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Suggested sequencefor data loading.

MaintScape allows you to enter data in practically any order, including “on the fly” but we find that it is
easier and more orderly for you if the bulk of theinitial dataisinput in alogical fashion; we will describe
that below.

Getting Ready to Load Data

The purpose of this document isto help you load initial datato MaintScape. More detail on the procedures
herein is contained in your Maintscape Reference Guide and in your on-line help file.

Before you begin, we strongly urge you to use the written Evaluation Tutorial or to read the Reference
Guide, General Information Chapter (Getting Started through Navigation).

Additionally, it often helpsto gather information on paper before starting your datainput. To assist you,
we have provided forms that may be useful; these can be printed and copied.

Setting up all the data regarding your equipment, staff, mai ntenance procedures, equipment locations, part
locations, accounts and other datais alarge and time consuming job. Y ou do not need to do al of this
before starting to use and gain the benefits of MaintScape. We suggest that if it isfeasible, you attempt to
define al or many of your Locations (Equipment Locations and other Facility L ocations that can have a
work order written against them). After that, set up your more critical Equipment and Preventive
Maintenance Procedures and create PM schedules. Then start using MaintScape and build other data as
you have the time and the need.

We also suggest the following:

e (o to the Evaluation Guide and review the data that we have pre-loaded as this will give you a pretty
good understanding of how things might be set up.

e When you are trying something for the first time, try it in the Evaluation Copy and seeif you are happy
with the results (run some reports as thisis a good way to see if you are doing what you thought you
were doing).

Lastly, in the rest of this document, we attempt to illustrate the methods that we have found to be most
efficient for initial dataloading; there are other methods.

If you are having difficulty, feel freeto call usand we will provide as much help as you require; it is easier
if you are logged in to MaintScape so we can walk you through things; if your datais not working as you
think it should, you can email us your database for review and suggestions.
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Order of Entering Data
We will list our suggested order below and following that will provide more detail on each of these items.
e Main Menu/System Administration/Setup Data/Code Tables — enter the following

O Accounts— these are your cost accounts; they should be entered first as many of the other entries
contain areference to these.

O Location Types- these are the kinds of location that your facility or plant contains such as
buildings, floors, parking lots, roofs, basements, grounds, other.

O Part Location Types— these are the kinds of part locations that you use such as stockrooms, aisles,
rows, hins, shelves, other.

e Next, from Explorer, set up the structure (location hierarchy) of your plantsor facilities (more
detail later).

The above data gives you a good starting point to prepare you for entering equipment or parts; then
to enter equipment or parts, you will likely want to prepare data entry forms befor e proceeding;
theseformsareincluded in Attachment A. Wewill list the stepsin logical order for entering
equipment filesand provide more detail later. The section following thiswill do the samefor Parts
Data Entry.

e Equipment Classes from Main M enu/System Administration/Setup Data/Code Tables (see detail
later).

e Equipment Typesfrom Main Menu/Equipment Type/New.

e Equipment from Main M enu/Equipment/New.

After you have entered Equipment, you will either want to setup Proceduresand Maintenance

Schedules or perhaps set up Parts prior to thisstep. For the moment, we will assume that you will

set up Partslater. The stepsinvolved are asfollows, detail islater in this section.

e From Main Menu/Procedure/New, you will describe your PM or other recurring scheduled
maintenance activities. Y ou will need one Procedure for each type of PM that you perform on each
type (such as make/model) of equipment. Example — a certain type of Boiler requires monthly,

semiannual and annual PM thus you would create three procedures.

e From Main Menu/M aintenance Schedule/New, you will tell MaintScape which equipment to use
which Procedures on.

e From Main Menu/M aintenance Schedule/Generate All, you will tell MaintScape how far into the
future to generate your master PM schedule.

System Configuration

From Main Menu, click System Administration, click System Configuration to see a window similar to the
one below.
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If your company is not setup under Default MaintScape Organization then you will need to do so by right
clicking in thisfield and clicking New.

Building Cost Accounts
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E quipment Clazs
Failure Reazon

From Main M enu/System Administration/Setup Data/Code Tables— click Accountsin the upper

section and click the New button |E| to the right of the lower data area then enter the Accounts Numbers
and Account Names, press Tab key to moveto next account.

Click the Save button on Toolbar when completed.

Click the Close button % | on the Toolbar to exit the window.

Notes - accounts are the cost accounts that you wish to post the maintenance cost to. Y ou may have many
different cost accounts, depending upon type of work, which equipment, which plant, other factors or you
may have only one account to which all maintenance is posted. Accounts are not arequired entry in
MaintScape so you may skip this section if you desire.

Many reports are available sorted and subtotaled by Account.
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Building Location Types

Mainterancs Event Tope
Meazuremnent/Feadng T ype

From Main M enu/System Administration/Setup Data/Code Tables— click L ocation Type in the upper

section and click the New button |ﬁ| to theright of the lower data area then enter Code and L ocation
Type Name. These are simply the types of locations at which you have equipment or the types of Facility
L ocations which you will write work orders against; example Buildings, Floors, Rooms, Parking L ots,
Equipment Y ards, grounds, etc. These are simply the generic types; you will assign the specific buildings,
rooms, parking lots, etc. through MaintScape at alater time.

Click the Save Button on the Toolbar when completed.

Click the Close button ' % | on the Toolbar to exit the window.
Many reports are available sorted and subtotaled by Location.

Location isnot arequired field.
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From Main Menu, click System Administration, click Setup Data, click Code Tables. Thiswill display

the window below.

Ready

Click to highlight the desired table (use the scroll bar). In the lower section (Detailsfor Selected Code

Table), click the New button IEI to theright to add a new entry to the table, click the Delete button h
to delete a highlighted table entry. See window below after Tableis highlighted and New button has

been clicked.
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Enter Code and use the second field for alonger entry.
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Building Explorer — L ocations

: = rignt
an: click
here

From Main M enu/Explorer/Explorer — from here you will build your location structure. This window
works in a manner very similar to MicroSoft Windows Explorer, i.e a plus beside an entry indicates that
there is more data below which can be viewed by clicking the plus. Y ou will begin with nothing in this
window except the entries “L ocations” and “Part L ocations”; here we will work with Locations (these are
the locations at which you have equipment or against which you would like to write work orders.

Right Click on the entry below which you would like to add something (in the beginning this will be
“Locations”. Before we start, imagine that you might want to create a structure that has Plants and/or
Buildings then each Plant may contain Buildings and each Building may contain Floors and each Floor
may contain Rooms; a Building might also have an associated Parking Lot or Equipment Y ard or other
Location Type (expand the Location structure in the MaintScape Evaluation Guide to get the idea).

The Right Click will display a pop-up menu; click on New Child.
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:] M aint5 cape Explorer Mi=] E3

Fie Yiew DOpticns Window Help

5{& -}}{- Part Lo

oElect

Location Aciion:  #

Eilerz .
Dizable Filkers
Clear Filkers
HefrestMetaz

[Ehamge Barert...
[elete

E=pand All

=
Frinf SubTres

Feady Serd wia Emat .

This will display a window title “Location — (untitled) — Child of (whatever location you are adding below).

= Location - [untitled] - Child of %
Fie ‘iew Shorout Window  Help

Main Attachments Mates: Lzer Figld:

Relative Mame [short]: Location Type: I

| Full Mame [shart}

o Relative Name [Intg}

:-..: Full M ame [long]:

ode: [eaill cefault]

| Mate Surnrnary:

| Maintenance Accounk:

Enter data as follows:
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e Relative name (short) — enter the name that you desire for this specific location, i.e Plant 1, Building
3, School 5, Room 104, etc.

e Location Type— enter or use the combo box to lookup the generic location type such as Building,
Room, Parking Lot, etc.

e Code— MaintScape will default to a numeric entry if you enter nothing; thisis recommended.

e Relative Name (long) — MaintScape will default to the same name as Relative Name (short); change
thisisyou like.

e Maintenance Account — enter or lookup a maintenance account if you would like to default to this
account when work orders are created for this location.

e Click Save on the Toolbar to save the data.

o Exit the Window; thiswill return you to the Explorer Window with the new location added
Note— if you wish to add another location below the same location that you added the previous
location below, simply click the New Button (first button) on the Toolbar of the New Child

Window rather than exiting and returning to Explorer.

e You are now ready to add the next location.

