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1 - Introduction

Welcome to Maintenance Pro! The tutorials in this guide provide a quick introduction to
setting up and using Maintenance Pro. They are intentionally kept brief so that you can start
using the program quickly. The objective is not to review every single detail, but to familiarize

you with the basic principles and most common features. For additional detail, please see
the online help or full manual.

Maintenance Pro ships with a small amount of sample data which includes many different
types of equipment. We recommend using the sample data provided to try some of the
popular features included with Maintenance Pro. After you have a good understanding of the
program, the sample data can be manually deleted.

The first sections will discuss the Main Menu and the Equipment Manager, which are the
primary screens of the program. Then we will step through the procedure for setting up the
program and entering your equipment. Finally, we will cover some of the more common
features of the program such as recording maintenance performed, work orders (
Professional Edition), viewing maintenance history, and reporting.

Please note: there are also Help buttons located on nearly every screen within Maintenance
Pro. Clicking on the Help button will take you to the desired help topic that discusses the
screen in question. The full online help is also available in the Help-->Contents menu item.

2 - The Main Menu

The main menu is the central location where all features can be accessed from within the
program. There is a drop-down menu and also a main menu toolbar which contains the
most commonly accessed features. The main menu toolbar buttons are discussed below:

Toolbar Button Reference:
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Click the "Add" button to add new equipment.

Ii\l.l.;

Click the "Edit" button to modify or view the selected equipment's general information.

S

Click the "Delete" button to delete the selected equipment on the "Equipment Manager" screen.

Click the "Work Orders" button to display the "Work Order Management" screen. From this
screen, you can add, edit, delete, or print work orders.

1

m Click the "Calendar" button to easily view current and predicted maintenance dates for your
=" equipment. Use the calendar to quickly generate work orders for upcoming senice.

Click the "PM Schedule" button to display the "PM Schedule Setup" screen. From this screen,
= you can add, modify, or delete maintenance schedules. Maintenance schedules contain the
preventive maintenance senvices that you wish to track on your equipment

Click the "Repairs" button to display the "Scheduled Repairs Management" screen. This screen
lists all outstanding repairs for your equipment that have been reported.
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Click the "Meter" button to display the "Update Meter Readings" screen. From this screen, you
can easily update the current meter reading values of your metered equipment.

Clicking the "Employees" button displays the "Employee Management" screen. Use this screen to
manage employee information including the ability to monitor employee certifications and renewals.

Clicking the "Vendors" button displays the "Vendor Database Management" screen. Use this
screen to add, edit, or delete vendor information.

Clicking the "Parts" button displays the "Parts Inventory Management" screen. Use this screen to
manage the parts listed in your inventory.

B B

4

= Clicking the "Reports" button displays the "Report Viewer" screen. Use this screen to generate,
“ preview, print, or export any report within the software.

The Main Menu Commands:
! File Setup Equipment Fleet Inventory Billing Tools Repors Window Security Help

The menu commands are located in a row across the top of the main menu screen and
provide access to all of the features included with Maintenance Pro.

File - Add, edit, duplicate, or delete equipment. Also includes database backup / restore features and
access to program options.

Setup - Edit PM schedules, equipment categories, employees, vendors, part data, and drop-down
choices lists.

Equipment - Equipment specific functions such as recording maintenance performed, scheduling a
repair, viewing maintenance history, etc.

Fleet - Contains "batch" functions such as WO Management, update meter readings, graphing, cost
analysis, etc.

Inventory - View parts inventory, record receipts, purchase orders, and fuel inventory.

Billing - Generate inwoices, browse inwoices, or record invoice payments.

Tools - Contains database features such as backup / restore, optimize/repair, and program options.
Reports - Contains a categorized list of all of the reports available within the program.

Window - If applicable, options in this menu allow you to tile and/or cascade open windows on the
screen.

Security - An add-on that allows you to set access restrictions for individual users or groups of users at
a component level (i.e., add, edit, and delete functionality).

Help - Supplies online help, common help issues, technical support information, contact information,
version information, and website access.
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3 - The Equipment Manager

Just like the main menu, the Equipment Manager screen displays automatically when you
launch Maintenance Pro. The Equipment Manager is the primary control center for your
equipment, where you can view maintenance due, issue work orders (Professional Edition),
record maintenance, schedule repairs, view maintenance history, record fuel data, and
more.

Equipment Manager Screen:

