Web Work User’s Manual

PM Module

Preventive Maintenance (PM) today will help your assets last through tomorrow. The Preventive
Maintenance (PM) module is where you setup PM schedules that in turn generate PM Work Orders against
an equipment or location on an ongoing basis. Web Work supports two types of PM schedules — Calendar
based PM's (weekly, monthly) and Usage based PM’s (2000hr of operation, every 5000km). This Chapter
describes how to use the Web Work, PM module.
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5.1

Overview of the Preventive Maintenance (PM) Module

The PM module is where Preventive Maintenance schedules are created. These records generate
Preventive Maintenance types of work orders.

When you open the PM module you will be in Query mode as shown in the screen below:
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Click on the PM’s button = * FM on the left hand side of the screen to open the PM Module.

Click on any field
name to open the
Help file for that
field.

The mode you are
in is displayed at
the bottom of the
screen.

The ©Rerations  Resources Tools Helb gropn down menu contains the various features available in
the PM module.

&

Web Work includes “help files” for all field names. To access these help files, click on the field

name. A popup window will open displaying help for the field selected.
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5.2 Creating new PMs

Below we will explore how to create PMs for work that is to be done on a piece of equipment or at a location.

5.2.1 Adding new PM records - General

To create a new PM record:

« Clickonthe * PM button on the left hand side of the screen to open the PM Module.

e Click on the @ icon at the bottom right of the screen to enter into new mode.
» If you have an appropriate procedure already available, enter the procedure code into the procedure

field. This will help you develop your PM information faster. (for more information on setting up
Procedures, refer to the Procedures Module chapter in this manual)

[@ Auto-Numbering is set up in the Admin module of Web Work. For more information on auto-
numbering see the Admin section of this manual.

» Enter information into the fields displayed on the screen. This is described in more detail below.

» For calendar based PM, fill in the Interval, the Next Due date and also the Interval Unit (other than
meter).

» For meter based PM, fill in the Next PM Reading, Meter Range, Meter Name and Interval Unit (must say
meter).

» All other fields are common to both types of the PM schedule.

b

* Once you save the new PM, you will then be in edit mode: you can edit and resave the PM record, add
resources to the PM record, print the PM record or continue working in the module of your choice by
clicking on the module button on the left hand side of the screen.

e Click on the button at the bottom right hand side of the screen to save the PM Record

[@ Click on the “ button next to PM description field to open a larger popup window for this field.

The Web Work system defaults can be setup to pre-approve all work orders when generated. See
[@ the Admin section of this manual for more information on setting up statuses in system defaults.
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5.2.2 Adding new PM records — Calendar based

This section describes how to create a new PM schedule based on the calendar.

To create a new calendar-based PM record:

» Refer to section 2.1 — Adding new PM records first.

» Click on the @ icon at the bottom right of the screen to enter into new mode.

e The first section on the PM Main screen contains assignment details. By entering a Procedure code you
can populate all the Estimated Resources on the PM. You can also use the procedure code to update
many procedures linked to PM’s when a task changes.

* You may assign the PM to either an Equipment record or a Location.

e You can enter the Priority as you want is to appear on the work order when generated.

* For the section Generate PM Work Order based On: Select the radio button beside Next Due or
Complete PM option. These are explained below:

(o]

Next Due option — The PM record will generate a PM work order every time a frequency is
met. The Next Due Date (calendar based PM) or Next Meter Reading (meter based PM) will
advance forward upon the PM generation. When ever the PM is due, new PM work order will
generate regardless.

Complete PM option — The PM record will generate a PM work order every time a frequency
is met and the last work order generated by this PM has been completed or closed. The
Next Due Date (calendar based PM) or Next Meter Reading (meter based PM) will advance
forward when the PM work order is completed. The PM record will NOT generate a new
work order while the last work order generated remains open. Once the open work order is
completed / closed, the schedule will generate next work order based on the last due date
(meaning only one latest work order gets generated instead of a whole pile of missed work
orders).

e Choose the Interval Unit from the drop-down list. Use Day, Week, Month, and Year. Do not select
meter option. It is only for meter based PM’s.

« Enter the Interval for the selected Interval Unit. Example: for bi-weekly schedule, select Week in the
interval Unit field and enter 2 (two) into the Interval field.

