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How to Use the

Quick Start Tour

Overview Maintspart,, o\
The quick start tour s designed to go through the basics of MalntSmart's powerful features. Enterprise 5.0 A1\ J

Procedures hers will net be covered In detall; however you are sncouraged to sxplors sach
screen further. To discover MalntSmart's features In-depth pleass download MalntSmart's
User Guids which will cover all toples In detall,

CMMS With OEE

Assumptions Before Using the Quick-Start Tour
This tutorial assumes you will:

1) Be using one of our demo databases we have provided.
Note: For the purposes of this tutorial we will be using the manufacturing demo database.

2) Oryou have already set up the basic configuration of MaintSmart to your specific needs.
Note: For instructions on how to set up and configure MaintSmart, please see the full User Guide for details.

Information Regarding our Demo Version
Our demo version is access to the full functionality of MaintSmart limited to 30 active days. After 30 days your trial period will be over. If an
extension is required, contact MaintSmart Support immediately.

The demo contains three demo databases:
1) Manufacturing Database
2) Facilities Data base
3) A blank database that you may configure with your own data.

If you decide to use a blank database, get the System ID as displayed under: Help/ About/ License/Register. Email that System ID to
MaintSmart Support and be ready to call in with a PO number or credit card for immediate extension of the license.

Legend for Reading this Quick Start Tour
» Topics of special importance are in green text.
* Notes: will include additional information for better understanding of our features.
e Warnings are in red text.
» Screen labels are in bold.
» Items of emphasis are underlined.

Let's get started.
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Start MaintSmart Program

1) Start MaintSmart from the Desktop icon (Fig 1.0) or access through your
Start up Menu: Windows/Start/Programs/MaintSmart Enterprise/ MaintSmart
Enterprise 5.0 (Fig 1.1)

2) If you are using the trial demo mode this license screen (Fig 1.2) will display and
your Unlock Code is “DEMO”

3) Click Continue to start your demo.

Note: if you are using the demo mode, your trial will expire after 30 days.

4) Select a Sample Database to link to.
a) Manufacturing Database
b) Building Maintenance Database

5) Press Use Demo Database button to start.

Note: if this is your first time using MaintSmart, it is recommended to use
one of the populated Demo Databases outlined above. If you would like to
use an empty database to start, please contact MaintSmart Support to
help guide you through the process in a live web demonstration.
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FIGURE 1.0 - DESKTOP ICON

FIGURE 1.1 — START MENU ACCESS

| Maintenance
; MaintSmart Enterprise

Help

& Read Me

iy Scheduler Help

®

FIGURE 1.2 — LICENSE SCREEN

The demo version will expire in 21 days. To

Maintaart - :
WEWH)_ activate this program please contact

MaintSmart: support@maintsmart.com
3

System ID: Unlock Code/\
|3sFEC07422.5.0 |oEMo w
Copy System ID To the Clipboard | Paste Unlock Code From the Clipboard

Unlock Software | Continue 3
AN

Provide MaintSmart withthe System |D aboveto geta valid Unlock
Code

FIGURE 1.3 - TIP OF THE DAY & DATABASE SELECTION

Usze An Emply
@ Diid yau knaw... = Database [requires
configuration)
Login is not required with this Tral
Yersion but may be turned on in the DEMO - Sample
Configuration section. After clozing 1+ Manufacturing
this ‘Tips" screen then select a Database
location [from the drop-down box). If
‘log in® is enabled then enter: User DEMO - Sample
Mame: admin, Password: 1234 ™ Building Maintenarce
Database

[V Show Tips at Startup

R |

Usze Demg Database | Find Databaze |

@ 3




Login to MaintSmart - Using Automatic Login Screen with

User Selected Language and Culture

Overview
This section will cover how to log into MaintSmart for the first time using our
Bypass/Automatic Login screen.

1) Choose a language/locale using the drop down menu (Fig 2.0). If this is left blank, the
default language is English.

Note: as we are using one of the demo databases, we have a variety of
translations ready if we wanted to pick another language. Available translations
will be in red.

2) Select Administrator button to log in as a user with administrator privileges in MaintSmatrt.

Note: we have other available roles such as: Power Users, Requestors, or
Basic Users. But if this is your first time testing MaintSmart we highly
recommend logging in as an Administrator to see MaintSmart’s full
capabilities.

Logging in as a Power User, Requestor, or Basic User will demonstrate the
limitation of which areas these users can access in MaintSmart based on user
permissions.

These user roles can be set up and used as required by your organization. See
the full User Manual for details.

Note: the last toolbar menu item is our lock icon (Fig 2.1). Use this icon to Login or
Logout of MaintSmart. It will take you to our Login screen where you can login as a
different user.
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- FIGURE 2.0 - BYPASS LOGIN SCREEN in FRENCH

& MaintSmart Login x|

Bienvenue & MaintSmart. 3l vous plait Connectez-

Wous
[5acramentol ]

LAIQUEZSUrun Qes poutons Cl-aes50Us pour vous

rannerter

/2) Administrateur Power User |
Utilisateur de base _

La langue:;

French (Belgium)

English {United Kingdom) |«
English {United States)
English {Zimbabwe)
Guide de demarra) Estonian (Estonia)

Widéo: Connexion

Filipino {Philippines)
Finnish (Finland)
French {Belgium)

- FIGURE 2.1 - LOGIN/LOGOUT LOCK ICON
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Example: Logging into MaintSmart Using Automatic Login
Screen with User Selected Langugge and Culture in Arabic