= Maintenance Pro 7.0 - Professional Edition - [Equipment Manager] - = x
i Fle Setup Eaquipment Flest Inwentory Billing Tools Reports Window Secunty Help -® x v
O I = h > | & = =] 6z - EE | = E B
' Add Edt Dete | WOWizad  ‘WorkOrders | Calendar P Schedule Fepaits | Meter | Emplogees Yendors Pats | Repots | Qut %
=@ i 5 Issue WO T Repair =) Fuel 7] Inspection (=] Status % Last PM @) History | Al Equipment ~ | all Categaries M|
=+ Gereral Equipment
% At Compressors
e it Line Lubricators Unit1D | Equipment Make Model Hext Service Meter #1 Meter #2 Serial # Ty +
B Forkiits >z 112 - Backup Generator PowerSaver  M2347 Checkoi level. 2z 33884HY38D Bar
bl Trucks 124 124 - Toyota SFEELS Forkift Toyata SFEELS Check yehicle posture. 41 SFM212-76H571 For
“y Welders 147 147 - Komatsu FEISVIC-2 Forkift Komatsu FBLSMK-2 Check vehitle pasture. 62 2049528 Fot
P OnSite Fuel Tanks = 152 152 - Caterpilar TCS0D Forkift Cakerpilar TCE0D Check yehidle pasture. 202 MIES44H4S0 Fot
C-4gh Plant =178 176 - Snorkel UND-33E Man Lift Snorkel UNO-33E Check vehicle pasture. 132 982984956250 Fot
L1} Conling / Ventlation =190 190 - Crown 305P42TT-5 Forkift  Crown 305P42TT-5 Check wirds connections £ 884754801 Fot
1T AT Units o193 193 - Daler TC200 Funch Press  Dallec TCz00 Clean and drain water separat| 34 971567612 Pur
&1’ Air Handing FE 201 - Rivet Machine Riveter XM50 Grease lubrication points. | 161 N/A 728465207 Ris
1) Emergency 204 204 - Rivet Machine Riveter XML0D Grease lubrication points. |87 38400864 Riv
W Fie Extinguishers »| [# 223 223 - Rivet Machine Riveter XMED Graase lubrication points. |19 790570307 Riv
L-jig8 Gensiators NEFED 224 - Manning HIQ-1250 Punch Manning HIQ-1250 Clean the heat exchanger. | |37 N/A MPRE6368 Pu
P Grounds <[ b 229 229 - Rivet Machine Riveter XMPS Grease lubrication points.| (137 820750271 Riv
[=) k:\f Production Equipment Ld 255 255 - Mig wWelder Davidson Davidson Mighastsr Check hose for cracks 24 466973647 We
i k:\f‘ CNC L4 272 272 - UltraPress 71008 Punch Press  UltraPress 71008 Lubricate backgauge ballscrew 18 74693678 Pur
[+} ( Drilling L4 273 273 - UltraPress 76010 Punch Press  UltraPress 76010 Lubricate backgauge ballscrew 33 9380989 Pur
. Grinders \!_|ﬂ g =290 290 - Mig Welder Davidson Davidson K No K-3403-1 Check hose for cracks 46 N/A 46897901 We
9 Hand Taols > 299 293 - Manning HIQ-1250 Punch ~ Manning HIQ-1250 Clean the heat exchanger. |27 MPR7E94451 Pur
-8 Pressing > 300 300 - Mig Welder Davidson Davidson Mighaster Check hose for cracks 31 468929390 we
Chid Pumps > 3502 350-2 - Mig Welder Davidson Davidson Mighaster Check hase for cracks 10 468973527 We
&7 Flooding Pumps > 405 405 - Powermatic Bandsaw Powermatic Bander Check blade guidef. 95 294808966 Sat
..... &7 Vacuum Pumps > 409 408 - Grinder Baldor AT409 Baldor ATS09 Check.al elektrical connections |66 332947957 Gri
-} Rivet Machines > 411 411 - Air Line Lubricator LubeMaster XM350 Emply water trbp. &2 GH377413265 Air
A Saws B T 413 - Air Line Lubricator LubeMaster  XM384 Leaking air at main connection| 152 N/A HU3874H382 ii.IL[
4 »
o J| || Lo tited 1 selected) | 14 b W | ] Add. S Edit. 5 Delete | 7 Filter 33 Search | 4 Print | Show Row Filter [ | (2 Help B
7 0z | b= | 3 reastoct view |5 223 & |
NUM Licensed Ta: IMS-DEVELOPMENT ONLY

You will notice that some units are highlighted "red" and some are highlighted "yellow'. Red
indicates the equipment is due or overdue for service. Yellow indicates that the equipment
is soon due for service. The color coded indicators automatically appear when the
equipment is due or soon due for service based on the preventive maintenance schedule
settings you define for your equipment. The configuration of preventive maintenance
schedules will be discussed in a later section.

So you can easily see why the equipment is due for service, icon indicators will display to the
left of the equipment due for service. By glancing at the icon displayed to the left of the
equipment row, you can quickly determine whether the equipment is due for preventive
maintenance, a repair, or a date-based expiration (i.e. registration renewal)



- Professional Edition - 4

y Maintenance Due
§ Repair Due
Expiration Due

If you assign priorities to your maintenance tasks, you may also see priority icons displayed
in the far left column indicating the equipment has a "high priority" maintenance task due so
immediate action may be taken.

In order to determine the maintenance due details for any asset, simply click the "+" indicator
to the left of the unit due for service. The equipment row will expand to show the exact PM
services, repairs, and expirations that are due or soon due as seen in the image below:

=] ﬁ'ﬁ 290 290 - Mig Welder Davidson Davidson K No K-3403-1
Repair - ER4213 P board: Due an 12/01/2011; - Requested By Smith, John
Maintenance - Check all safeky equipment,: Due at 40 Hours;

Maintenance - Check electric cable For bare wire: Due at 40 Hours;

Maintenance - Check ground cables for bare wires,: Due at 40 Hours;

P R Y R
W e el e e

Maintenance - Check hose for cracks: Due at 40 Hoors;

Above the equipment list, there is also a "Due Status" drop-down box which provides the
ability to filter the equipment list. You can use it to display only equipment due, soon due,
high priority equipment, and more.

Filtering & Searching
There are several ways to search and filter your equipment list for the data you need.

To search for any type of data for your equipment, simply click the "Search" toolbar button
located beneath the equipment list. You will be presented with a "Search" window where you
can type the data you are searching, and click "Find".

You can also filter your equipment data using the drop down filter arrow located in each
column heading. For example, you may only want to list the "CNC" model equipment -OR-
show equipment with meter readings greater than 2,000. The filtering possibilities are
virtually limitless. You can read more about searching, filtering, and sorting in our "Filtering
Data" area in the "Tips & Tricks" section of the online help.

Another filtering method worth mentioning is accomplished by checking the "Show Row Filter"
check box located on the lower toolbar. This will display an empty row in your spreadsheet
for you to type various filter criteria for any data column in the spreadsheet. This is useful if
you wish to filter by more than one column of data.

Note: Most data grids throughout the Maintenance Pro screens support filtering and auto searching
capability.

The Equipment Manager screen also supports multi-selection so you can select equipment
you desire for creating work orders, scheduling repairs, reporting, and more. To multi-select



5 Maintenance Pro Version 7

individual equipment records, hold down the <CTRL> key and click to select individual
equipment records. To select groups of equipment, use the <SHIFT> key for multi-
selection.