» Enter the Next Due Date. This date indicates on what date the next PM work order will be generated.
This field gets automatically calculated from then on.

[@ The PM generation process recalculates the Next Due Date when new PM Work Order gets
generated. The formula is: old Next Due Date + (interval converted to days) = new Next Due Date.
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5.2.3 Adding new PM records — Meter based

This section describes how to create a new PM schedule based on the Equipment Meter. To learn more
about Equipment Meters, please see the Equipment Module Chapter under Equipment Specifications. Web
Work can accommodate unlimited meters for each Equipment records and therefore unlimited PM’s with
unlimited meters for Equipment.

To create a new Meter-based PM record:

» Refer to section 2.1 — Adding new PM records first.

e Click on the @ icon at the bottom right of the screen to enter into new mode.

» The first section on the PM Main screen contains assignment details. By entering a Procedure code you
can populate all the Estimated Resources on the PM. You can also use the procedure code to update
many procedures linked to PM’s when a task changes.

* You must assign a meter based PM to an Equipment record. The Equipment record must already have a
Meter assigned to it. For more information on Equipment Meters, please see the Equipment Module
Chapter under Equipment Specifications.

e You can enter the Priority as you want is to appear on the work order when generated.

* Type in the Meter name or use the query button to use the pick list. (i.e. Kms or Hours of operation) The
list will show meters that have been assigned to the Equipment record you entered above.

« Type Meter into the Interval Unit field or use the query button to select “Meter”.

» Specify the interval into the Interval field. Interval is a value specifying how often the Equipment is to be
maintained based on the Meter Name (i.e. every 5000km).

* Input a value into the Next PM Reading field. Once the latest Equipment meter reading reaches the
value in the Next PM Reading field, a new PM work order is generated.

« Enter a value into the Meter Range field. The value specified will be subtracted from the Next Pm
Reading value and then be compared with the latest equipment reading. If the latest equipment reading
value is same or higher than the result, new PM work order will be generated.

E@ The PM generation process recalculates the Next Pm Reading field when new PM Work Order gets
generated. The formula is: Latest Equipment meter reading value + interval = new Next PM Reading
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5.2.4 Setting up Seasonal PM records

This section describes how to make PM records seasonal. Seasonal PM’s are generated only within a
specified portion or of the year.

To Set-up a Seasonal PM record:

* From the PM Module, Query and Retrieve a valid PM.
Entes the period during vhich P will HOT be
+ Click onthe %% button beside generaled.
5 | PM ]
S E'L at the bottom right corner Begin (i)

of the screen. A Seasonal PM window should appear End (i)

as seen here.
« Enter the starting and ending dates during which you d’ }(

don’t want the PMs to be generated (specify the

inactive season). The format is month/day. The Year is e

not specified as this is an interval that is repeated

each year.

e Click on the ‘3’ button. The Seasonal PM checkbox will be checked.

2

e Back on the PM main screen, save the record by click on the button.

5.3 Adding Estimates to a PM

Estimates further define the PM schedule. Estimates include Tasks, Labour, Material and Tools. Once the
PM record generates a new Work Order, the estimate information gets also passed over to the newly created
Work Order.

5.3.1 Adding Estimates - Tasks

By adding tasks to a PM record, the employee assigned to complete the PM work order will be provided with
a checklist of all estimated tasks/steps for completing the work.

To add tasks to a PM record:

* In PM module retrieve a PM record.

«  Click on the | Estimates |
* Click on the J Tasks | tab.
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e Click on the @ button at the bottom of the screen to open the “
New PM Task screen. T R
Tooxk: Purnbom ] r%
T SRCUCT 08 0H
You may use already pre-defined procedures by entering the ;:::m MW' —
[@ procedure code into the procedure field on the main screen. .
This way you don'’t have to re-enter Estimates each time.
Tk R 1y
» Enter the Task Number. The task list will be sorted, ascending, s U
based upon this number and can indicate the order in which each — n
task should be performed. 5
. . . . . . . . rd'.m i
» Fill in the Description field. The description field captures the actual
step for maintenance personnel to follow.
b x X
* Fillin the Task Memo. The Task Meme field is used to further define Saes Daisln Cloze

the Description.