&= MaintSmart Login

& e e MaintSmart sl deees cla

Xl

st ol sk J5§ mi 558 a0 H ' e osly olxdape sl | ol | Jlodgl i sacluo -
i . L E . T - o | —
T I A QR YIS EE E TR ALET EHES -
Jpls y=zd et il — Colilead | arazei &5 il woel pla sl i
. r Compressor 35990 33U el 0 0l gancy i 5
g r Compressar 65757 2 Ll 0 85,5 dioll a8l b I FUSE, 15 AMP. 600V, CLASS CC
. rCompressaor 1747-H b e Lzl wioglls sizell pdy Lgoe 1
4 o el "
rCompressar ! Al 3 || a0 i anl il I
ir‘.nmnrp:.:.nr I 128k N - o R AR
&5 aigtll il gl R
01 (28) ~ n ima 3k oLzl g o] Colilay Fi - 8o 80l Salad] 3yl s I
po peall el o Ll ~ e e o i alb 3] b
. sl | i) sl i) (g dnal) i e LS e i i Bale]
el gl Lo - pid MaintSmart ol | ol L » .
i sy g o = I
ISﬂCrﬂm&ntU j IInventur-_.- j IAir Compressor j IElubthe Builder 05 =
Aalaal] a3 uagll ¢ ja V-4 aiall =R R
Note: in this example you can see [es7s7 [ATQR 15, MDGET TIME DELAY TRANSFORMER FUSE, 152 [0 [ea =T
we select to translate MaintSmart s e e e 2L o a1 " s N - Ty
. . . Bla S MY = . ] | L] 5 5 ANl st S BRI gl poall 7o 35
into Arabic. All menu items, = i = s e e
J = 2 L
buttons, and text on the screen are 4204 ¢. 42.04 2. l4 le 4 4 lo3i0212012 3
in the language we selected. e
ATR-Q15 | |308-0309-088 =1 | | j W [ axepm
. -| |306-0309-08B =
The data in our sample database = =
is in English but in normal
circumstances all this data B 1 g il Sl y e gl Bl o g o i e it pall sl 3 el 50} e
would be in the language/locale o = M
you selected. - == | == | = == m
5
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Login to MaintSmart — Using Normal Login Screen with User

Selected Language and Culture

Overview

This section will cover how to log into MaintSmart for the first time using our normal login

screen as you would during daily use.
1) Type in your username and password.
2) Choose a language if applicable.

3) Click Login to login to MaintSmart.

Note: each user in MaintSmart are associated with a User Group. You
can use the ones we already created (Administrator, Requestor, Power
User, Basic User) but you can also define your own.

There is no limit on how many custom user groups you can create. There
is no limit to how many users you can create.

& MaintSmart Login

Welcome to MaintSmart. Please Login

F Default Plant: ISan:ram&rtc j
User ID ||:Iefau:|n1in
(V)
Password Im-a
Language: Englizh (United States) j d

Qluick Start Guide

Login

Video: Logging InTo MaintSmart

Cancel |

- FIGURE 2.1 — LOGIN/LOGOUT LOCK ICON

Note: the last toolbar menu item is our lock icon (Fig 2.1). Use this icon to Login or

Logout of MaintSmart. It will take you to our Login screen where you can login as a ! "g iod @ @ I

different user.
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Overview

Simple Input View is great for inexperienced users to submit a work order or repair ticket
without having extensive knowledge of the program. First, we will show you how to create a
work order or repair ticket using the simple view. Then, we will show you how to toggle to our
normal view and we will create another work order from there.

1) Click the wrench icon (Fig 3.0) labelled Work Orders to open our Work Order data entry
screen (Fig 3.1).

2) Click on the New button to create a hew work order.

3) Select an Equipment and Task using the drop down menu.

4) Press Save to create your Work
Order

Create a Work Order — Using Simple Input View

FIGURE 3.0 - WORK ORDER ICON

" Tastee Baking Company - (Plant: 327) - [Work Orders/

Note: Priority, Description of
Problem, Need By, Need Now are

optional fields indicated by the white

background. Minimum required fields

have a red background.

Note: yellow funnel icons is our Filter

button. You can use it to filter through
your Equipment or Tasks.

Note: you may have noticed a My
Default button. Defaults can be set up
per user to speed up data entry by auto-
populating fields with
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o5l File View Filters Templates Meters  Flac
— __
e 3 DEBBE LA P2ESE
r T =
@
FIGURE 3.1 — SIMPLE WORK ORDER VIEW
=, Tastee Baking Company - (Plant: 327) - [Werk Orders/Work Requests - Sacramento] - O x
ocl File View Filters Templates Meters Flags Barcodes |nvoices Composite WO Contractor Work  Options  Window Help - & X
e d DEBEPER LEPeSEEBREEE NS d@BxxALBT EUWRAD -
Work Order Data Entry l Work Qrder Labor Hours (opﬁonaj]l Work Order History (opﬁonaj]l
Work OrderID | Work Order# Date Assigned Drate Due Date Completed Technician Status Priarity Type ~
32|30 2142017 2:22 PM 211472017 2:22 PM Mo Assignment-327 | Active
310|309 21472017 2:10 PM 211472017 2:10 PM Mo Assignment-327 | Active o
£ >
Submit a Repair Ticket or Work Order
Select Equipment
190 Degree Roller Bed | vy peraun
@ Select Task
Select Priority Needed By
| = [03115/2017 15:35:43 ~| I~ Need Now
Description of Problem
Add Work OrderfWork Request
Cancel 5
2 4
\_/ \__/ 7




Ve

Overview

Create a Work Order — Toggle the Input View

Now that we have discovered how easy our simple view works. Let's toggle our view to the

normal work order data entry screen.