TIP: You can resize the Equipment Manager window any way you like to display more or less equipment
without the need to scroll. You can also resize or rearrange any of the columns in spreadsheet view. To
move a column to a different position, simply click on the column header and drag the column to the
position you desire. Maintenance Pro will retain your layout settings even after exiting the program. This
feature applies to most data grids throughout the program.

Equipment Manager Toolbar:
i[5 Issue WO T Repair =) Fuel [%] Inspection [=] Status 55 Last PM ) History + All Equipment - | All Categories -

Issue WO - (Professional Edition) - Issues a work order for the selected equipment. The "
Generate Work Order" screen will be displayed so you may auto-populate the work order
with the PM services and repairs that are due along with the part and labor requirements (if
applicable).

-OR-

Record Maintenance (Standard & Deluxe Edition) - Records preventive or repair
maintenance that has been performed on the selected equipment. In order to save data
entry time, the Deluxe Edition will auto-populate the maintenance entry with the PM services
and repairs that are due.

Repair -Schedule or log an unexpected repair that needs to be performed on the selected
equipment. Just like the preventive maintenance that is due, the scheduled repairs will
highlight the equipment red when the scheduled date (or meter) is reached or passed.

Fuel - Click this button to quickly log a fuel transaction for the selected equipment.

Inspection - (Deluxe & Professional Edition) Click this button to enter Daily Inspection
results. See the relevant manual section for instruction to set up inspections to accompany
each PM Schedule, and print blank inspection forms for your technicians to complete.

Status - Click this button to view the current status of ALL preventive maintenance services
for the selected piece of equipment. The PM Status screen will display showing when the
services were last performed, the tracking interval, and when they are next due. If PM
services are due (or soon due), they will be color coded on this screen as well.

Last PM - Click this button if you need to manually configure the "Last Performed"
parameters (date or metered units) for the PM services assigned to the selected equipment.
When you initially add equipment into the software, you will be provided the opportunity to
view this screen to configure the "Last Performed" date and/or metered values so
Maintenance Pro can accurately determine when they are next due. Once initially
configured, you should not need to visit this screen again as Maintenance Pro will
automatically update these values when history is recorded via a maintenance entry or work
order.

History - Click this button to display a complete maintenance history for the selected
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equipment. This screen will display all completed preventive maintenance, repairs, parts,
labor, and associated costs for the selected equipment.

4 - Step #1 - Establishing
Locations/Categories

Maintenance Pro allows you to categorize your equipment in the form of a tree-like structure.
By organizing your equipment into categories, it is easier to locate equipment and generate
reports by particular categories.

The left side of the "Equipment Manager" screen displays your category structure. From this
area, you can add, edit, delete, or move categories. You can easily make alterations to the
category structure at any time.

To add, edit, or delete categories, you can either use the toolbar located below the category
listing (shown below) or use the mouse RIGHT click menu.

= of =

¥
2

Click the "Add Category" button to add a new category (or sub-category) to your equipment
tree. Corresponding menu command: File/Add Category ...

,z
Click the "Edit Category" button to modify the selected category name. Corresponding menu
command: File/Edit Category...

The "Delete Category" button will delete the selected category provided that the category
contains NO sub-categories. Corresponding menu command: File/Delete Category...

h
The "Expand" button will expand ALL categories and sub-categories.

=
The "Collapse" button will close ALL categories and sub-categories, only showing you the
main categories in your structure.

5 - Step #2 - PM Schedule Setup

Before adding your equipment into Maintenance Pro, you should define the maintenance
schedules that will be assigned to your equipment using the "PM Schedule Setup” screen. A
maintenance schedule contains one or more preventive maintenance services (PM tasks)
that are required to be performed on a date and/or meter interval.

An example of a preventive maintenance service would be an "Oil & Filter Change" with a 1
month or 250 hour interval. There are various tracking intervals that can be specified for your
PM services such as days, weeks, months, years, mileage, kilometers, or hours.
Maintenance Pro uses these interval settings to automatically inform you when maintenance
is due for your equipment.
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When defining your maintenance schedules, if possible, it is recommended that you define
them for the "groups" of similar equipment you will be tracking. For example, if you have 10
fork lifts that all follow the same routine maintenance cycles, you can create one
maintenance schedule in Maintenance Pro for all 10 "Fork Lifts". That way, if changes are
made to the schedule at a later time (i.e. you alter a maintenance interval, add a PM service,
etc), all equipment assigned to that schedule will inherit the change instead of making the
change in 10 individual maintenance schedules.

Once your maintenance schedules are defined, when adding equipment into Maintenance
Pro, you can choose a maintenance schedule for the equipment to follow. When you assign
equipment to a schedule, the equipment inherits all the PM services defined by the schedule
you choose. As indicated above, you can assign the same maintenance schedule to as

many pieces of equipment as you like. Yyou can define as many PM services within each
schedule as you like.

TIP: Even though more than one piece of equipment can be assigned to a common
maintenance schedule, each piece of equipment will still have its own unique last performed

date and/or meter for each PM service in the maintenance schedule. In other words,
equipment assigned to the same maintenance schedule can still be due at different times.