* Measure Unit, Unit Cost, Quantity and Total Cost are optional fields and are explained in detail in the
Work Order Chapter. This is explained in detail in the Procedure Chapter.

* Click on the SAVE button H to save the Task.

* Repeat the steps to capture all individual Tasks. Refer to sample (as shown below):

jTasks"||(La|:u:uur\||(Materia|s"||’T|:|u|s‘] h

10 Disconnect unit from power uze breaker AY-233 located behind the
pillar on left side.
20 Open the compartment to access the mator and gearbosx. flashlight may he uzful in zome cases.

Perform vizsual check for burns, debris, or anything out of spec

30 il the compressor pump. use only designated compressor oil as per
the tag printed.

40 Cloze up the unit, do final check and turn power back on.

PMs



Web Work User’s Manual

5.3.2 Adding Estimates — Labour

By adding labour estimates to a PM record, the workers will be able to distribute the job among them as
necessary. There are three kinds of estimated labour types — to an employee (individual), to a vendor
(contractor) or to a craft (trades). First we will describe how to enter the Labour below. Then we will describe
how to describe the three different types.

To specify Labour on a PM record:

* Retrieve a PM record.

e Click on the el s ltab.

. Lab
« Clickonthe ' 7% tap.
e Click onthe button at the bottom of the screen to
« The PM # and Trans. Date fields are filled in e LN ok s w
automatically. The PM # field cannot be edited, however frrsschenlale | 7227000 Ergizym CMLANC
the Trans. Date field can. tra MEH wiolinge o
Py Toodn 1 Hert L
* The Scale automatically defaults to 1. To change this, fole el | [
delete the current scale and add the scale of your ol - L a1y
choice. The Labour Rate will be multiplied by the Scale. Tl ol il o
bt s (R M,

» Enter the estimated number of hours into the Hours field.
When you enter the number of hours, the taxes and total ToLE S
will be calculated by the Web Work system.

SRR
* The Rate field will be filled in with the rate setup for the P
employee in the Labour module. To change this rate,
delete the rate shown and enter the rate of your choice.
» Enter any additional cost. If an additional cost is added, the taxes and total will be updated accordingly.
» Enter Tax 1 and 2 if applicable. If taxes are entered the total will automatically be recalculated.
« Enter an account to charge this Labour to if applicable.

» The Desciption field displays the complete name of the Employee you choose.

» The ChargeBack Amount can be used to Invoice work done for outside clients. It can be used as a
means of markup on the cost. This is explained in detail in the Procedure Chapter.

b

* Click on the button at the bottom right hand side of the screen to save the Labour Estimate.
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IIF Labour allocation may be assigned to individual Tasks by specifying the Task Number from the drop
down menu. Each Task may have one or more Labour allocations estimated.

Assigning Estimated Labour to employee:
EmployeeHaguester Selectsn

* Enter an employee code into the Employee field or
use the pick list to select the Employee or the
Requestor. The employee code may fill in additional Hame T
information if entered within the Labour module. &) O a0 0

Code

Y

« Finish filling in the rest of the fields, including the
estimated Hours.

Assigning Estimated Labour to Vendor:

+ Clckonto he Employee querybuto t open he

Employee/Requestor selection screen. Coge

Y

» Select the Vendor radio button and perform a search

Y Employee () Requester ) A0 O Wendor (3
by clicking the button.

« Pick the vendor of your choice.

e The selected vendor will populate the main screen as if it was an employee that was picked.

Assigning Estimated Labour to Craft:

* Leave the employee field blank.

Select Craft
» Enter the craft into the Craft field or click the Craft
guery button to search for craft code of your choice. Code | ‘ Y
+  Pick the Craft of your choice. Lot | |

» If only craft is present, the selected craft populates the main screen as if it was an employee that was
picked.

Tasks Lahnur\lrMaterials‘]['Tools\l You can estimate
Craft, Employee,

. o and Vendor all
Transaction . Additional S
Emplwee Descnpﬂon mﬁ fotalCost lndIVIdua”y.

TI2252005 WENDM “endor 01 GEM MAINT- 10000 F000) 075 37.50

e <4— Vendor
712212005 TECH. COMPLUTER TECHMICIAN GEM MAIMT- $30.00 000 05 B500 @ | Craft
031
712202005 A TYMINSKL | ALINA TYMINSK] $20.00 $0.00 075 $15.00) o | Employee
Total 2 $37 .50
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5.3.3 Adding Estimates - Materials

Add materials to a PM record to indicate what's needed to do the job. Materials include inventory stock,
inventory non-stock and non-inventory items.

