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1. What Is CWorks?

CWorks is a computerized maintenance management system, which delivers various
benefits to organizations by delivering information to maintenance engineers and
managers. These benefits include:

e Easy analysis of work order status.

¢ Simplified management decisions with the availability of equipment

maintenance history.

¢ Simplified and documented process for Supplier Management.

¢ Readily available equipment preventive maintenance schedules.

e Automatically generated preventive maintenance work orders.

e Efficient and time-saving maintenance activities with CWorks’s centralized

database and communication.
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1.1 How Is It Used?

CWorks is used to keep track of all aspects of maintenance performed on assets,

equipment, locations and other items that make up your facility. It is flexible and

easily customizable to meet your needs. You decide how you want CWorks to track

your maintenance;

Use it to store information about the things you maintain (e.g., equipment or
locations) and the resources used to maintain them (e.g., labor and parts.)
Use it to assign and schedule maintenance on your facility using the stored
information.

Most importantly, use it to track the history and cost of maintenance

performed on your facility.

1.2 What Should You Do Before Starting?

1.

Gather information about your maintenance facility based on the Masters list
required by the system. For examples assets, locations and etc.

Organize your assets according to a hierarchical structure if required.

Enter your basic data into CWorks. You do not have to set everything up at
once, but certain information must be entered before you can issue a work
order.

Other information can be added on as you use CWorks.

Now you are ready to use CWorks to manage your maintenance.

Remember that maintenance management involves significant amounts of data. We

advise that you do not try to do everything at once.
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1.3 How Does CWorks Work?

1.3.1 CWorks Main Menu

ES| CWORKS SYSTEMS BERHAD [user : Admin]

@ E=

Computerized Maintenance
Management Systems

B ¥ @

8 @&

Work Orders Assets Locations Preventive Employee Material
I
Work Request Masters Purchasing Reports Administration EXIT

[71 work Request(s) are open.
Click here to refresh count
Copynight @ 2002-2007 CYWOR STBWE BERHAD Al Rights R

Press F1 for Help

Figure 1: Main Menu

1.3.2 Description of CWorks Modules

1.3.2.1 Work Orders

The work order module provides the ability to view and manage all

maintenance activities. It provides an accurate basis for work order

costing, analysis and management of site activities. The work order
module is integrated with the Planned Maintenance module in order to
integrate scheduled preventive maintenance work with ad-hoc
breakdown work. Work orders can also be raised for non-asset
activities, such as changing a light bulb, repairing a leaking roof or
plumbing problems. The module enables the capture of all Material
used and labour costs and utilization.
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1.3.2.2 Assets

The Asset module provides the facility to record and manage your

organization’s assets. It stores data on every asset that you want to

maintain a record of maintenance activities. The following screens are
available in the Asset module;
e Asset List Summary
e Current Asset Register
¢ New Asset Registration
e Parts List — Spare parts for the selected asset can be itemized
in this section.
e Additional Info. — Information about the registered asset can be
listed in this section.
e Relationship - Enables an asset tree to be built using the
parent-child relationship.
e Work Order History - List of all work orders opened on an
asset.

1.3.2.3 Location

The Location module provides the facility to record and manage your
facility’s physical locations. It stores data on every location that you
want to maintain a record of maintenance activities. The following
screens are available in the Location Register;

= Location List Summary

= Current Location Register

= New Location Registration

1.3.2.4 Preventive

This Preventive Maintenance module describes how to schedule and

generate preventive maintenance work orders within CWorks. A

preventive maintenance (PM) master and schedule specifies work to be
performed based on an elapsed time interval or by metered / condition
monitoring. PM schedules can be set-up for either an asset or a

physical location.
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1.3.2.5 Employee

The employee module provides the facility to record and manage your
@ employee data. It stores data for every personnel employed in your
company and records maintenance activities performed by employee.
You can also view assets for which an employee is authorized/trained

to operate and maintain.

