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1.0 PURPOSE AND SCOPE

The Maintenance Application is designed to keep an inventory of usage, preventive maintenance, and
repair of company assets or equipment and to serve as a place to issue Work Orders for maintenance
repairs. It is highly flexible and customizable to suit your company’s needs.

The Maintenance Application Manual instructs users in the use of the Maintenance Application of Web
QMS. The purpose of this manual is to guide users through the following aspects of the Maintenance
Application:

e Asset Information (adding Assets, searching for Assets)
e Maintenance of an Asset Status Log

e PM Status Log

e Repair Status Log

e  Work Order Request

e View Work Orders

e Advanced Search

e KPIs

NOTE 1: In order to perform the actions below you will need to be assigned the Maintenance Admin
and/or Maintenance Tech security roles on Web QMS.

NOTE 2: In order to perform the actions in section 4.8 Maintenance Administration you will need to be
assigned the Administrator role.

NOTE 3: Depending on the customization of your Web QMS, the figures shown in this manual may not
coincide perfectly with your Web QMS.

2.0 TERMS AND DEFINITIONS

PM Preventive Maintenance
WO Work Order
KPI Key Performance Indicator

3.0 SECURITY ROLES

Administrator Full Web QMS Enterprise Administrator. This user can edit, create,
or delete pages, as well as add, edit, or delete modules.
Administrators can also authorize users, add roles, view File
Manager, clear Logs, and view/clear the Recycle Bin.
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Employee

Maintenance Admin

Maintenance Supervisor

Maintenance Tech

4.0 INSTRUCTIONS

This user has full access to view information on Web QMS, but
limited ability to edit or create records. Employees may view the
Asset Log, Asset Information, and Work Orders.

This user has full Administrator permission within the
Maintenance Application, including adding, editing, and removing
assets from the system; issuing and processing the work orders
through all of the stages; and setting up preventive maintenance.

This user is able to view Asset Status, add PM Repair info, view
Usage Info, and process Work Orders.

This user can issue work orders, and process the work orders
through pending and repair stage.

The Maintenance Application can be located through the Operations Tab of the Top Menu or in the Left

Menu of the Operations page.

Calibration

MNCR

Certification

@enance & Repair

Database Management

LN B HUMAN RESOURCES  HSE 15 Admin
o c: =

When you CLICK the Maintenance Tab in the Left Menu of the Operations page or the Top Menu of the
Operations Tab, you will be directed to the Maintenance Application page, which should look similar to

this:
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You are here =
WELCOME TO THE MAINTENANCE APPLICATION

The Maintenance application is a powerful system to keep track of your equipment assets, its usage, repair and preventive maintenance.
The system is designed to handle pertinent information regarding the equipment, as well as ongoing usage, historical repair information as
well as any type of preventive maintenance required such as monthly, yearly or other cycle. Thank you for helping with the company 's

iew Work Orders continual improvement efforts!

sset Information
sset Status Log

ork Order Request

dvanced Search

cssmiEn | The main functions of the
Maintenance Application are in the
Find Asset Left Menu.

4.1 ASSETS OR EQUIPMENT

The Maintenance Application lets your company record, track, and edit detailed information about its
assets and equipment.

4.1.1 Adding Asset Information

You can record and describe company assets or equipment using the Asset Information page. To
access the Asset Information page, CLICK Asset Information in the Left Menu of the Maintenance

Application page or in the Top Menu of the Operations Tab.

Asset |nfﬂrmﬂt|ﬂﬂ Humnzsoumces HSE 15 Admin

Asset Status Log
Work Order Request
View Work Orders
Advanced Search

Maintenance KPls

The screen that opens will show a form with different fields which will be used to define and describe

the asset.
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ASSET INFORMATION
© pssetn:  [ID F5BAFES 9 asset —Please Choose - =
Type:
9 asset
Description:
& Location» |~ Please select location = = ~ Please select Depattment - [=]
Department
or Area:
& owner Asset 9 serial
ID#: Number:
7] Cycle & modet:
Time{seconds):
& product Line: & product
P/N:
@ comments:
o }
Manufacturer Manufacturer
Name:- Contact
name:
7]
Manufacturer
Phone:
& pate Buitt: & pate
Acquired:
B purchased
Price ($):
o ~Plesse Select—
Owner/Assigned
To
0 asset (i Y i (i
Baminar_ | Mo s ha seleccionado ningdin archiva sset Examinar_ | Mo se ha seleccionado ningtin archiva
Picture(s): Certificate(s):
@ asset i @ asset i
Examinar—. | No se ha seleccionado ningdn archive. Examinar.. | No se ha seleccionade ningdn archivo
Maintenance Maintenance
Checklist(s): Manual(s):
@ asset — Please Choose -
Status:

NOTE: Fields marked with a red asterisk are required.
The Asset Information page contains the following fields:

e Asset ID: This is a system-generated number. However, you can override this number and
ENTER your own Asset ID.

o Asset Description: DESCRIBE the Asset, including the physical appearance, capabilities, uses,
etc., as appropriate.

o Asset Type: SELECT the Type of asset from a pre-specified drop down list. The choices on the
list will vary according to the asset types your company has set in the Organization Variables
area.

e Location: SELECT the Facility where the equipment is located. The Department or Area field
will populate with options depending on this choice.

e Department or Area: SELECT the Department or area from the drop down menu. The
Department or Area’s drop down menu choices will vary based on the option you SELECT in
the Location field.

e Owners Asset ID#: ENTER the Owners Asset ID if it is different from the Asset ID.

e Serial Number: ENTER the Serial Number of the asset.

e (Cycle Time (seconds): ENTER the Cycle Time in seconds for the asset, if applicable.

e Model: ENTER the Model Name and/or number of the asset.

e Product Line: ENTER the Product Line that the asset belongs to or is used in.

Printed copies are considered uncontrolled Page 7 of 56 For Client Use Only
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Products P/N: If the asset is used to make specific products, ENTER the P/N associated with
them.

Comments: ENTER any relevant Comments about the asset.

Manufacturer Name: ENTER the Name of the company that manufactured the asset, if
available.

Manufacturer Contact Name: ENTER the Manufacturer’s contact person Name, if available.
Manufacturer Phone: ENTER the asset Manufacturer’s Phone Number, if available.

Date Built: SPECIFY the Date the asset was built, if available.

Date Acquired: SPECIFY the Date the asset was acquired, if available.

Purchased Price ($): ENTER the Price at which the asset was purchased, if available.
Owner/Assigned To: SELECT the Owner or Assignee of the asset from the drop down menu:

- Company: If the company owns the asset.

- Employee: If the employee owns or has been assigned the asset.
- Customer: If the customer owns or has been assigned the asset.
- Supplier: If the supplier owns or has been assigned the asset.

Depending on selection of Employee, Customer, or Supplier, another field will appear with the
appropriate secondary options to select which Employee, Customer, or Supplier owns the asset.

Asset Picture(s): UPLOAD a Picture of the asset in a .jpeg or.gif file, if available.

Asset Certificate(s): UPLOAD any Certificates associated with the asset in PDF, Word, or
Excel formats, if available.

Asset Maintenance Checklist(s): UPLOAD the asset’s Maintenance Checklist in PDF, Word,
or Excel format, if available.

Asset Maintenance Manual(s): UPLOAD the asset’s Maintenance Manual in PDF, Word, or
Excel format, if available.

Asset Status: SELECT from the drop down menu whether the asset is:

- Active: Currently in use.
- Inactive: Not currently in use.
- Retired: No longer being used.

After you have entered all the necessary information for the asset, CLICK Save. The following message
will appear on the screen:

ASSET INFORMATION
The Asset 'ID 5903682 has been Saved.

Continue

You can CLICK Continue to return to the Maintenance Application page, or you can CLICK the ID #
to view the Asset View page, like this:
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‘fou are here:

ASSET VIEW

J PREVENTIVE MAINTENANCE INFORMATION USAGE INFORMATION | REPAIR INFORMATION

s ASSET #1D F680278

AssetType

Air Haist

Asset Description

Ingersoll-Rand Air Hoist. The HLK Series incorporates a larger chain wheel to accommedate 3/2° diameter
chain and a lower gear ratio to handle increzsed load capacities. HLK Series haist capacities range from 1 to

& metric tons and are savera-duty rated.

Asset Checklist

Owner Asset ID 1220 Cycle Time

Serial Number AD33E0A2E1588 Product Line HLK250KR-2C10-C6
Assat Location Bestl Derrick Barga Product F/N Drill 1
Model HLK250KR-2C10-C6

Comments

Asset Pic AssetCert

Manufacturer Name Ingersoll-Rand Date Built 02/01/2012
Manufacturer Contact  Mary Smith Date Acquired 03/01/2012
Manufacturer Phona Purchased Price 54502
OwnerfAssigned To Company Employes

Customer Supplier

Asset Manual

4.1.2 Locating Asset Information

Once you have created an asset, it is easy to locate it within the Maintenance Application, whether you
wish to review the information, delete the asset, or otherwise make modifications. There are three
main ways to locate assets: the Asset Status Log page, the Find Asset/Go button, and the Advanced
Search. Step-by-step guidelines on the first two methods are included below. For more information

on the Advanced Search, refer to section 4.6 Advanced Search.

a. ASSET STATUS LOG

To access the Asset Status Log page, CLICK Asset Status Log in the Left Menu of the Maintenance
Application page or in the Top Menu of the Operations Tab.