To add Materials to a PM record:

* Retrieve a PM record. Check Queries section of this manual for more information.

«  Click on the | Estimates |,
e Click on the ks | tab.

* Click on the button at the bottom of the screen to open the Material Resources screen.

e« The PM # and Issue Date fields are filled in automatically. The PM # field cannot be edited. You can edit
the Issue Date field by deleting the current date and entering the date of your choice.

« For inventory stock and non-stock items, click on the Storeroom query button to select the storeroom and
the item from that storeroom. This will populate the Storeroom, Item, Description, Unit and Price fields on
the Material Resource screen.

| | T
e For non-inventory item, leave the Storeroom .
window blank and only enter the Item ) e e >
Number (code must be unique) and the .1:::.. e ﬂ_; —
Item’s Description. i A
= T Y Eobillin w Cipd
e Enter the quantity. The tax and extension Fart ez
fields will be calculated automatically. sz Eieraor
Tl
Thompmback |
Material allocation may be assigned to Mirtun Sl D pilhin Tie|
individual Tasks by specifying the Task Dl puiect T2 ek At
[@ Number from the drop down menu.
Each Task may have one or more O
Material allocations estimated. Sk il

» Enter any additional cost if needed. When an additional cost is added, the tax and extension field will
automatically be recalculated.

» Enter an account if applicable or click on the # button to select an account from the Web Work
database.

e The ChargeBack Amount can be used to Invoice work done for outside clients. It can be used as a
means of markup on the cost. This is explained in detail in the Procedure Chapter.

b

e Click on the button at the bottom to save the material estimate.
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5.3.4 Adding Estimates - Tools

Add Tools to a PM record to indicate what equipment or tools are needed to do the job. Tools include items.

To add Tools to a PM record:

* Retrieve a PM record.

«  Click on the | Estimates |,
e Click on the [t ltab.

e Click on the @' button at the bottom of the screen to open the new Tool Resources screen.

e The Trans. Date field is filled in automatically.
To edit this field, delete the current date and
add the date of your choice.

» Ifthe tool is already an existing equipment
record, enter an equipment code or click on
the # button to select an equipment record
from the Web Work database. The description
will get filled in automatically.

» If the tool is not identified as equipment, then
type an arbitrary code into the equipment field
and fully explain the tool in the Description
field. The arbitrary code must NOT be a code
of another existing equipment record.

&

N AAHLMF 2 Tk Firmbar -
Trarrmciar: Dam
[P I'S
[ -] s ol
iy e W ol "
Tax! T
Aoremni [ ]
Dameriprior:
Crdw gl el
Wl >
T Time

Tool allocation may be assigned to individual Tasks by specifying the Task Number from the drop
down menu. Each Task may have one or more Tool allocations estimated.

» Enter the Rate for the usage of the Tool, if applicable. Enter zero otherwise. If a valid Equipment code is
entered and there is a Rate on the Equipment record it will automatically populate.

e Enter Issue Unit.

« Enter the quantity of the Tools required. The tax and extension fields will be calculated automatically.

« Enter any additional cost. When an additional cost is added, the tax and extension field will be
recalculated automatically. Taxes get calculated automatically, but can be edited if needed. Once taxes
are entered the total will automatically be recalculated.

« Enter an account if applicable or click on the # button to select an account from the Web Work

database.

» Extension is a calculated field showing the total value in Dollars.
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* The description field will automatically populate with the description of the equipment record selected
and can be modified.

e The ChargeBack Amount can be used to Invoice work done for outside clients. It can be used as a
means of markup on the cost. This is explained in detail in the Procedure Chapter.

b

e Click on the button at the bottom right hand side of the screen to save the tool estimate.

5.3.5 Editing PM Estimates

To edit procedure estimates:
« Perform a query to locate and retrieve the PM record you wish to edit.

* Move the mouse over the Resources menu to display the drop down menu.

e Click on the el s ltab.

» Click on the task, labour, materials or tools tab, depending on which one you want to edit.

