

Lack Checklist | ﬁr

Checklizt

[~ Checklist

Three different inter: s

Put out banners for parade route
Put out toilets in the 4.k,

Pick up tailets in the Pk,

||$) /7 %] 4] ]| =]

Checklist IEIean route afeer parade [F.M.]
|Record 0 of 4 |Add Mode  |Ready...

< ] ]

ENNN] =

|Record lofl |View Mode |Ready... ]

Notes:
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Adding Tasks/Resources

On the Tasks/Resources tab, we’ll include detailed information about the job including what the task
is, who will work on it, and what equipment and materials need to be used to complete the task.

1. Right click in the Work Tasks grid and select Add Record.

2. Select a Task from the pick list. Some fields will be filled automatically with corresponding data.
These fields are defined in Work Flow Setup. They may include the Task Crew, Supervisor, Account
#, etc.

D

I =@ Bl 2] 4] al«p]r] *]|2] =

|STSWF’ |Street Sweep Estimated
Labor Hours
Taszk Crew || |
- Labor Costs
Task Supervizor ||8 IWILSDN BEAM
Partz Cogt
Account # ||
: Fluids Cost
Proj Mo - &cct ||
Equipment Coztz
Unit of Measure || | Class || e
Contractor Cost
Accomp Code "_ | Unit Cost "— FrHECATLaEs
Mizc. Costs
Tazk Uszer 2 || # of Units || _______________________
SeqMa "1_ Total Cost

1T

|

Record 0 of 0 \Add Mode | Ready...

e In the example above, we’ve added the task, “Sweep Street”, to the record.

3. To add Resources to the record, highlight the task you just added in the Work Tasks grid.

1 STSWPE  Street Sweep WlLSOM BE

Work Tasks
|7 Mosl  Task Task Text Unit of Measure Text f of Units Task Crew Test Task 5.

4. Right click in the Resources grid and select Add Record. The highlighted task will appear at the top
of the Routine Work Resources record.

Notes:
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5. Select a Resource Type and Resource from the pick lists.

Sprosmeentomes O

]

| B ] 4] a]<>|n] »]#] =

WORK TASK

Slreet Sweep

2 |Equipment

UPC Code

Rezource Type

Resource

STCO743 2006 FREIGHTLIMER S*EEFER

At Dezcription

Res docount # | I Group Mo | I
Res F'ru:niNo-.&cctl I I
Mom  Regular OT  Estimated

Unit of Measure | |1 Urits | I I I I
Time Cost | I_ I

Hours

|Record 1ofl

|‘u’iew Maode |Ready...

¢ In our example above, we’ve added a piece of equipment, 2006 FREIGHTLINER SWEEPER, to the
record.

il
8
i

34 PM/Work Template - No Filter

@« & -2 -5 -

PM/T emplate ||]|T-sw-350

& @) z|x| 8] a]<r]p] »|2|EH = - @ - =

ISlreel Sweeping Route 350

Category ||]|1232E| IPavements Scheduled P | ﬁl? Grouped PM | -
Main Task | I]lSTSW’F' IStreet Sweep Tightly Linked Pk | | Grouped Azsets | |

Problem ||]|HDUTMAIN IHoutine Maintenance

Wi I Locationl Assetsl Checklist Scheduling'/0s | Grouped PMs | Related WDsl Billing IW’D Custam Trackingl Eustoml Comnments

—wiork T ask:
Task Teut Unit of Measure Text # of Unitz T ask Crew Text
eED E stimated
Labor Hours I 0.00
Labor Costs I oo
< m | 3 Iaterial Cost I 0.00
- Resource Fluids Cost I 0.00
Groupdt 4 I Type Resource Resource Desc Unit of Measure Text | Uitz I ; I o0
Equipment STCO743 2006 FREIGHTLINER SWEEFER Hours EepBels .
Employes 20 CHAD AAROM Hours Contractor Costs I 0.00
Fluid FDS Diesel Gallon
Misc. Costs 0.00
Total Cost 0.00
L] [ b

[Record 1 of 1

[View Mode [Ready...

v

Our sample above displays the tasks and resources that we just added. In addition to the street
sweeping task and 2006 FREIGHTLINER SWEEPER, we’ve also assigned an employee, CHAD AARON, and
included Diesel gasoline as a resource.

All of the information in this tab will be carried over to the generated work order. There, you’ll be
able to track employee hours, resource hours, and material amounts used.
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Scheduling your Street PM

The Scheduling WOs tab is the most important tab for scheduled PMs. Here, you can see where the
Work Order generation schedule is set up.

1. The first step in scheduling work orders is to determine whether you would like to use a fixed
or a floating schedule.

0 A Fixed Schedule generates a work order based on the Next Start Date. This type of
PM will generate at a fixed interval regardless of when the last job was completed. For
example, if you have a weekly work order that generates on a Monday, the next new
work order will be generated the following Monday even if the last job wasn’t finished
until Thursday.

0 A Floating Schedule generates a work order based on the Last End Date. In the same
example as above, if a work order was generated on Monday for your weekly task but
you didn’t finish the work until Thursday, your next work order will not generate until
the following Thursday.

2. For our example, we’ll demonstrate how to set up a fixed schedule. This will ensure that the
parade route is swept on a regular basis.

0 Enter a Last Start Date. This is the last time the job was completed.

0 Enter an Interval. This indicates how frequently you would like the job to be done.
For our street sweeping PM, we’ll set a bi-weekly interval.

0 The Next due date will calculate automatically. This is the date that the Work Order
will be generated. In the example below, a Work Order is due every two weeks,
starting with the next one on August 30, 2013.

[ B PM/Work Template - No Filter (== =]
|slals -9 -|E -[=a Bl$]/]x| 5| 4[] r[r] 2 s]PE@ @ S -| =

Ftd/Template |I| ‘T-SW’-SSD |Street Sweeping Route 350
Category |I| ‘12320 |Pavements Scheduled P | |I| v Grouped P | |
Main Tazk |I| ‘STSWF’ |Street Sweep Tightly Linked PM | r Grouped Assets | o
Problem [I| [ROUTMAIN [Routine Maintenance
Wi ] Location] Assets] Ehecklist] Tasks/Resources Im'}muped F'Ms] Related W'Ds] Billing ] w0 Custarn Tracking] Eustom] Comments

s PR Activity
Last Interyal MNext
I Last Start Date |[08/16/2013 7| | 2 [weeks | [oaranizm3 | | Daysihead
Last End Date 1 4 ﬂ ]7] J ] 4 ﬂ Meters Ahead
Previous Odometer ‘ | | |
Previous Hourmster| | [ [ [
Presvious Other ‘ | | |
Status ’_ WO Number Initiated Date I hd
Affected or Tightly Linked Pz Exclusion Days
Code | # Between | # Remain | Foutine Text Day | Start Range | End Range | wiork Day? Seazonal
1| 1 3 q | 1 3

Record1 of 1 Edit Mode |Ready...
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Work Order Generation

Once you’ve saved your street sweeping PM, a work order will be generated on the next due date.

1. On the due-date, the PMs status will be updated to read “2 - WO Generated”. You’ll also see the
new Work Order Number and Initiated Date.

%@ PM/Work Template - No Filter

|8@|a -7 -8 ~[o(@ B[22 4] ] dr]v] 2| s|EEsEnm - - =
PM/Template | [ [T5w-360

(= [=]=]

IStreat Sweeping Foute 350

Category ||]|1232D IPavements Scheduled P | ﬁl? Grouped PM | -
Main Task ||]|STSW’P IStreet Sweep Tightly Linked P | r Grouped Assets | -

Problem ||]|F|DUTMAIN IHoutine Maintenance

Wil I Locationl Assetsl Ehecklistl Tasks/Fesources  Scheduling'w/0s | Grouped PMSI Related W'DSI Billing I Wi Eustoml Trackingl Eustoml Comments

Last

Interval

Scheduled PM Activity

Last StantDate|[08/30/2013 = | [ 2 [ureehs

Mext
| [oanzemz x| DapsAhead ||

LastEndDate |77 =] [ |

j I 4 LI Meters Ahead

Previous Ddometerll I

Previous Hourmeterll I

Previous Other I I

Status

|_2 IW’D Generated

WO Mumber ||2D13-00003 Initiated D ate ||DS;"30.-"2D13L| I

—Affected or Tightly Linked PM

Exclugion D ay:

Code / I # Between I # Remain Routine Text Day

I StartHange\‘I EndHangeI Wwiork Day?