1) Right click on the data grid above our data entry section (Fig 3.3)

2) Click on Simple Input View to remove the checkmark to toggle to our normal view.

FIGURE 3.3 - TOGGLE SIMPLE INPUT VIEW

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved

"=, Tastee Baking Company - (Plant: 327) - [Werk Orders/Work Requests - Sacramenta] = O =
o-l File View Filters Templates Meters Flags Barcodes |nwoices Composite WO  Contractor Work  Options  Window Help - & X
e 3 LZP2mGRA BHEES N dBLxALBDT EUWEE -
WI‘NDFK DI’dErL&bDrHDLIFS[DDﬁDnﬂl]I Work DrderHistuw[UpﬁDnaj]l
Work Order D | Work Order# Date Assigned Date Due Date Completed Technician Status Priority Type ~
312|310 201412017 2:22 PM 1 \?2:22 PM No Assignment- 327 | Active
310|309 211472017 210 FM Quick Grid Search v
< Advanced Grid Search >
. - P Grid Search
—Submit a Repair Ticket or Work Order —| reserve Brid Seare
Select Eguipment Print Preview Selected Work Order
Ig{] DEQ[EE Roller Bed Print Selected Work Order ?l My Defauit |
Duplicate Work Order
Select Task
Delete
I Refresh
Select F'I'iDI'it}‘ Save Work Order As Template
Filter Grid...
| | Now
— Take Survey
Description of Problem Add Selected Work Order To Composite Work Order
| Disassociate Selected Work Order From Composite Work Order
Create Downtime Record
/_\ : : 1
Sirmnple Input View |
Add Work OrderWork Request
Mew | Delete Save Cancel | 4,5' |
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Overview

A Create a Work Order — Using Normal Input View

Creating a work order in our normal input view is fundamentally the same as our simple view. The key difference is the
number of optional fields you can fill in to be as descriptive as you like.

1) Click the wrench icon (Fig 3.0) labelled Work Orders to open our Work Order data entry screen (Fig 3.1).

2) Click on the New button to create a new work order.

3) Select an Equipment and Task using the drop down menu.

4) Press Save to create your Work Order

Note: just like our simple
view, optional fields are in
white. Minimum required

fields are in red.

Note: and just like our
simple input view, we have
our Filter icon (yellow
funnel) to help you filter your
menu items.

FIGURE 3.4 - NORMAL WORK ORDER VIEW

“= Tastee Baking Company - (Plant: 3 ork Orders/Work Requests - Sacramento] - O X
ol File View Filters Templa eters  Flags Barcodes  Invoices Composite WO Contractor Work  Options Window  Help - & X
— £The i = i Dy o
* 3 LAAPmNE BHNERE NS S8 HALBT EWAR -
Work Order Data Ent lWDrkOrderLabDrHours(opﬁonaJ]] WorkOrderHistow(opﬁonﬂl]]
Work Orderll + | Work Order# Date Assigned Date Due Date Completed Technician Status Priarity Type ~
312|310 201472017 2:22 PM 2142017 2:22 PM Mo Assignment- 327 | Active
310|309 201472017 210 PM 2142017 2:10 PM Mo Assignment- 327 | Active o
< >
Location; 100-4*Building: Warehouse Z*Room: 23 * Assef: 123497 * Serial Mumber: BF-58348 * Note: WARNING: NO WELDING OR CUTTING
Plant: STIONIWark Order Mumber: Date/Time Assigned Due Date/Time: Estimated Hours:
[sacramento B ER 31152017 3:35 PM | | anszoT 335 o | Jo.00 =
Date/Time Completed: Labor Hour: Type: Priority; Status:
[ 3ms2017 a6 Pm | |oss = [Breakdown =] |shut-Down =] |pone |
Equipment Work Area: Building:
|90 Degree Roller Bed j ? |Bread Oven/Cocler j |Bu|k Ingredients j
Task:
|Replace Bearing j ? +

Technician (optional): Requestaor: Comments ] F{espunse] Fnlluw-Up] Appruval]

|E|i|| Raymond j |Barney Dobson j Details |

Cost Center: Account:

|
|CC—123—4E& - AnyTown Plant j R-5552-0098599 - Machine Repairsjig

File Attachments: pictures, documents, etc. (oplional) Add Work Order/™ork Request

Add Save Cancel

«

NN
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/O Create a Detailed Work Order — Looking at our Optional fields

FIGURE 3.5 — DATE FIELD

Overview : .
We're going to take some time to go over some of our optional fields which 2T EEE TR
you can use in our normal work order view. | 21512017 335 PM ;@

4| March, 2007 |

1) Date fields (Fig 3.5) : Using the drop down menu on any date fields will -
open up a calendar for you to select your date. Optionally, you can also

type in your date if you wish. |26 271 28 1 2 3 4
E 8 7 & & 10 1
2) Types, Priority, Status, etc. (Fig 3.6) : use the drop down menus to 12 13 14 B 16 17 18

1
=
[ =]
[}
=

21 22 23 24 25
26 27 28 28 30 M 1
R R R

< ] T ( I ¥

| 3 Today: 15-Mar-2017
I

select an item. These items can be configured to meet your requirements.