To add a maintenance schedule:

1. On the main menu, click the "PM Schedule" icon.

&) PM Schedule Setup - = x
i Schedule: |CNC - || ] Mew.. = Edit.. 5] Delete |

PM Services || Daily Inspections |

| | Drate Tracking Parameters | Hours Tracking Pararm:
|Task Enabled? |Type Priatity |Date Interval Fixed Expire .., [Advanced Mokify .., |Hours Inte.., |Fixed Expire (... |Adve
Check air gauge/regulator for 85 psi. v Inspection HIGH =~ meeeeemeee e e Y —

Check coolant level v Inspection HIGH| |- | e e

Check for proper operation of auto drain ] Inspection HIGH = s e e [Ty —

Check lubrication tank level, v Inspection HIGH e oo e 4] --eeem

Check oil Filker and clean out residue v Inspection HIGH e e e 2,000 -

Check ol level in gear bos. v Inspection HIGH =~ e e e 160 -

Clean chips from toal changer. v Cleaning 1 O S,

Clean chips from way covers and pan, v Cleaning HIGH =~ s e e

Grease outside edge of guide rails v Lubrication HIGH s e e 160 ==mmmmm

Grease the Y-Flange of taals, v Lubrication HIGH e oo f1 ) p—

Inspect way covers For proper operation v Inspection HIGH s oo e 40 -mmeee

Replace air filter on control box. v Replace HIGH =~ e e e 2,000 ------

Replace gearbo o, v Replace HIGH 2,000 -

Wipe spindle taper and apply oil. v Cleaning 1 O

14 Services Listed I

4 n 13
Ph Service: J Add... ;)l‘gd\t... j Delete | ilﬁ Import... - Print... -]

& Help =] Close

(Professional Edition shown)

2. Next, click the "New" button in the "Schedule" section at the top of the screen.

3. Type the name of your new schedule. For example: "Fork Lifts".

4. Below the schedule name, check the boxes next to the intervals you wish to track for this
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schedule. For example, if some of the PM services you define for this schedule will be
tracked by a date interval, check the "Track by date" check box. If some PM services you
define will be tracked by an odometer interval, check the "Track by meter" check box and
select the type of meter. The Deluxe and Professional Editions of Maintenance Pro also
allow for multiple meter tracking where you can track by a secondary meter if desired as well
as by fuel consumption rates.

5. Finally, click the "Save" button.

You can now add PM services to this schedule.

To add a PM service to your schedule:

1. Onthe "PM Service" toolbar located at the bottom of the screen, click the "Add" button.

2. You can enter the Service Name and set your desired date and/or meter interval values.
3. Click the "Save™ button.

TIP: In order to save time when setting up your maintenance schedules, you can import PM senvices
from other schedules. Some of your schedules may differ only slightly from others and importing would
eliminate re-typing the same PM senices you have already entered in another schedule.

To import services from another schedule:

1. Click on the "Import" button to display the "Import Maintenance Services" screen.

2. Of the left side of the screen, choose the schedule you wish to import from using the
"Import From Schedule" drop-down list. The PM services associated with the selected
schedule will be populated in the "Services Available" box.

3. Inthe "Services Available" box, click on the service(s) you wish to import. You can
select multiple services by using the Ctrl-Click or Shift-Click methods. If you wish to import
ALL services, click the "Select All' check box below the source list to highlight ALL
maintenance services in the source list.

4. Click the ">" button to add (import) the selected service(s) to the "Current Schedule" on
the right side of the screen.

5. Click "OK" to return to the "PM Schedule Setup" screen.

For additional information on the import screen, see Import Maintenance Services screen
help topic.
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6 - Step #3 - Adding equipment

Adding equipment is a simple process and does not require a wealth of equipment details.
As an example, we will add a piece of equipment with the most basic information.

To add a new piece of equipment:

1. On the Main Menu or Equipment Manager screen, click the "Add" button.

_J Add New Equipment x
Identification P Tracking General
Unit #: | Maint Sched: = - || Spedifications
Descripkion: Mo Meter: 0 Purchase
Year! Base Meter: o Expirations
Make: EBase Date: 9;24}'2014 EXFIE-'I'ISE—'S
Model:
LoanjLease
Serial #:
Tyne: Insurance
#RE Assignment
Color: Phata
Assigned To: - |4k
Identification: Attachments
Cost Center: -
0 - Mokes
Stabus Parent:
Cateqory: - Configure
Status: Ackive e :
Cwnership: Other Details {custaonm)
Job Site: BTU:
Input Yalts:
Date Installed:
E-mail Motifications {custom Field):
Recipient(s): 0 contack(s) listed, = || fcustom Field):
{custom Field):
{custom Field):
Save Custom Labels As Default Save K Cancel @ Help

(Professional Edition shown)
2. Enter a unique "Unit #' for your equipment.

TIP: The "Identification" field will be automatically populated as you populate the "Unit #",
"Make", or "Model" fields. The "Identification" is used on many of the reports to easily identify
the equipment. You can alter this to your liking or simply let the software set this field for you.

3. Inthe "PM Tracking" group, choose the “Maint. Schedule™ you wish to assign to this
piece of equipment. The schedule, which contains the PM services you wish to track, can be
added on the fly by clicking on the blue plus sign to the right of the drop down box.

Note: The last performed parameters (date and meter) for each PM service can be adjusted for
accuracy after the new equipment is added. You will see this in Step #6.

4. We have just entered all of the required information. You can enter as much information
as you like in the other fields and tabs.
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There are also 30 custom fields you can define on the equipment information tabs.

By default, all custom fields read "(click to define)" when you are adding a new piece of
equipment. Simply click on the "(click to define)" text to define the label. A small screen will
be displayed showing the current label name. Alter the name to your liking and click "Ok".

TIP: Once the custom labels are changed to your liking, to save data entry time, they can be
saved as defaults for each subsequent equipment you enter by checking the "Save Custom
Labels as Default” check box on the bottom of the screen. In addition, if you wish to alter data
or custom fields for multiple pieces of equipment that have already been added, you can
multi-select equipment on the "Equipment Manager"” screen and then click "Edit".

5. Click the "Save™ button to save your equipment.

6. Finally, you will be asked if you wish to configure the "Last Performed" data at this time.
Again, the "Last Performed" data is used when calculating maintenance due. You should tell
Maintenance Pro when the PM services in the assigned schedule were last performed, or let
Maintenance Pro assume the Base Date and Base Meter figures for the last performed data
as a starting point. Choose "Yes" or "No". You can always configure the "Last Performed"
data at a later time by clicking the "Last PM" button on the Equipment Manager screen.