* When the applicable screen pops up, enter the new information into the applicable fields.

b

* Click on the button at the bottom right hand side of the screen to save the edited estimate.

Updating the tasks for a PM does not update the associated procedure. To update the procedure, go
[@ to the procedure module, do a query to select the applicable procedure and then edit it as required.

5.3.6 Applying PM Costs to more than one Account

To apply PM costs to more than one account:

» Perform a query to locate and retrieve the PM

record fhal Accounts wilbe added o | e
. Clickthe“]"':':”'"rIlts tab. P 12-8H).01 2

e Click on the @' button to open the Add PM ~
Accounts window. = Keap Percanbage

» Enter an account into the Account field, or click H e
on the QUERY button » to select an account
from the list of accounts in the Web Work
database.

Gvm Choma
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» Enter the percentage of the total estimated cost of the PM record that is to be charged to this account.
Do not enter a percent sign, only the numerical value of the percentage (i.e. 35).

e The cost amount will be calculated automatically by the Web Work system.

b

e Click on the button to save this account information.

5.4 Deleting PM Records

There may be times when it is necessary to delete a PM record, as would be the case if a piece of
equipment no longer exists.

To delete a PM record:
* Retrieve a PM record. Check.

* Move the mouse over the Operations dropdown menu at the top of the PMs Screen to display the
options.

e Select Delete This PM from the drop down menu.

A message box confirming you want to delete the procedure and associated resources will be
displayed.

Micrasall Intarnel Explarar

* Click on the OK button to delete the PM record or the CANCEL button to cancel this action.

5.5 Generating PMS

PM records should be generated on regular basis to produce work orders for the scheduled preventive
maintenance work.

5.5.1 Generating Calendar Based PM records

To generate Calendar PM's for a specified number of days:

e Open the PM Module, perform a Query and Retrieve the PM records you wish to Generate for.

F
* Click the “="3" button (at the bottom right corner of the screen) to open the Generate PM Work Orders
screen.

PMs
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e Choose one on the following three options by B .
clicking the radio buttom beside the label Generats PM Wark Orders
Ganesrale wenrk Orderd on
(20 P reconds
1) Salacted P records

Selected PM records — will check only the PM (0 This P record
records retrieved by your query and generate

All PM records — will check all PM records and
generate any that are due.

any due from this set. Lo R JEe A
(= Calendar PM
This PM record — will only check the PM 0 Mater P
record currently displayed in the Main PM ) Bath
screen and gnerate it if due.
Giererats Wos for fhe red |5 deys:

* Click on the RADIO button beside Calendar
PM. Sort weirk order pringoll by | POl Orcler Bumber b

Ascaraing =) Descendng U

» Enter the number of days into the Generate
WOs for the next __ day’s field. This number
determines how many days ahead from today L_‘. }( ? E‘;
Web Work should generate upcoming PM'’s. Gererste Coss Hep Profect

e From the Sort work order printout by
dropdown list, choose by what field the report
is to be sorted by.

» Pick whether the selection from above is to be sorted in ascending (a-z) or descending (z-a) order.

L4

e If PM records were generated, screen similar to the one below will appear:

» Click on the button to generate the PM’s.

B Pu Cernration - Microsad Ieinimed Lepimrer |I.. rﬂlrﬂ

e T il p -
|y i WS
/ L g ] e BT
This column shows the PM #— i e
that generated the PM work P W B -
order. / P A s - 1
This column shows the new
PM work order number that —= == =
was generated.
i:ll:lﬂ il Lol i e
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Generate WOs for the next __ days tells Web Work how many days ahead you would like to
generate PM work orders for. Type in One (1) or higher into this field. If you put a Zero (0) into
this field it will force the generation of all selected PM work orders whether they are due or not!

e If you wish, you can print the result screen by clicking on the PRINT SCREEN button. Also the Close
Window button will close this window without running the PM work order report. You can always reprint
the generated work orders from the Work Order module by querying on the newly generated PM work
orders.

» Click on the Print Work Orders button to continue with printing of the PM work orders. The PM work
order report will open in a new browser window.

[ Prirt Screen ] [ Prirt Work Orders ] [ Close Window ]

» Click on File and select Print from the drop down menu to proceed with printing.