1.3.2.6 Material

The Material module provides the tool for managing all spare parts and
consumables, which make up the maintenance program. It is Material
Management System, which controls and documents the transactions
of spare parts and consumables (or stock items) within a store. The
Material module aids maintenance departments in identifying;

e The type of spare parts and consumables available in the store.

e The balance quantity of spare parts and consumables.

e Total cost of holding stock and of individual stock items.

e The location of individual stock items.

e Shortage of stock items and re-order quantities.

The Material module is integrated with the Work Order module to
provide parts and consumable usage and cost for individuals work

orders. A set of reports are available in the Material module.

1.3.2.7 Work Request

The work request module provides you with the ability to request

for work to be done on a particular asset or location.
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1.3.2.8 Purchase Order

&

This module enables the generation of purchase orders. Order,
purchase and receiving information recording for inventory items,
purchased services and direct issues can be easily managed through
the use of this module. The purchase module is integrated to work
orders and inventory modules to allow for seamless recording and
reporting of order, purchase and receiving of all externally supplied
goods and services.

1.3.2.9 Reports

ba,

This module provides a wide range of management reports. Reports
produced by CWorks is a combination of related data contained in the
system. Reports are used for management information purpose,
documentation and accounting of the productivity and performance of

the maintenance departments.

1.3.2.10 Masters

This module captures all your basic maintenance data which is

L él required to start your CWorks.

1.3.2.11 Administration

Iﬁ%
o

This module can only be accessed by the system administrator (default
username: admin, password: admin). This module allows the
administrator to change the default administrator password and to set-

up the access levels of each user to modules within CWorks CMMS.

1.3.2.12 Help File

o

CWorks help file

1.3.2.13 Exit

2

To close or exit from CWorks program.
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1.4 How To Log Into Cworks?

Upon launching the CWorks application file, the screen below would pop-up.
The system will automatically refresh the database link. To change the

database, refer to How To Change The Database Source File.

Connect To Data Source

Refreshing Database Link

Progress [

Status :

Figure 2: Connect to Database

CWorks logon screen would pop-up.

Computerized Maintenance

Cworks Logon

Management System
Enter UserID & User ID ‘ |
Password
Password ‘ |
Change Language ‘ Login ‘ [L*' ‘

Figure 3: Logon Menu

1. For first time access enter the following UserID and Password;
UserID: admin

Password: admin

Click on “"LOGIN". The employee details will be displayed as confirmation.
Click on "START CWORKS" to access the application.
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To switch between users without exiting the application, go to “File” on the
applications menu bar and click “Log Off”. Upon confirmation, the application
will close all active windows and launch the CWorks LogOn screen.

If the system cannot find the database file (CWorksPlus_db) or
(CWorksPlus_Sample_db.mdb) a message box would pop-up for user to
provide a valid link.

Connect To Data Source

Current Data Source :|CI\CWPLUSWCworksFlus_Sample_db.mdb |

Browse Data Source

i The Current Link Is Invalid.
Systemn Could Mot Detect a Database.Please Provide a walid Link

I

Figure 4: Invalid Link

1.5 How To Change Language In CWorks?

Cworks Logon

Computerized Maintenance

Management System
User ID | |
Password | |
Change Language | I Login | EL*' |
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2. Work Orders

2.1 What Are Work Orders?

Work orders are written records of maintenance activities. They are used to
assign maintenance to the areas and equipment that make up vyour

maintenance program.

Work orders contain information about a maintenance activity, such as where
and how it is to be done, who is supposed to do it and supplies needed to
complete the task. They keep track of your maintenance activities and store
valuable time and cost information that is used in reports. All tracked
maintenance histories in CWorks are based on the information stored in your

work order records.

Creating work orders for all your maintenance activities is the key to an

efficient maintenance program.

Work Orders are created for two primary reasons:

1. Unscheduled work that is requested by tenants, customers,
employees, and supervisors.

2. Regularly scheduled or preventive maintenance that is performed on a

routine basis.

CWorks can create both types of work orders.
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2.2 How To Open A New Work Order?