7 - Scheduling and Tracking Repairs

Maintenance Pro includes a repair scheduling utility which allows you to schedule or report
unexpected repairs. The software will keep a log of these repairs until they are completed.
Scheduled repairs are also a factor when determining when the equipment is due for service.

For example, let's say a driver notices that the right front parking light is out on the
equipment. The operator (or anyone) can log this problem into Maintenance Pro so the repair
can be flagged, tracked, and followed through completion.

To record an unexpected repair that needs to be performed:

1. Select the appropriate equipment on the "Equipment Manager" screen and click the
"Repair" button.
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% Repair Request - 204 - Rivet Machine =X
Equipment; Repair BviCn {Date): Repair By/On {Units); Requested By:
204 - Rivet Machine - Q232014 - 0 Boyce, Robert - ||k
Enter Repairs Needsd: Delay notification until next PrM

Repair 2 |Type Prioriky Cornments Phota

Check on bedplate Foundation balts, 2 - Medium

5 1
P |Add.. S|Deete o

when due, scheduled repairs will be printed on maintenance due reports or can =
be automatically populated ko & wark arder, Save HK Cancel @ Help

2. On the "Repair Request" screen, you can record the item(s) that require attention in the "
Enter Repairs Needed" section. Just click the "Add" button to add a new repair item to the
list and enter the details to identify the problem.

3. If necessary, the repair can be scheduled for a future date based on the equipment's
availability. If this is a minor repair that does not require immediate attention, check the "
Delay notification until next PM" check box and the repair will be suppressed from notification
until the equipment is due for the next preventive maintenance service.

4. Click the "Save" button.

Once the repair is logged, assuming the date, units, or delay option has not been adjusted,
the equipment will be flagged as due on the "Equipment Manager" screen with the repair(s)
that have been requested. The repair will be indicated with a red wrench icon as discussed
in the "Equipment Manager" section.

Note: To indicate repairs (or PM) have been completed, you can log a maintenance entry
(Standard and Deluxe Editions) or generate/close a work order (Professional Edition). This
procedure will be discussed in a later section.
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Scheduled Repairs Management Screen
&} Outstanding Repair Requests - = x
|Due 5 |Equipment Task Type Requested By Comments
arz3fzolg 204 - Rivet Machine Check on bedplate Faundation Bovyce, Robert
af17iz014 413 - Air Line Lubricator Leaking air at main connection Little, James
12/1f2011 290 - Mig Welder Davidson ER4213 PC board Smith, John Error with startup on digital readout sk

{ (3listed, Oselected) | M 4 b M| Add. o Edit. 5] Delete | 4 Print.. | 5 Filter.. 4% Search.. | Show Row Filter

‘ ) Help

g Close

To view a master list of outstanding repairs for all of your equipment, you can view the
"Scheduled Repairs Management" screen. To see it, click the "Repairs" button on the main
menu toolbar. You can add, edit, or delete scheduled repairs using this screen.
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8 - Notification Popups

During the first program startup of the day, Maintenance Pro will run a "Notification" check for
maintenance due, equipment renewals (e.g. registrations), and employee renewals (e.g.
drivers license, physical, etc). If there are any new notifications other than what has already
been reported to you in the past, Maintenance Pro will display a popup notification screen:

New Maintenance Notifications:

Mew Notifications x
/7 Wou have new notifications since Maintenance Pro was last started, IF desired, use the check
A U box ko the left of the notification to selectide-select ikems, You may print, e-mail, or
generate work orders based on these notifications,

| Equipment otfications | Employes otfications|
| |Em|:u|cn,fee # ! |Name |F\ddress #1 ity |State,l'F‘rw

v 1||105 Sipes, Edwin 673 Marshall Rd Ft. Myers FL

¥ [+ 139 Little, lames 1432 Monarch Rd Atlanta GA

S+ 330 Daniels, Foger 4431 Avitaln Georgekown Wo
4 ] 3

Send E-mail Motifications .y

=4l Print (8 Remind me later Continue 8

You may click on the plus signs to the left of the equipment to see what is due. Use the
"Create work orders" check box (Professional Edition only) to automatically generate work
orders for all new maintenance notifications. Use the "Send E-mail Notifications" check box
to generate e-mails according to the e-mail contacts configured for your equipment.

Once you have selected your options, you may click "Continue". If you wish to skip this
process until a later time, click "Remind me Later".
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9 - Service Calendar

Maintenance Pro includes an Equipment Service Calendar which allows you to view PM
tasks and repairs that are scheduled on your equipment. This allows you to quickly view
what services will be due on particular dates. You can review maintenance and repairs due,
and even issue work orders using the calendar.

Equipment Service Calendar screen:

L7 Equipment Service Calendar - =X
[ 4 september 2014 | Ockober 2014 | Movember 2014 ¥ | | Fikering optians

SMTWTFS SMTWTFS SMTWTFS View: |Services - Equipment Selection: Al Equi
*3l 1 2 3 45 6 3
w708 9 10111213 Maintenance Due: (@) Shove Al () Selected

14 15 16 17 18 19 20
=21 22 23|24 25 26 27

A0 fets 0

7116 17 18 1920 21 22
=23 24 25 26 27 25 29
#3012 3 4 56

Hide equipment satisfied by a work order

Monday Tuesday Wednesday Thursday Friday SakurdaySunday <
Sep 29 30 Octaber, 1 2 3 4
v
=
[:3 7 g el 10 11
L n2-BakpG. E
13 14 15 16 17 15
19 =
z0 z21 Jars 23 24 25
26
27 28 z9 30 31 Movernber, 1

i M o4 bk M | 52| Current Month | 4% Search | 1 Export | ] Repair Request =i lssue WO =

Se ptember 2014 i@ Right click or double click calendar events For more maintenance options. | = Close |

(Professional Edition shown)

Equipment due or soon due for service will be displayed on the corresponding day
maintenance is due for that particular piece of equipment. To view maintenance due, hover
your mouse pointer over the equipment or double-click the equipment for a detailed view of
the services required.