5.5.2 Generating Meter Based PMs

To generate Meter based PM’s:

* Open the PM Module, perform a Query and Retrieve the PM records you wish to Generate for.

. vl .
e Click the =57 putton (at the bottom right

corner of the screen) to open the Generate PM

The PM Generation screen will open: Generate work ordsrs on
(¥l AIPM records
* Choose one on the following three options by ) Salected PM records
clicking the radio buttom beside the label 1 Triz P recornd
All PM records — will check all PM records and Denenabe work orders for
generate any that are due. ) Caleradar P
(=] et M
Selected PM records — will check only the PM ) Baik
records retrieved by your query and generate
any due from this set. Ganerabs VOR Tor e resd dye
This PM record — will only check the PM record Scel work orcler prinout b VIIPK Croler R e

currently displayed in the Main PM screen and Ascending (5 Dwsowning
gnerate it if due. i i
* Click on the RADIO button beside Meter PM. s -

« The Generate WOs for the next ____ days field Cererste Cloze el ProMeiion
is not used for Meter based PMs — ignore it.
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e From the Sort work order printout by dropdown list, choose by what field the report is to be sorted by.

» Pick whether the selection from above is to be sorted ascending (a-z) or descending (z-a) order.

E
* Click on the 5'; button to generate the PMs.

If there were no PM records due for generation at this time, a screen similar to the one below will appear:

A P Generadion - Micresaft Internet Explorer r:_rﬁlil

In this example we generated
Calendar PMs for the next 1

e g Pl day.

Thasa ara I PR dus o this time )
If you want a copy of this

screen, click on the PRINT
i = = SCREEN. Click on the Print
ot Soreen | Pt Work Qeuees | | lose wandow Work  Orders  button  to
continue with printing the PM
work orders.

A

B Do W Lol indranet

» If you wish, you can print the result screen by clicking on the PRINT SCREEN button. Also the Close
Window button will close this window without running the PM work order report. You can always reprint
the generated work orders from the Work Order module by querying on the newly generated PM work
orders.

» Click on the Print Work Orders button to continue with printing of the PM work orders. The PM work
order report will open in a new browser window.

[ Print Screen ][ Print Wiork Orders ][ Close Window ]

e Click on File and select Print from the drop down menu to proceed with printing.

5.5.3 Projecting PM’s Into the Future

Web Work lets you look into the future and see the PM’s that will generate so you can project the resources
need to maintain your Assets.

o=

» Follow the steps above for Generating PM’s and when you get to the Generate step, click the Frojection
button instead.
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* A screen will open with all the PM’s that would have generated if you clicked the Generate button as

seen here.
Cabsnalsr P Prageciian
Ik B D i
| fmgetose | fWaree | Fammen | Desogsoe g
FEn T ] T =] Laia o, filar
FCTE I Sl mipecionsr herdlier Tory iy
S 2 " i iy o
AT - T8 Ful pnech iud
bR ] H RS B - & Froubsioy oawly repecdoe
b ] p ] T8, Luirg i, Sl
Sarii= S S il Bty Wbt
ARG 7 3 8TTr Lol el Sl
LHCTIE i EFeCiH 1 B Fizkd Lewsl Irapacson
TELLTTE 5= 10 et Floor Yeiaon
TGS Ea L e k] s Friy
o LGl 1 S0 B Fit < ramps
1 ECTIs 42 = Fiskd Lewsl IrapacSon
10T He' A0 -0 107 Hyme reanitly
LR ] 1} L L] Wil Fs Sy
AR H'e L 1 i Ty
1Y S50 Lins 1 Inepeci Fiafl sari v inuepesciion
[Up Ao ] I3 Lt et Floor Y
1T Lo ] B e Fiahd L e N peiin
AT 3 . Fill L i Ined DN w
*

e Click any record and to see the schedule on a calendar.

5
April 2005 - Calendar PM Projection
k] 4 5 L] 7 a a
HWAEM1i- 13 HWAEL -
0ol on7T
1 1 L F ] 14 13 L]
LOFCMA
Clic_k the Arrows
beside Month to it in " 20 21 22 2
move forward or 25
back a month.
24 5 F1 27 2@ % ET)
15 HWACMEL- HWACMEL1-
5] ooy el
Ry
== W == | [ | Clogs Wirdow |
W
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5.5.4 Printing Individual PM Records

If you wish to print PM records, as opposed to the PM work orders you have generated, there are two ways
to do so. You can print an individual PM record currently displayed on the screen or a batch of PM records

that you have selected and retrieved.
To print only the PM that is open on the screen:

* Retrieve a PM record. The selected record will open in edit mode.