Asset Information

Advanced Search

|CAsset Status Log

Work Order Reguest

View Work Orders

Maintenance KPls

ol LA 15 HUMAN RESOURCES  SALES  Admin

& Certification

The screen that will open has two search fields to narrow down the assets displayed by status or
location. The fields’ default value is to display all assets.
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‘Ou are here:

ASSETINVENTORY STATUS LOG

@ Asset Status [ <Any Status> =] & Location <ALL Locations> =]
Asset Inventory Results
AssetlD  AssetType Asset Description Serial No e

« # X ID1FOCD2F Building VoID Houston Active & ¥ P ] .
« # X MX607-0166 Building VOID Houston Active . LT N T
« # X M{697-0002 Furniture Desk - wood veneer, P-top Houston Active . L¥) P ] +
~ ¥ X MX597-0003 Printer Printer - black and white, double-sided AK080312211A0 Houston Active A (¥] P ¥ ) -
v @ X MX697-0004 Printer Printer/Scannen/Fax - color CNN113AMIKS Houston Active . ¢ N v
« # X MX597-0005 Furniture Filing cabinet - black metal, two drawers Houston Active £ (¥ P ¥ ) -

e Asset Status: SELECT Active to view a list of all assets currently in use. SELECT Inactive to
view all assets not currently in use. SELECT Retired to view all assets which are no longer
used.

e Location: SELECT from the drop down menu to display assets which are at a particular
location.

b. FIND ASSET/GO BUTTON

The Maintenance Left Menu has a Go button at the bottom of the menu:

Asset Information
Asset Status Log
Work Order Request
View Work Orders
Advanced Search

Maintenance KPls

Find Asset

=)

When you CLICK Go, the Maintenance Application displays all assets currently in the system.
Depending on your organization and your list of assets, this list may vary in length:

ou are here

ASSET NUMBER SEARCH LISTING

AssetD Asszet Type Asset Description Serial No IE(S]g:tt\an ;IS;EL E]I';L Ilﬂ]?:ge E:ﬂpair
. @ X ID1FOCD2F Building VOID k Houston Active . ¥ PO .
. @ X MXB07-0166 Building VOID Houston Active . (¥ P ¥ ] .
+ @ X MX697-0002 Furniture Desk - wood veneer, P-top Houston Active \ @ NN
« [# X MXB97-0003 Printer Printer - black and white, double-sided AKDB0312211A0 Houston Active S (¥} v W .

This is by far the easiest way to bring up all assets currently in the system. You can SCROLL down
until you find the asset you need.

The Maintenance Left Menu has a Find Asset area at the bottom of the menu:

Printed copies are considered uncontrolled Page 10 of 56 For Client Use Only
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Asset Information
Asset Status Log
Work Order Request
View Work Orders
Advanced Search

Maintenance KPls

[co]

If you know a few characters of the Asset ID, you can TYPE them in here, CLICK Go, and all assets
whose Asset IDs contain those characters will be displayed.

For example, let us look for Asset ID MX697-0054. First, we can TYPE “54” in the Find Asset box:

Find Asset 4

(o]

CLICK Go. You will see that the results include only the assets whose IDs contain those characters,
including our original target, Asset ID MX697-0054:

ou are here

ASSET NUMBER SEARCH LISTING

AzsetlD Azset Type Asset Description Serial Mo Asset Location Asset Status PM Info Usage Info Repair Info
“ # X EMxs97-0054 Television Television - black, 42" HDTV MF03300095 Houston Active T L¥] s (¥ s
“s # X MX697-0154  Computer Desktop computer, black with silver accents 2MD313076PG Houston Active ", (¥ ", (¥ 8,

4.1.3 Viewing Asset Information

After you've located an asset within the system, you can view its information using the Asset View
page. To access the full asset or equipment information, CLICK the Magnifying Glass icon in the first
column of the Asset Status Log page, Asset Number Search Listing page, or Advanced Search
Results page.

AssetID Asset Type Asszet Description Serial Mo Asset Location Asset Status PM Info Usage Info Repair Info
# X MX697-0054 Television Television - black, 42" HDTV MF03300095 Houston Active - (¥} O (¥] et

The Asset View page has four tabs:

e Asset Information

e Preventive Maintenance Information
e Usage Information

e Repair Information

ou are nere

ASSET VIEW

| TASS | PREVENTIVE MAINTENANCE INFORMATION _ | USAGE INFORMATION | REPAIR INFORMATION _

Printed copies are considered uncontrolled Page 11 of 56 For Client Use Only
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The Asset Information Tab contains the information that was entered when the asset was created in
the Asset Information page.

0ou are nere:
ASS ET%" EW
i || PREVENTIVE MAINTENANCE INFORMATION | USAGE INFORMATION | REPAIR INFORMATION _
& AssET # Mx697-0054
Asset Type Television
Azset Description Television - black, 42" HOTV
Owner Asset ID Cycle Time
Serial Number MFD33000385 Product Line
Asset Location Houston Product B/N
Model Viera TC-P42C2
Comments
Asset Pic Asset Cert
Manufacturer Name Panasonic Date Built
Manufacturer Contact Date Acquired
Manufacturer Phone Purchased Price 5
OwnerfAssignzd To Emplayes Boudreaux, Miriam
Customer Supplisr
Asset Checklist
Aszset Manual

4.1.4 Editing Asset Information

To edit information about an asset or equipment in the Asset Status Log page, Asset Number Search
Listing page, or Advanced Search Results page, CLICK the Manage Yellow Pencil icon.

AssetID Asset Type Asszet Description Serial Mo Asset Location Asset Status PM Info Usage Info Repair Info
e e X MX697-0054 Television Television - black, 42" HDTV MF03300095 Houston Active T (*] “a (¥] T

The Manage Yellow Pencil icon will direct you to the Asset Information page.

4.1.5 Deleting Asset Information

To delete an asset in the Asset Status Log page, Asset Number Search Listing page, or Advanced
Search Results page, CLICK the Red X Delete icon.

AsszetID Asset Type Asszet Description Serial Mo Asset Location Asset Status PM Info Usage Info Repair Info

(O MAXE97-0054 Television Television - black, 42" HDTV MF03300095 Houston Active . (¥ ~ (¥ >

The following message will appear. If you are sure you wish to delete the asset, CLICK OK.

You are aboutto permanently delete this record.

Do you wish to continue?

Printed copies are considered uncontrolled Page 12 of 56 For Client Use Only
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4.2 WORK ORDERS

4.2.1 Requesting A Work Order

The Work Order Request page is used for creating a work order request. To access the Work Order
Request page, CLICK Work Order Requests in the Left Menu of the Maintenance Application page

or in the Top Menu of the Operations Tab.

Asset Information

Asset Status Log

@ Order Re@

View Work Orders

Advanced Search

Maintenance KPls

el byl L 15 HUMAN RESOURCES  SALES  Admin

The screen that opens will show a form in which different fields will be used to define the work order

request.

You are here: =

7| Equipment Id or
Individual Item:=

B Asset ID:=
& problem Summary:=

= Description of
Problem:+

 Have you provided
all of the Work Order
information for this
request?:=

Submit

O

WORK ORDER REQUEST

B work order WODE40168

Number:

@ pate: 06/19/2012 Select Date

© Enter Asset ID
@ Search For Asset

@ Individual ltem

NOTE: Fields marked with a red asterisk are required.

The Work Order Request form contains the following fields:

e  Work Order Number: This number is generated by the system, or you can ENTER your own

Work Order Number if you choose.

e Date: ENTER the Date you are requesting the work order.

Printed copies are considered uncontrolled
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e Equipment ID or Individual Item: SELECT from three options:

& Equipment Id or @ Enter Asset ID
Individual Item:= §
(2 Bearch For Asset

@ Individual ltem

© Asset IDx

- Enter Asset ID: SELECT this option if you know all or part of the Asset ID for the
equipment in question. The information you ENTER will be matched against the entire
Asset Inventory. Once the match has been made, all possible equipment that matches your
criteria will be shown for your selection.

- Search For Asset: If you are not sure about the Asset ID, this option will help you locate
an asset. SELECT Location and Equipment Type and the possible asset will be shown in
the drop down menu of the Asset ID field.

& Equipment Id or © Enter Asset ID
Individual Item:= _
® Search For Asset

@ Individual ltem

B | ocation: — Please select location — |Z|
| Equipment Type: — First Select a Location — |Z|
& Asset ID: — First Select a Type — [~]

- Individual Item: SELECT this option if the work order is for an item that is not part of the
Asset Inventory. If you select Individual Item, you will need to FILL OUT two extra fields:
Equipment and Equipment Description.

o !Equipment Id or © Enter Asset ID
Individual Item:= _
) Search For Asset

@ Individual ltem
O Equipment:

o Equipment
Description:=

- Equipment: ENTER the item that needs repair. This could be a wall, driveway, etc.
- Equipment Description: ENTER the long description for the above item.

e Problem Summary: ENTER a Summary of the problem in this field.

o Description of Problem: ENTER a Detailed Description of the problem so that the person to
whom the work order is assigned will understand the problem well.

e Have you provided all of the Work Order information for this request?: CHECK this box if
you have completed the Work Order Request form to your satisfaction, then CLICK Submit to
ENTER the Work Order Request into the system.

Printed copies are considered uncontrolled Page 14 of 56 For Client Use Only
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4.2.2 Viewing A Work Order

The View Work Orders page is used to search and view work orders. To access the View Work
Orders page, CLICK View Work Orders in the Left Menu of the Maintenance Application page or in
the Top Menu of the Operations Tab.

Asset Information

el byl L 15 HUMAN RESOURCES  SALES  Admin
D Calibrati C 2
A

Asset Status Log

Work Order Request

View Work Orders )

Advanced Search

Maintenance KPls

The screen that opens will show search fields used to look for work order requests.

Location:

VIEW WORK ORDERS

Submitfor Search

—Select all Locations— lz‘ WO Status: — All Statuses — lz‘ Date Range: | _ Select All - lz‘

The top area of the page contains fields to perform a search for assets:

o Location: SELECT the Location of the work order from the drop down menu, which should
consist or your Locations.
e WO Status: SELECT the Status of the work order from the drop down menu.

Open: The work order request has just been made and has not been worked on.

Pending: The work order is unable to proceed due to a lack of information, parts, or other
resources.

Repair: The asset is being repaired.

Awaiting Verification: The asset has been repaired, but no one has confirmed that the
repairs addressed the initial issue.

Closed: The Work Order Request is completed.

o Date Range: SELECT a range of dates from the drop down menu. Work orders created during
that time frame will appear in the search.

Last 7 Days: Will show the work orders that have been created in the last 7 days.

Last 14 Days: Will show the work orders that have been created in the last 14 days.
Last 30 Days: Will show the work orders that have been created in the last 30 days.
Last 60 Days: will show the work orders that have been created in the last 60 days.

CLICK Submit for Search to continue. The search results will be shown on the bottom part of the

page.
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View Work Order Results
Records Per Page:
=
Enlerad  WorkOrder  Assetor Equipment  Descriphion Sumimary Priority. Status DateClosed
v & X 0Tr2om013 WOIESMFEE URTE 131(Toolbox) Upnight Toofbox  Tool box won't chose Critical Repair

You can also locate work orders using Advanced Search. For more information about Advanced
Search, refer to section 4.6 Advanced Search.