FIGURE 3.6 — OPTIONAL DROP DOWN FIELDS

Location: 100-A* Building: Warehouse Z*Room: 23 * Asset 1234587 * Serial Mumber: BF-58348 * Note: WARNING: NO WELDING OR CUTTING

Plant: STIONIN Woark Order Number: DateTime Assigned Due Date/Time: Estimated Hours:
[sacramento ERER | 3msiz017 335 PM x| | 3182017 338 PM | [ooo :
Date/Time Completed: Labor Hour: Type: Priority: Status:
[ ams017 416 P v| [ose =+ |Breakdown =] |shutDown ~»| [pone
Equipment Waork Area: Building:
|BD Degree Roller Bed j ? |Bread OwveniCooler j |Bulk Ingredients. j
3) Technicians (Fig 3.7) : select a technician for your work order. . FIGURE 3.7 — MORE OPTIONAL DROP DOWN FIELDS
Technician (opfional) Requestor:
4R r (Fig 3.7) : th rson who r he work order or ticket.
). e.queSto (Fig 3.7) - the perso .O eqqestst € wo O.d.e or ticket |E|i|| Raymond j |E|ﬂrne',r Dob=on 4
This is useful later when you add multiple maintenance technicians on a
work order and schedule their time automatically. CostCenter. Account:
|CD123—4E&-AnyTuwn Plant ﬂ |r.1R-E-E-E-2-IJIJEi'EEi'E'- Machine Repairs ﬂ
5) Cost Center / Account (Fig 3.7) : select your accounts if any costs were |
incurred. These can be locked by an Administrator if needed.

10
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Create a Detailed Work Order — Optional fields (cont’'d)

Overview
We’'re just going to go over the last few optional fields available under your
normal work order view.

1) Comments (Fig 3.8) : use this field for short additional texts or
instructions. (255 character limit)

2) Details (Fig 3.9) : clicking on this button opens a new detail prompt. This
area can hold up to 2 GB of text instructions you may need. Press OK to
save.

To ensure this text displays on your work order report select “Detailed”
work order reports as your format. More on that later.

Note: in the Details screen you can go to File/Save to save your
comments as a Rich Text format.

3) File Attachments (Fig 4.0) : Add unlimited amount of files to any work
order that is supported by your computer. You can view these files or print
them.

| FIGURE 3.8 - COMMENTS |

®

Comments l Response | Follow-Up Apprnval]

- FIGURE 3.9 - DETAILS :

[

5 Work Order Details = O X

File Edit Spelling

|la Ritch Text format for reuse in other worl orders or

O preventive maintenanu:e.|
2

Staore up to 2 GB of text details per work order. Save these as

- FIGURE 4.0 — FILE ATTACHMENTS

File Atftachments: pictures, documents, etc. {optonal)

@ CA\Program Files (x26)\MaintSmart Software\MaintSmal Add Wiew
Remove Print

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved
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Edit, Delete, or Print A Work Order

Overview

We're going to go over how to edit, delete, or print your work order. We will
step through shortcuts via right clicking and using a context-sensitive menu
or by using the menu bar for additional features.

Editing a Work Order (Fig 4.1)
1) Select any work order from the grid and entry section becomes active for
editing.

Right Click/ Print, Preview, Delete, and Additional Features (Fig 4.2)
2) Right clicking on our grid will open a context-sensitive menu through
which you can quickly Print, Preview, or Delete to list some features.

Menu Bar/ File/ Print/ Report / Additional features (Fig 4.3)

3) Under Report you can select a variety of features like selecting your
work order format, printing all selected work orders, or summary reports for
your needs.

FIGURE 4.3 — PRINT REPORTS

"= Tastee Baking Company - (Plant: 327) - [Work Orders/Work Requests - Sacramento]

Temnplates  Meters Flags  Barcodes  Invoices  Composite WO Contractor Wo

al| File | View  Filters
<’\[ sve  BIE) LIA2m GE SEES MY SERHALEBT

3 Print  » Report + | Assign Current Selected Work Order/Request

T Buit Grid Assign All Active Work Orders
312310 Print Options ~ » Assign All Selected Work Orders
310|308 !2”‘"20172:10 A Activate All Work Requests Then Print
< Scheduled Work Orders and PMs
Location: 100-A% Building: Ware|
s e e Summary of Scheduled Work Orders and PMs
Sacraments j |3_ All Work Orders/Work Requests Last 99%9 Days

Work Order Labor Hours

Work Order Labor By Work Order Number
Work Orders By Building

Work Orders bv Tvpe

Date/Time Completed: Lal

ans07 416w x| [o]

Equipment

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved

FIGURE 4.1 - WORK ORDER SELECTION
"= Taster Baking Cornpany - (Plant: 327) - [Werk Orders/Wirk Requests - Sacrasmenta]] - o 'S
o File View Filters Templates Meters Flags  Barcodes  Invoices  [Composite WO Options  Window Help - & x

«THHPRR @A G @ DEES W

PR ALEFT RUES =

Mors Qees Dty Bty | werk Order Labor Howrs (aptoran| Work Order Hissary (spteral|

WorkOrderi) | Work Ovders | Daie Assignea Dwte Due Diste Can|
2| me 4TI PN | 2N40T 22 PM l

reedt

F Technican
| o Assignment- 327 | Actve

110 309 snagmrzioem  [snaemrzoe |

- f)l)