Seazonal

4 m 3 4 LIS

|Record 1ofl

|View Mode |Ready...

4

2. To access your generated work order, click on the Related WOs tab. There, you’ll see a listing with
a status text of “New Work Order”. Double click on the listing to open the Work Orders module.

%@ PM/Work Template - Mo Filter

o= 0=]

PH/Template | [ [T5w-350
Categorny | I] I‘I 2320
b ain Tazk | I] |STSWF’ IStreet Sweep
Problem | ﬂ |ROUTMAIN [Rautine Maintenance

Wil I Locationl Assetsl Checklistl Tasks.-"Flesourc:esI Scheduling \N'Dsl Grouped PMs  Related Wiz | Billing I wi Customl Trackingl Customl Commentsl

IS treet Sweeping Route 350

Scheduled PM ||]|7 Grouped PM | I~

Tighty Linked PM | [~

IPa\rements

Grouped Assets | I

End Date ©

Pt Trigger Text

Wwhork Order #
2013-00003

Supervisor

Status Text
) ILSON BEAN

tain Task Text

WEED

"ka Order PM History

11
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3. In the Work Orders module, you’ll see the Category, Problem, and Main Task carried over from the
PM. In addition, all of the assets from your street segment subset will appear on the Assets tab, as
displayed below.

ﬁl Waork Orders - Unnamed Filter Set EI
u|gd& -2 B -oe Blelsx s afdrp] ] z|E00Ewm e | =

Category | II |1 2320 IPavements
Status |ﬁ |_2 IN e Work Order Problern | I] |F|D UThAIM IH outine Maintenance
Status Date ||08/30/2013 | [11:08 AM Main Task |ﬁ|STSWP

Wi I Locationl Aissets lListHEventsI Tasks.f'F!esl Houtingl Costs I Billing I Helatedl HequestsHTrackI Lirks I Custorn 1| Custom 2 | Comments

Wtk Order # ||2m 300003

IStreet Sweep

Syztem D 1 Completion D ate Desc 2 Odometer

Seqs| Category Test

Aszociated Tasks

Houme =

2 5 HIGLEY RD FromE STOTTLEFR DF: ...
2 Pavements a7 S HIGLEY RD FromE RAMCH RD To ...
4 Pavements 2625 E wWaRMNER RD From S CLAIBORME &Y. =
5 Pavements 4231 E waARNER RD From S EXPLORER DR ...
£ Pavements 1482 EwaRNER RD From § COLUMBUS DR...
7 Pavements ER23 EW&RMER RD Fram EOP To S5 COLU...
8  Pavements 5348 E wiaRNER RD From S COMSTELLATIO...
3 Pavements 1038 EwaRNER RD From S QUINM AYE To ..
10 Pavements 3968 E waRNER RD From S QUINM AYE To ...
11 Pavements 2626 E waRNER RD From S RESEDA 5T To ... 1
v ‘|I7 Paverments 1FI?rTr" | F WwWiaRKFR RN Fromn F WARKMFR RO T -

il

Task Text I Costl

Task Start D ate I Tazk End Date I

Status Text I

Tazk Supervisor Test I I

|Record 1 of 1

[View Mode |Ready...

Vi

4. If you open the Work Order’s Tasks/Res tab, you’ll see the tasks and resources that you added to

the PM.

Notes:

Beginning PMs
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5. To complete this PM process, you’ll need to close out the work order. Set the status to “999 -
Complete” and enter an End Date.

B4 Work Orders - Unnamed Filter Set (ol ===

z|gds - B e @@ 7]x] 5] 4 r]r] +]¢]BEE =@ e -] =

IPavements

Wwiork Order #  |[2013-00003 o ||]

I Statuz |Ii ISSS |E0mplete | Frablem |ﬂ|HDUTM.¢.IN IHoutine Maintenance

Statws Date ||DB.:’30.-’2EI13L| [17:08 &M Main Task | I]lSTSW’F' IStleet Sweep

Wi ILocationl .ﬁ.ssetsl List.-’EventsI Tasks#HesI Houtingl Costs | Billing I Helatedl Hequests.n’Trackl Links I Custom 1 I Cust0m2| Commentsl

Comment From B equest —

e

Agset |852'I S HIGLEY RD From E STOTTLER DR To E RANCH RD

Location IS HIGLEY RO our Town

Cauze | I] |03 IPreventative I aintenance

Azsigned Crew | I]l | -

5 i Azszigned B Overrid
upervisar | ﬂ [ [WILSON BEAN ssigned By | ﬁ| | Noti\f’i'zg'“:ns
Lead Wworker ||]| | Azsigned Date ||]| I | aM Froblem [~
Pricrity ||]|_3 [Next Day Priaiity statDate | [} [oars0/2ma <[ am Overdue [~
Account # ”]l I End Date ||]|Dg,-'31,-'2m3:| © A Lead worker [

Proj Mo - Acct |ﬂ| Task [
Project Test |ﬂ| taster Project 1D || Supervizor [

| L e |
Reason  [[I[ | ! Hard Lack WD [~

-

Press F3 for pop-up selection |Record1 of 1 |Edit Mode  |Ready...

6. Now, go back to your street sweep PM. On the Scheduling WOs tab, you’ll see that the status has
been reset to “1 - Awaiting WO Generation”. Additionally, you’ll see that the Last Start Date, Last
End Date, and Next due date have all been reset for the next work order generation.

Scheduled Ph Activity
Last Interval

N
LastStantDate |[0a/30/2013 7] [ 2 [weeks  ~] [aan372max] _ Daysthead [
Last End Date | [oasat/ama~] [ | 177 =21 Meters Ahead
Previous Ddometes | I | |
Previous Houmete] I | |
Previous Other || I | |
status |71 [Awaiing WD Generation i Number |  niiatedDate [/ -]

Notes:
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Creating a Sewer Pipe Cleaning PM

In the following example, we’ll create a PM for a bi-annual sewer pipe cleaning program. This will
allow you to schedule cleaning and maintenance for your sewer network. Since sewer pipe cleaning is
typically performed on a single basin at a time, we’ll create our sample PM for all of the pipes in a
single flow basin. Since pipes leading in and out of a flow basin may be changed, you’ll want to use a
dynamic asset list for this type of PM. To show you this feature, we’ll demonstrate how to use a filter
string in a PM.

1. To open the module select Work>>PM/Work Template from the main menu.

2. Click the Add button % to enter Add Mode.

3. Create a unique code and description in the PM/Template field of the header. Remember to
choose a code that is easily recognizable.

o For this example, we’ve entered a PM/Template code of “SW-561" and a description of
“Clean Sewer Pipes in Basin SD-561".

4. Select a Category, Main Task, and Problem from the pick lists.

o In this example, we’ve selected Category 21200 - Sewer Pipe. Remember to choose a
category with an icon ZE. This will allow us to add sewer pipe assets to the asset grid.