When completed click the Close button X1 onthe Explorer Toobar to exit the Explorer window.
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Building Part Location Types

From Main M enu/System Administration/Setup Data/Code Tables— click to highlight Part Location
Type.

F’EE-:-:IE T ablez - Part Location Type
Fie Edit '“Window Hep

B =

Fart Irvezntory Transaction Feaszon

Pari Location Type

Prablem Summary

Purchase Order Status Change Reason
Furchase Requizition Statuz Change Reazon
Service Reques Status Chaage Reazon

Bir

H o

Shielf
Ctock Paom

Click the New Button |E| totheright of thelower data table to add a New Location Type, pressthe
Tab key to add another Part Location Type.

Click the Delete button @ to the right to Delete a highlighted Part Location Type.

When completed click the Save button on the Toolbar then click the Close button ' # | to exit.

July 5, 2005 WWW.mai ntscape.com Page 12 of 63




MaintScape Data Setup Reference GrandRavine Software

Explorer Part L ocations I nput

From Main Menu, click Explorer then click Explorer again - — from here you will build your location
structure. This window works in a manner very similar to MicroSoft Windows Explorer, i.e aplus beside
an entry indicates that there is more data below which can be viewed by clicking the plus. You will begin
with nothing in this window except the entries “L ocations” and “Part L ocations”; here we will work with
Part Locations (these are the locations at which you have parts.

:] Maint5cape Explorer Mi=] E3

Fie ‘iew DOption: Window Help

Right Click on the entry below which you would like to add something (in the beginning this will be
“Part Locations”. Before we start, imagine that you might want to create a structure that has Multiple
Stockrooms then each Stockroom may contain Aisles and each Aisle may contain Rows and each Row may
contain Bins; the type of structure isentirely up to you (expand the Part Location structure in the
MaintScape Evaluation Product to get the idea).

The Right Click will display a pop-up menu;
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:] M aint5 cape Explorer Mi=] E3

Fie Yiew DOpticns Window Help

bgd MaintScape
-5 B8 Locations
E‘ﬁ % Part Location:

Mewy Child
Helent

Par: Lozation Actions #

Filters...
Diizable Filkers
LClear Fikers
BEefesh etz

LCharae At
[ej=te

Expand &l

itk
Print SubTree

e heaiErnail

Click on New Child. This will display a window title “Part Location — (untitled) — Child of (whatever
location you are adding below).

R elative Mame [zhortl:

Full ™ ame [zhart]

Relative Mame [long}

Full M ame [lang):

[eill iz ault]

Enter data as follows:

e Relative name (short) — enter the name that you desire for this specific location, i.e Stockroom 1,
Aide 3, Row 5, Bin 10, etc.
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e Location Type— enter or use the combo box to lookup the generic location type such as Stockroom,
Aide, Row, Bin, etc.

e Code— MaintScape will default to a numeric entry if you enter nothing; thisis recommended.

o Relative Name (long) — MaintScape will default to the same name as Relative Name (short); change
thisisyou like.

e Savethedata

e Exit the Window; thiswill return you to the Explorer Window with the new Part L ocation added
Note— if you wish to add another part location below the same location that you added the
previous location below, simply click the New Button (first button) on the Toolbar of the New

Child Window rather than exiting and returning to Explorer.

e You are now ready to add the next Part Location.

When completed click the Close button K| exit the Explorer window.
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Preparing Equipment Data Sheets

Different approaches and level of detail could be used for the fields 'Equipment Class' and 'Equipment
Type. Wewill briefly outline these below.

Approach 1
Equipment Class could be very broad/general such as:

Truck

Boiler

Chiller

Fork Lift

Pump

Web Press

Plater

Printing Equipment
Timing Equipment
Projection Equipment

In this case, Equipment Type might be a general breakdown (irrespective of make and model) of each of
the Equipment Classes, such as:

For the Equipment Class of 'Projection Equipment’

=  Positive Viewer or QC Station or
=  QCPickups or Rewinders or
= Ultrasonic Splicers or Silver Cell Controller Amps or

For the Equipment Class of 'Pump’
=  Water Cooled or Air cooled
Approach 2

Equipment Class could be a bit more specific such as:

=  Water Cooled Pump or Air Cooled Pump or
= 120 volt AC Unit or 240 volt AC Unit or
= Projection QC Station or Projection Rewinder or

Projection Ultrasonic Splicer

Equipment Type could be a specific Make and M odel, example for the Equipment Class of Water Cooled
Pump we might have Equipment Types such as:

=  Makeand Model 1
=  Makeand Model 2
=  Makeand Model 3
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Approach 3

Equipment Class could be more general/broad asin Approach 1
Equipment Class could be Make and Model Specific asin Approach 2

Many customersfavor Approach 2 or Approach 3 for the following reasons:

1. If you specify a Bill-of-M aterials (BOM) thisisgenerally done at the Equipment Type level thus
Make and M odel is most specific. The BOM specified at the Equipment Type level isinherited
by each individual equipment of thisMake and M odel.

2. Many of our reports select, summarize and subtotal maintenance hours, partsand costs at the
Equipment Type level within each Equipment Class. Thusif you are using Make and M odel as
your Equipment Type you have a very good mechanism for comparing various models of
equipment from various manufacturersto determine which ismoreor less costly to maintain.

3. PM procedures (and other procedures), by definition, are specific at the Make and Model level.

Thefollowing page contains a suggested form for gathering of equipment data, you may make as any
copies of thisform asyou desire and distribute these to the people who will gather thisdata. Note
that we have not included any M eter or M easurement Point infor mation on thisform asthisislikely
better donein a separate step after you have gathered the basic infor mation and commenced
MaintScape usage.
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Equipment Data Collection Form

Equipment ID

Equipment Class

Equipment Type

Default L ocation (optional)

Maintenance Account (optional)

Manufacturer (optional)

Modé (optional) Serial Number (optional)

Maintained by (optional, useif you want WOsto automatically be created for a specific individual,
trade/skill or outside contractor (multiples of all these ar e allowed))

SCHEDULED MAINTENANCE DATA

Procedure Name Frequency Labor Labor Type Required Parts
(weekly, Hours (person, trade,
monthly, etc.) contractor)
Sample — Boiler Weekly PM Weekly 55 Mechanical Bearing 32yv87
1.0 John Anderson  Valve 45yur32la
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Equipment Data Continued

SCHEDULED MAINTENANCE DATA

Procedure Name Frequency Labor Labor Type Required Parts
(weekly, Hours (person, trade,
monthly, etc.) contractor)

Parent Equipment (optional)

SubAssembly (optional)

Original Cost (optional) Salvage Value (optional)

Install Date (optional) Monthsto Depreciate (optional)
Warranty Data (optional) including: Start Date Expiry Date
Tickle Date to warn of expiration Warranty Contact Person
Contact Person Phone Number Email 1D

Contact Fax Number Contact Pager Number for email page
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Building Security Roles

Each person who is authorized to access MaintScape will be assigned a Security Role. It isthe Security
Role which both authorizes and control s the access and functionality that each person will be granted.

Most MaintScape customers establish Security Roles to reflect job function such as Technician, Supervisor,
Manager, Parts Buyer, Receiving Person, etc. Thisis based upon the assumption that most staff of a
specific group such as Technicians will require the same rights and privileges.

A separate Security Role always exists in MaintScape and can be granted to one or more people, this
Security Role is Database Administrator (DBA). This Security Role automatically has accessto all
privileges within MaintScape. We strongly recommend that this Security Role be granted to only one or a
few individuals and that only this Security Role be granted access to additions, deletions and modification
of the data contained under Main Menu/System Administration. Thisisto ensure that your data (primarily
lookup tables) retains consistency, i.e you do not have equipment classes such as Boiler, Boyler, Boler, etc.