Ho Assignment- 327 | Acte
ial Number: BF.68348 * Nete: WARNING: NO WELDING OR CUTTING:

Wark O mEar DaterT e Assigned Cue DaleTime. Estmaled Howrs.
[Eacraments =] oy z1oru =] [2nazerr 210pu =] [oee =
Date/Time Completea Labor Hour Tyoe Prisney Staus.
IF ] o = =10 =] [acwe |
Equipme Wark Ares Busldireg
[ =] [ [Brond Dvesicoste =] [pus egredents -l
r <] ¥)
Tech commants | Responss | Fotow-U | asprovel|
bA | Deeails I
3 1l
<] |
File Atachments pictures. documents, et (optonal) Work OrdeciVork Request® 110
| :‘ —_‘ | Delete | Save | Cancel | J
Before Selection After Selection
FIGURE 4.2 — RIGHT CLICK/ PRINT
Quick Grid Search
Advanced Grid Search
Preserve Grid Search
N
2 ) Print Preview Selected Work Order
/" Print Selected Work Order
Duplicate Work Order
Delete
Refresh
Save Work Order As Temnplate
Filter Grid...
Take Survey
Add Selected Work Order To Composite Work Order
Disassociate Selected Work Order From Composite Work Order
Create Downtime Record
Simple Input View
12



Overview

MaintSmart offers many print formats for your work orders. These formats
can display basic information, additional details, or if parts are being used.

Choose one that is suitable for your needs.

1) Menu bar/ Options/ Work Order Formats/ ... (Fig 4.4)
*  Work Order w/ Parts Used
*  Work Order w/ Details and Parts (Fig 4.5)
e Classic Formats (..includes 3 more formats)

- FIGURE 4.5 - PREVIEW

FIGURE 4.4 — WORK ORDER FORMATS
R |

el Mirdar Mumbar: NataiTima Accinnan Dlsm Dhmbs T

Printing Work Orders — Selecting Formats (advanced)

Defaults-Labor Hours
Wark Order Numbering

Work Qrder w/Parts Used
Work Order w/Details and Parts

—

Work Order Format

OSHA Link...

|'| Classic Formats 3 |

Use Multi- Technician Assignment Format When Applicable (detail formats only)
g Print Separate Parts List When Applicable

Work Qrder w/Detailed Instructions

Work Order w/Parts List
Work Order w/Recent Down Time

Suppress Technician List

Work Crder WC-103329

:I\

Tastee Baking Company - AnyTown

¥ SEEvEiem =i

o

ent Buk

ALy mom
F A ol I

]

=]

Pars Lised Sor This Work Order

Sar;Numoper Desoiption

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved
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Status Descriptions. ..

Type Descriptions...
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E Saving Work Orders to Excel, HTML, & Other Export

Options (advanced)

Overview ‘
" - . FIGURE 4.6 — EXPORT AS HTML
In addition to printing out work orders, MaintSmart offers other export . _
information. Google - | v| @psearchwen - gd | PaeRank Dhy
Favorites X
Export the Work Order Grid (Fig 4.6) — —— | iy ex oA e I
. . 2 ; [Job Ref  wark Ord Date & d|
1) Under work orders go to Menu bar/ File/Save ... select the file Add... [ organize... L 19.::'\;&-‘;[10!5:9::3 2 ;;1?3331 !
type you want to save your grid as. = L'“ks T ;
\—aLin — 23 w/0-109929 1/19/2001
Export a Work Order © o woa0esl  eS/200

) Media ‘ |
1) Select a work order ] MaintSmart Mail [
2) Right click/ Assignment Current Selected Work Order Request ' “
3) Wait for a new window prompt
4) Click Export

5) Select the format you want to export to, whether you want to print,

or whether you want to email this work order. | FIGURE 4.7 — EXPORT & EMAIL

30 'w0-109333 24342002

= Work Order 78 I

Note: see the full User Guide for full instructions on File  Wiew  Export  Help

how to set up email configuration in MaintSmart.

&

Al Email Addresses:

Export Repork

Email |P'rinter| File I

T

Tor: | CCox»

Barney Dobzon = bflubf@hotmail. ne
Bill R aymond ~ zalesi@omms. ong

Bill *filzon ™ bwilzoni@rmgn, com

Bob *wright = feedback@cmms.on
Charlie Huston ™ c.hestoni@pahoo,

D avid Hackworth = feedback (@om T

Pricirity;

Subject;

Marmal

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved
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Work Order Templates (advanced)

Overview

FIGURE 4.8 - CREATE MANUALLY

Speed up work order creation by using our Work Order Templates.
These templates is a copy of an existing work order which you can

issue many times manually or automatically.

Create Manually (Fig 4.8)

1) Menu bar/ Templates/ Create Work Order From Template
2) Select your template from the list

3) Press Create WO

Create Automatically
*Via Print Scheduler
*Via Meter Readings

gl File

View

Filters

« TOEERG

Templates | Meters

Flags  Barcodes

Create Work Order From Ternplate

(1

Note: to learn more about our automated Print Scheduler
and how our Meter Readings work visit our website and
watch our videos online or contact us for a demonstration.

Work Order Data Entry l Wark

Save Work Order As Ternplate

How to Set A Template (Fig 4.9)

1) Select an existing work order from the grid

2) Right-click / Save Work Order as Template

@)
3) Type in a unique name for your template

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved

i

G,

Please Enter a Work Order Template
1 Description (up to 255 characters).