If you wish to view detailed information about a certain work order, CLICK the Magnifying Glass icon
in the first column to view the report.

close or Esc Key

[‘ M"LEEA“L,!“ § MAINTENANCE PROGRAM

WORK ORDER

Work Order #WO3E3J4FEE - Repair [

‘Work Order Date 712912013 Location Houma Department: OP&A

m

Mireaux
Admin —

Asset 1D or URTE 121 Equipment ToolboxUpright

St Type: Toolbox FiEG s 2y

Problem

Summary: Tool box won't close

Description of

B bin The hinges on the toolbox have broke and you can no longer lock the box correctly.

Coordination Information

Coordinated

Date: 07/29/2013 By

Admin, Mireaux

Approve Approved Priority: Critical

4.2.3 Processing A Work Order

Once a work order has been requested, it must be processed and acted upon, passing through a series
of stages. These stages are Open, Coordination, Pending, Repair, Awaiting Verification, and
Closed.

You can process a work order from the View Work Orders page by CLICKING the Green Arrow icon
in the left column.

Diate (asc) WorkOrder Asset or Equipment (asc) Drescription Summary Priority  Status DateClosed (asc)

" # @ X 03/15/2013  WOSAT7387 ID A7443BC(Dive Compressor) Drilling bit Torn plates  Critical  Open

This link will lead to different screens depending on the status of the work order.

4.2.4 Processing A Work Order To Coordination Status

If your work order is open when you CLICK the Green Arrow icon, you will enter the Work Order -
Coordination Status page.

Printed copies are considered uncontrolled Page 16 of 56 For Client Use Only
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WORK ORDER - COORDINATION STATUS

WO INFORMATION
& work Order Number.
U asset ID:

© Equipment Type:

U Equipment De scription

COORDINATION

& Approve: ~ Flease Select -

UPDATE (If necessa vl

& Problem Summary: [Torn plates

ASSIGHMENT

© Coordinated By Please Select —

-
& wo priority= Critical =

U Assign to

© Al Maintenance Techs

© Select Maintenance Tech

(@) Mo Maintenance Tech Assignment

& Comments or Instructions:

Submit

5 pate:
5 Location:
& Equipment:

& Entered By:

9 pate: 121712013

& Description of Problem
Torn places

U coordination Info entered By

NOTE: Fields marked with a red asterisk are

required.

The upper section of the work order is pre-populated; the Coordination section of the work order

contains the following fields:

Approve: INDICATE whether you would or would not like to Approve the work order, Reject

and Close the WO or Reject and Back to previous page.

Date: ENTER the Date that this work order is being set to Pending status.

In the Update (if necessary) section you need to verify if the information introduced in Problem
Summary and Description of Problem is correct. Update this section only if necessary.

The last section Assignment contains the following fields:

Coordinated by: ENTER the Name of the person setting the work order to Coordinated

[ )
status.
e Coordination Info entered by: This field is pre-populated.
e WO Priority: SELECT WO Priority.
e Assign to:
e Comments or Instructions

When the Work Order-Coordination Status is complete, CLICK Submit to proceed. The following

confirmation page will appear:

Printed copies are considered uncontrolled

Page 17 of 56 For Client Use Only



MAINTENANCE APPLICATION MANUAL

%

‘ 2

[ MIREA”X 5 MMS-WQM-206
E_“: Revision: 06/01/2014

Management Solutions

WORK ORDER - COORDINATION STATUS
Thank you. The status of Work Order # WOSA77387 has been modified to Coordination

Enter another Work Qrder View Work Orders

Entered WorkOrder Asset or Equipment Description Summary Priority Status DateClosed

v @ () X 03115/2013 WOSATT387  ID A7443BC(Dive Compressor)  Drilling bit Torn plates Criticall Coordination

4.2.5 Processing A Work Order To Pending Status

A Pending work order is not yet ready for repair and is pending information, parts, or other resources.
If your work order is in Coordination stage when you CLICK the Green Arrow icon, you will enter the
Work Order - Pending Status page. The upper section of the work order is pre-populated; the
Pending Information section of the work order needs to be entered. You need to complete the
following fields:

U peadiog laks Iintered Dy:

O pate:-

WORK ORDER - PENDING STATUS
B penang iy Acter, lavomar

© pending Description

U prcoen surmary

U Duscriptien sf By et G Repecon Commeaty:

NOTE: Fields marked with a red asterisk are required.
The Work Order - Pending Status page contains the following fields:
e WO status: SELECT the Status for this work order:

- Keep Pending (add more to pending summary later): If you wish to SAVE some
information, but not advance the work order, SELECT this option to keep the WO Status
Pending.

- Enter Pending Information: If the work order cannot currently proceed due to a lack of
information, parts, or other resources, SELECT this option to change the WO Status to
Pending.

- Skip Pending: If the work order is ready to proceed, SELECT this option to change the
WO Status to Repair.

o Date: ENTER the Date when the decision to place the work order on hold was made.

e Pending By: SELECT the Person who made the decision.

e Pending Description: DESCRIBE the reason(s) why the work order cannot currently
proceed: lack of parts, lack of information, etc.

When the Work Order-Pending Status is complete, CLICK Update Work Order to proceed. The
following confirmation page will appear:
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WORK ORDER - PENDING STATUS

Thank you. The status of Work Order # WOSAT7387 has been maodified to Pending

Enter another Work Order View Work Orders
Entered WorkOrder Asset or Equipment Description Summary Priority Status DateClosed
v #UQD X 031512013 WOBATTIET  ID A7443BC(Dive Compressor)  Drilling bit Torn plates Criticall Pending

4.2.6 Processing A Work Order To Repair Status

If your work order is Pending when you CLICK the Green Arrow icon, you will enter the Work Order
-Pending Status page. The Work Order upper section is pre-populated; in the Pending Information
section, SKkip Pending go to Repair Information has to be marked if the work order is ready to
proceed and the following section, Repair Information will open. In the Repair stage, you need to

complete the following fields:

Repair Information

© Keep Open (add more to repair summary later)
© Submit Repair Information

& Date: Select Date
I Repaired By: Admin, Mireatoc [=]

& Repair Action Taken:

Update Work Order

@ wo status: 3 Repair Info Entered By:

T

NOTE: Fields marked with a red asterisk are required.

The Repair Information page contains the following fields:

e WO status: SELECT the Status for this work order:

- Keep Open: If you wish to SAVE some information, but not advance the work order,

SELECT this option to set the WO Status to Repair.

- Submit Repair Information: If the repairs have been completed and all necessary
information is available, SELECT this option to change the WO Status to Awaiting

Verification.

o Date: ENTER the Date when the repairs were made.

e Repaired By: SELECT the Person who made the repairs.
e Repair Action Taken: DESCRIBE the Repairs which were made.

When the Work Order-Pending Status is complete, CLICK Update Work Order to proceed. The

following confirmation page will appear:

WORK ORDER - REPAIR STATUS

Enter A New Work Order

Thank you. The status of Work Order # WO9AG4262 has been modified to Repaired.

View Work Orders
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Date (descl} WorkOrder Asset or Equipment Description Summary Priority Status DateClosed
- & X 031512013 WOBATT3IET ID A7443BC(Dive Compressor) Drilling bit Torn plates Critical

4.2.7 Processing A Work Order To Awaiting Verification

A work order is Awaiting Verification when the asset has been repaired, but no one has confirmed
that the repairs were done. Once you are ready to confirm or verify the repair, CLICK on Submit
Repair Information to verify the repairs have been completed and all necessary information is
available. The WO Status will change to Awaiting Verification.

Date (desc) WorkOrder Asset or Equipment

v @ @ X 06/18/2013 WO40651C1 1D A7443BC(Dive Compressor)

Description

Drilling bit

Summary Priority Status DateClosed

broke Criticall Awaiting Verification

4.2.8 Verifying And Closing A Work Order

If your work order is Awaiting Verification, when you CLICK the Green Arrow icon you will enter the
Work Order -Verify & Close Status page. The Work Order, Pending Information and Repair
Information sections are pre-populated; the Verify & Close Information section needs to be entered.

You need to complete the following fields:

WORK ORDER - VERIFY & CLOSE STATUS

) puoing ot Entaes By

Verify & Close Information

Hwo status: &
) Approve and Close
@ Rsject Repair
@ pate--
a Verify By: Admin, Minemo [=]

9 Review Action Taken:

Update Werk Ondar

I Verificstion Info Entered |
By:

NOTE: Fields marked with a red asterisk are required.

The Verify & Close Information page contains the following fields:

e WO status: SELECT the status for this work order:
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- Approve and Close: If the repairs made address the initial issue adequately, SELECT this
option to set the WO Status to Closed.

- Reject Repair: If the repairs did not resolve the initial issue, SELECT this option to return
the WO Status to Pending. An additional field called Rejection Comments will open at
the bottom of the screen.

o Date: ENTER the Date when the verification took place.

e Verify By: SELECT the Person who made the verification.

e Review Action Taken: DESCRIBE the Actions taken to confirm that the repairs made
addressed the initial issue.

e Rejection Comments: This field appears only if the verifier chooses to reject the repair.
Explain why the repair was rejected, in detail, so that the repairs can be improved upon.

4.2.9 Editing A Work Order

If you wish to EDIT a work order for a certain asset, first LOCATE the work order, as explained in
section 4.2.2 Viewing a Work Order. Once you have located the desired work order, CLICK the
Manage Yellow Pencil icon next to the work order in the left column of the page. A pop-up window
will open, with all the fields described in section 4.2.3 Processing a Work Order available to be
edited. When you are finished, CLICK Save to proceed.

Date (desc) WaorkOrder Asset or Equipment Description Summary Priority  Status DateClosed

2@ X 06/18/2013  WO0D40651C1 |D A7443BC(Dive Compressar) Drilling bit broke Critical ~ Awaiting Verification
WOnumber WOBGEEG38
AssetlD CR22
EquipmentNo
EquipmentDesc 5000 Ibs
EnteredDate 6/4/2013
EnteredBy Mireaux Admin
ProblemSum
ProblemDesc rely berings
WOstatus Pending -

4.2.10 Deleting A Work Order

If you wish to DELETE a work order, first LOCATE the work order, as explained in section 4.2.2
Viewing a Work Order. Once you have located the desired work order, CLICK the Red X Delete icon
next to the work order in the left column of the page to delete the work order.