To access Security from Main Menu click on the Security Icon then click Security Levels. Thiswill
display the following window.

I 5ecurity Level M= E

Fie ‘Window Help

Code Security Level

b aintS cape Administrator

Gl Permizzions :te Chg Permiszions " arying Permizzions

Click on the New button Iﬁl on the Toolbar (circled). Thiswill display the following window.
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F 5ecurity Level - [untitled)
Fie ‘window Hezlp

‘Code Security Level
bl aintS cape Administrator

Gril Permizzionz Sl C 1% W arping Perm

Code - enter any code you desire, examples — Technician, Manager, Supervisor, Receiving, Purchasing,
etc.

Name — enter a name as you desire, perhaps alonger term than used in code.

Now you are ready to indicate the rights to be granted to this Security Role, there are many tablesto
complete. Start by clicking the Gnl Per missions page to display the window below.
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[ B B e B i I

Code Security Level
b aintS cape Administrator

o

| Adion

.ﬁ.uacr'mert Create Mew

W trachmert Delete
1 K ackmnent |Ipdate Propertes
E quipment Change Equipment Type

E quipment Create Mew

min|cimininf

E quipment Delete

Y ou are viewing the Object Category titled 'Main'. The colored boxes to the right (under the title
‘Authorized' allow you to click and place a checkmark to allow that Action. In the window above we are
showing one checkmark to illustrate this.

Place a checkmark next to each Action which you wish to grant to this Security Role, note the scroll
bar to theright to view many more actionsunder the'Main' Object Category.

After you have completed the 'Main' Object Category, click the combo box B for the Object Category
and select the next Object Category.

After you have completed all Object Categories on the Gnrl Permissions page, click to select the Sts Chg

Permissions page. Place check marksfor all Actionsfor each Object (again using the Combo box to
select all the Objects).

After you have completed all objects on the Sts Chg Permissions page, click the Save button onthe
Toolbar to save your data.

Note that the upper section of the Security L evel window displaysthe Security L evelsthat have been
created. To view and/or change any of these, click to highlight the desired Security Level.

When completed, click the Close button K| to exit Security.
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Building Trades Table

From the Main Menu, click System Administration then Setup Data then Trades. Thiswill display the
window below.

I ain kA uiliipliers

Click the New button Iﬁl (circled in our example above). Thiswill display the following window.
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#3 Trade - [untitied)
Fie ‘Window Help

kuillipliers

Code:

— Skills
| | Level Skill Mame Labor B ate

" |_1 Ist.andard

Skill Level 1 iz MORE :zkilled than Level: 2, 3, sic.

Code - enter acode for the Trade such as elec, mech, plmbng, etc.
Name — enter alonger name such as electrician, mechanic, plumbing, etc.
The Lower Skills data area allows you to add as many skillsto the selected trade asyou desire.

Level ispreset to 1, leavethisasis. AsMaintScapeis shipped, Level 1isthe highest skill level; thisis
reversible if you choose so that Level 1 could be the lowest skill level.

Skill Nameis preset to standard, leave thisif thisis your highest skill level for that trade, if it is not the
highest level then change this to the highest level, such as Expert, Senior, Master, etc.

Labor Rate— enter alabor rate in dollars and cents according to your base currency. Thisisthe hourly
rate that will be used to post maintenance work performed by that Trade/Skill. Most users do not use actual
pay of an individua asthe Labor Rate and instead use a rate representing an average for that Trade/Skill
and reflecting a burdened rate (includes overhead for office space, benefits, supervision, uniforms, other).
Thisisrecommended so that when people of the same Trade/Skill but at different pay rates are used on
different equipment, the rate is standardized and therefore does not make one equipment appear to be more
costly to maintain than another equipment even though each utilized the same number of hours of the same
Trade/Skill. Note that the capability exists under Staff to also enter a Personal Labor Rate which can be
used to identify the exact cost of an individual. When a personal rate and a trade/skill rate both exist,
MaintScape will detect this and ask you which rate you would like to utilize on the Work Order.

To add the next highest skill to this trade, click the ‘add below' button E| to theright.

E| allows addition of a skill below the highlighted skill.
g allows addition of a skill above the highlighted skill.
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The upper data area'Trades alows you to click to highlight a Trade to work with in the 'Skills' data
area.

The Multipliers page allows you to specify an overtime multiplier for a Trade that is non-standard from the
company Multiplier specified under System Administration/Setup Data/Code Tables/Labor Rate Basis.

When finished, click the Save button on the Toolbar then click the Close button % to exit.

To specify overtime rates for costing of work performed, go to Main Menu/System
Administration/Setup Data and click to highlight the Labor Rate Basistable. Thiswill display the
window below.

F’EE-:-:IE T ablez - Labor Rate B asiz [e.g. overtime]
Fie Edit '“Window Hep

M anterancs Event Tops
Meazurernent/Readng Type
keter Readng Type

Far Class

Click the New button |ﬁ| to theright to add an overtime category and a multiplier for that category. A
multiplier of 1.5 for a category called overtime would cost overtime work at 1.5 times regular work.

Y ou may add as many overtime categories as you choose, such as overtime, holiday, Saturday work, etc.

When finished, click the Save button on the Toolbar then click the Close button %] to exit.
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Building Staff Data

From Main Menu, click Staff then Click New. Thiswill display the window below.

Code Staff Role Type &

[rizee)

Craftzman
M antenance Supervisor
Parts Buper

Doubleclick the Role desired for thisperson. Thiswill display awindow similar to the following.
On the Main Page:

= You must enter aCode and a Name. All other data on this pageis optional.

= Note that you can click the New button IEI to the lower right to add additional roles for this
person.

The Notes Page allows optional freehand notes. These might include items such as training certifications,
review information, medical information, spouse's name, etc.

Click to select the Craftsman page, you will see the window below.
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- Craftsman Labor Rate -

[ Cattsman Labar Rate:

(No'Labol Fate Basis Mulligiers]

Trade — use the combo box to select a Tradeif desired.

Skill — use the combo box to select a Skill.

Click the New button IEI to the right of the 1 of 1 to add another Trade/Skill for this person.

Craftsman Labor Rate- click to place a checkmark in the box to the left if you wish to add a personal
labor rate for this person, then enter the labor rate in dollars and cents.

Click to select the Accessto M scp page. Y ou will see the window below.
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FA Staff - Bill Selph [bs), Craftsman

mE EE EE E B EE kB EE

Hobes Craftzmar Access ko Mscp

Fage navigation hotkeps: <Culr+<FPage Up», <Cirl>+<Fage Downy, <Shift:+<F11x.

Click the Actions button EI and click Grant Accessto M aintScape to authorize this person to access
MaintScape.

ccess to Maints cape

Logon ID will default to the persons Code from the Main Page, you may change thisif you desire.
Password — enter a password.
Confirm Password — enter the password again for confirmation.

Notethat most users choose the same Logon I D and Password astheir network Logon 1D and
Password.

Click OK when complete. Thiswill return you to the previous window.

Security Level — use the combo box E to select a Security Level.
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PO Auth Amt — enter an amount if this person has been granted rights to create or authorize POs and has a
limit.

Before you leave this page, click the Actions button gl again simply to observe how the choices have
changed.

Click the Save button on the Toolbar then click the Close button % to exit.
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Building Vendor Data

From Main Menu, click External Resour ces/New; this will display the Role for New External Resource
window shown below.

ﬂ Role for Hew External Resource <]

External Rezource Role Type

[l=1a1]]

M airtenance Contractor

Part Yendaor

M airtS cape User Organization

Equiprnent kanf acturer
Part M arufacturar
Equiprment YYendor

Double Click Part Vendor; thiswill display the External Resource (untitled) window shown below.

ﬂExtemal Resource - [untitled]
Fie View ‘Windaw Help

mE = mE EE (B sk

AddressPhone Motzz

] ® Biiness

External Fesource Baoles

Part “Wendor

Fhomne
Address Type

Celular: I

Enter a Code such as ABC Co. or asyou like.