¢ Click on the %

» Click on File and select Print from the browser drop down menu (as see
here to the right) or click the Printer icon on the Standard Buttons toolbar
of the browser to proceed with printing.

button. The PM report comes up.

I Edit  View Favorites  Tools  He
Mew 3
Qpen... Chrl+0
Edit with Microsoft FrontPage

Save As...

Page Setup,..

Prink Preview. ..

Send 3
Import and Export...

Do not confuse this PM report with Work Order report. This report is e
[@ NOT a work order; rather it shows the PM record information. Close
5.5.5 Printing Multiple PM Records
To print multiple PM’s:
« Retrieve a group of PM records. Operations
_ Mlewy Phd (ALED Mumber)
«  Move the mouse over the “PEratians ptton and select Print Selected Mesy P
PM from the drop down menu. The PM report comes up, showing all P Guery
selected PM records. Zenerate PM Work Orders
Prirt Selected P
Duplicate PM
Delete This P
Calendar

[@ Note that the PM report does not show page breaks. However when printed, each record is

separated from the next by a page break.

FIEW Edit Wiew  Favorites  Tools  He
e L4
*  Click on File and select Print from the browser drop down menu (as see e oot Frompage

here to the right) or click the Printer icon on the Standard Buttons toolbar
of the browser to proceed with printing. mave he

Page Setup...

Print Prewvieve, .,

Send 3

Import and Export. ..

Properties

wark OFfline

Close
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5.6 Show WOs (Work Orders)
The Web Work Show WOs feature will display a list of open work orders for a selected PM.
To show WOs:

* Retrieve a PM record

. Clickthe | Show WOs |

» A screen similar to the one shown here comes up, showing the currently open work orders and relevant
information.

Workorder # Open Date TargetDate |  Stalus |

=u} 120620035 i1 f2003 APPR
163 220072005 T 2003 APPR
169 22072005 04 2003 APPR
170 22072005 141 72004 APPR
171 220072005 i 2004 APPR
172 22072005 2004 APPR
1735 22072005 1001 52004 APPR
174 220072005 14 2005 APPR
175 22072005 4 2005 APPR
176 22072005 T 2005 APFPR

» Click on any of the records to open the Work Order Module and view the work order.

57 Nested PM

A nested PM is a PM with two or more procedures that get performed at different intervals. A nested PM can
be used when you only want a single Work Order to generate at each interval.

For example, a nested PM can consist of three procedures, an inspection performed monthly, a minor
service performed quarterly, and a major service performed annually. Every three months, the inspection and
minor service are performed and every twelve months, all three procedures are performed. In other months,
only the inspection is performed. Each month only a single PM work order is generated with the appropriate
procedure or procedures.

Please see the Procedure Module Chapter under Using Procedures for important information on how to
setup your procedures.

5.7.1 To Create a Nested PM:

» Refer to section 2.1 — Adding new PM records first.

e Click on the @ icon at the bottom right of the screen to enter into new mode.

» Leaving the Procedure field blank, enter the rest of the fields in the first section.
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Specify whether to “Generate PM Work Order Based On” — “Next Due” or “Complete PM” by clicking the
radio button beside one.

In the Interval field, enter the base interval, that is, the interval of the procedure that is performed most
frequently. If your frequencies were every one month, three months and twelve months, you would enter
one. Do NOT fill out any other fields in this section.

Enter the Interval Unit. In our example this would be MONTH.

Enter the next Due Date. This is the date the next PM Work Order will generate.

Proceed down to the third section of the screen and enter any other assignment details like Account,
Crew, Work Type, etc.

b

Click on the button at the bottom right hand side of the screen to save the PM Record
Go to the menu at the top and click Nested PM Setup under Resources as -5 2Hrees
seen here. This will launch the Nested PM screen. Main

Estimates

Accounts

Shown WWiOs

Mested Pl Zetup
Mested P Sequence

In the Nested PM screen, enter the Procedure and “
Interval it belongs to. Make sure that the first Interval

is the same as the Interval you entered on the
previous screen.