Date (desc) WorkOrder Asset or Equipment Description Summary Priority Status DateClosed

v @ QUX)06/18/2013 WO40651C1  ID A7443BC(Dive Compressor) Drilling bit broke Critical Awaiting Verification

4.3 PREVENTIVE MAINTENANCE

In addition to tracking company assets and equipment, you can also use the Maintenance Application to
schedule preventive maintenance for assets and equipment.
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4.3.1 Scheduling Preventive Maintenance

You can schedule preventive maintenance for assets using the PM Information Tab of the Asset
View page, accessible through the Asset Status Log page. CLICK the Magnifying Glass icon next to
the asset in the PM Info column on the Asset Status Log page. This will take you directly to the
Preventive Maintenance Information Tab of the Asset View page.

Asset D Asset Type Asset Description (asc) Serial No Asset Location  Asset Department Asset Status _BMInfo UsageInfo  Repair Info
v @ X ID164F2A4  Vehicle 2011 BMW 328i Sedan WBAPHTG Houston Finance Active S L¥) . L] -
s~ # X IDE3E14CD Control Valve Basic controlvalve. Houston Facilities Active S LF) W ~

Then, from the Preventive Maintenance Information Tab of the Asset View page, CLICK Add Asset
PMI.

ASSET VIEW
| ASSET INFORMATION | | USAGE INFORMATION | REPAIR INFORMATION
Jadd Asset PMI JBurrent View :  List of New PM's -
& ASSET #: |D E3ET14CD TYPE: DESCRIPTION: LOCATION:

There are currently no details for this record.

Once you CLICK Add Asset PMI, you will be asked to CHOOSE PM Type and PM Area from the drop
down menu. These options are set using the Maintenance Administration drop down menu of the
Organization Variables page. If you cannot find the PM type or PM area you need, you will have to
add a new option. For more information about using the Organization Variables page, refer to
section 4.9 Maintenance Administration. CLICK Save to schedule the preventive maintenance for

this asset.
| ASSET INFORMATION | [ USAGE INFORMATION | REPAIR INFORMATION
& ASSET # 1D F394012 TYPE: Vehicle DESCRIPTION: MINI Caoper LOCATION: Lima
PM Type: — Please choose — «
PM Area: — Please choose — -

Start Date:  02/10/2014

4.3.2 Adding PM Activity

Once you have scheduled preventive maintenance, you can record its completion within the
Preventive Maintenance Information Tab of the Asset View page. When you return to the Asset View
page, you will see a Green Plus Sign icon next to the various scheduled PMs, like this:
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i ASSET INFORMATION | | USAGE INFORMATION | REPAIR INFORMATION
Jidd Asset PMI CurrentView:  ListAll PM's -
& ASSET#: 1D F394012 TYPE: Vehicle DESCRIPTION: MINI Cooper LOCATION: Lima
PMID PM Type PMArea SetStartDate Date Started Date Completed Hext PM Due  Remaining

@ )X PMETBDBAD Weekly  Tyres 02M10/2014 021712014 1
& X PMEBE3A165 Daily Interior 02M10/2014 02M11/2014 1
& X PMEBOD392 Yearly Engine 0210/2014 021102015 1

When you CLICK the Green Plus Sign icon, you will see a new screen with a list of activities
pertaining to that PM type.

ASSET INFORMATION | | USAGE INFORMATION | REPAIR INFORMATION
il Primt ALL
ASSET #: D F394012 TYPE: Vehicla DESCRIPTION: MINI Cooper LOCATION: Lima
PM ID; PM BE3ATES PM TYPE: Dally REMAIMING ACTIVITIES: 1 HEXT PM DUE: Incomgpdgte
P&ty Date Tech Comments TotalHrs DateCompleted &  Instruchon
Check the car is
deznend smells 02102074 - - ] 021072014

nice on the inside

Enzure the ges 1072014 - 2014
e 020720 0 02M020
Chectiol oznozme - - o 021072014
_Save || Cancel |

FILL OUT each field with the appropriate information as each activity is closed out.

e PM Activity: The PM activity is pre-populated with instructions according to the type of the
asset and the type of PM.

o Date: ENTER the Date when the PM was started. The default value Date is today.

e Tech: SELECT from the drop down menu the Tech who performed this maintenance. The
default value is the user logged in, if he/she has Maintenance Tech role.

e Comments: ENTER relevant comments in this field such as whether the task was completed
successfully, or the parts were broken, etc.

e Total Hours: ENTER the Number of hours that were spent on this PM Activity.

o Date Completed: ENTER the Date the PM Activity was completed.

o Is Completed: CHECK the box if the PM Activity was completed; otherwise leave it unchecked.

e Instructions: If specific work instructions were uploaded for this PM Activity, then they will
appear here.
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If there is any document that needs to be attached to this PM, CLICK Browse to locate the document
from your local computer and then CLICK Upload Attachment to save it to Web QMS.

L ASSET INFORMATION |

ASSET#: 1D F3394012

PM ID: PM 2024549

PMActivity

fill the gas tank
Check the car is clean on the outside

Check the car is clean and smell nice on the inside

PMI Attachment

No file selected

Upload Attachment

Important: Upload the file before saving the PMI, otherwise
it won't get antached.

Uploading of the file won't close the PMI. To close the PMI,
mark each activity as completed.

TYPE: Vehicle

PM TYPE: Weekly

| USAGE INFORMATION | REPAIR INFORMATION ‘
& printaLL

DESCRIPTION: MINI Cooper LOCATION: Lima

REMAINING ACTIVITIES: 3 NEXT PM DUE: Incomplete

Date Tech

Comments TotalHrs  DateCompleted Instruction
02/10/2014 - - a 02/10/2014 ]
02/10/2014 - - a 02/10/2014 [
02/10/2014 - - a 02/10/2014 il

Once you finish entering all the information, CLICK Save to proceed. If you do not wish to make any

changes, CLICK Cancel. After you CLICK Save, you will be returned to the Preventive Maintenance
Information Tab and see the updated PMI information in it.

|. ASSET INFORMATION \

| USAGE INFORMATION | REPAIR INFORMATION

OrddAssetPMl CumentView: ListAlPM's  «
& ASSET#:1D F394012 TYPE: Vehicle DESCRIPTION: MINI Cooper LOCATION: Lima
PMID PMType PMArea SetStartDate Date Started Date Completed HNextPMDue Remaining
& X PMG7BDEAD  Weekly Tyres 0210/2014 02172014 1
n W X PMBE3A165  Daily Interior 0210/2014 02M10/2014 02M10/2014 021112014 0 I
& & PMEBOD392 Yearly Engine 0210/2014

02M10/2015 1

4.3.3 Viewing PM Information

The Preventive Maintenance Information Tab of the Asset View page contains a detailed record of
preventive maintenance information on a certain asset.
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| ASSET INFORMATION 1| | USAGE INFORMATION | REPAIR INFORMATION |

&Jadd AssetPMI Current View 1| ListAll PM's

List of New PM's
& ASSET #: 1D F394012 TYPE: Vehicle DESCRIPTION: MINI Cooper List of Closed PM's

PMID PMType PMArea SetStartDate Date Started Date Completed  Ne| iy assmms
Q X PMGTBDBA0 Weeky Tyres 0211012014 0211712014 1
@ X PMGE3AIG5 Daly  Interior 0202014  02M0I2014 021012014 021112014 0
@ X PMGBOD392 Yearly  Engine 0211012014 021102015 1

View can be sorted by New PMs, Close PMs, Pending PMs, and All PMs.

4.4 REPAIR

When repairs do not require the formal verification process of a Work Order Request, they can be
recorded in the Repair Information Tab of the Asset View page.
4.4.1 Entering Repair Information

Repair Information can be entered through the Green Plus Sign icon under the Repair Info column
in the Asset Inventory Status Log.

Asset ID Asset Type  Asset Description Serial No Asset Location Asset Status PMInfo  Usage Info  Repair Info

“v ¥ X ID9TC251 Crane Manitowoc 3300W Crawler MB467LLANT Best1 Derrick Barge  Active "N Q A @ s
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ASSET REPAIR INFORMATION

© Asset1D® ID 967C251
& Repar Date
a Repair Time exampie: 10:30sm

& production Select a value M
Status®

& Main Defect
Category

& Repair Actions® Cleaned
Rebuilt
Repaired
Replaced
Other

& Repar s@tus*  [gen v

9 Repair Tech- mireauxadmin

& Rrepair
Summary=

& Rreparr
Comments

a Repair Total
Hours

& Repair cost

& Repar Picture(s) Choose File | Mo file chosen
& Reparr Report(s) Choose File | Mo file chosen

Save

NOTE: Fields marked with a red asterisk are required.

The Asset Repair Information page contains the following fields:

Asset ID: This field is pre-populated depending on which asset was selected from the Asset
Status Log.

Repair Date: ENTER the Date the asset was repaired.

Repair Time: ENTER the Time the asset was repaired.

Production Status: SELECT from the drop down menu: Regular, Line Down, or Low Yield.
Main Defect Category: ENTER a Category in which you believe the defect or repair cause fits.
Repair Actions: SELECT from the radio buttons which repair activity took place.

Repair Status: SELECT from the drop down menu the current status of the asset: Open,
Completed, In-progress, Hold, or Cancelled.

Repair Tech: ENTER the name of the Tech that repaired the asset.

Repair Summary: ENTER a Summary to describe the nature of the repair of the asset.
Repair Comments: DESCRIBE any additional Details that are relevant to the repair of the
asset.

Repair Total Hours: ENTER the Number of Hours required to complete the repair of the
asset.

Repair Cost: ENTER the total Cost of the repair.