You may select one or many due pieces of equipment on the calendar to automatically issue
work orders (Professional Edition) or record maintenance entries (Deluxe Edition) for the
services due. To generate a single work order or maintenance entry, simply click on a piece
of equipment within the calendar and click "lssue WO" or "Record Maintenance". In the
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Professional Edition, to generate multiple work orders, simply click the check boxes next to
the equipment you desire and click "lssue WQO".

The are various navigating, filtering, and additional features also included with the calendar
which are fully explained in the online help or manual.

10 - Issuing/Updating a Work Order

Maintenance Pro contains a built-in work order system that will create and keep track of work
orders that you generate for your equipment. Work orders can contain preventive
maintenance, repairs, part details, labor details, and more.

You can issue work orders on your equipment individually or create a batch of work orders all
at once. When work orders are created, they have a default status of "Open". When the
work order maintenance is physically performed, the work order "Status" can be switched to
"Closed". When a work order is closed, if applicable, Maintenance Pro will reset the
preventive maintenance service's "Last Performed" parameters and clear any outstanding
repairs that were indicated by your work order. In addition, a historical record will be written
for the equipment's maintenance history indicating the services performed, costs, and other
details.
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To issue a work order:

16

1. On the "Equipment Manager" screen, select a piece of equipment that is due for service.
If you wish to create work orders for multiple equipment, use the <CTRL> or <SHIFT> keys

to multi-select equipment.

2. Then, click the "Issue WO" button. If the chosen equipment is due for service, the

following screen will appear:

Generate Work Order Screen:

i Generate Work Orders

Generate wark orders For:

Automatically Include:
| Maintenance Due

¥|Maintenance Soon Due

Selected Maintenance

PM Interval Criteria
@ Al
Dake Cnly

Meker Only

Close Wiark Crders

Combing Wark Orders

Selected Equipment

« 0K 3 Cancel

&) Help

From this screen, you have the choice to "Generate work orders" for "Selected Equipment",
"Selected Category", or "Selected Category & Subcategories". The default choice is

"Selected Equipment".

By default, to save data entry time, Maintenance Pro will automatically include maintenance
due and soon due on your work order(s). You can avoid this by un-checking the boxes. You
may also select additional maintenance to be populated on your work order(s) by checking
the "Selected Maintenance" check box.

In most cases, the remaining choices on this screen can probably be left alone and you can

click "OK". However, we will explain the other options as well.

You may use the "PM Interval Criteria" section to only include maintenance due by date or
meter. Of course, the default choice is "All".
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If desired, you may check the "Close work orders" check box to automatically close your
work orders. This is useful if you are creating work orders for tasks that have already been
completed. If using this option, you can click the "Meter Update" tab to key in your updated
meter readings before the work orders are officially closed.

3. When you have made your choices click the "OK" button.

If only a single work order is generated:
The "New Work Order" screen will be displayed:

New Work Order Screen:

5 EditWork Order - # - VAC-100 PowerFlow Yac-100 b4
aeneral Work Order Details WAC-1 j
Work Order #: 2022 Mileage: 0
Status: - L =
et Ptk Daj24/2014 - & Maintenance (3) |% Parts Used (00 "ﬂ Labar Details (D]I| | Attachments (D)|
Date Started: 09/24/2014 - |Maintenance Task / |Cnst |Notes |Phnto |
. E Check Electrical Connections $0.00
i Checkthrattle operation 40,00
E Grease Shaft Bearings $0.00
Additional Details
Tvpe: -
Prioriky: MORMAL -
Caost Center: -
PO
Inwoice #:
{Custom) £ T0D
{Custom) : Y Add... A Edit... /5] Delete | 2 Ouick Select... view Image
Assigned To Tatals
Employes Yendaor = ||k Parts: $0.00
Labor: $0.00
Motes (Custam) £0.00
0, 00000%:
Tax 1 0. 00000%, $0.00
Tax 2 0.00000% $0.00
| TOTAL: $0.00
Prink E-rail Generate Invaoice Genetrate PO Save x Cancel @ Help

Creaked 9/24/2014 at 4:54 PM by Userl

You will notice that much of the information is already pre-populated for the work order
including the maintenance that is currently (or soon) due. At this point, you could simply
save, print, or e-mail the work order unless you wish to indicate additional maintenance tasks
or fill in additional details. Prior to saving, you optionally check one of the check boxes on the
lower left of the screen to immediately print, e-mail, or generate an invoice from the work
order. Once you are finished, click "Save".
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TIP: Maintenance Pro also provides the ability for you to associate parts and labor with
preventive maintenance. Therefore, when preventive maintenance tasks are due and populated
on the work order, Maintenance Pro will also automatically indicate the parts and/or labor
required to perform the PM or repair tasks. You can configure Service Associations via the
"SETUP --> Service Associations” menu item on the main menu screen.

If more than one work order is generated:

You will be presented with a "Work Order Generation Results" screen which will provide you
a summarized list of the work orders generated. You will also be provided with options for
viewing, printing, or e-mailing the batch of work orders that have been created:

G Work Order Generation Results -

Work order number 1141 generated For equipment number A001,
Work, order number 1142 generated For equipment number C146,
Work, order number 1143 generated For equipment number E142, W gk
Work order number 1144 generated for equipment number Y-004,

Erint: &ll

Ernail all

= Close

Copy to cliphoard
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11 - Work Order Management

The "Work Order Management" screen is the control center for your work orders. From this
screen, you can modify, delete, or print work orders. You are also able to add work orders
here, but the most efficient method is to create work orders directly from the "Equipment
Manager" screen using the "Issue WO" button.