A work order can be opened on an asset, a physical location or when services

are required.

Click icon on the Main Menu page (see Figure 1). The Work Order List
page (as seen below) will be displayed. The list view column can be

rearranged to the users choice.

Work Order List

‘Work Order No ‘Work Type ‘Work Status Asset No 1 Asset Description Problem Description | =
0000000049 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) |
0000000048 Praventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) |
0000000047 Praventive Open CAR01 Mercedez Banz Mercedez Benz(Time Based Generation) I3
0000000046 Praventive Open CAR01 Mercedez Banz Mercedez Benz(Time Based Generation) |
0000000045 Praventive Open ACS027 AR CONDITIONING...  Ar Cond Split Unit =
0000000044 Preventive Open 78723JU0I Water Pump Water Pump

0000000043 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit

0000000042 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit

0000000041 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit

0000000040 Preventive Open CARO01 Mert M dez Benz(Time Based Generation)

0000000038 Preventive Open AFICIO1 pier (Last Reading : 12000 Prints)

0000000037 Preventive Open 78723JU01 Water Pump Water Pump

0000000036 Preventive Open 78723JU01 ‘Water Pump Water Pump

0000000035 Preventive Waiting for Parts 78723JU01 Water Pump Water Pump o,

L o~ T : =) SRR it Finie »
< Mew WorkOrder | )!\ew Al ‘ PM Materials PrintWOinList | PrintWObybatch | ExporttoExcel | Close Mo.ofRecords| 33 |
N——
Advance Search | Legend
C »

ork Type | R Pros. Dose — T

s g tosstionese [ |Freente

Work Trade | Ko PM Ho. | % Projects

Workorder No _Jﬁ PM Chk No. _J L Reimbursable

i T L e I w— Y

B e 7 L R | w— ] e Mt

i S— T kS n—  — ]

FaurecCods [ |gfPWTargetsntoste [ ] qo[  Jm|g| el ]

AssignTo | T | —  search | Reset |

Figure 5: Work Order List

Click the “New WorkOrder” button. This will bring you to a blank Work Order
form as shown in Figure 6. A New Work Order screen can also be activated in

the Current Work Order screen by clicking the same button.
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2.3 How To Fill In A New Work Order?

Upon activation of the New Work Order screen, the

order number.

Work Order # will display

000000000. Only upon saving the work order the system will generate a work

New Work Order

Work Order | Assign To | Job Plan | Safety Instr. | WO Closing

Work Order No : 0000000000
1 Received Date/Time [4/27/2007 7:21:31PM___| Work Status [Open “I0| Employee/Req i 2
Problem Water dripping from wall unit and creating & water pool in the room EmpReq Dr. John Adams v ﬂ
HESS el T No [021023021630
FaxNo

Required Date  [+/30/2007 10.00 @ 10:00 Mobile No 21376178787
Work Type F— 5 E-Mail KLOSHJ@COM.MY
Work Priority  |Mormal ~

| | |

[ I |
Asset / Location Infermation
LocationNo  [01GFOOR ~| [A%E - DRIVERS ROOM [

| || |J Asset Tree
Asset No (286000863 ~] [4IR CONDTIONER - SPLITAMALL |#]
Asse Status WartantyContract[ione__________| < 3
Auth E WarranyEndDate[ |

Asset Location
Notes to i Al
Technician b
Created By Admin ~ Work Order Trade

Save Close

Figure 6: Sample Of A Saved Work Order

1. Fill up all the fields in the first section. Fields are described below:

Fields Description

Work Order #

Received Date/Time
Work Status

Problem Description

Required Date
Work Type

Automatically generated by the system upon saving the
record.

System date and time.

System defaults status to "Open". The current work order
status describes which stage the work is in.

Describe the details of the problem for this particular work
order.

Enter a required date and time if applicable.

Select a work type for the work order. Additional work types
can be defined in the Master module (Miscellaneous - Work

Type.)
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Description

Work Priority

PM No.
PM Task No.