Repair Pictures(s): UPLOAD any Pictures that are relevant to the repair of the asset.
Repair Report(s): UPLOAD any Reports that are relevant to the repair of the asset.
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4.4.2 Viewing Repair Information

The Repair Information Tab of the Asset View page contains a detailed record of the repairs made
to an asset.

| ASSET INFORMATION || PREVENTIVE MAINTENANCE INFORMATION _ | USAGE INFORMATION [
2 ASSET # ID 967C251

Repair Repair WO Number Production  Defect Repair Repair

Repair Total Repair Repair
Date Time Stafus Category  Actions  Status

Cost

Repaitlecha (Hep i tniinary Comments  Hours Picture  Report

cleaned the crane on the daily
# X 31412012 02:00pm Regular Al Cleaned Completed  mireauxadmin basis and also provided future 1 View View
instruction to the staff

You can also access this information directly by CLICKING the Magnifying Glass icon in the Repair
Info column in the Asset Inventory Status Log.

Asset ID Asset Type Asset Description Serial No Asset Location Asset Status PM Info Usage Info Repai
v # X ID967C251 Crane Manitowoc 3900W Crawler MB46TLLAN Best1 Derick Barge Active - (¥] Y (¥}

4.5 USAGE

4.5.1 Entering Usage Information

Asset Usage can help track when assets are used in production, on the field, etc. Examples of cases
where asset usage are:

- Dive Helmet issued to a Diver
- Compressor issued to a Job

- Truck issued to a Driver

- Laptop issued to an Employee

Usage Information can be updated using the Green Plus Sign icon in the column under Usage Info
in the Asset Inventory Status Log.

N # X ID9sTC251 Crane Manitowoe 3900W Crawler MB4B7LLANA Best1 Derrick Barge Active b s (¥ -

Asset D Asset Type Asset Description Serial Mo Asset Location Asset Status PM Info @ge Info Repair Info
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& Asset ID: ID 967C251

CHECK OUT CHECK IN
3 start Tech: ~Choose an Employes Name— = 9 stop Tech: ~Choose an Employes Name— [«
@ start Datex a Stop Date:
& start Time: a Stop Time:

amp!e 0-30 0-30;
a Starting Hours: & Hours Used:

Call g

@ Total Hours:
a Starting Mileage: a Mileage Used:

type & press tab for Calculating Total

@ Total Mileage:

a Stop Reason:

a Stop Summary:

NOTE: Fields marked with a red asterisk are required.

The Asset Usage Information page contains the following fields:

Asset ID: This field is pre-populated depending on which asset was selected from the Asset
Status Log.

CHECK OUT FIELDS:

Start Tech: SELECT from the drop down menu the Name of the employee that commissioned
the asset for use.

Start Date: ENTER the Date the asset was first put into service.

Start Time: ENTER the Time the asset was first put into service.

Starting Hours: The Starting Hours of the asset are entered on the Asset Usage
Information page. This value is pre-populated and represents the original hours plus the
hours from the last service.

Total Hours: The Total Hours of the asset will be calculated based on the Starting Hours
plus the Hours Used.

Starting Mileage: The Starting Mileage of the asset are entered on the Asset Usage
Information page. This value is pre-populated and represents the original hours plus the
hours from the last service.

Total Mileage: The Total Mileage of the asset will be calculated based on the Starting
Mileage plus the Mileage Used.
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CHECK IN FIELDS:

e Stop Tech: SELECT from the drop down menu the Name of the employee who returned the
asset from service.

e Stop Date: ENTER the Date the asset was returned from service.

e Stop Time: ENTER the Time the asset was returned from service.

e Hours Used: ENTER the Hours the asset was used while it was put into service.

e Mileage Used: ENTER the Mileage the asset used while it was put into service.

e Stop Reason: DESCRIBE the Reason or cause for the asset’s return from service.

e Stop Summary: WRITE any Details relevant to the stoppage of the usage of the asset.

4.5.2 Export/Import Usage Information
You can also export or import the usage information from an Excel spreadsheet.

CLICK the Magnifying Glass icon to access the Asset View page.

Asset D Asset Type Asset Description Serial No Asset Location Asset Status PM Info Usage Info Repair Info
~ # X ID9%7C251 Crane Manitowoc 3900W Crawler MB467LLANT Best1 Derrick Barge Active . (¥} ~ (¥] .
From this screen, you can export or import the usage information for this asset.
| ASSET INFORMATION | PREVENTIVE MAINTENANCE INFORMATION : | REPAIR INFORMATION |
@ASBET# 1D 967C251
StartDate StartingMileage StartingHours StariTech PressMo  StopDate TotalMileage  TotalHours  StopTech StopReason StopSummary
£ X 3142012 0 0 Mireaux User 42012 0 0 Mireaux User  finish today's work well-done
@ 2dd Asset Usage Expart to Excel Email Usage Information to Myself (support@mireauxms.com) 7] Import from Excel
a. Export

To export the usage information, CLICK “Export to Excel” below the usage information table. Web
QMS will ask if you want to open the Excel document or save it to your computer. Please follow
the screen instructions to proceed.

~ASSETVIEW
Opening Asset ﬂ
E ou have chosen to open:
@_] Asset
whichis: Microsoft Excel 97-2003 Worksheet (350 bytes)

from: http://www.webbasedgms.com

What should Firefox do with this file?

pen with | Micresoft Excel (default) z

() Save File

[ Do this autematically for files like this frem now on.

You can also send the Usage information to your email account. Simply CLICK “Email Usage
Information to Myself” to enable the email function. The email will be sent to your registered
email address only.
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b. Import

To import the usage information, CLICK “Import from Excel”. A new screen will appear. Use the
Browse button to locate the document from your computer and CLICK Upload to initiate the
uploading process.

NOTE: To ensure the uploading process is running smoothly, please download and use the
Template provided.

close or Esc Key

Browse_ | Mo file selected. Upload

Please make sure the file meets the following requirements, or it wont be imported:

1. Comma Separated Values format (.csv)
2. For StarfTech and StopTech fields, users’ emails are used (the ones their accounts are associated with)

Download Template >

4.5.3 Viewing Usage Information

The Usage Information Tab of the Asset View page contains a detailed usage history of an asset.

| ASSETINFORMATION || PREVENTIVE MANTENANCE INFORMATION [ | REPAR INFORMATION |
&) ASSET # ID A74438C
StartDate  StartingMileage StartingHours  StartTech Pressho StopDate TotalMileage TotalHours StopTech StopReason StopSummary

£ X 10/07/2013 0 0 Mireaux User 0 0 Mireaux User

You can also access this information directly by CLICKING the Magnifying Glass icon in the Usage
Info column in the Asset Inventory Status Log.

Asset D Asset Type Asset Description Serial No Asset Location Asset Status PM Info Usage | Repair Info
(¥] 8,

v & X IDge7C251 Crane Manitowoc 3900W Crawler MB467LLAN1 Best1 Derrick Barge Active - (¥}

4.6 ADVANCED SEARCH

The Maintenance Advanced Search allows you to perform a detailed search of asset maintenance and
repair information. To access the Advanced Search page, CLICK Advanced Search in the Left Menu of
the Maintenance Application page or in the Top Menu of the Operations Tab.

Printed copies are considered uncontrolled Page 30 of 56 For Client Use Only



[‘ MIREAI_IX % MAINTENANCE APPLICATIONMI\,\ZIQVI:::Q)I(;
=

Management Solutions Revision: 06/01/2014

[ela Pl 15 HUMAN RESOURCES  SALES

Asset Information
Asset Status Log
Work Order Request
View Work Orders

@ Advanced Search )

Maintenance KPls

The screen that opens has a drop down menu which allows selecting between Asset & Work Order
Search and Asset & PM Info Search.

You are here: = =

ADVANCED SEARCH PAGES
Asset & Work Order Search E‘ Go

Asset & PM Info Search

Once you SELECT an option, a page will appear that shows advanced search fields which will be used to
search for maintenance of an asset or equipment.

You are here = >
MAINTENANCE ADVANCED SEARCH

Asset Information

& psset 1D: & asset Type: <Al Type> [+
[ psset Status: | <Any Status> = O Location: <All Locations> =]
a Department or <Any Department or Area> E‘ E Owner Asset ID

Area: #

B serial Number: B Model:

& Product Line: & Product PIN:

B Manufacturer & Date Built:

Name:

& pate Accquired: a Owner/Assigned | —Please Select— E‘

To:

Work Order Information

& work Order H pate:

Number:

B work Order — All Statuses — & individual ltem:

Status:

& Issue Date from: E issue Date To:

a Repaired Date a Repaired Date

From: To:

a Pending By: <By All> a Repaired By: <By All> E|
@ Verified By: <By All= & problem

Summary:
a Description of
Problem:
Submit
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ENTER parameters or SELECT information to filter your results.

The Asset Information section contains the following filters:

Asset ID: ENTER the unique Identifying Number associated with the asset you would like to view.
Asset Type: SELECT the Type of asset you would like to view.

Asset Status: SELECT Active to view a list of all assets currently in use. SELECT Inactive to view all
assets not currently in use. SELECT Retired to view all assets which are no longer used.

Location: SELECT the Facility where the equipment you would like to view is located. The
Department or Area field will populate with options depending on this choice.

Department or Area: SELECT from the drop down menu the Department or Area. The options will
vary according to the choice made in the Location field.

Owner Asset ID #: ENTER the Owner Asset ID to narrow your search.

Serial Number: ENTER the Serial Number of the asset to narrow your search.

Model: ENTER the Model Name and/or number of the asset to narrow your search.

Product Line: ENTER the Product Line that the asset belongs to, or is used in, to narrow your search.
Product P/N: If the asset is used to make specific products, ENTER the Part Numbers associated
with them to narrow your search.

Manufacturer Name: ENTER the Name of the company that manufactured the asset to narrow your
search.

Date Built: SPECIFY the Date the asset was built to narrow your search.

Date Acquired: SPECIFY the Date the asset was acquired to narrow your search.

Owner/Assigned to: SELECT the Owner or assignee of the asset from the drop down menu to
narrow your search.

The Work Order Information section contains:

Work Order Number: ENTER the work order number to narrow your search.

Date: ENTER the date of the issue to narrow your search.

Work Order Status: ENTER the Current Status of the work order you are looking for.

Individual Item: ENTER the name of the item repaired, if not an asset.

Issue Date From: ENTER the Beginning of a Range of Dates in which the work order you are
looking for may have been issued. (Must be used in conjunction with Issue Date To.)

Issue Date To: ENTER the End of a Range of Dates in which the work order you are looking for may
have been issued. (Must be used in conjunction with Issue Date From.)