30 Degree Roller Bed-Adjust chain

oK | Cancel‘ Help ‘i

o
- Manage Work Order Templates...
|Work Order D |Work Orde 9 P [
I T T T
/;’ Work Order Templates S X
File Options Help
Work Order Templates | Parts Usage List]|
002 Bulk Flour Bin #1-00003 Check Qil Level In Gearbox(es) ~
Saw #1-Adjust Diverter
Saw#2-Calibrate Probe(s)/Sensor(s)
2 Steam Cooker/Cooler #2-Adjust chain tension.
80 Deqgree Roller Bed-Set Air Pressureto 40#
WOT - 80 Degree Roller Bed-Adjust Diverter
wotddd
GWB-Test
90 Degree Roller Bed-Adjust Rounder Bars as Meeded v
Filter Templates by Equipment
ﬂ Create WO Clear Exit
FIGURE 4.9 — SET A TEMPLATE N
|WorkOFderID Work Order# | Date Assigned Date Due Date Completed Technician Status Priority Type
312|310 211472017 2:22 PM 211472017 2:22 PM Mo Assignment- 327 | Active
310|309 211472017 2:10 PM 211472017 2:10 PM — —_—
{ Quick Grid Search
<
Advanced Grid Search
Location: 100-A* Building: Warehouse Z*Room: 23 * Asset 1234 p Grid h
Plant: TION! Wark Order Mumber: reserve bnd aearc
|SﬂCFﬂITIEI'ItU j |309 Print Preview Selected Work Order
Date/Time Completed: Labor Hour: Type: Print Selected Work Order
I} ansizoi7 416w =] Jooo = | Duplicate Work Order
Equipment Delete
|90 Degree Roller Bed
Refresh
Task: i /-\
| Save Work Order As Template ( 2 )
|Adju5t chain tension.
Filter Grid... \_/
MNew Work Order Template
1
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Work Order Templates — Meters (advanced)

Overview

Automatically create work orders using templates and linking to a meter. Meters are a user-defined
values that increment from any source. A meter could be a saw cut counter. Or a hour meter on an
equipment item.

These meters can be entered manually into MaintSmart thorough our Meters module. Alternatively,
link meters using an OPC data item. OPC data items are used in many common PLC and HMI
network programs like RSLinx or Wonderware.

Linking to a PLC address will create work orders based on the values read from actual equipment
items.

Note: this advanced topic is covered in detail in our full User Guide.

- FIGURE 5.0 - METERS OPTIONS

ol File VWiew  Filters Templates | Meters | Flags Barcodes  Inwoices  Composite WO Contractor Work  Options Window  Help

. "g A E } Create Selected Metered Work Orders h] Ly G E c{ "g -3 @ @ =

Work Order Diata Entry l Wark Order Labar H Refresh Date Meters
Work OrderID [ Work Order# Date Ass e |Teu:hni|:ian |Statu.5 |F"riuritj |T1|'De
312|310 2141201 Options 4 | Update Last Performed = Current Reading
310(309 2M142m Manage Meters.., Update Current = (Last-Performed + Interval)
< Manage OPC Links... « | Prompt For Current and Last Performed Readings ||
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Overview

Preventive Maintenance tasks (PMs)
are routine tasks controlled by
number of days as intervals. These
allow for tasks to be completed and
validated quickly without issuing a
work order.

Using a sample PM list report (Fig
5.1) we can go over the basic
features of PMs.

PMs

1) Task Description

A descriptive header is often enough
to describe a small task completely.

2) Interval

The controlling factor for when a task
is scheduled to repeat once
completed. Start date vs. due date =
interval days.

3) Comments/ Details

Like work orders PMs can include
comments and details which can be
printed for your technicians.

4) Parts Used

Just like work orders PMs can also
automate parts usage once it is fully
set up.

Copyright © 2017 MaintSmart Software, Inc.. All Rights Reserved

FIGURE 5.1 - SAMPLE PM LIST REPORT

' What Are PMs And How Do They Differ From Work Orders?

David Hackworth

Yezet Refrigeration Compressor#1
SiN:

Location:

Employee Mumber: S306

besat:
Eullging:

Panm Mumber

599
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Closing PMs

FIGURE 5.2 — PREVENTIVE MAINTENANCE ICON

Overview

Let's look over our Preventative Maintenance (PM) validation screen in detail. o File View Filters Options Window Help
Preventive Maintenance Data Entry L 2] A E '/'_-"’ LIF
1) Click on Preventive Maintenance (oil can icon) on your menu bar : 1

2) When tasks are complete, select your PM tasks by either: U

e Holding down CTRL and left-clicking to select individual tasks
e Holding down SHIFT and left-click to block select PM tasks