Enter aName — generally more English oriented name for the Part Vendor.
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Note that Active will be checked; thisindicates that thisis an active vendor; you can uncheck this at any
time.

Optionally enter a Contact Name if you like and any Contact data in the lower part of the window.
Enter any desired Vendor data to the other Notebook pages (Address/Phone, Notes, Relationships).

If this Part Vendor has other Roles, such as Part or Equipment Manufacturer or other, click the New button
Iﬁl to the right of External Resource Roles and select another Role.

Click the Save button on the Toolbar .

If you desire to enter another Part Vendor, click the New button |ﬁ| on the Toolbar and repeat the
process.

When you are completed, click the Close button X | on the Toolbar to exit the window.
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Building PM and other Procedures

Y ou will need to build a Procedure for each different type of maintenance procedure that you do on each
different EQuipment Type. Lets say you have Boilers of the Equipment Type 'Hoffman model 73y' and that
you perform monthly, quarterly and annual PM on these Boilers. Then you would build three Procedures,
i.e Monthly PM, Quarerly PM and Annual PM. Later under Maintenance Schedules, Attachment 20, we
will show you how to assign these Procedures to specific equipment and generate the Master Maintenance
schedule.

From Main Menu, click Procedurethen click New; thiswill display the following window.

. Procedure - [untitled) = =

File Wiew Shatcut Window Help
Ol EEEEEFEEEEPEE AR S m—"

UzerFields
~ Main Labr Farts Ettachments

—__F!'r@:édure _ T [
I_jhj'l::ec_lule l;nlf_leli" '- I far'wd Tupe: IF'reventiveMa'ntenanc:e |I.I .

F.‘r'niza'dula'l'*v!.ima:. ; I

E'E'-u—”t | ||;I'Exeaté:|:l:i_|,r_'. I

o0 Pril,  [Fiedhm [[] POt~ [ 000

— Classification — _
ProcClass: '|Ger|eral |:I

~ Delault Schedus ——
_'SIf:Heu:'fthQ Type: | hohe ij g

HReady

Procedur e Code — enter a code for the procedure as you wish. | like to use something that is readily
understandabl e such as Hoffman Boiler Monthly PM.

For WO Type - leave this set to Preventive Maintenance, note that you could use the Combo Box E to
select any type of WO to ultimately be generated on arecurring basis, i.e Inspection, Calibration or other.

Procedur e Name — this will default to the same as Procedure Code, you may change it if you like.
For WO Priority — thisis defaulted to Medium, change it with the Combo Box if you like.

Proj Dntm — optional thisfield allows you to enter Projected Equipment Downtime if you wish; thisis
useful for planning maintenance around Production Schedules.
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Account — optional — you may use thisfield to select a Cost Account, all Work Orders that will be
generated will then automatically be costed to that Account, note that if you are assigning an Account in the
Equipment record (likely) you will not need to do this unless PM is costed to a different Account than other
work.

Proc Class - optional — thisfield allows you to restrict the use of a procedure as explained below;
Equipment — restricts use to equipment as opposed to locations

Equipment Class — restricts use to a specific Equipment Class, will ask for the Equipment Class
Equipment Type — restricts use to a specific Equipment Type, will ask for the Equipment Type

Genera — no restrictions on use
Location — restricts use to locations as opposed to equipment

Scheduling Type - use combo box B to select Calendar or M eter

If Calendar isselected you will see the window change as below

Default Schedule
Seheduling Type:

Schedule Even: | I | [:I rbating ]

Seazcnal Bypazs from: I A ko I ! [mm/Add]

Schedule Every — enter a quantity such as 1, 2, 3 in the first box, use the combo box E to select a
measur e such as days, weeks, monthsin the second box

Floating — place a checkmark if you want the WOs that will be generated to be floating, leave blank for
fixed. Fixed Scheduling will retain the schedule such as 1% of every month irrespective of when the
previous month's PM was actually completed. Floating will float the next PM to reflect the actual date that
the previous PM was completed, i.e if monthly PM was scheduled on 1% of every month but the June PM
was not done until June 20", then the July PM will be adjusted to July 20™.

Seasonal Bypass — allows you to enter a From and To month/day for the period during which no PM
should be scheduled, i.e in acold climate bypass air conditioner PM through the winter months.

When you arefinished with the Main Page, click to select the Tasks page shown below with
instructions.
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HEIE

Labor Farts

EThiz section allows you to explainthe work tothe evel of detal that you desire. | like to use & forma such as ;E
‘Ehelow S0 that the technicians have & place to check o1 wiark as s fnished.

__ 1. Dathiz
_ 2. Datha
_ 3. 0o something else

Mate the Mesw button to the loseer right. This alosws you to create multiple Tazsks pages for the procedure,
L eRCH SEparsts Task Section will NEvVe TS tvin PANs and Leaor page.

Thiz & uzeful for Proceduwes that represent more of & project, examnple - we have workto be done by
‘felectricianz, by mechanics and by ABC Roofing, We could creste three Task, Parts and Labior pages- one for
‘telecticianz, one lor mechanics, one for A2C Roofing.

Matethe 1 of 1 and upidoywn arrovws 1o the upper nght; these will ke activaled swhen yau define muliple tasks
“ito allowy you to navioste t:etweentheml

Ready

You must enter at least a Task Summary, other dataiis optional.

When finished, click the Labor Page to display the window below. Note that we are going to illustrate
placing three types of labor on this procedure to show you how thisis done so you will see three windows;
most times you would have only one labor type and one window.

Below isthe 1% Labor Type entry.
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" Procedure - pm - gl - sample procedure M=
File “ew Shotout  Window  Help

PEEGEEENEE EE e

Attachments

Labor Type: I@ Slaff i) Contractor i) Unassigned Ty gl
Aequired Trede: | =] Fad kit | [Tl =2

Craftsman: |EIiII Selph | |;| Ibs gl
Account: | | |;| %I

Labor On w0 Target o Mumber af Day: _@j

[ at= Betare Hows  Labor Hate Bass
E I 4 |Hegula |;I %l
. C i 7 M B

This is labor entry 1; we have selected Labor Type of Staff and Craftsman
of Bill Selph. Bill's work requires 11 hours 5o we split this over two days
by clicking the new button in the Labor on WO Target Date (lower) data
saction. On the second entry, we removed the checkmark and specified
the work to be done 1 day before the due date for 7 hours. We will then
click the New button to the right of Craftsman to add a 2nd Labor Type.

Ready

We have now clicked the New button IEI to theright of the Craftsman lineto add a 2™ Labor Type of
Contractor and see the window below.
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" Procedure - pm - gl - sample procedure M=
File “ew Shotout  Window  Help

NEEL AR EREE EE B EEEE

lzerFields

Main azks ‘arkz Attachments

Labor Tipe: [ suat ®Comaetsr  Onessigned 27 g
Required Trede: | | [;| Bigd Skill |

Conlractor: ISnms HWAL Swi, IEnm's HWAL Service Company
Account | | |;|

Labor On w0 Target o Mumber af Day:
[ at= Betare Hows  Labor Hate Bass

n E I I 515 IHeguIa | |;I

=
¥l | ¢ o @

Mote that we are how viewing a 2nd Labor Type for this Procedure and have
assigned Sams HYAC Svc. for 5.5 hours on the Target Date. We could switch
back to the 1st Labor Type by clicking the Up Arrow to the upper right.

Ready

Now we will click the New button to theright of Contractor to add a 3™ Labor Type of Unassigned.
Unassigned allows us to select a Trade and Skill without specifying a Craftsman. When the work is
actually done, we will change the Labor Type assignment on the WO to the Craftsman.
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" Procedure - pm - gl - sample procedure M= B
File “ew Shotout  Window  Help

e ELEEENEE EE BEE EE

|lzer Fields

Main azks arts Attachments

Labor Type: IO Slaff i) Contractor (®1Unzssigned St gl
Required Trade; |Electn'|:ian | I;I Bigd Skill: |standard

Account | | |;|

Labor On w0 Target o Mumber af Day:
[ at= Betare Hows  Labor Hate Bass

n E I I = IHeguIa | |;I

=
¥ o | | ¢ le [

We have assigned a 3rd Labor Type of Unassighed and selected
Electrician/Standard as our Trade/Skill. We have planned 6 hours of
work on the Target Date. The upper right section now indicates 3 of 3
Labor Types, the arrows would navigate to 2 of 3 or 1 of 3.