0 We’ve also selected “Sewer Line Cleaning” as the Main Task and “Routine
Maintenance” as the Problem.

5. Select the Scheduled PM checkbox. As we mentioned earlier, this distinguishes the PM record
from a Work Template.

E@ PM/Work Template - No Filter E@
slals (% -8 -|=e) Ble|/(x]:] al<r[p] 2] |[BEE wd & -| =

PM /T emplate m 18\:\!’-581 ]Clean Sewer Pipes in Basin 50-561
Category |I| ‘21 200 |Sewer Fipe Scheduled P | |I| v Grouped P | -
Main Tazk |I| ‘W’W’EPPELI\ |Sewer Line Cleaning Tightly Linked Pk | r Grouped Assets | |

Prablem |I| ‘HDUTMAIN |F|0utine Maintenance

Wi ]Location] Assets] Ehecklist] Tazkz/Resources | Scheduling #Os | Grouped Pz | Related W'Ds] Billing ] ‘Wil Custom Tracking] Eustom] Eomments]

Assst | Override Motifications
Locati Problem = Task I
ocation
| Overdue [ Supervizor [~
Cauze |I| [ [ Lead warker [
Clazs |I| | |
Azsigned Crew |I| | | Azsighed Date |I| | A j | o AM
Azzigned By |I| | | Subcontractar |I| |
Supervizor |I| | | Project Text |I| |
Lead wWorker |I| || | Account # |I| |
Fieazon |I| ’_ | Proj Mo - Acct |I| |
Repair |I| ’_ | Profit Center |I| ’_
Priarity |I| l_ | Unit of Measure |I| |LF |Linear Feet
Press F7 or F9 to pop-up selection Record 0 of 1 Add Mode |Ready...
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Adding Sewer Assets

Remember, the Assets tab is used to include assets that are needed for the work order. We anticipate
that pipes going in an out of flow basins will change over time, thus, we’ll need to use a dynamic asset
list instead of a static asset list. In order to include a dynamic asset list, we won’t be adding individual
asset records to this tab. Instead, we’ll use the Filter Text String feature. Let’s go over the steps
now.

1. While in Edit Mode il open the Assets tab. Then, in the Filter String grid, right-click to Add
a Record. The Filter Strings window will appear.

2. In the Filter Strings window, click on the Filter Name button and the Select Filter dialogue box
will appear. Highlight a filter name in the list. The filter clause will be displayed on the right-
hand side of the box. Click Select and then Save the Filter String.

o In our example below, we’ve selected the filter, “Pipes in Basin SD-561".

0 The filter clause reads “SWNET WHERE SWNET.NT_BASIN = 'SD-561"’, meaning that we
have filtered for all sewer pipe records where the Flow Basin equals SD-561.

0 These filters are all created in the Sewer Pipe Inventory module.
[ =
E@ PM/Waork Template - No Filter EI@
z|sl@ls -9 -2 -=e |lel/(x| ] aldr(r] 2 s[AEEE - - =

P/ Template | [l [5w-ss1 [Clean Sewer Pipes in Basin SD-561

Category ||]|21200 [Sewer Fipe Scheduied M| [ Grovped PM | I~

Main T ask ||]|\,\,rwcppcu\ [Sewer Line Cleaning TightlyLinked PM | [~ Grouped Assets | I~

Prablem ||]|F|DUTMAIN [Routine Maintenance Filter Strings [ = |

WO | Location Assets | Checkiist | Tasks/Resources | Scheduling'wDs | )7 4] a[<«]r[n] Efal
Seqi/ | AssetRec# | Category Text [ Categary ||21200 |Sewer Pipe
|
|Record 0 of 0 |Add Mode  |Ready...

Select Filter

FilterNamea WhereClause
Greater than 8in pipes  SWNET WHERE SWNET.NT_DIA = 8
Pipes in Basin SD-561 SWNET WHERE SWNET.NT_BASIN = "SD-561"
Privately Owned Pipes  SWNET WHERE SWNET.NT_OWN_TY = "Privat

Category Text

3. After you have selected your filter, the Category and Filter Name will appear on the Assets tab.

Filter String
Categary / I Categary Text I Filter Mame
21200 Sewer Pipe Pipes in Basin 50-561
] m [>
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Scheduling your Sewer PM

As we discussed earlier, the Scheduling WOs tab is the most important one for Scheduled PMs. We’ll
once again use this tab to create our Work Order generation schedule. This time, we’ll show you how
to set up a Floating Schedule for your sewer pipe cleaning. Remember, a Floating Schedule generates
a work order based on the Last End Date. This means that the work orders will be reset based on the

last time the job was completed.

1. Enter the last date the sewer pipes were cleaned in the Last End Date field. The Last Start
Date fields will be disabled.

2. Enter an interval. The Next due date will be automatically calculated by the system.

o For our example, we’ve chosen to set up a bi-annual sewer cleaning schedule using a
two year interval.

3. The status will read “1 - Awaiting WO Generation” until the due date is reached. At that time,
the status will be updated to read “2 - WO Generated” and the WO Number and Initiated Date
will appear. You can see an example of this change below:

[ %@ PMM/Work Template - No Filter |E||E”E|
SR8 - -8 -[=(a| E[e[s[x[&] a[«[r][r] 2]s|@E0== - | =

P/Template |I| |SW’-581 |Elean Sewer Pipes in Bazin 5D-561
Category |I| |21 200 |Sewer Fipe Scheduled P | |I| v Grouped P | r
Main Task |I| |WWEIF'F'ELT\ |Sewer Line Cleaning Tightly Linked Pk | I Grouped Assets | r

Prablem |I| |F|DUTMAIN |F|0utine Maintenance

Wil ] Location] Assets] Ehecklist] Tasks/Resources IScheduIing Wwils 'Grouped F'Ms] Felated WDS] Billing ] WO Custom Tracking] Eustom] Comments

Scheduled P Activity
Last Interval Mext
Last Start Date_ [/ 2 i 1 [y <] Dayshhesd |
I LastEndDate | [os/30/2011 <] [ 2 [vears | Joer202013 2 | | heters Ahead
Previous Odometer | | | |
Previous Hourmeter | | | |
Previous Other | | | |
“ Status [ 2 [wO Generated w0 Number | [2012.00004 Initisted Date | [08/30/2013 |
Affected or Tightly Linked Phs Excluzion Days
Code | # Between | # Remain | Foutine Text Drap | Start Range | End Range | work Dap? Seasonal
1] 1 F “ 1 3

Record 2 of 2 View Mode |Ready...

Notes:
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Work Order Generation

Since we set up a dynamic asset list using the Filter String feature, the exact assets are not determined
until the work order is generated. When that occurs, the system reads the filter string and retrieves

the matching records.

e In our example, we chose a filter for all sewer pipes located in flow basin SD-561. When the

system generates a work order, it will check the Sewer Pipe Inventory database to find all

pipes in that basin.

1. Open the Related WOs tab in the PM and double click on the new work order listing.

2. On the Work Order’s Assets tab, you’ll see all of the pipes listed. Based on our filter, these are
only the pipes located in flow basin SD-561.

ﬁl ‘Work Orders - Unnamed Filter Set

[F=3[Eo8 =X

o |gl|la - -B - mlels s arr] 2] z]@eEEea e - =

work Order 8 |[2013-00004
Status |ﬁ| 2 INew “wiork Order
Status Date || 08/30/2013 7 | |11:58 AM

Category | I] |21 200 ISewer Fipe

Praoblern | Ii IHDUTMAIN IHoutine Maintenance

bain Task ||i|WWEPPELra |Sewer Line Cleaning

Wi I Laocation IESSEtS 'Lista’Eventsl Tasks.-’F!esI Houtingl Costs I Billing I Helatedl Hequests.-’TrackI Links I Custam 1 Custom2| Comments

Seq/

Category Text Systern (D1

1 ao

2 Sewer Fipe 1002
3 Sewer Fipe 1111
4 Sewer Fipe 1185
5 Sewer Fipe 1186
E  Sewer Fipe 1324

Completion Date

Desc 2 Cdometer Haourmeter

113
1134487 -
113496
1134597 - E LESLIECT
113438 - 4626 E SEAG...
113618 - 343W GALVE. .

564 E VALEN..
1B5E WALEN...

113486 - 1564 E VALEM. .
127233 - 276 EVALEM...
113435 - 4626 E SEAG..
113433 -E DONATO DR
113497 - E LESLIE CT

4| 1

Agzociated Tasks

28]

Tazk Text I Cosgt I

Tack Start D ate I

Tazk End Date Status Text Tazk Supervisor Text I I

|Record 1 of 1 [View Mode |Ready...

Vi

3. Also note that the Category, Problem, and Main Task from the PM have all been carried over to the

generated work order.

4. Now, close your work order by selecting a status of “999 - Complete” and entering an end date.

5. The PM’s status will be reset to “1 - Awaiting WO Generation” and the Next due date will be

adjusted.