FIGURE 5.3 - PM GRID SELECTION

3) Select Who Completed the tasks i"Equipmem — o
g; E?éirs ncl:Jc:n rr? elre?;dH ct)cl)J rc?ose our PMs |20 DegreeRoller B2 S oene
P y 50 Degree Roller Bed Adjust Rounder Bars as Meeded
Note: once you c_omplete your PMs. The start date and due AU e P e Cﬁ”brﬂ“‘jeﬁugei# :
date will automatically refresh based on the intervals of each [|20 Degree Roller Bed LR T R TS PO A
task. ||20 Degree Roller Bed Check Blower Oil Level
FIGURE 5.4 - PM DATA ENTRY
ol File View Filters Options Window Help - 2 X
— i T & = R '1_
e, J BEBEBE L[APm D@ G EEES NS dBxHxALEBT & MAEES -
Equipment Late |Task Interval | Start Date | Due Date -~
90 Degree Roller Bed Adjust Diverter 10| 33052011 492011
S0 Degree Roller Bed Adjust Rounder Bars as Needed TR|8MTI2012 (1043172012
90 Degree Raoller Bed Calibrate Gauge(s) 10 | 33062011 42011
90 Degree Roller Bed Check Air Hoses/Fittings For Leaks T8MTR2012 82412012
50 Degree Roller Bed Check Blower Oil Level 30 | 3302011 42802011 W
( @ @ }
Validate Selected PM Tasks ~ (58N —_<4cords Loaded in (seconds ) 02
Plant: Completed By: Completed: Haowurs: Task Completion Comments (optional 255 charaders).
|sacramento | [BirRaymond ~| | anseor7 >| fhso - ~
[ KeepDefault Assignment [~ UseDueDate [ Use Average
Data Update Mode ("Close Completions’ = Default) Validate Selected PM Tasks (optionally use parts and/or add details)

Use Parts

Completed Cancel |

|CIus&CumpIetiunsﬂ r Details
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(] Print PMs (basic)

Overview

We discovered how to use the PM data entry screen and now we need to print our PMs. You can do this in two different

ways.

Print PM Plan (Fig 5.4)

1) Go to your Menu bar/ File/ Print/ Assign PM Lists / PM List by PM Plan

Select from the Grid (Fig 5.5)
1) Select a block of PMs on the grid
2) Right click and select Print Selected PMs

FIGURE 5.4 — PRINT PM BY PLAN

#| File | Wiew Filters Options  Window  Help - 5
= T .- . —
d v PP AfeoEENER NS S8x%AL DT 20E8 |
= - - - [
1 | Print s m Aszign PM Listz J PM Lists - by Currently Assigned Personnel -
i Exit Grid PM Lists - by Currently Assigned Personnel w/Average Hours |
' Degree Roller Bed scheduled Work Orders and PMs PM Lists - Manual Assignment |
'Degree Roller Bed Summary of Scheduled Work Orders and PMs Late PM Lists - Manual Assignment |
i Degree Raoller Bed ) )
Print Options PMListBy PMPlan (1 ) —
i Degree Raoller Bed [T e | | |
FIGURE 5.5 — PRINT PM BY SELECTION
r‘\_FI-I.IJHLIIIJ_l T [ i aw iy | o
@ansesfFittings For Leaks 7|8n70z  |ara
ower Oil Leve
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mwer il | pue

(seconds); O

Quick Grid Search
Advanced Grid Search

Preserve Grid Search

Complete

(o)
Print Selected PMs~ \ © )

IF Use Du

Link Each Selected PM to a Separate Waork Order

Link All Selected PMs to

(]

e Work Cirder




(| Filtering PMs (advanced)

Overview

To speed up your work flow you can filter the PMs on your PM list | FIGURE 5.6 - FILTER GRID 'N( 1 )TA ENTRY SCREEN

by using the filters provided in the PM data entry screen or you Equipment tam: —— o T Work Area: Building Technicer:

can use our advanced filter and creating custom filter templates. | = ¥ | = = =~
PM Task: J Task Group: Equipment Group: PM Plan:

) ) | = X | = = =
Filter Using the Drop Down Menus on the PM Data Entry . SelectAbove Filters or Select Equipmnt From List
Screen (Flg 56) ' ESSE;ZDﬂl |i:ysFromTojy: Mln.lnterv'al: Ma.x.lntarv'al Equipment List - gﬁg,‘:‘:g‘cﬁ;ﬁign
1) Using any one of the drop down menus you can filter the PMs = =
on your grid.

Advanced Filtering & Save Custom Filter (Fig 5.7) | FIGURE 5.7 — ADVANCED FILTERING
1) Right click on the grid and select Filter Grid from the context o

) Rig 9 SuggestEasedp,u\Skllls{smgle row)
menu
2)Set your Filter Grid parameters: | Filter Grid... ( 1 )

* WhICh COIUmn :% ﬁ Filter: PMs - Sacramento >
d Operator Filter Grid ] Save Filtersl Filter Grid Save Filters I
* Value | Filter Grid
. Where Thi — 1 |FilterMame FilterDesc
* Where Due Date is From and To e o [Technician = 7 o Deseription
. Operator.|= j Conveyors Mo Description
3) Apply your filter _ _ INEE Mo Description
. . |5 = to this \"alue:|B|II Raymond j o
4) Assign a name to your filter Fiters
5) Press Save | | omere e Betueen Dates of J | Filter Name: yan
|I}ue Date j . |E|i|| Raymonds Weekly PM u./
Using a Custom Filter (Fig 5.8) [ || From To j | Fiter Description (opfional)
1) Go to the Menu Bar/ Filters/ ... will display a list of all your ||| Jor-tan 2017 =1 [iswar2o7 I
custom filters. , v Use Relative Date
T S E ‘ Save Cancel ‘

© ()

FIGURE 5.8 — USE A CUSTOM FILTER |

acl  File View | Filters | Options  Window  Help
“ 3 17

| Bill Raymonds Weekly PM (1
Conveyors NS
N1

Equipment |

20
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Overview
Just like work orders PM print reports have a variety of different
formats to suit your needs (Fig 5.9) Using the filters and advanced
filters in the previous page makes it a snap to print your PM list.