Ready

We will now click to select the Parts Page and see the window below.
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" Procedure - pm - gl - sample procedure M=
File “ew Shotout  Window  Help

NEEEEEER EE EE BEE R

Labior Attachments

Foodes =

FPart Code: ' EI
|

ol

Part Dezciption:

[NETSIT 1.00 Lk af Meazure: I

L

Account: | | |;I %I

Enter a Part Code or right click in the field and click Search then click the
search button (binoculars) on the Parts Search window and double click the
desired part to assign it to the procedure; change the Quantity from the
default of 1 if desired. To add a 2nd part, click the New button to the right of
Unit of Measure.

Ready

We could click to select the Attachments page if we wanted to assign any Attachments to this Procedure.

Click the Save button on the Toolbar then click the Close button % to exit.

Later in Attachment 20 we will assign Procedures to Equipment and schedul e the work.
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Build Equipment Class, Equipment Type and Equipment Files
Y ou will have completed data entry forms with information identifying Equipment Class, Equipment Type,
Equipment ID and Location. Use this data to build the three files associated with Equipment as follows.

It isvery important to understand the relationship between Equipment, Equipment Class and Equipment
Type. Each Equipment record must include Equipment Class and Equipment Type.

Equipment Classis avery general classification of equipment such as boiler, shredder, welder, truck, air
conditioner, etc.

Equipment Typeisafiner classification of an Equipment Class (generally much like Y ear, Make and
Model), example Equipment Type is 1994 Dodge Ram model 145 and its Equipment Classis Truck; both
of these may be assigned to Equipment Record “Truck 123”.

Equipment Class

Browse through your equipment forms and pre-enter as many equipment classes as you can note.
From Main Menu/System Administration/Setup Data/Code Tables— click Equipment Classin the
upper window to observe the following window.

Addrezz Type
Cunency Tupe
Department

E quipment Clags
Failure Reazon

B0 etault

[Megative Machine

Click the New button |ﬁ| to right of the lower window and enter Code and Equipment Class Name.
Press the Tab key to move to the next line for entry.

Click the Save button on thetoolbar, click the Close button *| on thetoolbar to Exit the window
when completed.
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Equipment Type

Browse through your equipment forms and pre-enter as many equipment types as you can note.
From Main M enu/Equipment Type/New you will observe the following window.

elp

IJz=r Figlds Mainlenance Triggers

e Code- enter the code you desire for this Equipment Type

e Name-— will default to the code; changeit if you like.

e Egmt. Class— enter or lookup the Equipment Class to which this Equipment Type belongs
e Manufacturer and M odel — are optional

e Click the Save button on thetoolbar.

There are many other pages that can be completed but we will not do so at thistime.

Click the New button Iﬁl on the Toobar to enter another Equipment Type.

Click the Close button ' #% | on thetoolbar to Exit the window.
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Equipment

Again, use your completed data entry formsto enter the specific equipment data.

From Main M enu/Equipment/New you will see the following window.

View
&=

| Equipment Class.

e Equipment ID — enter the desired ID for the equipment; many people use Asset Number.
e Name- enter aunique name for the equipment, such as Boiler 103

e Equipment Type - enter or right click and Search, see Attachment 30 for information regarding
Searching.

e Manufacturer, Model and Equipment Class will be completed by MaintScape from your Equipment
Type record

e  Serial Number isoptional

e Default Location — enter alocation or right click in the field and use one of the search functions to
look it up, we recommend Search using Explorer.

e Maint Account — optional, enter the cost account number; note this and much of the other data will be

automatically picked up by MaintScape when you create a work order for this equipment; entering the
data here saves entering it many times when you create Work Orders.

Click the Save button on the Toolbar.
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There are many other pages for additional equipment. Y ou may want to enter to some of these now or may
not care about thisdata. Most of these are likely self-explanatory; two (Parent/Child and Maintenance)
may not be and we will explain those below. You may also input any additional datalater if you wish.

If you wish to enter additional equipment, click the New button IEI on the Toolbar. If you have finished
for now with equipment entry click the Close button X | on the Toolbar.

Parent/Child Equipment allows you to describe equipment relationships. These are valuable when you
have a situation in which the down condition of a piece of equipment causes other equipment to be
unusable. Examples of thisinclude situations such as a process manufacturing line, assembly line,
equipment all serviced by common chiller line, electrical power, water supply, etc.

If you have described the relationship MaintScape can provide information such as the following in order
to allow you (while one equipment in the relationship is down) to find outstanding or upcoming near term
work for other equipment on the line and perform all of thiswhile down. A few examplesinclude:

= Find all open work orders and/or service requests for al equipment in the relationship that may not
have been critical enough to take the equipment down and do these while the equipment is
unusable.

=  Find all upcoming work (say PM and such due in the next 7 days or so) for all equipment in the
relationship that will require outage of the equipment and do these while the equipment is unusable.

To describe Parent/Child relationships, click to select the Parent/Child page, you will see the window
following.

EEquipment -1033
Fie  Yiew  Shotcut Window - Heb

EEEDEEEE

i b air
beters
— Parent E quipment
E grat 10

— Child E quipment

E quprment: M ame

FEEDE

ClefType: INegative £ Photorec Magalive

Location:

I\I:-Idg 1\Packingtroom 143 [3]

*]

Fage navigation hotkeys: <Cirl>+<Page Up>, <Cul>+iPage Down>, <Shift>+<F11>.

Y ou will always build these rel ationships from the bottom up as follows.

Eqmt | D — enter or right click and search for the Parent Equipment ID. For information on Searching, see
Attachment 30
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Note that you can build the tree structure as complicated as you desire, i.e. something like the below.

- Parent Equipment
- Child Equipment 1
- Grand Child Equipment 1
- Great Grand Child Equipment 1
- Child Equipment 2
- Grand Child Equipment 2

To Accessthe M aintenance page, click to select M aintenance page and see the window below.

E Equipment - [untitled]
Fie iew Shomout Window Heb

mEEE mR EE EE kR BEE R R

|| Labor Tppe: I{:}Slaff
Trade: |

Fage navigation hotkeys: <Cirl>+<Page Up>, <Ctl>+{Page Down>, <ihift>+<F11>.

This page allows you to pre-assign maintenance responsibility for specific equipment to any combination
(you can assign as many as you like) of:

- Staff (anindividual) — by clicking to select Labor Type 'Staff' and select the person under 'Craftsman’

- Contractor (an outside contractor) — by clicking to select Labor Type 'Contractor' and enter or search
under 'Contractor'

- Unassigned (atrade and skill) — by clicking to select Labor Type 'Unassigned' and selecting a 'Trade'
and 'skill'
Note — use the New button IEI to theright to make multiple selections.

Y ou could even do an assignment such as the following:

- Electrical problem on Shift 1 — assign Bob Jones

- Electrical problem on Shift 2 — assign Jose Garcia

- Mechanical problem on Shift 1 — assign Helen Smith

- Mechanical problem on Shift 2 — assign Contractor John Bacon
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Build Maintenance Schedules and Generate M aster Schedule

Under Attachment 11 we built maintenance procedures such as Boiler Monthly PM, Boiler Quarterly PM,
Guage Calibration, Pump Weekly Inspection, Forklift 250 hour usage PM, Crane Weekly Safety
Inspection, etc. but we did not tell M aintScape which equipment requires these procedures or when
to start scheduling them; we will do so now.

From Main Menu, click M aintenance Schedule then click New to access the following window.