Define the level of urgency assigned to a particular job. This
data is set in the Master module. The system-default data
are as follows. They can be added but cannot be removed.
Normal, Urgent, Emergency, Routine, Safety

Identifier of the PM Schedule master record.

Identifier of the PM Task master record.

e Fill up all the fields in the Employee/Requester Information section. Fields are

described below:
Fields

Description

Emp/Reqg. Name

Telephone No
Fax No
Mobile No
E-mail

Select the person who requested for the work order /service from
the list. The person could be an employee of the organisation or a
customer to the organisation.

Users can also view a list of employees/requesters, obtain details,
amend current employees/requester data and add a new
employee/requester into the master database by clicking on this
right button, ﬂ, which is located to the right of the field. To add
new employee, refer to How To Add A New
Employee/Requester for the field explanation.

Default based on data set in employee/requester master.

Default based on data set in employee/requester master.

Default based on data set in employee/requester master.

Default based on data set in employee/requester master.

e Fill up all the fields in the Asset/Location Information section. Fields are

described below:
Fields

Description

Location No

Asset No

Asset Status

Warranty/Contract

Select the location where the problem is originating from. Work
orders can be created based just on a location.

There are two methods to select the asset. See "How To Select
Asset Number”

Default based on data set in asset master. This field describes the
status of the asset.

Default based on data set in asset master. This field specifies

whether the asset maintenance is under warranty or contract.
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Description

Auth Employee

Warranty Expiry Date

Notes to Technician

Created By
Work Order Trade

so |

Close |

Employee given rights and accountability to the asset, populated
based on the asset chosen, where the information is set during
asset registration

Default based on data set in asset master. This is the warranty
expiry date.

Asset (See Figure 9)

Default based on data set in asset and line master. Field is used to
describe additional important information pertaining to the asset.
Location (See Figure 10)

Default based on data set in asset master. Field is used to describe
additional important information pertaining to the location.
Defaults to the log-in person who created the work order.

Trade or section that is primarily responsible for the work.

This data is set in the Misc.- masters.

Click on this button to save any changes

Click on this button to close the screen without saving the record

2.3.1 How To Select Asset Number?

2.3.1.1 Method 1:

Filter the asset list according to Location No. by selecting a Location No. The

Asset No. list will only display assets in the selected location.

Newr Work Order

Work Order | Assign To | Job Plan | Safety Instr. | WO Closing |

Work Order No : 0000000000

Save Close

Figure 7: New Work Order

Page 22

Asset list will be filtered
by the location. If no
location is selected, all

assets will be displayed

Received Date/Time [7/142004 10:47:29 AM__| Work Status Enpleeiegrser et
probiem N —
Description T No ,—|
Fas No 1

ReguiredDate [ [ml|[ | MobileNo [ ]
WorkType  [Breakdown -] E-Mail 1
\Work Priority

| | |

[ I | |
Asset / Location Infomation
:Zts::tll::,rlu [ GFOM _~] [Emergency Room |=] Bsset Tree
Asset Status Air Conditioner - Split Unit

Digital BP Set |

Asset Location
Tovtscan : H ,
Created By Adrmin = Work Order Trade I:l fO r seleCtlon
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2.3.1.2 Method 2:

Open the asset tree by clicking % Browse the asset tree and click on
the required asset. Click the “Add to WO/WR"” button to select the asset for

the work request.

B fAsgset - Parent f Sibling E\
- @ ":“‘;ﬁ?mm Asset No 2233 e
o 3333 Digital 5P Set(01 GFO0T) LocationNe |01 GFO01 * | ih
2222 Ajr Condtioner - Spit Unit(01GF001) Dept Code

+-de 01GFO02 Asset Desc. Air Conditioner - Split Unit
ol 01GFO03 Model Number
Serial Number

er -

( Add To WOMR b

Close

Figure 8: Parent/Sibling Relationship
2.3.2 How To Enter Notes To Technicians?