Repaired Date From: ENTER the Beginning of a Range of Dates in which the work order you are
looking for may have been repaired. (Must be used in conjunction with Repaired Date To.)
Repaired Date To: ENTER the End of a Range of Dates in which the work order you are looking for
may have been repaired. (Must be used in conjunction with Repaired Date From.)

Pending By: SELECT from the drop down menu the User who performed the Pending stage of the
work order you are looking for.

Repaired By: SELECT from the drop down menu the User who performed the Repair stage of the
work order you are looking for.
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e Verified By: SELECT from the drop down menu the User who performed the Verify & Close stage of
the work order you are looking for.
e Problem Summary: ENTER Keywords which might appear in a brief description of the problem
addressed by the work order you are looking for.
e Description of Problem: ENTER Keywords which might appear in a detailed description of the

problem addressed by the work order you are looking for.

When you finish setting up all the desired search criteria, CLICK Submit for Search to proceed. The
search results will be shown on the lower part of the page.

ADVANCED SEARCH PAGES

Asset & Work Order Search lz‘ Go

Asset & Work Order Search
Asset & PM Info Search

Asset Information

& Asset ID:

Area:
& serial Number:

& product Line:

& Manufacturer
Name:

H pate Acquired:

& pmin:
& Next PM Due:

Submitfor Search

MAINTENANCE Al

H pepartment or | <Any Department or Area> [=]

Maintenance Information

DVANCED SEARCH

@ psset Type:

B psset Status: <Any Status> E @ Location:

#

@ model:
O Product P/N:
@ pate Built:

a Owner/Assigned | <ALL>

To:

& py Type:
@ pate:

& owner Assest ID

[ &]

The Maintenance Information section contains:

e PMID: ENTER the unique Identifying Number associated with the PM, given when the PM was
created, to narrow your search.

e PM Type: ENTER the Type

e Next PM Due: ENTER the Date when the PMs you would like to view are next due.

of PM you would like to view.

e Date: ENTER the Date when the PM was entered.

When you finish setting up all the desired search criteria, CLICK Submit for Search to proceed. The

search results will be shown on

the lower part of the page.
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4.7 MAINTENANCE KEY PERFORMANCE INDICATORS (KPIS)

Key Performance Indicators (KPIs) represent information from the Maintenance Application in real time,
displaying Work Order, Preventive Maintenance, and Repair information in a graphical format.

To access the Maintenance KPIs page, CLICK Maintenance KPIs in the Left Menu of the Maintenance
Application page or in the Top Menu of the Operations Tab.

Asset Information
Asset Status Log
Work Order Request
Wiew Work Crders

Advanced Search

1 Maintenance KPls )

The following page will appear:

el byl L 15 HUMAN RESOURCES  SALES  Admin

F Calibention [ =

You are here: =

MAINTENANCE & REPAIR KEY PERFORMANCE INDICATORS

Preventive Maintenance & Repair KPlz u Go
Preventive Maintenance & Repair KPls *
Work Order KPls

Maintenance KPIs are tracked in two subsets of data: Preventive Maintenance & Repair KPIs and Work

Order KPIs.

4.7.1 Preventive Maintenance & Repair KPIs

To view KPIs which display information about your company’s preventive maintenance and repairs,
CLICK Preventive Maintenance & Repair KPIs from the drop down menu. The following page will

appear:

*ou are here:

Asset Status Asset Type

A [=] Al

Run Report and Chart

PREVENTIVE MAINTENANCE & REPAIR KEY PERFORMANCE INDICATORS

Location Department

[] Al [=] Al =]

If you wish to view KPIs for the whole set of data, CLICK Run Report and Chart. If, however, you wish
to view a subset of KPI data, you can narrow the range of information used in creating the KPI graphs
by using the available filters, which are as follows:

o Asset Status: SELECT the asset Status (Active, Inactive, or Retired).
e Asset Type: SELECT the Type of asset or equipment.

o Location: SELECT the Location of the assets.

e Department: SELECT the Department within that location.
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Once you have narrowed the range of information, CLICK Run Report and Chart. At the top of the
page, you will see a report containing information about the assets matching your filter criteria.

1 2
AssetlD
CR 22

3

Asset Type

Chart Recorder

Status
Active

Location

Houma

Department
OP&A

Description

5000 Ibs

ID 164F2A4

Vehicle

Active

Houston

Finance

2011 BMW 328i Sedan

ID 30E1085

Pump

Active

Best1 Derrick Barge

Deck

Fire Pump

ID 7807D6D Computer Active Lima

Operations

Laptop

ID 7870AEG Air Hoist Active Best1 Derrick Barge

Deck

drilling tool set 101

If you wish to further analyze the data, download this report as an Excel spreadsheet by CLICKING

Excel.
Asset Type
CR 22 Chart Recorder
ID 164F2A4 Vehicle
ID 30E1085 Pump
ID 39DCTEE Air Hoist
ID 7807D6D Computer
{ Excel

Below the report are several graphs which display real-time information about your company’s KPlIs,

which may include:

e Incomplete PM per Location: Shows how many scheduled preventive maintenance instances

have not been completed per location.

Incomplete PM per Location
(as filtered)

54

Total

9
Houston Best1 Derrick Barge Houma
Location
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e Completed PM per Location: Shows how many scheduled preventive maintenance instances
have been completed per location.

Completed PM per Location
(as filtered)
20
c
15
o
-
2
1 1 1
Houston Lima Best1 Derrick Barge Houma
Location

e PM Hours per Location: Shows how many hours have been spent on preventive maintenance
per location.
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e PM Hours per Month: Shows how many hours have been spent on preventive maintenance

per month.

PM Hours per Month
(as filtered)
100

Hours

December September August
Month

June

January

e Repair Hours per Location: Shows how many hours have been spent on repairs per location.
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e Repair Cost per Location: Shows how much has been spent on repairs per location.

Repair Cost per Location
(as filtered)

1.6K

Cost

550

Houma Houston Best1 Derrick Barge

Location

NOTE: If a chart does not display it may be because no data is available for the filters used.

4.7.2 Work Order KPIs

To view KPIs which display information about your company’s work orders, CLICK Work Order KPIs
from the Maintenance & Repair Key Performance Indicators page. The following page will appear:

You are here:

Asset Status

Al [=]

Entered Date From

WORK ORDER KEY PERFORMANCE INDICATORS

Asset Type

Al [=]

Entered Date To

Location

Al [=]

Closed Date From

Department Work Order Status

Al [=] Al

Closed Date To

[=]

&1

Run Report and Chart

If you wish to view KPIs for the whole set of data, CLICK Run Report and Chart. If, however, you wish
to view a subset of KPI data, you can narrow the range of information used in creating the KPI graphs
by using the available filters, which are as follows:

o Asset Status: SELECT the asset Status (Active, Inactive, or Retired).

o Asset Type: SELECT the Type of asset or equipment.

e Location: SELECT the Location of the assets.

o Department: SELECT the Department within that location.

e Work Order Status: SELECT the Status of the work orders.

o Entered Date From: ENTER the Start of a Time Range during which work order whose KPI
data you wish to view is entered from. (Must be used in conjunction with Entered Date To.)

o Entered Date To: ENTER the End of a Time Range during which work order whose KPI data
you wish to view is entered to. (Must be used in conjunction with Entered Date From.)

e (losed Date From: ENTER the Start of a Time Range during which work order whose KPI
data you wish to view is closed from. (Must be used in conjunction with Closed Date To.)
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e (Closed Date To: ENTER the End of a Time Range during which work order whose KPI data
you wish to view is closed to. (Must be used in conjunction with Closed Date From.)

Once you have narrowed down your field, CLICK Run Report and Chart. At the top of the page, you
will see a report containing information about the assets matching your filter criteria.

1
WOMumber Entered Date Problem Summary Problem Description — Location | Department | Asset Description
WO25ABFBA | 4 1;"3%%?)1;“” ding on side :::;g G i e I‘IE()S4F2M Vehicle Houston | Finance gl:;anBMW =
WO03828613 |4 ;2’\';32012 [T Low tire pressure f:jtfs Iilv‘:'.ﬂm TR I‘ll:ilidFZM Vehicle Houston | Finance é?ayar?mw i
WOEB2115E | 4 ;.“;44‘2013 12:00:00 fb::nﬂf::: for il;:tshmlssed for current L[()MF?M Vehicle | Houston | Finance EZLLEMW 328i
WOEBE1AF2 | 4 X’S‘IMZO‘IB e DE Testing new asset Testing new asset I‘IEIJSAFZAA Vehicle Houston | Finance éiyasmw o=

If you wish to further analyze the data, download this report as an Excel spreadsheet by CLICKING
Excel.

CR 22 Chart Recorder
ID 164F2A4 Vehicle
ID 30E1085 Pump
ID 39DCV5E Air Hoist
ID 7807D6D Computer
Q Exce

Below the report are several graphs which display real-time information about your company’s KPIs,
which may include:
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o Total Work Orders by Location: Shows how many work orders have been filed at each

location.
Werk Orders by Location
(as filtered)
20
13
o
=
3
o
o
4
3
Best1 Derrick Barge Houston Houma
Location

e Aging of Open Work Orders (Days): Shows how many days open work orders have
remained open.

Aging Days of open Work Orders
(as filtered)

WO3AAQ3BT WOSBAB4262WOF838BC2WO3822499WODEE 3834 WOBC4168AWOBE36F 1DWOSATT 38T WOE9E355E WOSBEBG38WO40651C1

Work Order
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e Turn-around time of closed work orders: Shows how many days it took to complete closed
work orders.