If you have setup your procedures as nested then
check the Nested Procedures checkbox. If you have
comprehensive procedures then, leave the Nest W
Procedures checkbox unchecked. See the BT 12 H B
Procedure Module Chapter under Using Procedures =]

for more details on Nested versus Comprehensive
procedures.

Click on the b button to save the procedure to the
PM.

- L4 . g oX
Click on the button to view the PM sequence. Sequeros Cloos
The next section will explore the PM Sequence and

making changes to it.
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5.7.2 Toview the nested PM sequence:

. Move the mouse over the Resources menu at the top of the screen and ~ S0HrEes
select Nested PM Sequence from the drop down menu. Ll
Estimates
Accounts
Showy Wi

Mested PM Zetup
Mested PM Sequence

e« The PM Sequence Set up screen will be displayed. The sequence is numbered started at 1 and moving
up from there.

Click on tre procecuras sl = b pericrmsd on e necd P

3 3 4 L] T
CIL PR T Sl - 0 DG Adeil - i 0T Aol o2 ] ) Al - 0 [ OiaT) Sl = O DT
AL | ST AL | ST

e inE

L ]

AL O o - G CPDE
EHIL. 8, [NT ]
JHILLA (IR0

b x

e The highlight one is the procedure that will be performed on the next PM.

2

e To change the next due procedure (or set of procedures), click any other procedure and then the
button.
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5.8 PM Calendars

The PM module includes a calendar, which displays PM records due for future forecasting.

To view the calendar:

* Move the mouse over the Operations menu and choose Calendar

from the drop down.

e A screen similar to the one pictured below will open:

N P Tadendar - Mbcronedt [rmer et Bag karer

(1] Lr

& ] 5]

2l
—

Il

Jn

(4

July 2004 - PM Calendar
L Sun | Moo ] Tues | wed | Thor | Fri ] Ser |
] F) ]

* L1

L e ] s
Bl e daiaal 33ILa

Frmem b
333303

(L] ar

rr (%)

Bedam
In oty L L

Aaakly
ot LT
28l el ir

1L L]
Foarsan
Frapsr=rii

Frimi

Sl Lo by

Qperations

Mewy Ph (Auto Number)
ey Phd

Phl Gty

Generate PM Work Crders
Prirt Selected PM
Duplicate PM

Delete Thiz P

Calendar

NI

Click on “ ... “ to view a full list of
all PMs due that day.

Calendars can be filtered by
Locations,  Equipment, Craft,
Crew, Manager or Employee.

Enter the code for the applicable
selection or use the lookup button
to pick from list and click on the
GO button.

Click on the PRINT button to print
the calendar.

e Click on the << and >> marks to change month view.

» Calendars can be filtered by Location, Equipment, Craft, Crew, Manager or Employee by choosing
appropriate selection from the PM’s for: drop down list. Enter the code for the applicable selection or

use the lookup button to pick from list. Click on the button.

e Click on the button to print the displayed calendar to the printer.

e To view a detailed list of PMs for each day, click on the”... “button in any of the calendar squares. A
screen similar to the one pictured below will open:

PMs




Web Work User’s Manual

Daily Calendar
2004 -Jul-10
Click an the Wodiarder for full details or to print
PM Num Description Location Equipment Priority
Ooo02g Procedure 000010 SHOP LANDROVER HIGH
d00030 Procedure 000010 SHOP LANDROVWER HIGH
select All
Back to Monthly Calendar

&

5.9

To return back to the calendar, click on the Back to Monthly Calendar link.

To retrieve an individual work order in the Work Order screen, click on the work order number.

To retrieve all work orders shown in the Work Order screen, click on the Select All option.

The PM Calendar is read-only. To make changes to a PM schedule you must open the applicable
PM record in Edit mode and make any applicable changes.

PM — Reports

To access PM reports

&

Move the mouse over the menu and select Reports from the drop Tools

down menu.

Reports
Links=

Click on any of the Reports listed under Standard or Custom, to open

them.

Only reports applicable to the PMs Module will be displayed. To view all reports, click on the

REPORTS module button

* Reports

on the left hand side of the Web Work screen. For more

information about reports, see the Reports section of this manual.
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