2.3.2.1 Notes to Technician: Asset
This field is used to describe additional important information pertaining to

the asset. This field can be updated by clicking on =| button. The screen
below would pop-up. Users can change the data here and the system will

automatically update the asset master record.

Notes To Technician

Asset # [ E | |[AIR CONDITIONER - SPLITWALL |

Notes To
Technician

Close

Figure 9: Notes to Technician - Asset
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Location

This field is used to describe additional important information pertaining to

the location. This field can be updated by clicking on 2| button. The screen

below would pop-up. User can change the data here and the system will

automatically update the line master record.

Motes To Technician - Location

Location

MNotes To
Technician

01GF006 ||

A&E - DRIVERS ROOM |

Figure 10: Notes to Technician - Location

2.4 How To Assign A Work Order To An Employee?

Work orders are assigned to employees in the Assign To tab. An unlimited

number of employees can be assigned for each work order. This is not a

mandatory field.

New Work Order

Work Order w Job Plan | Safety Instr. | WO Closing

Contractor/Supplier Name

Employee I v|

Start Date/Time | JE |

End DatefTime | |@| | ) Add
Employee Mo First Mame Start Date | End Date |
< >
To delete record please hit [Backspace] key

Assign To Contractor /Supplier | | = ||

Save Close

Figure 11: Work Order - “Assign To” Tab
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Fields Description

Employee No / Name Select from the drop down box (either by employee no or name).
Est. Start Date Estimate date and time when to start the work.

Est. End Date Estimate date and time when to end the work.

View WorkOrders To view a list of work assigned to a particular employee, select an

employee and click the “View Work Order” button.

2.4.1 How To View Work Orders Assighed To An Employee?

To view a list of work assigned to a particular employee, select an employee
and click the “View Workorders” button, see Figure 11. The Work Orders by
Employee screen will pop up. The screen displays all work orders assigned to
the particular employee which are still pending (e.g. work order status not

Closed or Cancelled).

Work Orders By Employee

Workorder Mo | Wark Type Wark Status Froblem Description Requester Date Received
Breakdown Waiting for P... | Light bulb fused 3.
noooooooot Breakdown Completed BF Set notwarking John Edwards  TiE2004 1001,

< >

Close

Figure 12: Work Orders By Employee

To delete an entry in the Assign To list, highlight the record to be deleted by

clicking once on it. Hit the “"Backspace” key to delete the record.
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2.4.2 How To Assign A Work Order To A Contractor?

Work orders can also be assigned to a Contractor/Supplier in the Work Order

“Assign To” tab. At the bottom of the “Assign To” tab, a supplier field is

provided. Click to select a supplier from the supplier list form.

New Work Order

Work Order = Assign To | Job Plan | Safety Instr. | WO Closing

Employee I v|
Satvatemime ||
End Date/Time l:l@l:l View Workoerders | Add |
Employee Mo [ First Mame Start Date [ End Date [
< >
To delete record please hit [Backspace] key g~
r 4
Assign To Contractor ier | | P m
Contractor ier Name | e
Save Close
) \4
SupplierfNendor, List
Supplier Mo | Supplier Mame | Contact Mame | Phone Mumber | Fax Mu
Both Both
Con Contractor
S0m Civil Hardware Supplies Lid Ali Bin Abu 03-778989887  03-778
s002 Fower Systermns Lid Tommy Kieth 12090-3012920  2092-0
S003 Mediserve Sdn Bhd
5004 Jetcool Lid
supp Supplier
< >
No. of Records
Supplier No Supplier Name Contact Name search |
| | View All |

Figure 13: Supplier/Vendor List

Search for the required supplier from the list form and double-click on the

required record to select the supplier. To delete a supplier from the field, click

I’5]. Double-click on the required record to select a Supplier / Contractor.
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2.5 What Is A Job Plan?

A Job Plan is created to specify a set of steps or work instructions for a
technician to carry out when executing a work. Job plans are created and

saved in the Job Plan Master.