ﬁﬂecmring W0 Schedule - [untitled)
Fie Wiew  Shorcut Swindow - Help

Main
— Recuring W0 Schedule
Status: I (8 Active ) Suzpended

= wéork Dicer Subject

bl iritsif; H E it Cled Tope:

E cuipment 101 |

— Procedure

Procedure:

For a0 Type:

— Schedule

| Sched Typ=: I j Hest Diue: I
Scaedule Every: I i Mest ererats: FDIEID.I‘EIEI

Seszonal Eypass from; [ 1
i

We will assign each Procedure to as many equipment records as required and tell MaintScape when to
begin scheduling of each Procedure/Equipment assignment.

Maintain — leave set to Equipment, note that if you were scheduling L ocation work orders (such as paint
Room 1) you would change thisto Location.

Equipment I D — enter or search for the desired Equipment, for searching information see Attachment 30.

Procedur e — enter or search for the desired Procedure. Y ou may use Search to search the entire Procedure
File or Compatible Procedure Search to search only the Procedures for the Equipment Type which you
have entered. For searching information see Attachment 30.

After you have entered the fields above, MaintScape will complete the data in the Schedule section (circled
above); note that you may change any of thisif this particular equipment should be scheduled more or less
frequently (perhapsitisin aparticularly dirty area or one that has heavy vibration).
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Next Generate — enter a date to commence this scheduling; note that you may right click in any Date field
and Select from Calendar.

Click the Save button on the Toolbar. You have now saved this assignment of Procedureto
Equipment. We could generate the schedule now but instead we will generate all schedules later.

To Assign another Procedur e to the same Equipment — click the Duplicate button on the Toolbar
then change the Procedurefield. Click the Save button .

To Assign another Equipment to the same Procedur e — click the Duplicate button on the Toolbar
then change the Equipment field. Click the Save button .

To Generate the Master Schedule

This process can be done at any time and can be done as many times as you wish. Note that if you are
building your Procedures and Maintenance Schedules a bit at atime over an extended period of time and
choose to Generate each time you have built a few more Maintenance Schedules, MaintScape will know
what it has previously generated and will not duplicate these.

From Main Menu click Maintenance Schedule then click Generate All; thiswill display the following.

| Bulk Generate Work Orders - All 5chedules

Enter a date through which you would like to generate your master schedule and click OK. During
your initial usage make thisdate only 2 or 3 monthsinto the future until you are comfortable that
you ar e achieving the desired results. Notethat if theresults are different from those expected you
will need to delete the WOs which wer e generated, modify your data and gener ate again.

After you are comfortable with the process and the results, you will likely gener ate through the end
of your fiscal year and generate again sometime before the beginning of the next fiscal year.

What happenswhen MaintScape gener ates the master schedule

MaintScape will utilize the Maintenance Schedules and Generate Through Date to generate Scheduled
Work Orders with a Target Completion Date. This may take some time, consider the following small
scenario:

We have 20 equipment receiving daily PM, 50 equipment receiving monthly PM and 100 equipment
receiving quarterly PM and generate our schedule for an entire fiscal year; MaintScape would generate
8,240 Scheduled Work Orders.
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There could be problems causing WOs to not generate (such as no Next Generate Date), MaintScape will
produce a report notifying you of the problem areas. After generation and the report, close the windows

with the Close button %% | on each open window.
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Building the Parts File

From Main Menu, click Partsthen click New Part. Thiswill display the window below.

FiPart - [untitled]

L

Fie Miew “indow Help

Mg Pait Mo: 1

E _In'.-'sntnriad Unil of Heazue: IEal::h | l:l |ea
| A ebuili Ayverzge Price I I-!u:ti'fe Fart
T Tanate Fariz Buyer: | |;||

.~ apechicabans

Heady

Required data includes:

Code - enter a part code as you desire. Note that MaintScape allows an internal part code (thisfield), a
manufacturer's part code and a vendor's part code for each vendor of the part. Code can bethesameasa
manufacturer or vendor part number.

Class — use the combo box B to select a part class, note that you can right click in thisfield and click
New to add a new part class on-the-fly.

Name — this will default to Code but you can change it to a better explanation if you like.

Optional data includes:

Mfg. — enter or right click and click Search, note that New on the right click menu allows you to add-on-
the-fly.

Mfg. Part No. — manufacturer's part number.
See MaintScape Reference Guide for other fields on this page.

Click the Vendors Pageto assign Part Vendors and Ordering Units.
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Part - [untiled] = B

T 5 T ) e e PS5 el

Price Lib Motes Sub Tt

Vand Far Mo I Vendar Banl by Price: I_
'ZI Frimary '=rdar Ior Part Werdor Rank hw D aliverys I_ gl gl

CLiTEncy: |5tandad | |;I Cony Foir: I 1 EI &I

= Aendar liems
Ordes Lk |Each | |:I O+ Lnk M ees: I gl

Oty [ard uni]: Prize/0rd Urk; I Ohy Brice: EI

tin Oty | IZI tust order in even mulipies of Bty [unt ord) 1al1 gl

Dilsr Cost $0.00  Total @ty Coss il E
Lead Timz: | | | Lv_] E| Prraary Yendar lzm EI EI ]

fieady vendor

Upper Data Area, Vendors— this section allows you to assign one or more vendors for this part.
Vendor — enter or right click and Search or New to add-on-the-fly.

Vendor Part No. — enter apart number for the vendor.

Primary Vendor for Part — click to check or uncheck.

Vendor Rank by Price — enter number if desired, 1 islowest cost.

Vendor Rank by Delivery — enter number if desired, 1 is shortest delivery time.

Currency — use the combo box B to select if thisvendor is priced in a currency other than your standard
currency.

Use the New button IEI to the right to add additional vendors. Usethe Delete Button % to delete the
selected vendor. The Green Arrow keys (when more than one vendor is created) move back and forth
between vendors.

Lower Data Area, Vendor Items - this section alows you to add one or more Order Units (each, box,
case, roll, etc.) and other data for each vendor.

Order Unit — click the combo boxE to select. Usethe Order Unitspageif thedesired Order Unit is
not available.

Qty (Ord Unt) — enter the desired quantity of this order unit. Price/Ord Unt — enter the price for this
order unit.

Enter other fieldsasdesired. Enter other pages as desired.
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Assigning Part L ocations, entering minimum and maximum stocking quantities

From Main Menu click Parts, click Parts Search and Report, thiswill display the following window.

: . Part Sean:

Eract Location

~ PartCode | Class Acty?|In¥?|

Enter datato no fields and click the Sear ch button @ to search the entire parts file, the display will
change as follows.
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Wi Part Search - Active Parts [_ O] x]

Fie Ophtonz ndow  Help

kd anif ! Filkers

b al ] v Fe-Orde

Pat Clazs: | |;I I

Eat | ceation: I () Exact Location (W and SublLocations

Part Code

E:‘I e L ]
MEG-03-123401-21 Phatomec
MEG-03-123402-81 Phatomec
MEG-03-12340539 Phatomec
MEG-03-123404-43 Photomec
MEG-0J-123405-40 Plotomes
Hanante 47

Search far Part bazed on specified Search Criteria.

Double click thefirst part in the lower section (highlighted above) to open that part record, you will see a
window similar to the following.
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Wi Part - a sample part 12345

Fie Yiew Window Help

Code:

Mame: ia zample part 12345

Mfg: 1 kig Part Mo i

- Irventaried I

| lm !Eﬂch ||:-“m

L
I R ebwik I E.-’-‘-.verage Price: ! $29.03 }fl‘u:ii\.fe Part
[T Toabe | |PatsBiser | [T

— Spechications

eady

Click to select Vendor s page, you will see the following window.
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kit order in even mutiples of Gty (untard|

g Frimary %endor lkem

The upper data section, Vendors, allows you to establish a Vendor or Vendors for this part.

Thelower data section, Vendor Items, allows you to establish Ordering Information for each Vendor,
example 1 each, 1 box or 4, 1 case of 12.

Establish a Vendor for the Part

Vendor — enter or right click and search, for searching information see Attachment 30.