Beginning PMs
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Creating a Fleet PM\ A

In this example, we’ll create a series of PM tasks for a single fleet asset. We intend to perform an oil
change every 3,000 miles, an oil and transmission fluid change every 15,000 miles, and an oil and
transmission fluid change plus a radiator flush every 30,000 miles.

1. Open the Fleet module by selecting Equipment>>Fleet>>Fleet from the desktop application main
toolbar.

2. Locate the fleet asset record for which you would like to set up a series of PMs.

@ Fleet - No Filter ===
SlQ|& -7 -\ - E[S[sx]&] a[4r[r] 2]]|FER R =5 - =
e T |20 Ford F-150 Truck Flest Rec # 1712
Operating Status |I| ’_1 |Dpe|ational Class |I| 1 |F’ick Up
Manufacturer | [J| [41 [FORD Model il [2moF150

General ]W’DJPMz’Heq] Travel Logl Tracking] Tasks] Inspections] Fueling] Items ] Spacsl F’urchase] Costs } Evval ] Resst ] Email ] Cuslom} Commentsl

Work Employes | |J] [000523 [DAYID MARQUEZ

Cost Center |I| l— Year |I| ’2EI1U— Fuel Type |I| ’_2 ’W
Operator Email |I| l— Calor |I| ’Green— Fuel Tank Size |I| ’W

Department |I| m ’W Plate: |I| ’EIEISACY— 0l Type: |I| ’_W ’5&:\!3‘07

Cab Config |I| |_5 W ‘wheel Baze |I| l— Enagine Oil Quartiy |1| W

| v |[] [roveasvanis

owestio  |[[[ 7 [WidieandPake e |[[Ememz

Profit Center |I| ,7 ,7 eh Prefis |I| ,— Odometer |I| v
Aszset Humber |I| '&BD— Gy |I| l— Hourmeter |I| r

wlEquipCode | [ Site D wr———————————
Budngic I

Record 689 of 689 View Mode |Ready...

3. Click Ef] on the module toolbar to create a new PM/Template. The Category and Asset ID will be
carried over to the PM/Template module.

4. Create a unique code and description in the PM/Template field of the header. This allows the PM
to be easily recognized. Choose codes that make sense to you and descriptions that are complete
enough for anyone to understand what the PM is for.

¢ In our example on the following page, we’ve titled the PM, “PM A - Oil Change”.

Notes:
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5. Select a Main Task and Problem from the pop-up pick lists by clicking on the field caption buttons.

e You can see below that the Fleet category has been carried over from the related asset.

e Then, we chose “Maintenance” as the Main Task and “Change Oil” as the Problem.

.

%@ PM/Work Template - Unnamed Filter Set

(== =]

alala -y -2 =@ |l /]x| 2] alr|p] ] s|@EE e o -] =|

PM/Template | [ [Prea

|l Change

Category | I] |?DDDD

IFIeet Maintenance

scheduled PM_| [ @ Grouped PM | ™

Tightly Linked PM | T~

Grouped Assets ||_

Main Task I]|FLTMAINT |Fleet Maintenance
| [FLTOIL [Change i
Wi |Locati0n|

Ehecklistl Tasks/Resources | Scheduling Wi

:

— Problem

Aisset [Truck 1 2010 Fons

7 Shaw Al

& Show Valids

Location I

Problem Text

CSINFOENY
CSINFOFL

case [

CSINFOGAT
CSINFOINT

oess [

CSINFOTRN

Aszszigned Crew | I] I

FLTOIL
FLTOILTF

Aszsigned By | I]I

FLTOILTFRF

Supervisor | I] I

VMFABOO1
WMFUELOO1

Lead Worker | I] I

WMFUELOO2
WMFUELOO3

Reason | I] l_ I

WMFUELOO4

Fiepair | I] l_ I

WMHEIL1
WMHEILZ

Fricrity | ﬁ l_ |

Info - Environmental

Info - Wehicle Maintenance

Info - Gate Arrival

Info - Internal Customer

Info - Transfer

Change Oil

Change Oil & Transmission Fluid
Change Qil Transmiszion Radiator Flush
FABRICATION

SEMFANNUAL DISPENSER MAINT.
ANNUAL ENVIRO COMPLIANCE TEST
ANNUAL PERMITING

ANNUAL FUEL REPORT

WM HELL - ADMIN/OWVERSEE AGREEMENT
WM HEIL - MONITOR INVENTORY

I

Caption |

6. Select the Scheduled PM checkbox. This distinguishes the Scheduled PM from a Work Template.

7. Click El to save the record.

Notes:
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Scheduling your Fleet PM A

Once again, the most important tab for scheduled PMs is the Scheduling WOs tab. On this tab, you can
see where the Work Order generation schedule is set up. Earlier we discussed setting up this oil
change PM A to generate every 3,000 miles. Complete the steps below to create the appropriate Work
Order generation schedule based on meter readings.

1. Click ﬂ to enter Edit mode.
2. Open the Scheduling WOs tab and enter a Previous Odometer reading in the field provided.

o We’ve entered 13,569 miles, the odometer reading found on the Fleet Inventory record.

3. Then, enter the interval - 3,000 miles. The odometer reading for when the PM is due will be
calculated automatically by the system.

.

%@ PM/Work Ternplate - Unnamed Filter 5et

S|@|& -9 B =@ @l$(/]X]] 4 r[p] 2] ¢]|B=EE @ & -] =]

PM/Template ||]|PM-A
Category | I] I?DDDD IFIeet Maintenance
Main Task ||]|FLTMA|NT |Flest Maintenance

Problem ||]|FLTD|L |Change Ol
Wil I Locationl Assetsl Ehecklistl Tasks/Resources IScheduIing Wwils IGrouped PMSI Felated W'DSI Billing I Wil Eustoml Trackingl Eustoml Comments

Scheduled PM Activity
ik

| il Change

Scheddled PM ||i|7 Grouped PM [ T~

Tightly Linked P | - Grouped Assets | =

Last Interal Me:
Last Start Date || Iy | I_I j | I | Days Ahead ||
Last End Date “ ! LI I_I j I ! LI Meters Ahead
| Previous Odometer| | 13569 | 3000 |

Previous Hourmeter“

Previous Other | I

Status ”_ l— w0 Number ”—

16569.0 i
|
|

Initiated D ate || A 'l

—Affected or Tightly Linke

[=1¥1

Excluzion D ay

Code /

I # Between I # Remain I

Floutine Text Day I StartHange\‘l EndHangeI ‘whork, Day?

Seazonal

4

I

|Record1 of 1

[Edit Mode  |Ready...

4

Notes:
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Creating a Fleet PM B

We discussed creating a series of PMs for a single fleet asset. As we’ve already established the first PM
A for an oil change at 3,000 miles, we’ll move on to PM B. As we mentioned earlier, this PM will be for
an oil and transmission fluid change to be generated every 15,000 miles.

1. On the Fleet Inventory record, click to create a new PM.
2. The Fleet category and Asset code will be automatically carried over by the system.
3. Enter a unique PM/Template code, Main Task, and Problem. Then, mark the Scheduled PM
checkbox.
e In our example, we’ve named the PM/Template “PM B - Oil Change Plus Transmission Fluid™.
o We’ve selected “Maintenance” as the Main Task and “Change Oil/Transmission Fluid” as the
problem.
4. Save the record.
?@ PM/Wark Template - Unnamed Filter Set EI@
|sl@ls -[% -8 -=e @le]/[x][s] aldr[r] +]|s[BEH|w@ & -| =
Fhd/T emplate |I| |PM-B |Di| Change Plus Tranzmizzion Fluid
Category |I| |?DDDD |FIeetMaintenance Scheduled P | |I| v Grouped P | r
Main Tazk |I| |FLTMAINT |FIeetMaintenance Tightly Linked P | r Grouped Assets | r
Prablem [l [FLTOILTF— [Change il & Transmission Fluid
Wi ]Location] Assets] Ehecklist] Tasks/Resources | Scheduling W0z | Grouped Phs | Related W'Ds] Billing ] W0 Custom Tracking] Eustom] Eomments]
Asset [Truck 1 2010 Ford F-150 Truck Bveride Neffications
Frabl
Location | e D Task [
Overdue [~ Supervisor [~
Cause |I| | | Lead Woarker [
Class |I| | |
Agzigned Crew |I| | | Agsighed Date |I| | I ﬂ| 1AM
Aszzigned By |I| | | Subcontractor |I| |
Supervizor |I| | | Froject Test |I| |
Lead worker |I| | | Account # |I| |
Reason |I| ’_ | Proj Mo - Acct |I| |
Fepair |I| ’_ | Profit Center |I| ’_
Pricrity |I| ’_ | Unit of Meazure |I| | |
Record1 of 1 Edit Mode |Ready...
Notes:
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Scheduling your Fleet PM B

We’ll now set up PM B’s Work Order generation schedule in the same manner as we did for PM A.