4.8 MAINTENANCE ADMINISTRATION

Administration of Maintenance variables is done through the Organization Variables page. This page
allows the Administrator to change options throughout the Maintenance Application and to set up email
reminders. The Administrator role is required in order to update the Organization Variables page. The
Organization Variables page can be located on the Admin Tab of the Top Menu of Web QMS.

s e 0)
Search
= (o ]
e = e [ T = e :
e iaal St Tt P Uagesnt ety Rkt Uk Aty e tig I P # Site Seftings M Page Management 4+ Security Roles
Crparmen viemas _
. 1 [ <] = a (¥ w “a User Accounts " Organization Variables iz Site Log
Il Eel P Mgt Ryt [y - Lot Tt Werit S —— —_— —
e g . .
et = Bulk Email m File Manager # Recycle Bin
— 2 & B 2 . £ PN O e
e e ke i i o | = EventViewer e Skins ® Languages
e i i otk e~ i i 3 Site Wizard Extensions ' Web QMS Registration
Emr b I g oot Lo i St —_— — —_—
Ensmur Eman
eon GME Arpmman A Search Engine Sitemap . Taxonomy @ Solutions Explorer
Taw b Lrgre Sy s _—
: vt 1ractie o e i
comarey v e
S A Lists
by

In the Left Menu of the Organization Variables page, locate the Maintenance Administration drop
down menu. This menu will allow you to change options throughout the Maintenance Application.

This menu contains the following options:
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ou are hera

Calibration Administration :I'_;J: ORGANIZATION VARIABLES

Assign User Locations [«] GO

CIP Administration

Customer Name [=] Go

Employee Certs A i
Setup E-mail Reminder [»| GO

Maintenance Administration

Asset Types

Assign User Asset Locations
Assign User WO Locations
Department

Locations

PM Activity Tasks

PM Types

PM Areas

Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

e Asset Status
e Asset Types

e Assign User Asset Locations
e Assign User WO Locations

e Department

e Locations

e PM Activity Tasks
e PM Types

e PM Areas

e Setup PM Email Reminder
e Setup WO Email Reminder

e WO Priority

SELECT each option to add, edit, or delete values.

4.8.1 Adding/Editing/Deleting An Asset Status

SELECT Asset Status in the Maintenance Administration drop down menu, then CLICK Go. The

following will appear:

Maintenance Administration

Moot Cimd o
ﬂ
ASSCL 1ypcs

As=ign User Asset Locations
Assign User WO Locations
Department

Locations

PM Activity Tasks

PM Types

Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

CLICK the Add button to add another value, i.e. Active, to the Asset Status list. ENTER the value to be
added into the Value field. CLICK Save.
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You are here:

E— a?a ORGANIZATION VARIABLES You are here
5 ORe - 4 ORGANIZATION VARIABLES
g?g ORGANIZATION VARIABLES Value, 2i=
Save Lancel Add
Add
Add
Asset Status S e Asset Status
# X Active 2 % Active || & K Active
# X Inactive 2 % Inactive # X Inactive
# X Retired @ X Retired ¢ X [letired

To edit or delete an existing value from the Asset Status list:

Edit: CLICKING the Manage Yellow Pencil icon will allow you to edit an existing Asset Status

value.
o Delete: CLICKING the Red X Delete icon will allow you to delete an existing Asset Status
value.
4.8.2

Adding/Editing/Deleting An Asset Type

SELECT Asset Types in the drop down menu, then CLICK Go. The following page will appear:

Maintenance Administration
Asset Status Iz‘

P =——
Asset Types *
ARENETESEETRsset Location

Aszszign User WO Locations
Department

Locations

PM Activity Tasks

PM Types

Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

CLICK the Add button to add another value, i.e. “Saw,” to the Asset Types drop down menu. ENTER
the value to be added into the Value field. CLICK Save.

You are here:

ﬁ?g ORGANIZATION VARIABLES
=tE

You are here
You are here:

ﬁ?@ ORGANIZATION VARIABLES
5 ORGANIZATION VARIABLES | |aud ==
t
= Save Cancel Add
— Add Asset Types
Asset Types Asset Types 2 X AirH
2 X Air Hoist @ X Air Hoist A EE

# X Barge Equipment-Fire Pump

# X Barge Equipment-Fire Pump
# X Boiler

# X Boiler

#_X_Barge Equipment-Fire Pump
& X Jailer

To edit or delete an existing value from the Asset Types list:

e Edit: CLICKING the Manage Yellow Pencil icon will allow you to edit an existing Asset Types
value.
o Delete: CLICKING the Red X Delete icon will allow you to delete an existing Asset Types
value.
4.8.3

Adding/Editing/Deleting Assigned User Locations
SELECT Assign User Asset Locations in the list, then CLICK Go.
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The following page will appear:

Maintenance Administration

Asset Status |z|
Asset Status

Azsign User Asset Locations
Assignre eSS
Department

Locations

PM Activity Tasks

PM Types

Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

You are here:

s

User:

Location:

MAINTENANCE ASSET USER LOCATION SETTING

— Select User — |z|

[[IBest1 Derrick Barge
EHouma

[ Houston

ElLima

[ Tank Farm

“Submithcion

e User: SELECT the Desired User from the drop down menu. These are users with the

Maintenance Tech role.

e Location: CHECK the location(s) you wish to assign to the user selected above.

NOTE: The Locations you SELECT will replace the current assigned locations for the selected user. If
you SELECT No Location for the user, all locations for that user will be removed.

4.8.4 Adding/Editing/Deleting Assigned User WO Locations
SELECT Assign User WO Locations in the drop down menu, then CLICK Go.

Maintenance Administration
Asszet Status Izl
Aszset Status
Asset Types

| Assign User A==t | ocations

Assign User WO Locations

| Deparme
Locations
PM Activity Tasks
PM Types
Setup PM E-mail Reminder
Setup WO Email Reminder

WO Priority

The following page will appear:
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You are here:

WO User Location Setting

User: — Select User — E

Location: [T Best1 Derrick Barge

[ Houma

[ Houston
DLima

[ Tank Farm

SubmitAction |

o User: SELECT the Desired User from the drop down menu. These are users with the
Maintenance Tech role.

e Location: CHECK the location(s) you wish to assign to the user selected above.

4.8.5 Adding/Editing/Deleting Departments
SELECT Department in the drop down menu, then CLICK Go. The following page will appear:

Maintenance Administration

Assign User WO Locations |z|
Asset Status

Asset Types

Assign User Asset Locations
Apaigmddaas WO Locations

{

LocEnons

PM Activity Tasks

PM Types

Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

CLICK Select next to the location to which the department you wish to manage belongs. This will take
you to a page containing a list of departments belonging to this location.

You are here:

a?@ ORGANIZATION VARIABLES
(=il ]

Add

Location
# X Best1 Derrick Barge Select
# X Houma Select
# X Houston Select

CLICK the Add button to add another value, i.e. “Sales,” to the Department list. ENTER the value to be
added into the Value field. CLICK Save.
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You are here: - You are here:

]
<. ORGANIZATION VARIABLES | |ziz ORCANIZATION VARIABLES
EtE

— Qe
| Add |

s [ Save | Cancel |
Department
# X Facilities Department
# 1% [Fnance # X Facilities
# X Finance
# X Production 1 ] e ——
# X Shipping

# X Shipping

To edit or delete an existing value from the Department list:

You are here:

E@@ ORGANIZATION VARIABLES
(=]

Department
Facilities

# X Finance
£ X Production
g shipping

Edit: CLICKING the Manage Yellow Pencil icon will allow the editing of the existing locations.

Delete: CLICKING the Red X Delete icon will allow the deletion of the existing departments
from the list.

4.8.6 Adding/Editing/Deleting Locations

SELECT Locations in the drop down menu, then CLICK Go. The following page will appear:

Maintenance Administration

Asset Status |Z|
Asset Status

Asset Types

Assign User Asset Locations
Assign User WO Locations
5 T

PM Types
Setup PM E-mail Reminder
Setup WO Email Reminder
WO Priority

CLICK the Add button to give the option to add another value to the Locations list. ENTER the value to
be added into the Value field. CLICK Save.

You are here:
You are here = SE ORGANIZATION VARIABLESl
<. ORGANIZATION VARIABLES T
=3

Locations Locations

# X Best1 Deriick Barge
# X Houma
# X Houston

# X Best1 Derrick Barge
# X Houma
# X Houston

To edit or delete an existing value from the Locations list:
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You are here:

E@;, ORGANIZATION VARIABLES
[SEd ]

Locations
e A Best1 Demick Barge

e Edit: CLICKING the Manage Yellow Pencil icon will allow you to edit an existing value.
e Delete: CLICKING the Red X Delete icon will allow you to delete an existing value.

NOTE: If you wish to DELETE a location, you must first delete all departments which are associated
with that location.

4.8.7 Adding/Editing/Deleting PM Activity Tasks

SELECT PM Activity Tasks in the drop down menu, then CLICK Go.

Maintenance Administration

Aszet Status |Z|
Aszet Status

Asset Types

Assign User Asset Locations
Assign User WO Locations
Department

Setup PM E-mail Reminder
Setup WO Email Reminder

WO Priority
The following page will appear:

ou are here: = =

ADD/EDIT PM ACTIVITY TASKS

Add PM Activity Add Instructions

AssefType PMType PMArea PMACtivity Weight Instruction
. . AUKXILIARY

Edit Delete Air Hoist 18 Month HYDRAULICS Test 30 n
Edit Delete Air Hoist 18 Month  ELECTRICAL Change filter 10 n
Edit Delete Air Hoist 18 Month  ELECTRICAL Paint the warning signs 15

To add a PM Activity Task, CLICK the Add PM Activity hyperlink.
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ADD EDIT PM ACTIVITY TASK

Asset Type: - Please Select -

PM Type: ~ Please Select —

PM Area: — Please Select — L\\,
PM Activity:

[ & ]

Weight:

Instruction: ~ Please Select — [=]

=

o Asset Type: SELECT the Type of Asset from the drop down menu.

e PM Type: SELECT the PM type from the list of PM types.

e PM Area: SELECT the PM area from the list of PM areas, if applicable.

e PM Activity: ENTER a Description of the activity.

e Weight: You may prioritize the activity tasks of an asset by ENTERING a Number to each one.
Start with 10 and ADD numbers in increments of 10, such as 10, 20, 30, etc. This will allow you
to insert new activities later on without having to rearrange all the given weights.

e Instruction: SELECT from the drop down menu the Instruction Document associated to the
PM activity task, if available.

CLICK Save to proceed.
To edit or delete an existing value from the PM Activity Tasks list:

e Edit: CLICK the Edit link in the row of the PM Activity Task you wish to manage.