Vendor Part No. — enter the Vendor Part Number

Vendor Rank by Price — enter if desired, 1 being the lowest price vendor

Primary Vendor for Part — should be checkmarked if thisis the vendor you most often order from
Vendor Rank by Delivery — enter if desired, 1 being the fastest delivery vendor

Currency — if you operate with multiple currencies enter the currency applicable to this vendor

Now you are ready to enter Ordering Information for this vendor

Order Unit — use the combo box E to select the ordering unit (each, box, case, etc.)
Qty (ord unt) — enter the desired order quantity Price/Ord Unt — enter the price per order unit

Min Qty — enter the minimum quantity required to obtain this price, Checkmark the Must Order selection if
you must order in even multiples of the order unit, i.e cannot order a half case
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Dlvr Cost — enter any applicable delivery cost

Lead Time— enter quantity in 1st field and use combo box E by 2™ field to select the unit (days,
weeks, etc.)

Primary Vendor Item — checkmark thisif thisis the most common ordering unit

If you desire to setup another ordering unit from thisvendor, click the New button Iﬁl totheright of
thislower data area.

If you desire to setup another vendor, click the New button Iﬁl totheright of the upper data area.

Establishing | nventory Data (stocking location, minimum quantities and maximum
quantities.

Click to select the Inventory page to view the window below.

WA Part - a sample part 12345
Eie  Yiew  Window  Help

Inventory

— Smmary
Tatal Avalabie T otal O Hand 1 otal Carnmitted Tatal Heserved

| 0.00 | 0.00 | 0.00 | 000 (&1 cuanities

7 : T are in the Pait'z
Total Pendirg Total Avvailable  Tatal Requizitioned Toba OnOrdsr it of Measure]

| .00 I 0.00 +| 0.00 +| .00

Tatal Planned Total Pending Toal Fend Reg TotalPend Ord
| 0o = I 000+ | 0.00 +| 0.00

~Inwentom Locshon:

Part Location On Hand | Committed| Reserved | Available |  Min |

Click the New button IEI to theright of the lower window to define a new stocking location. Thiswill
display the New Inventory Location for Part window shown below.
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Enter a Part Location or right click and use either Search or Search using Explorer, for Searching
information see Attachment 30.

Enter bothaMin Qty and aMax Qty. Note that later Inventory Re-order Queries will normally trigger
when a part reaches the minimum stocking quantity and will suggest are-order quantity to stock to the
maximum.

Click Apply if you wish to add another stocking location, if finished with this part's stocking locations,
Click OK; thiswill return you to the Part/Inventory Page.

We could used the Actions Button gl to shortcut to Inventory Transactions in order to establish starting
on-hand quantities for this part but likely you will do this at alater date after performing an inventory
count.

Click the Save button on the Toolbar to save the part.

Only perform thisindented section if you wish to enter on-hand part value
Highlight adesired Part L ocation in the lower section of the Inventory window.

If you would like to set a starting on-hand quantity, click the Action button (lightining bolt) to
the right of the lower data window and click New Inventory Transaction.

Onthe Part Inventory Transaction (untitled) window, for Transaction Type, select adjust to.

Quantity — enter the current on-hand quantity.

Click Save on Toolbar then Close ' & | on Toolbar to return to the Part/Inventory page.
Repeat these steps if there are additional Part locations.

Y ou have now established a part, vendors, ordering quantities, min/max, stocking locations and possibly
onhand counts and you are ready for the next part.

Click to select the Vendors page then click the right pointing green arrow EIEI to move to the next part
found during your Part Search and repeat the process starting with Establish a Vendor for the Part.

When you have completed the last part found during your Part Search and click the Arrow, MaintScape
will notify you that there are no more Parts. At that time, click the Close button /% | on the Toolbar.
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Perform Physical Inventory and enter on-hand countsto MaintScape

Printing Count Sheets

From Main Menu click Partsthen click Part Search and Report to access the window below.

Wi Part Search [_ O] x|

Fie Ophtonz *Wndosw Help

B e BED ew E .

Vendorz Manufacturer Filters

Main - 2 b ain - = I Re-Orde

Pat Clazs: | |;I I

Pat | ceation: I () Exact Location (8 3nd Sublocations

Part Code Clasxs .A.l:hr?||nv?| Primary ¥endor

Enter data to no fields so that you will be reporting on the entire partsfile.

Click thereportsbutton | to access Parts Reports.
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2| Part - by Part Code [w/ide)

4| Part andendors - by Par Clazs
|\ Part andendars - by W endaor

| Part Count Sheels

: Wichive Farts

Scroll down and click to highlight Part Count Sheets.

Click Print at the lower left. Thiswill print data sheets (sorted in the same order that your part warehouses
are designed) to use in recording part on-hand counts.

After Printing, click the Close button X | on the Part Search and Report Window Toolbar to exit.
Use the count sheets to perform your physical inventory.

Entering Part on-hand counts

From Main Menu click Explorer then click Explorer, scroll down the left window pane to Part
Locationsand click to highlight thefirst Part L ocation, thiswill likely display the window below.
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:IMainlScape Explorer BEE
Eile Wiew Optionz  Window Help

4 Mainticape

@E Locations

& ¥ Pat Locations MEG-03-12340 a sample part MEG-0312340 NEGDS 12340
= ;-*:' Stock Hoom - stack Boom 1 (1] 081-A 12345-Ad 181 -Awl 281 A 1.00

| ﬂé Flow - Flow‘l 3 AE7 00 ea 0.00 ea 14.00 ea aa [MinMax:

[Min bz [ b @ [Mir W 2.00.4.000
. AU0.00,700.00) 500.15.00)  20.00.50.00)
-Bin1 [I 3] e S

in-Bin 2 [14] MELG-US-125942 MEG-03-12342 MEG-D312342 MEG-03-12340
.}ie:. Bin- Bin 3 [15] 4-04 - Al 5-04 - Lol G004 - &l 0-a1 - 49,00
ﬂ‘é Bir- Din 4 [47) 19800 ea 50.00 ea H00ea ea- Count
L [Min bz [ir b @ [Mir W 2 [aduist k] -
-2 Bin-Bin 5 (48] 225.00,350.00) S0.0075.00) 2000.20.000  448.01
o Bin-Bn 6 13 MEG-03-12340 NEG-03-12340 NEG-0312380 NEG03-12340
1 {' Sheg ShEerf[llg] 081 -1.00 ea-1-81 - 14.00 &a 281 - 2.00 ea - 281 |1 Laras l5ans
eﬁ in-Bin1(15) lssuetoWork - Count [adist  Count [adjust lssu
34 Bin-Bin2(17) Drder - 4/22/01 tof - 4/18/00  t0)- 4/18/01 Orde

Small leons
242 Rin- Bin 3 (18] E_H List

Arrange lcons  k

651 TR L9 etz Lire uplcore

i Bin- Bin 4 [13] NEG.13.12342 NEG 031242 NE G.031 2312 HECTT

-5 Bin-Bin 5 (200 404 -200.00 404 - 1.00 22 -4-04 - -1.00 ea -504 -50.00 ea Betiesh
-BinE[21] ea-Count  lssue toWork lssue to'Wolk - Count [adjus

- .H{. Shelf - Shef 3 (1] |adjuzt ka) - Order - 4/24/01 0rder - 472401 to) - 4/719/01

£ Bin-Bin 1 (22) 4/13/01
2% Bin- Bin 2 (23] MEG-0312342
in-Bin 3 (24) E04 - 2500 ea

- Count [adjust

Right click on a blank area of theright window pane and pause your cursor over View to seethe view
shown above.