Click il to enter edit mode.

1.
2. Open the Scheduling WOs tab and enter a Previous Odometer reading in the field provided.
e Once again, we’ve entered 13,569 miles. This is the odometer reading found on the Fleet
Inventory record.
3. Enter the interval - 15,000 miles. The odometer reading for when the PM is due will be calculated
automatically by the system.
%@ PM/Wark Template - Unnamed Filter Set EI
z|g|d& -|? B -=a J|$2]x %] 4 dr]r] »]s|BcEHE =@ e | =
Fhd/T emplate | I] |PM-B IDiI Change Plus Tranzmizzion Fluid
Categary |ﬂ|?DDDD IFIeetMaintenance Scheduled P |ﬁ|7 Grouped PM ||_
Main Task ||]|FLTMAINT IFIeetMaintenance Tightly Linked F'Ml | Grouped Assets ||_
Froblem | ﬂ |FLTOILTF  |Change Dil & Transmission Fluid
Wil I Locationl Assetsl Ehecklistl Tasks/Resources IScheduIing Wiz Grouped PMSI Related W'Dsl Billing I W0 Custom Trackingl Eustoml Comments
Scheduled P Activity
Last Interval Mext
Last Start Date || I -] I_I LI | I | Days Ahead ||
LastErdDate [/ 7 2 | < [y * | Meters Ahead
IPrevious Ddometerll 13863 | 15000 | 28569.0
Frevious Hourmeter” | |
Presvious Other || | | | |
Status ”_I w0 Mumber || Initiated 0 ate || I 'l
—Affected or Tightly Linked Pk Exclusion D ay
Code I # Between I # Remain I Floutine Text Day I Start Range ™ I End Range I ok Day? Seazonal
1] 1 2 4 1 ] ¢
|Record1 of 1 [Edit Mode  |Ready... y
Notes:
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Associating PM B with PM A

Since we’re creating a series of PMs for a single fleet asset, it’s best if they are associated with each
other. This allows you to see related PMs in the generated Work Orders and helps you avoid repeat

trips to the mechanic.
1. Right click in the Affected or Tightly Linked PMs grid and select Add Record.
2.

In the Other Affected PM Items dialog, click on the Routine Code button. This will allow you to

select from the pick list. Only PMs that share the same Category and attached Assets as the

current PM will be available for selection.

e In our example, we’ve chosen the PM we just created, Oil Change PM A.

Cloze |

| PM/Template a | PM/Template Text |

) Other Affected PM Item:

@o]/]x|:| Hr[v] ]
[ Foiie Cose [ |

# Between PMs

# Remaining ||

3. Click Select. Then save the record.

4. On the Scheduling WOs tab, you can now see the Oil Change PM A listed in the grid.

K 1 Unname &

-

slals -9 -2 =|a| @l /]x| 2] 4l r[p] 2] ¢]D@EE el - - =

PTemplste | [] [Fres
Categaory | I] |TEIEIEIEI |Fleet Maintenance
Main T ask. | I] |FLT MAINT |Fleet Maintenance
Problem | ﬂ [FLTOILTF  |Change Oil & Transmissian Fluid

Wi | Localionl Assetsl Checklist' Tasks/Resources | Scheduling W0s | Grouped F'Msl Related WDS' Billing | w0 Custarn Tracking' Eustom' Commerts

IDiI Change Plus Transmission Fluid

Scheduled PM ||i|7 Groped PM | ™

Tightly Linked Pt | | Grouped Assets | -

Last

Interval

Next

cheduled P Activity
Last Start D ate I

I

EI

~| [

LI Days Ahead I

Last End Date I

I

=[]

=

LI Meters Ahead

Previous Odometer I

138690 |

150000 |

205630 |

Previous Hourmeter I

Previous Other I

Status I_ l— w0 Number ”—

Affected or Tightly Linked Ph

Iritiated D ate || A ‘l

E=clusion D ay:

1t Between

# Remain

Floutine Text

Diay I StartFlange\‘I EndF\angel WorkDay?I Seasonal

|Record1 of 1 [Edit Mode  [Ready.. 4
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Creating a Fleet PM C

Now that you’ve set up PMs A and B for your fleet asset, let’s complete the process by creating PM C.
Remember, this will be for an oil change, transmission fluid change, and radiator flush performed at
30,000 miles. For this PM, we’ll repeat all of the steps we followed for the first two PMs.

1. Once again, click 2] to create a new PM from the Fleet Inventory record.
2. The Fleet category and Asset code will be automatically carried over by the system.

3. Enter a unique PM/Template code, Main Task, and Problem. Then, mark the Scheduled PM
checkbox.

e For this example, we’ve named the PM/Template “PM C - Oil Change, Transmission Fluid,
Radiator Flush”.

e We’ve selected “Maintenance” as the Main Task and “Qil, Transmission Fluid, Radiator Flush”
as the problem.

4. Save the record.

B4 PM/Work Template - Unnamed Filter Set = -E- |
Sla|& - -\’ -|=|8)] @S| 2[x|%] al>r|r] 2|20 md & - =
BT apise | [ [P [0l Change, Transmission Fluid, Fiadiator Flush
Category [/ [7o000 [Fieet Maintenance ScheduedPM [ [[%  GroupedPM [ ™
MainTask | [Il [FLTMAINT  [Flest Maintenance Tighty Linked PM | [~ Groupedssets | I~

Problem |I| |FLTDILTFF|F |D\I, Trangmizsion Fluid, R adiator Flush

wio ]Location] Assets] Checklist] Tasks/Resources | Scheduling w0z | Grouped PMs | Related WDS] BEilling ] WO Custorn Tracking] Euslom] Comments]

Ovwveride Motifications

Azzet |Truck 12010 Ford F-150 Truck
Prablem = Task I

Overdue [ Supervisor [

Location |

Cause |I| | |

Class |I| | |
Asgsigned Crew |I| | | Aszigned Date |I| | A jl AN

|

|

|

Lead worker [

Azzigned By |I| | Subcaontractar |I| |
Supervizar |I| | Project Text |I| |
Lead Worker |I| | Account # |I| |
Fieazon |I| ’7 | Proj Mo - Acct |I| |
Repair |I| ’_ | Profit Center |I| ’_
Priority |I| l_ | Unit of Measure |I| | |

Record 1 of 1 View Mode |Ready...

Notes:
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Scheduling your Fleet PM C

Now, we’ll set up PM C’s Work Order generation schedule like we did for the other two PMs (A and B).

1. Click ﬂ to enter Edit mode.
2. Open the Scheduling WOs tab and enter a Previous Odometer reading in the field provided.
e Once again, we’ve entered 13,569 miles. This is the odometer reading found on the Fleet
Inventory record.

3. Enter the interval - 30,000 miles. The odometer reading for when the PM is due will be calculated
automatically by the system.