ADD/EDIT PM ACTIVITY TASKS

Add PM Activity Add Instructions

AssetType PMType PMArea PMACtivity Weight Instruction
. . AUXILIARY
Edit [Jelete Air Hoist 1eMonth oo ies  Test 30 n
Editf Delete BAir Hoist 18 Month  ELECTRICAL Change filter 10 n
Edit Delete Air Hoist 18 Month  ELECTRICAL Paintthe warning signs 15

The editing window will open within the list of PM Activity Tasks:
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ou are here

ADD EDITPM ACTIVITY TASK

Asset Type: Air Hoist

PM Type: 18 Marth

PM Area: AUXILIARY HYDRAULICS
PM Activity: Test

Weight: 30

Instruction: Test Document 2.docx

[ [

[

You can edit the information in the form directly. CLICK Save to proceed.

Task will be removed from the system.

To attach a Work Instruction, CLICK the Add Instructions hyperlink.

Delete: CLICK Delete in the row of the PM Activity Task you wish to manage. The PM Activity

PM Activity Tasks Instructions Upload

Upload |« Choose File | No file chosen [ Upicad | [&

Mamea
Delete  DiskMaintRer_Win7_000 pdl
Dedede  HP 1160-1320 Kit pof

Dredete

Low Yoltage aér drouf-breakers Malntenance Instnuctions. pof

MimeiType
applicalionipdt
applicabionipdt

application/pds

CLICK Browse to locate the file and SELECT the document from your local computer, then CLICK

Upload.

To DELETE an existing document, CLICK Delete in the row of the document you wish to remove.

4.8.8 Adding/Editing PM Types
SELECT PM Types in the drop down menu, then CLICK Go.

Maintenance Administration

Azset Status Iz‘
Azzet Status

Aszet Types

Assign User Asset Locations
Assign User WO Locations
Department

Locations

Setup WO Email Reminder
‘WO Priority

The following page will appear:
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ADD PREVENTIVE MAINTENANCE TYPES

PM Type:

PM Cycle Type:
© Days

@ Hours

© Mileages

PM Cycle (in Hours):-
Threshold for coming due:

Existing PM Types
{Review

before creating
new ones}:

To add a PM type, FILL OUT the form, and then CLICK Submit.

e PM Type: ENTER the specific PM Type to define its cycle time.

cycle.

NOTE:
new PM Type.

4.8.9 Adding/Editing/Deleting PM Areas

PM Cycle Type: SELECT one of the options available (days, hours, mileage)
PM Cycle (Days/Hours/Mileage): ENTER the number of the days/hours/mileage in this

SELECT PM Areas in the drop down menu, then CLICK Go.

PM Areas

Maintenance Administration

To avoid creating duplicate PM Types, review the list of existing PM Types before adding a

Asset Status

Agzet Types

Assign User Asset Locations
Agsign User WO Locations
Department

Locations

PM Activity Tasks

FIM Times

PM Areas

Sempri E-mail Reminder
Setup WO Email Reminder
WO Priarity

L]

CLICK the Add button which will give the option to add another value to the Asset Type list. ENTER
the value to be added into the Value field. CLICK Save.

‘EIII"" ORGANIZATION VARIABLES
5 |

ou are here

_,'?L, ORGANIZATION VARIABLES
[~ ]

Value

Save || Cancel
Asset Types
Asset Types
@ i s
# X airHoist Select X Air Hoist elect
# X Barge Equipment-Fire Pump Select # X Barge Equipment-Fire Pump Select
# X Boiler Select # X Boiler Salect
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To edit or delete an existing value from the Areas list:

‘ou are here

Y ORGANIZATION VARIABLES

i

Asset Types
Air Hoist Select

& Barge Equipment-Fire Pump Select
iler Select

e Edit: CLICKING the Manage Yellow Pencil icon allows you to edit an existing value.
e Delete: CLICKING the Red X Delete icon allows you to delete an existing value.

SELECT the Asset Type where you wish to add an Area/Department and CLICK the Add button:

ou are here:

5 ORGANIZATION VARIABLES

al|

‘ou are here »
|2 ORGANIZATION VARIABLES

il
‘ou are here: -

., ORGANIZATION VARIABLES @
I-ATE — —

— o

Department

Department

X Engine %
’9 ransmission

Depariment
# X Engine s # X Engine
# X Vehicle @’ # % Transmission # X Transmission

To edit or delete an existing value from the Areas list:

e Edit: CLICKING the Manage Yellow Pencil icon allows you to edit an existing value.
e Delete: CLICKING the Red X Delete icon allows you to delete an existing value.

4.8.10 Setup PM E-Mail Reminder

SELECT Setup PM E-mail Reminder in the drop down menu, then CLICK Go.

Maintenance Administration

Asset Status IE‘

Asset Status
Asset Types
Assign User Asset Locations
Assign User WO Locations
Department

Locations

PM Activity Tashks

=] ey

Setup PM E-mail Reminder
LI v =

WO Priority

The following page will appear:

Printed copies are considered uncontrolled Page 51 of 56 For Client Use Only



o MAINTENANCE APPLICATION MANUAL
4 MIREALX £

MMS-WQM-206
Management Solutions = Revision: 06/01/2014

MAINTENANCE EMAIL REMINDER

o Email From: admin@webbasedgms.com
 Email Subject:- Preventive Maintsnance Reminder
Email Reminder Message: I& T v — vl
FEEEEEEY

P ey
lF’aregrephSt.”v FontMame - Reel...'l
(B Ua EES=E== £ == (07

[ o Apply C55CL. - [.fv]
ReancnizEEldeilrianSl i)
Dear $({FirstName) 5(LastName): -

This is a message from the Preventive Maintenance (PM) program
of Web QMS. The following is a status report of all PM that is
either overdue or coming due in the next 30 days. Please ensure
that overdue PM is taken care as soon as possible in order to
avoid disruption to operations.

# Design | €% HTML Words: 78 Characters: 448 %
B gend to Maintenance Admin @ Yes @ No
(admin for all locations): ) )
B select a User to Escalate Mireaux Partner E‘
Email To:
B Number of Days Before 30
Maintenance Due Date:-

e Email From: ENTER the email Address that you would like to appear on the email reminders.

e Email Subject: ENTER the email Subject.

e Email Reminder Message: This field is pre-populated with an automated reminder message.
You may adapt it as necessary; however, you should not edit any areas which look similar
to$(this).

e Send to Maintenance Admin (admin for all locations): SELECT whether the Maintenance
Admin should also receive reminder emails.

e Select a User to Escalate Email to: If you want a manager or other member of your
organization who does not have the Maintenance Admin or Maintenance Tech role to also
get the reminder emails, select it here.

e Number of Days Before Maintenance Due Date: ENTER the number of days you would like
for the reminder to look ahead.

4.8.11 Setup WO E-Mail Reminder

SELECT Setup WO E-mail Reminder in the drop down menu, then CLICK Go.
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The following page will appear:

Maintenance Administration

Azzet Status E‘

As=et Status

Asset Types

Aszign User Asset Locations
Assign User WO Locations
Department

Locations

FM Activity Tasks

PM Types

Setun PMLE masil Baminder

| Setup WO Email Reminder }

[ erPrery

You are here:

Email From:

Email Subject:

WORK ORDER ADMIN - EDIT REMINDER AND ESCALATION EMAIL

Email Reminder Message:*

admin@webbasedgms.com

Work Order Reminderl

S i S Sl e
FEEYEEEY

a6 e =1 S Dl

IParagraph St.. = FontMame = Real...']

B/ Ua E=E=E== =43 = 2]

(A 2eply Css ... - il

Dear §(LastName), 5(FirstName):

This is a message from the Work Order program of WebQMS
Demo Site. The following is a status report of all active Work
Orders that may need your attention. Please ensure these Work
Orders are close out in a timely manner.

m | »

S(MotClosed)

/ Design | €% HTML Words: 68 Characters: 389 -2

Send to Global Maintenance

Admin (admin for all locations): @ Yes ©'No
Select a User to Escalate Email | _ ¢y oa0 One — E
To:

e Email From: ENTER the email Address that you would like to appear on the email reminders.

e Email Subject: ENTER the email Subject.

e Email Reminder Message: This field is pre-populated with an automated reminder message.
You may adapt it as necessary; however, you should not edit any areas which look similar to

$(this).

e Send to Global Maintenance Admin (admin for all locations): SELECT whether the
Maintenance Admin should also receive reminder emails.

e Select a User to Escalate Email to: If you want a manager or other member of your
organization who does not have the Maintenance Admin or Maintenance Tech role to also
get the reminder emails, you can select them here.
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4.8.12 WO Priority

SELECT WO Priority in the drop down menu, then CLICK Go. The following page will appear:

Maintenance Administration

Asset Status E‘
Asset Status

Azset Types

Assign User Asset Locations
Assign User WO Locations
Department

Locations

PM Activity Tasks

PM Types

Setup PM E-mail Reminder
SempiaE mail Reminder

WoPnory &

-

CLICK the Add button to give the option to add another value to the WO Priority list. ENTER the value
to be added into the Value field. CLICK Save.

You are here:
B@E ORGANIZATION VARIABLES
You are here: - Value
E?E ORGANIZATION VARIABLES Save Canuel
Add
' WO Priority
Lo # X Critical
# X Critical
2 X High # X High
2 X Low # X Low
Z X Medium # X Medium

To edit or delete an existing value from the WO Priority list:

You are here

;,?D ORGANIZATION VARIABLES
-

Add

WO Priority
# 0% Critical
# X High
20X ) ow
# X Wedium

e Edit: CLICKING the Manage Yellow Pencil icon allows you to edit an existing value.
e Delete: CLICKING the Red X Delete icon allows you to delete an existing value.

5.0 REVISION LOG

DATE SECTION DESCRIPTION OF CHANGE APPROVED BY

02/06/2010 All Orlglnal Release of MMS-WQM-Z 12 Maintenance Admin Guide and MMS-WQM-213 M. Boudreaux
Maintenance User Guide

01/16/2012 All MMS-WQM-212 and MMS-WQM-2013 formattmg,.mserted.nllany screenshot, and M. Boudreaux
corrected a lot of errors throughout the content, picture editing.

3/14/2012 All MMS—WQM—ZlZ and MMS-WQM-2013 updated screenshots according to the newest M. Boudreaux
changes in the system.
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Web QMS is a product of

MIREAUX MANAGEMENT SOLUTIONS
www.mireauxms.com

For support contact: support@mireauxms.com or 713-589-4680
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