Click List to change your view as below.
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;]MainlScape Explorer

Eile  Yiew Dplions

Window  Help

= Part Locations

-2 Stock Hoom - Stock Reom 1 (1]
25 Aow - Row1 (3

=

o Shelf - Shet 1(3)
in-Bin 113
-Bin 2 [14]
-8 Bin- Bin 3 [15]
52 Din- Din 4 (47)
=2 Bin- Bin 5 (48]
-5 Bin- Bin £ [49)

=% Shelf - Shef 2 [10)

2 Bin-Bin 1 (16]
-2 Bin-Bin 217
- &% Rin-Bin 3 (18]

i Bin- Bin 4 (19]
== Bin- Bin 5 [20]

-Bin & [21]

in-Bin 1 22)
in- Bin 2 (23]
in- Bin 3 (24]

[3- ([}

a sampie part 12345 - Al 0.00 2a [Minbax: 5.00,15.00)

EEANEG-03-123401-81
BHNEG 0312340281

[ NEG-03-123400-87

WEG-03-123400-81
NEG-03-123401-81
[FSMNEG-03-123402-81
[ NEG 0312340281

- dd: 1400 ea [Min Max: 20.00,50.00]
- At 1.00 ea (Mn,kax: 2.00,4.00)

BHNEG-03-123424-04 -
‘ﬁNEG-DS-‘I 23425-04 -
ﬁNEG-DS-‘I 23426-04 -

A 19300 ea [Mintday: 225 00.350.00)
And: 5000 ea [MinMaw: 50000, 75.00
At 2800 ea [MinMaw 20000,20.00

- 46800 e - Count (adjuzt ba] - 4,18/07

- -1.00 3 - lzsue bo Work Onder - 4/22/01

-14.00 ea - Count [adjust ta] - 418401

- 200 ea - Count [adjust k) - 418/01

--1.00 3 - lzsue bo whork Order - 4/22/01

IE'NEG-EIS-‘I 23424-04 -

ENEG-DE-‘I 2342404 -

HNFG 0312342404 -
- 8000 ea - Count [adjust to] - 4419401

| MEG-03-1234 26-04 -

200.00 ea - Count [adjust 1] - 441301
-1.00 &2 - lssue ba wWark Ordar - 4/24401
-1.00 &3 - lzzue ba Wfork Order - 4/24/01

2500 ea - Count [adjust to) - 4419401

GrandRavine Software

Right click on thefirst part (highlighted above), pause cursor over Part Actions, pause cursor over
Inventory Transactionsand click New Inventory Transactions' to display the following window.
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LA Part Inventomy Tranzaction - [untitled]

Rl

Fie  Yiew Shorcut Options Wfindow - Help

5] =2 [B[e [ BEE Rl

M ain H atchings

| Transaction Typs: | Recept |:J

| ParlCode: - giwm:uum SOUEEGEE[RLLIE]

| Mendor | | L,_”
| Ol Mazs] I Unt Mese: '.Iaa Oty Al sk Parl Location; I AE7.00

: Heceigtguantity:: I— Ord Unt: . |Ea:h | |;I * Corw Felr: Iw
| Piice/Oid Lt - 0.0000 Quantity Price: . [ 00000 Qi Pice/nthezs: IEEE
Dl ok [ oo0m ToCon : -'w Z-'_I'_ntallista'l_lntMeas: -
| Matching Qi |—nnn MotMatch O [ EstmiPO: |

| Cunency: g '..__.'::'_llzanadian Drallar | |;I Iy e I 1.000000
| Tran Aeazon: | | |;I |
| |

| Updated by Date I

Transaction Type - if thisis not set to 'Count adjust to' then use the combo box E to changeit and the
window will change as follows.
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4 Part Inventory Transaction - (untitled) [_ ]
Fie “iew Shorfcut  Options  Wfindow - Help

Trangaction Type: iEnunt [adust io]

Part Cade:

| Part Location: |‘n5 tock Room TsRam 155 helf 146in 1

CIuankit ; Lnt Meas: !ea Gty &l ak Parl Location: i 467.00
Tran Beaszon: i | |;E |

Updated by; i Date: i :
iTransa:ti-:un Dizabled L]

Rea

Quantity — enter actual on-hand count (from count sheets)

Transaction Reason — select Initital Setup to MaintScape

Click the Save button on the Toobar .
Click the Close button | % | on the Toolbar to return to Explorer.

Repeat the processfor each part at thislocation.

Click in the left window paneto highlight the next location and repeat the process above.

When all locations and parts are completed, click the Close button Xl on Explorer Toolbar.
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Follow-up on-site assistance, 1 to 2 months after MaintScape implementation

Our experience has shown that with MaintScape (and any other software), only alimited amount can be
absorbed and retained during an initial training session covering a great deal of information.

Often users become somewhat discouraged and fall into a routine of using simply the basics, and probably
inefficiently.

Follow-up sessions allow usto spend time on a one on one basis with your staff, working at the computer,
and helping them with the functionality they must utilize. We often find a great many roadblocks due to
lack of understanding, assumptions or general unawareness of certain features and functionality. Thisis
virtually always dramatically improved with the one on one sessions. These, to be effective, must be after
the staff have been using MaintScape for alittle while but not so long after that they have become
completely discouraged or drifted away from using the system.

Should you agree that these sessions are desirable, we will need to discuss who how many staff we will be
working with, what shifts they work, etc. and devise a schedule to handle all the appropriate staff on their
work shifts.
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Sear ching and Reporting within MaintScape

Each magjor file has a Search and Report Window, example Equipment, Parts, Work Order, Staff, External

Resources, Purchase Requisitions, Purchase Orders, Inventory Transactions, Service Request.

All Search and Report windows work the same way, ssimply the fields, reports and such are different.

Since it isthe most complex, we will explain how to use Search and Report Windows with Work Order
Search and Report as our example.

Work Order Search [_ O] x|

Fie Optionz *Window  Help

mEEEBEEBEEREE

Staz Calioration Filters
Labar

Wil Mo range: I b E

Trgt Dt range: PI:I.-’I]EI.'"EI:I Io; II]I:I.-’I:II].-’EII]

Stz Dt range: quwm I |uu,f|:|nmu

b aintain: ID::esn't b atter |j I@
Ianl:l Sublozations |:I

Trgt Dt M aintain

Theupper data area, titled 'Search Criteria’

This data area has multiple pages with many fields. Any combination of fields can be used to define and
limit the search.

Clicking the Sear ch button @ performs the search and displays the results in the lower data area"Work
Orders

If you enter data to no fields and perform a search, the entire file will be displayed in the Work Orders area.

If you have entered data and wish to remove that data and start another search, simply click the New
button |ﬁ| on the Toolbar and al fields will be blanked.
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The Lower Data Area, titled "Work Orders

Thisareawill display the results of the search. The scroll bar to the right allows scrolling through the
results.

Y ou can change the sort order of the results by clicking on any column, in the case of Work Orders, this
might be WO No., Target Date, Location, WO Type, WO Status or others. Note that you can use the scroll
bar at the bottom to view more fields; you can also maximize any search window.
Y ou can open any Work Order by double clicking anywhere initslinein this area.
Examples of Searches:

= All Work Orders of Type PM, Status Scheduled and Target Date range of next week.

= All Work Orders of Status Closed and Status Date of yesterday, last week, last month, etc.

= All Work Orders containing Part 1

= All Work Orders closed by John Jones

= All Work Ordersin Building 1

= All Work Orders for equipment of the Class Bailer, Slitter, Forklift, Truck, etc.

Reporting from Sear ch Windows

All Search windows have a Reports Button | to the upper right of the upper data area. To accessthe
reports, click the Reports Button.

This button will display all reports of the type associated with that Search Window, in this case WO
Reports.

Reports, asis the case with searches, are sensitive to the contents of the fields on various pares of the upper
'Search Criteria dataarea, i.e. if no fields are entered then the entire file is reported upon, if various fields
are entered, these will define the reporting criteria, example report on all Work Orders closed last month by
Juan Gonzalez.

It is not necessary to perform a search to view reports.

Bulk Operations and various Shortcuts

These are available through buttons to the right of the lower data area. Pause your cursor over various
buttons and view the purpose in the yellow status bar at the bottom of the screen.

Many other operations can be performed beyond Search, Report, Bulk Operations and Shortcuts but they
are beyond the scope of this attachment.
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