B PM/Work Template - Unnamed Filter Set =R
|alals -|e - -=a) El@l/]x] s aldr(v] 2] z[AEE e & -] =

Fh/T emplate | ﬂ IPMVC IDiI Change, Transmission Fluid, Radiatar Flush
Belzgm | ﬂ [7mo00 [Fieet Maintenance Scheduled P | ﬁ]? Grouped P | ™
Main Task ||]|FLTMAINT IFIeet Maintenance Tightly Linked P | | Grouped Azzets | -
Problem | I] |FLTDILTFF|F IDil, Transmission Fluid, A adiator Flush

Wi I Locationl Assetsl Ehecklistl Tazks/Resources IScheduIing Wis Grouped PMSI Related W'Dsl Billing I w0 Custarn Trackingl Eustoml Comnments
Scheduled PM Activity
ik

Last Interval
Last Start Date || A LI I_I ;I I i LI m“
LastEndDaie [/ ~|[ | s oL et pnead

IPrevioustometerll 13569 | anmo - | 43565.0 ||

Previous Hourmeterll I I | I

Previous Other || I I I
sws [T woNebe [ Iited Date ([ 7/ -]

r~ Affected or Tightly Linked Pk Exclusion D ay
Code / I # Between I # Remain I Routine Text Day I Start Hange © I End Range I Wwork D ay? Seasonal

|Record 1 of 1 |Edit Mode [Ready..

Notes:
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Associating PM C with PM A and PM B

We’ll also associate this PM C with our other PMs. Since we now have three separate PMs for a single
fleet asset, we’ll want to make sure they’re all related.

1. Right click in the Affected or Tightly Linked PMs grid and select Add Record.

2. Using the Routine Code button, select your first PM A from the Other Affected PMs pick list.
3. Repeat this process to associated PM B with your new record.

4. There will now be two items listed in the Affected or Tightly Linked PMs grid.

B & PM/Work Template - Unnamed Filter Set = o[
|sl@|a -7 -2 -=e Sls/]x] 4] ar]v] »]s|BHEma e | =

FM/Template | I] |F'M-E |D|I Change, Transmission Fluid, Radiator Flush
Cotegoy | [ 70000 [Fieet Mainienance SchedubdPM | [P GrowedPM | T
Main Task ||]|FLTMAINT IFIeet Maintenance Tightly Linked Phd | r Grouped Assets | -
Prablem | ﬁ IFLTDILTFF!F IDiL Trangmizsion Fluid, B adiator Flush
Wi I Locationl Assetsl Ehecklistl Tasks/Resources ISchedu\ingW’Ds l}rouped PMsI Related W'Dsl Billing I Wi Eustoml Trackingl Eustoml Comments
=

heduled P Activit

Last Interval Mext

B
Last Start Date || I ;I I_I ;I I I ;I Days Ahead “—
LastEndate [[77 ][ | =77 =] Wetershead
Previoustometarll 135630 | 00000 | 435690 |
Previous Hourmeterll I I I
Previous Other || | | |
sawe | [ waNamee [ InkistzdDate |27 ~]

— Affected or Tightly Linked P - Enclusion D ay:
Code / # Between # Remain Fioutine Text Day I Start Range ™ I End Fange I “wiork Day? I Seazonal
FM-B 0il Change Plus Transmission Fluid
< 11 2 < [ ] +

[Record 1 of 1 |Edit Mode  [Ready... Y

Notes:
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Work Order Generation
PM A

Based on the schedules you set up for your three PMs, work orders will be generated for this fleet asset
when the vehicle’s odometer reads 16,569 miles, 28,569 miles, and 43,569 miles (for PMs A, B, and C,
respectively). In order for these work orders to be generated, you’ll need to record increased
odometer readings. We’ll perform this task by entering a fleet fueling record for this vehicle.

1. On the Fleet Inventory record, Fueling tab, right click and select Add Record. The following
window will appear.

2. Asyou can see, the previous odometer reading (13569) is listed on the left-hand side of the record.

'

Fuelings-Unnamed Filter Set | = ” (=] ” £ |

sl@ls v - -=e ale] /x| 2] afr]p] > s[@Em|e | =

FleetiD | [} [Truck 1 [2070 Ford F-150 Truck
Employee |I| |Channing Fugling ID |I| |‘|52

Fuel / Casts ] Other Fluids Used] Fuel Import] Custom] Comments]

Fuel |I| |FF|G |F|egular Unleaded From Rollback |
Fuel Amaurnt |I| | 12 |Gal|on Totalz
CostPerlnt |[[ 32 OtherFlids [ 000
Total FuelCost | [ 3840 Girand Tatal 33.40
Previous Reading Current Reading Difference $ per Unit Ugi,t-z;uf]ltm
Date [ba/mzta—] [ am [M[oemazms =] [ am | 200 | 1920 | 0167
Odometer [ 135830 [ t1ese7 | ENEDI 0ot | 251.500
Houmeter ,7 li | | |
Other Meter ,7 li | | |
Record 0 of 1 Add Mode |Ready...

3. You’ll want to enter the current reading and fuel used. The system will automatically calculate
the fluid cost and difference between the odometer readings.

e In our example, we’ve entered an odometer reading of 16,587 miles. This reading is in excess
of the 3,000 mile generation requirement for PM A.

4. Save and close the record.

Notes:
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5. The Status on PM A’s Scheduling WOs tab has now been updated to read “2 - WO Generated”. The
WO Number and Initiated Date are also listed.

B PM/Work Template - No Filter [E=5(ECR 55
g6 & - - B (@ B[22 8] alr|p] ] s[mE0EEn@ -9 | =

PM/Template | [] [P [T Change
Category ||]|?DDDD IFIeet Maintenance Scheduled PM | Iil? Grouped PM | -
Main Task ||]|FLTMAINT IFIeet Maintenance Tightly Linked Pk | | Grouped Assets | -
Problem | |] JFLTOIL |Change Ol

Wil I Locat\onl Assetsl Ehecklistl Tazks/Resources | Scheduling W 0s |Grouped PMSI Fielated W’DSI Billing I Wil Eustoml Trackingl Eustoml Comments
Scheduled P Activity

Last Interval Mext

LeststatDate |77 <[ | S [77 =] _ Dasehead [
LasEndate |77 ][ | T2 =] Meters Ahead
PreviuustUmelerll 135650 | | 165690 |
Previous Hourmeterl | | | |

Previous Other | I I I I

Status || 2 IW’D Generated W0 Mumber ||2D1 3-00005 Initiated D ate ||083’303’2D13;| I

—Affected or Tightly Linked P Exclugion D ay:
Code # I ﬂBetweenl ﬂHemainI Floutine Text Diay | StartFlange\'I EndFlangeI WnlkDa_u'?I Seazonal

[Record 682 of 684 |View Mode [Ready... y

6. To view the generated Work Order, open the Related WOs tab. You’ll see the new Work Order
listed. Double click on it to open the Work Orders module.

24 PM/Work Template - No Filter =n =R =
o\ gl @& -2 ~|B 2@ B[22 a4 r|p] > z|E5E = S | =
PH/Templst= | ] [Prea [T Change
Category ||]|munu [Fleet Mainienance Scheduled PM | [/~ Grouped PM | ™
Main Task | [I[ [FLTMBINT [Fieet Maintenance TightyLinked PM | [~ Grouped Assats | [~
Problem ||]|FLTD|L |Change 0l
WO | Location | Assets | Checklist | Tasks/Resources | Scheduingw0s | Grouped PMs BiIIing | w0 Custom | Tracking | Custom | Comments |

"W’ork Order PM History

End Date © Start Date ‘Wi Creation Date P4 Trigger Text work, Order # Status Text b ain Tazk Text Supervizor

CE

Notes:
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7. The new Work Order contains the same Category, Problem, Main Task, and Asset that you included
in the PM.