Work Order Management screen:

i Work QOrder Management ==X
i Status: |al - ‘ Location: Al Categories " - |
WO # Equipment % Complete | Status ‘work Perfarmed Date Issued Date Camplete Dawn Time (Days) | Meter Priority Type =~
0% Cpen Check Electrical Connections, Check th|9/24/2014 -:‘
D% Open Grease lubrication points., Check belt | 9/23/2014 161 NORMAL
2017 224 - Manning HIC- 1250 Punch Press 0% Qpen Clean the heat exchanger., Clean the 9/23/2014 37 MNORMAL
2018 290 - Mig \Welder Davidson D% Open Check hose for cracks, Check all safet: 3/23/2014 46 MNORMAL
2019 FP-458 - Pumpmaster 500c 0% Cpen Check Belts, Check throttle operation, 9/23/2014 o MNORMAL
2020 FP-470 Pumpmaster ¥G72 0% Qpen Check Belts, Check throttle operation, 9/23/2014 237 NORMAL
2021 FT-1 0% Open Clean & Flush, Inspect Exterior For Dar 9/23/2014 o NORMAL
1708 631 - Drill Press 100% Closed Check electrical cord., Ensure all guarc 12§26§2011 1zfzofz011 3 1]
2015 891 - HAAS CMC Miling Machine D% open Check way lube lubrication tank level,, 12/7/2011 45 MNORMAL -
< | LH
i (148 listed, 1 selected) | b M| ] Add.. % Edit. (5] Delete | <4 Brint.. | 72 Filter.. 4% Search.. | Show RowFilter 7] | @ Toggle Status B

Highlight outstanding worl arders
Graup by work Order # & Help = close

When the "Work Order Management" screen opens, by default, it will display the "Open"
work orders currently in the system. However, you can alter the "View Options" area on the
lower left corner of the screen to show work orders in other statuses.

TIP: If desired, you can change the default view status of the "Work Order Management"
screen in the program options.

Closing Work Orders

If you need to add or update information for the work order prior to closing, simply double-
click on the work order you wish to edit, or select the work order and click the "Edit" button.
The "Edit Work Order" screen will be displayed. Make any necessary adjustments (i.e. add
parts, indicate labor details, additional maintenance, etc) and then set the "Status" of the
work order to "Closed". Finally, set the "Date Complete" to the appropriate completion date
and click "Save".

If you simply want to close the work order without editing, use the "Toggle Status" button on
the lower right corner of the "Work Order Management" screen. Upon clicking the "Toggle"
button on an "Open" work order, the status of the work order will be automatically set to
"Closed" and the "Date Complete" will be set to the current date. Note that you can also use
the "Toggle Status" button to re-open a closed work order.

At the moment a work order is closed, provided all due (or soon due) maintenance has been
satisfied by the work order, the equipment will not longer be color shaded on the "Equipment
Manager" screen. The maintenance data has been updated for the tasks performed, and the
date/meter values will be automatically advanced to the next respective due date/meter. In
addition, the work order details will be automatically recorded in the maintenance history for
the equipment.



- Professional Edition - 20

To leave this screen, click the "Close" button.

12 - Viewing the Maintenance History

When maintenance is performed or work orders are closed (Professional Edition), a record
is logged to the maintenance history indicating the preventive maintenance, repair
maintenance, parts, labor, costs, and more. The maintenance history is useful for analyzing
costs and detecting trends in neglect, abuse, or aging equipment.

To view the maintenance history for your equipment:

1. Select a piece of equipment.

2. Click the "History" button.

Maintenance History screen:

& Maintenance History - 290 - Mig Welder Davidson - = x
Assigrments " Fluids ” Fuel " General Expenses H Maintenance “ Inspections |
|Date |Hours 14 |Maintenanca Petformed |Tutal Cost |Down Time {Days) ‘PM Cost |Rapair Cost |Parts Ciost |Labor Ciost |Cost Center I #
o] ifafzoln 0 iCheck hose for cracks or loose $87.50 5 $0.00 $0.00 $0.00 $87.50
iconnections,, Check. all safety
& 12/21f2010 0 Check hose For cracks or loose $75.00 1 $0.00 $0.00 $0.00 $75.00
connections., Check all safety
& 1/15/2011 1} Check hose For cracks or loose $75.00 5 $0.00 $0.00 $0.00 $75.00
connections., Check all safety
& 1/18/2011 0 Take cover off and blow dust out of $31.25 2 $0.00 $0.00 $0.00 $31.25
cabinet, Check wire guides
$268.75 40,00 40,00 40,00 $268.75
4 T 4
History Entries “m” Repairs " Parts ” Lahor ‘
: (4listed, 0 selected ) | ‘ ] Add.. 51 Edit,. 5] Delete Prifit.., | 44 Search.. | Show Row Filter
Date Interval Settings @ Help
Enable date range:
Selected Dates - | |Bizafzol4 - Qfz3fz014 - = Close

(Professional Edition shown)

Depending on which edition of Maintenance Pro you purchased, there may be 5 tabs located
on the history screen: "History Entries", "PM Services", "Repairs", "Parts", and "Labor".

| tistory Entries || PM | Repairs || Parts | Labor |

(Professional Edition shown)

The "History Entries" tab displays the history records logged for the chosen equipment on
the "Equipment Manager" screen. You can see greater detail for an individual history record
by selecting a particular history record and clicking on the other tab screens to view PM
details, repairs, parts, labor, etc. In addition, multiple history records can be selected on this
screen by using the <Ctrl> or <Shift> keys. As you select multiple history records, the PM,
Repairs, Parts, and Labor tabs will be populated with the details of ALL selected records.

On the bottom of the screen, you will notice date interval viewing parameters and totals for all
PM, repairs, parts, and labor:
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Date Interval Settings

Enable date range:

The date interval settings allow you to view the history between a certain date period. For
example, companies with extensive histories for their equipment may want to only view
history for the current year. Check the "Enable date range" check box and use the calendar
selection controls to adjust the dates accordingly. The date interval parameters can also be
set in the program options to maintain the same date interval settings each time the
maintenance history screen is displayed.

The "Totals" section is calculated based on the history entries being viewed. If you have a
date interval set for the current year, the totals will only be calculated for the current year.