PM List Formats (Fig 6.0)
1) Menu bar/ Options / PM List Formats/ ... select your formats.

Print from PM List (Fig 6.1)
1) Menu bar/ File/ Print/ Assign PM Lists/ PM List by Filtered
View.. Once you have your filter applied from the previous
example, you can use this option to print your PM list.

FIGURE 6.0 — PM OPTIONS

Opkions | Window

Help

EditjAdd Records to Other Plank

(| PMs Options (advanced)

Use Campletion Time For Each Selected Row

Divide Completion Time By All Selected Row(s)

FIGURE 5.9 — PM LIST FORMATS

u

fazs| Rafrigeralion Comprassar #1

ol

‘azs Rairgaraiion Comprassar £

fazsl Rafrigaration Comprassar #1

Chack and Luoricaiz Gaarings

T prkar 10 Ay wark being parfarmeed.
Rzl nig i Bght Bmears.

and watar lavais, bamianas, S,

30201

O 53 Charke Huskn

Chack/Rapair Hydraullc Ol Laaks 7 3R 45201

Mias:

Parts Desoriplan: Parts Numibar: Quaniity Naadad: AyIlania: Localian:
[] Tani Linar LIN-A 1 EA 0 MoSock JawW

O ol Charlia Hustan

Bafaty first, 'winan warking on amy Slaciical aquipman . All powsr must b2 fumnad

Emargancy ganaraior enould be tesiad wasidy. Parlm B M. 35 nacessany, e, ohack

533

2%

Chadicrapalr Back Tanskan Slde

CheciRapair Hydraullc OF Laaks

Chacit and Lubricaie Baanings

02011

[F]
(]
]

422011 |_

452011 |:
462011 ’7

7 3=0R011

L

73302011

Lock OutfTag Cut Data Entry

FIGURE 6.1 — PRINT FROM PM LIST

Parts Usage k

Use Zone-Maintenance

[<1[<]

PM List Format (}:__)_‘ Group By Equipment/Sequence Tasks

archive Details {checked increases database si
Pr -z wWork Order Link Defaults

Edit Archived PMs

Purge Old PM Records. ..

Use Minutes

Use Hours

Suppress Messages

Mormal
Mormal wiNotes
Mormal wifMokes and Parts List
Cormpact
Details
ZI Deetails and Parts List
Z‘ Include Filter Text In Report Title

B LA P GIREE N dB8xxALBT &g =

o!| File | View Filters Options Window Help

@ Save
?| Print  » | Assign PM Lists s |
80 Exit Grid

80 DegreeRoller Bed

Scheduled Work Orders and PMs

90 Degree Roller Bed

Summary of Scheduled Work Orders and PMs

90 DegreeRoller Bed

Print Options

O5HA Link...
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80 Dearee Roller Bed

PM Lists - by Currently Assigned Personnel

PIM Lists - by Currently Assigned Personnel w/Average Hours
PM Lists - Manual Assignment

Late PM Lists - Manual Assignment

PM List By Filtered View 1 A\

N
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More Resources, Videos, Documents, Trial Software

MaintSmart User Manual (200+ pages):

-, Tastee Baking Company - (Plant: 327) - Unlicensed Version - [frmHotSheet]
o) @i File Options Window Help

«TPRPPE [F2od@E GRERS U SExADTRUES <

http://www.maintsmart.com/cmms-software/maintsmart-cmms-software-user-

quide.pdf

MaintSmart Purchasing/Inventory Manual:

http://www.maintsmart.com/cmms-software/maintsmart-cmms-software-

purchasing-guide.pdf

Print/Email Scheduler Manual: http://www.maintsmart.com/cmms-

software/maintsmart-cmms-software-print-scheduler-quide.pdf

Free Training:
http://cmms-university.com/
http://www.maintsmart.com/cmms-software-training/

Manuals and Documents:
http://www.maintsmart.com/free-cmms-software/

Full CMMS Software Program (MaintSmart 5.0):
http://www.maintsmartftp.com/MaintSmartEnterprise50.exe

MaintSmart Web Requester Module:
http://www.cmms-software.net/web-based-cmms-software/

Videos explaining PM task lists and Task packages:
http://cmms-university.com/preventative-maintenance-software/

Download Sample Reports and Brochures:
http://www.maintsmart.com/cmms/free-cmms-demo-package.pdf

Overall Equipment Effectiveness (OEE)
http://www.maintsmart.com/cmms/free-cmms-software-oee.pdf

8¢ PEQIMANGE INICAIS | Dashboard] Hot Sheet| All Data
KPI Selection

ool

Unaerstock Inventory lems
Current Value = 8 Target Vaiue =0
Variance =-8

a5 6py

n,w
/
000k b

Requisitions Waiing ForApproval
Current Value =& Target Value =0
Variance = -8

P Ms Overdue
Gurrent Value = 341 Target Value =0
Variance = 341

Active Printer: Canon Inkjet 560 (C{

MaintSmart Software, Inc.
66164 Homestead Rd.
North Bend, OR 97459

Sales and Support

Phone: +1-541-751-0450

Toll-Free (USA/Canada) +1-888-398-0450
support@maintsmart.com
sales@maintsmart.com
feedback@maintsmart.com

Testimonials:
http://www.maintsmart.com/cmms-program/

Benefits of CMMS Software:
http://www.cmms-software.net/cmms/

CMMS Software Comparison:
http://www.maintsmart.com/cmms-software-comparison/
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