= Work Orders - Unnamed Filter Set . . . |

o8& -|< -|B ~[=a| ez s 4l r|r] | z|E0EEH-& @ | =

iowWork Order # 4 |2D1 3-00005 Category ||]|?DDDD |Fleet Maintenance
Statuz |ﬁ I 2 INew whork, Order Froblem | I] IFLTDIL IEhange ail
Status Date || 08/30/2013 ¥ | [03:08 P Main Task ||]|F|_T MAINT  [Flest Maintenance

wo |Locati0n| Assetsl List.-"EventsI Tasks.-"FlesI Houtingl Costs I Billing I F!elatedl Flequests.-"Trac:kI Links I Custom 1| Custom 2| Commentsl

Comment From Request —
Asset |Truck 12010 Ford F-150 Truck Pick Up

Location I

Cause | I]l |
Azsigned Crew | I]I I o
|
|

5 i | Agsigned B | Overid
UpErvizan I] I szighed By I] I I Noti\;izglti:ns
Lead Worker ||]| Agsigned Date ||]| I L” o AM Problem [~
pioiy [T | stDate |[J [oer30r2013 =] [ am Overdue [~
Account # ||]| End Date ||]| Il L” Y Lead Warker [

Proj Mo - Acct | ﬂl Task I
e ——— | I]I Master Project D || Supervizor [~
_ Reson [T e Hard Lack w [~

|Record 1 of 1 |View Mode |Ready... v

8. Click on the Related tab of the Work Order to see the associated Oil Change PM A.

= Work Orders - Unnamed Filter Set = e >
=|gl||& -2 - B @ B s> 8] 4 rp] ]| BEeEE - @ | =

|2U1 300005 Categary ||] I?UDDU IFIeet Maintenance
Status |ﬁ |_2 IW Problem | I] |FLTDIL IEhange ail
Status Date || 08/30/2013 v | |012:08 PM Main T ask |i |FLTMA|NT [Fleet Maintenanc=
Wil I Locationl .&ssetsl List.-’EventsI Tasksx’Hesl Houtingl Costz I EBilling Hequestsﬂrackl Linkz I Custom 1 EustomZI Comments

Aszociated PMs
Azsociated P/ Azsociated P Text Closed P

0l Change

Notes:
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9. To close the Work Order:
e You must first enter an Odometer reading for the Fleet Asset.
0 Go to the Asset grid for the work order and select the Asset.

0 Right-click and choose Populate Meter Reading.

& -7 B o |z o v > 2|EEEE e @ @ -] =

Work Order # |[2013-00005 Category | ﬁ |70000 |Fleet Maintenance
Status |ﬁ I 345 IMissing Fequired Data Prablem | Ii JFLTOIL |Change Ol

Status Date  ||08/20/2013 7 | [03:16 PM Main Task | I]|FLTMAINT [Fleet Maintenarice
Wil I Lacatio ist.-"EventsI Tasks.-"FiesI Floutingl Costs I Billing I Flelatedl Hequests.-"Trac:kI Links I Custom 1 | Custom 2 | Comments
Category Text System [D 1 Completion D ate Odormeter Hourmeter

Fleet Maintenar. . fa3 20 Eod PR fa3 Pick Up
View Record

Add Record
Edit Record

Delete Record

Subsets

4 View Asset Inventory Record
View Asset in Map
Azsociated T asks %+ | ¥ |

Teah Tk Check For Warranties Statuz Text I

Task Supervisor Text I

View Asset Inspection Record
Create Asset Inspection Record

Create New Work Order

. Add Multiple -
Press F3 for pop-up selection Record1 of 1 View Mode |Ready... v
Add Multiple Fleet

Add Multiple Default Fleet Maintenance

Add Assets from Map

Populate Complete Date
Change Asset Status

Populate Meter Reading

Populate Employe

Odometer # | I'I Eaed

Hourmeter # | I
Other Meter # | I
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e Then, as before, enter an End Date and set the Status to “999 - Complete™.

24 Work Orders - Unnamed Filter Set = lE =

|@|||& -7 -8 -|=a] @S] 7] %] 4 r]p] »] 7B - e | =

work Order | [2013-00008 Category | [If [FEEIE |Fleet Maintenance

- Status ||| 399 [Complete Protlen | [ [FLTOIL [Change 0

Status Date  ||08/30/2013 = | 0216 PM Main Task | [If [FLTMAINT  [Fleet Maintenance

w0 ILocationI .&ssetsl Lista’E\rentsI Tasks.-’Hesl Houtingl Costz I Billing I Helatedl Hequestsx’Trackl Linksz I Custom 1 I EustomZI Commentsl

Comment From Request —

Azzet ITruck 12010 Ford F-150 Truck Pick Up

"

Location I

Cauge | III
Aazsigned Crew | II I

|

|
Supervisor | III I Assigned _IB5I ﬂ I I NcD.ti\Fiigitcilfns
Lead Worker ||I| | Aszigned Date ||]| ! L” - AM Prablem [~
Priciity ||I|_| Start Date W [oez0ms ~ 11 e Overdue [
Account 8 ||I| End Date I]|0833[|,-'2013L” - A Lead Worker [

Proj Mo - dect |ﬁ| Task [
Project Test ||I| Master Project [D || Supervizor [

Mame I
ﬂlﬁl—l I Hard Lock w0

Press F9 for pop-up selection |Record lofl |Ed it Mode |Ready...

10. PM A’s status has now been updated to read “1 - Awaiting WO Generation”.

E@ PM/Work Template - Mo Filter EI@
C|elw& - ~B e Blelsx s al ][] o2 @E0E0 e o - =

P Templatz | [ [Froa [Gi Change
Categomy ||]|TDDDD |Fleet Maintenance Scheduled P | Ii|7 Grouped PH | I
Main T ask. ||]|FLTMAINT IFIeet Maintenance Tightly Linked Pt | r Grouped Assets | -
Problem | ﬂ JFLTOIL |Changs 0

wo I Localionl Assetsl Checklist' Tasks/Resources ||Scheduling WO || Grouped F'Msl Related WDS' Billing I w0 Eustoml Tracking' Custom' Comments
cheduled P Activity

Last Interval Mext

Last Start Date |[ /7 e = [ <]  Dasthead [
LastEndDate |[oa/anzmax] [ | ST =] Metersahead

Pievious Odometer | 16589.0 | 30000 | 195830 |

Previous Hourmeter | | | |

Previous Other | | | |
Status I 1 |Awaiting W0 Generation W0 Number | Initiated O ate || A4 'l
 Affected or Tightly Linked P E=clusion Day:
Code / | 1 Between I # Remain I Flouting Text Day I Start Fange ™ I End Range | ‘work Day? I Seasonal
< T 3 < m ] r

|Record 682 of 684 [View Mode [Ready... 4
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PM B

Now that we’ve generated and closed a Work Order for the Oil Change PM A, we’ll once again increase
the odometer reading for our fleet asset by adding another fueling record. This time, we’ll increment
the mileage so that both PMs A and B will be generated.

1. On the Fleet Inventory record, Fueling tab, right click and select Add Record.

e Remember, you’ll want to track the fuel used, its cost, and the new odometer reading. The
system will automatically calculate the increase.

e For our example, we’ve entered a new odometer reading of 28,595 miles. This will trigger
both PMs A and B to generate Work Orders.

2. Asyou can see below, the status for both PMs have now been reset to “2 - WO Generated”.

e Because these PMs are independent of each other, two separate Work Orders exist: 07-000009
and 07-000008.

PM A
Status [ 2 w0 Generated Wi Number | [2012-00008 Initisted Date || 08/30/2013
PM B

Status | 2 [w0 Generated W Number | [2013-00007 Initisted Date | |08/30/2013 >

3. Now, access and close the work orders as you did previously.

e Open the Related WOs tab on both PMs. Then, double click on the New Work Order Generated
listing.

e On both work orders, enter an Odometer Reading of 28598, set the status to “999 - Complete”
and enter the end date.

e The status on both PMs will be reset to “1 - Awaiting WO Generation”.

e The odometer readings will be reset on both PMs.

PM A

Scheduled PM Activity
Last Interval Mest

Last Start Date || 4/ =1 ] = [ =] Dasihesd |[T
LastEndDate |[ogmtizoia=| [ | B =l Meters ahead
Previous Ddometer | | 285920 | 000.0 | 15980 |
Previous Houmeter| [ [ [
Previous Other | | [ [ [
Status |_1 ’m w0 MNurnber li Initiated Date ,p".il—Ll

PM B

Scheduled PM Activity
Last Interval Mext

Last Stat Date |[ 77 =1 B =] Dayshhead |[
LastEndDate |[ogmszma~] | | ERRE T Meters head
Presvious Odometer | | 285980 | 150000 | 435950 |
Previous Houmeter| | [ [ [
Frevious Other | | | |
Status [ 1 [tuvaiting WO Generation WONwber ([ IntigedDate |[ 77 =]
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PM C

In the previous steps, we showed you how to generate and close work orders for PMs A and B. To
complete this process for our fleet asset, we’ll force all three PMs to generate.