13 - Generating Reports
Maintenance Pro ships with numerous reports that detail all aspects of your equipment data.
The easiest way to access the reports is to click the "Reports" toolbar button on the main
menu screen to display the "Report Viewer". The reports are categorized so you can easily

find the report you are looking for.

Report Viewer Screen:

=i Report Viewer - g x
[+ Assignment: i Show: Al Equipment - | Status: lAny Status - || Date Range - | addtional Criceria  ~ _
(%] Employees - - — =
= Equiprent PG Ee) L= oo 1 0 |
Daily Inspection Checklist "

Dally Inspection Report
[#] Depreciation

Equipment: Listing
Equipment Lisage (Detailed)
Equipment: Lisage (Summary) Equipment Listing Report

[ Expirations
G e mETm ABC Company, Inc.\General Equipment.Air Compressors (1)
Insurance Information

Loan/Lease Information Equipment Make, Model Meter Unit # Serial # Type Operator

4] Misc Logs ACT - A Compressor Sullair Sullair CoolFiow 36 AC1 HG3B4TNI2E Air Compressar Tice, Scotty _
©dometer Replacement History =
Purchase Information \ABC Company, Inc.\General EquipmentiAir Line Lubricators {3)

Speciications

&) Statistical Equipment Make, Model Meter Unit # Serial # Type Operator
 Fuel 413 - Alr Line Lubricatar Lubeaster XM354 152 413 HU3874H382 Air Line Lubricator Boyce, Rokert
(] History (Maintenance) 411 - Air Line Lubricatar Lubetaster XM350 82 411 GHIT7443265 Air Line Lubricator Boyce, Rokert
[#] Inventory 414 - Air Line Lubricator Lubehagter XM390 9% 414 TGaM4E24 Air Line Lubricator Boyce, Robert
=) Invoices
[+ Mainkznance \ABC Company, Inc.\General EquipmentiForklifts (9)
7 Pz @it Equipment Make, Model Meter Unit # Serial # Type Operator
1) Vendars
(&) work Orders 124 - Tayeta SFEE1 S Forkift Tovots SFBE1S 41 124 SFM212-76HET1 Forkift
147 - Komatsu FB1SMK-2 Forklift Haomstsu FB1SMK-2 B2 147 2049528 Forkift
152 - Caterpillar TCBOD Forkift Caterpilar TCE0D 202 152 BMJBS44HI50 Forkift
178 - Snorkel UND-33E Man Lift Snorkel UND-33E 132 178 982964956290 Forkift
190 - Crown 303P42TT-S Forklift Crown 30SP42TT-5 58 190 884794801 Forkift

VABC Company, Inc.\General EquipmentiTrucks (3)

Equipment Make, Model Meter Unit # Serial # Tvpe Operator
748 - Dodge RAM 3500 Dodae RaM 3500 23740 748 1 IM3BE47UTT432 Truck N
753 - Ford F350 Ford F350 34,500 753 1IM47588H3845 Truck Little, James: A
< mn >
{4 customize ] Auta Preview Reparts Close

(Professional Edition shown)
Upon selecting a report, it will be immediately displayed in the preview window.

Filtering Options
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Maintenance Pro lets you define the data you wish to be displayed in the report by providing
filtering criteria. Depending on the report you select, there will be various filtering options to
choose from.

Below is a description of the available filtering methods:

Equipment Selection Filtering:

If the selected report is equipment based (e.g. history), the equipment filtering options will
be displayed:

! Show: |All Equipment - | Status: |Any Status - |Date Range = |Adu:|itiu:una| Criteria - |

This feature allows you to print by equipment selection. The choices are:

e "All Equipment” - prints the selected report for your entire equipment listing.

e "Selected equipment only" - prints the selected report for the selected equipment on
the "Equipment Manager" screen. You may multi-select equipment on the "Equipment
Manager” screen.

e "Selected Category & Subcategories" - prints the selected report for the equipment in
the selected category as chosen on the "Equipment Manager" screen.

You can also assign a status filter to the report using the "Status Filter" drop-down list.
This allows you to display equipment that has a specific Status assigned to it, such as
Active, Inactive, Sold, or you can choose "Any Status" to ignore the equipment status for the
report.

Date Filtering

If the selected report contains date information, the date filtering option will be displayed:

Date Range - | _ |

{ [#] Printrecords where
Date In Service + | iz between this date range: +" OK
Selected Dates - | |6/20/2014 - | through 6/20/2014 -

Check the "Print records where" check box to enable date filtering for the selected report.

Then, if there are multiple date fields in the report, choose the date field for which you wish
to filter. In the example above, "Date Completed" is the chosen date field.

Next, to save time, Maintenance Pro provides a quick list of available date filters (i.e.
Current Year, Current Quarter, Last Year, Last Month, ...etc). Choosing one of these quick
filters will automatically fill in the date boxes with the appropriate dates. However, if desired,
you may also adjust the dates manually.

Additional Filter Criteria
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If you need to be more specific, Maintenance Pro also provides an area for you to filter by
essentially any field in the report. Just check the "Specify additional filter criteria" check
box to enable this section. Then, choose the "Field" you wish to filter by, the "Condition",
and finally the "Value".

Additional Criteria - || App

Spedfy additional filter criteria

Field: Condition:  Value:
¥ 'aND ~ | BaseDate - |= - | 6/20/2014 -

Case Sensitive

Sarting
First Sort Second Sort Third Sort
Path - Mone - Mone -
@) Ascend Descend @) Ascend Descend @) Ascend Descend

This concludes the Maintenance Pro "Getting Started" section. There are many additional
program features which we did not cover. Other features include the tracking of parts
inventory (Professional Edition), purchase orders (Professional Edition), employees,
vendors, and more. For additional information, please view the online help provided with the
program or visit support.mtcpro.com . Please visit www.mtcpro.com frequently for the
latest updates and information.
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