1. Enter another fueling record for your fleet asset. This time, we’ll increase the odometer reading
to 43,600 miles.

e Remember, our previous reading was 28,595 miles.
e PM A was set to generate at 31,595 miles - an increase of 3,000.
e PM B was set to generate at 43,595 miles - an increase of 15,000.

e PM C, our final PM, was originally set to generate at 43,569 miles - 30,000 more than the first
odometer reading we used in this workbook.

2. Since our third Fleet Fueling record has an odometer reading that will trigger all three PMs to
generate, you’ll see the status on all three PMs reset to “2 - WO Generated”.

¢ Since these PMs are independent of each other, there will be three separate Work Orders.

PM A

‘ Status || 2 IWD Generated WO Mumber ||201 300003 Iritiated O ate ||I:|8£3E|,.-'2|:|13 vl
PM B
i . . .
‘ Status || 2 |WD Generated WO Murmber ||201 300009 Initiated D ate ||DS£3EI£2EI13 'I

PM C

Status || 2 IWD Generated WO Mumber ||2D13-DDD1D Initiated D ate ||DS£3IJ,-’2E|‘I3 'I

3. You should check the Affected or Tightly Linked PMs grid to help remind you which PMs are related
to each other.

e Below, you can see PM C’s grid. Listed there are both PMs A and B.

e Checking this grid will help ensure that all related PM work orders are taken care of at the
same time. This will help avoid additional trips to the mechanic.

— Affected aor Tightly Linked Pz
Code # Between # Remain Fouting Text

Fhi-B Qil Change Plus Tranzmizzion Fluid

4 T 3

4. Once again, access and close all three work orders.
e The status for all three PMs will be reset to “1 - Awaiting WO Generation”.

e The odometer readings for all three PMs will be updated.
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Creating a Work Template

Here we’ll use a Template to set up a daily job that is complex because of the number of resource
entries required for Project Accounting. Overall, the setup for a Work Template is similar to the setup
for a PM. Since we discussed PMs in the preceding examples, we’ll focus on the differences for a Work

Template.
3 PM/Work Template - No Filter = E=R (=
Slals -7 -8 -6 Ble/IX|] dldr|v] 2| s|BHEw@ - | =
[ PtirTemplete | [I [FMTeant |Facilties Maintenance - Team 1 - Daily w/ork Cicler I
Category | ] 53000 |Facilty Buiding Schedu=d PM | - Grouped PM | [~
MainTask | [} [160 [Tioubleshaot Tightly LinkedPM | [~ Groupedassets | T~
Problem |I| (EH] |Routine Maintenance
Wi ]Location] Assets] Ehecklist] Tasks/Resources | Scheduling w0z | Grouped PMs | Related WDS] Billing ] w0 Custarn Tracking] Euslom] Eomments]
o | Overide Motifications
Location [ Peblem [~ TfaSk =
Overdue ™ Supervisor [~
case |[Il] | Lead worker [~
o |l1] |
assigned Crew | ]| [ Assigned Date | [I| [/ [ am
Aszsigned By |I| | | Subcontractor |I| |
Supervisor | []] [38 [JESUUS HERNANDEZ Project Test | [I] |
Lead ‘worker |I| | | Accourt # |I| [
Feasan WMl ProjNo - seet | []] |
Fepair |I| ’_ | Profit Center |I| ’_ ’7
Pricrity |I| ’_ | Unit of Meazure |I| |2 |Eac:h

Record 0 of 6

Add Mode |Ready...

1. The Template, like the PM, must be given a Code and Description (a unique name). This is
important because when creating a Work Order from a Template, you’ll need to be able to identify
your Template in a list.

2. Note that the Scheduled PM checkbox is not marked. This turns off the scheduling function (in the
Scheduling WOs Tab). This is the only thing that distinguishes the work template from a PM.

Notes:
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3. Now, you can enter all of the information you want to appear on the Work Order. This may include
the Supervisor, Location, Asset, Resources, etc.

?@ PM/Work Template - No Filts

Bl s8] al<]r|p] o]z =
Pt/ Templte | [] [iTeam [l 4] a[<p[p]| 2| =
Categony ||]|W WORK TASK | Troubleshaot
Main Task | [ 150 | Resource Type | |1 [Employee UPC Code ||

Resouce | [B44 [OvLaN oRaL
L

Problem | i =0

Wi | Locatlon' Assetsl Che

I Al Description ||Library I

“\Wark Tasks Res Account # | |.5411 . Graup Mo |
IHes Proj Mo - Acct| |3368.mn. b I |
:

160 Troubleshoo

Morm  Regular OT  Estmated

Unit of Measure | | | Units | | | | |
Time Cost | l— I

|View Mode |Ready...

—Resources ‘Record 1of4

Tupe

- e st et Equip Cost
| Emplopes 244 DLAN DPAL | I quip Costs

Efpoyes 3 (1 o =) Cantractar Costs 0.00
Employes 344 DivLaM OPAL Fit .
Employes 344 DvLaN OPAL Ci Misc. Costs 0.00

Total Cost 0.00

4 1 3
|Record Tof7 |View Mode |Ready... v

4. On the Tasks/Resources tab in this template, one employee was entered multiple times; once for
each building in which he routinely works. We’ve also entered corresponding Project Numbers.
This way, a Work Order containing many entries with many complex Project Numbers doesn’t need
to be created each and every day.

e Right click in the Resource grid and select Add Record.
e Select a Resource Type and Resource.

e Enter an Alt Description. This description will appear in the Resource grid on the generated
Work Order allowing you to easily identify the record.

e Make sure that the corresponding Project Number is populated.
5. Now, the information you want to appear on the Work Order will appear each and every time you
need it.

Notes:
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Using Work Templates

Work Templates are set up just like PMs; however, they do not have generation schedules and the
Scheduled PM checkboxes are not marked. You can easily generate a Work Order from a Template as
often and whenever you wish from either the PM/Template or Work Orders modules.

From the PM/Template module:
e Open Work>>PM/Work Template from the desktop application main menu.

e Locate the work template for which you would like to create a work order.

—
e Click the Create New Work Order button at the top of the module toolbar.

o A work order will be generated based on the currently displayed template.

From the Work Orders module:

e Open Work>>Work Orders>>Standard from the desktop application main menu.

¢ Click the Toolkit button EI at the top of the module toolbar.

L
oo . =
Calzulate Per fazet W0 Cost - Execute I
Change Crew for Filterset il
Change Lead *Warker for Filterset L Close |
Change Supervisor for Filkerset 3

Change W0 Statuz for Filkerzet

Cloze work, Order for Filterset
Create Linked PO
Create "work Order From Tenplate

Default Date Filer

e You’ll find several tools listed in the toolkit. Execute the tool, “Create Work Order From
Template”.

e Alist of all available Work Templates will appear. Select the Template you want and a Work
Order will be generated.

PMTemplate & I PMiTemplate Text I Category Text I - | Select I
FLT-RAX0298-A RAX02596 - A Fleet Maintenance
FLT-RAXD340-A  RAX0340- A Fleet Maintenance Close |
FLT-WRCO522-A WRCO0522 - A Fleet Maintenance
FLT-WWED494-A WWEDSS4 - A Fleet Maintenance
FLT-WWEOTS5-A WWEDTSS - A Fleet Maintenance
FLTADM Fleet - Hon-Chargeable Time Fleet Maintenance

FMPOS40 - A FMPOS40 - A - OIL CHANGE Fleet Maintenance
FMTeam1 Facilities Maintenance - Tea Facility Building

FHNX0428 - A FNX0428 - A - OIL CHANGE Fleet Maintenance
FPEO419 - B FPEO419 - B - ANNUAL FLUI Fleet Maintenance
FRADBIS - A FRAQDG3S - A - OIL CHANGE Fleet Maintenance
FRPO40G - A FRPO409 - A - OIL CHANGE Fleet Maintenance
FRPOS11 - A FRP0511 - A - OIL CHANGE Fleet Maintenance
FRPOS66 - A FRPOS5S - A - OIL CHANGE Fleet Maintenance
FRPOSET - A FRPOSST - A - OIL CHANGE Fleet Maintenance

Find | |
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