New Work Order.

Work Order | Assign To | Job Plan | Safaty Instr. | WO Closing

Job Plan No Job Plan Name [Job Flan For AHU |

1. Prepare fools - Adjustable spanner, Screw driver, ladder
2. Shutdown AHU haur hefore P,

Save Close

Figure 14: Work Order - “Job Plan” Tab

Select the applicable Job Plan from the pick list in the Job Plan tab. Once a
Job Plan is selected, the contents of the job plan is copied over to the memo
field below. The content Job Plan can be amended here without affecting the

Job Plan master.

2.6 What Are Safety Instructions?

As in the Job Plan Tab, safety instructions can be defined for a work order
using the Safety Instructions tab. Safety Instructions are created and saved
in the Safety Instruction Master.

Select the applicable Safety Instructions from the pick list in the Safety
Instructions tab. Once a Safety Instructions is selected, the contents of the
Safety Instructions are copied over to the memo field below. The content
Safety Instructions can be amended here without affecting the Safety

Instructions master.
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2.7 What Is Work Order Closing?

When a work order is created, its default status is "Open” and cannot be
changed. The work order closing tab can be used when first opening a work
order. This tab allows users to enter additional remarks or to establish the
estimated start / end dates to complete the work order. Entering estimated
start dates are useful as they can assist in monitoring and planning work
orders. Work order estimated start dates can be searched in the work order
list form.

Work Order | Assign To | Job Plan | Safety Instr. WO Closing |

Work Order No : 0000000000 Work Status : Open

Work Status GEEE -]

Date | Time Details ~ Estimated Time  Actual Time  PM Target Start Date
L L 1#[ ] & ]I \
SET [ I8[J[_— &[] PwTargetComp.Date
il L 1s[ ]I JE g ]
HandoverDatemime | @[ | st Duration 0.00 Downtime
Failure Code [ | | AcceptedBy| | [ 0.00]
Cause

Descriptions

Action Taken ‘ ‘

Prevention
Taken

Customerfeedback [ [ | WoCksedtyl ]
Coscemer 7]

Save Close

Figure 15: Work Order - “WO Closing” Tab
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2.8 How To View And Modify Existing Work Orders?

Click the work order icon in the main menu (see Figure 1), and a Work Order
list form would pop-up. The Work Order list form displays only open work

orders (work order where the status is not “Closed or “Cancelled). To view all

work orders in the list form, click the “View All” button.

Double-clicking on any of the work order will activate the Current Work Order

screen, see Figure 17. Users will be able to view and modify the detail on the

particular work order in this screen.

Note - Closed work orders cannot be modified.

Work Order List

Work Order No Work Type: Work Status Asset No Asset Description Problemn Description =
0000000049 Freventive Open CARD1 Mercedez Benz Mercedez Benz(Time Based Generation) ‘
0000000048 Preventive Open CARD1 Mercedez Benz Mercedez Benz(Time Based Generation) | 4
0000000047 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) 13
0000000046 Freventive Open CARDM Mercedez Benz Mercedez Benz(Time Based Generation) ‘
0000000045 Preventive Open ACS027 AR CONDITIONING...  Air Cond Split Unit 5
0000000044 Preventive Open 78723JU01 Water Pump Water Pump

0000000043 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit

0000000042 Preventive Open ACS5027 AJR CONDITIONING Air Cond Split Unit

il | 0000000041 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000040 Preventive Open CARD1 Mercedez Banz Mercedez Benz(Time Based Generation)

0000000038 Praventive Open AFICIOT Photocopier Photocopier.(Last Reading : 12000 Prints)

0000000037 Ve Open 78723JU01 Water Pump Water Pump

0000000036 Open T78723JU01 Water Pump ‘Water Pump

0000000035 ‘Waiting for Pars 78723001 Water Pump ‘Water Pump s
7 : S —— e e S X
New WorkOraer View All PM Materials Print WO in List Print WO by batch Export to Excel Close oot Records
Advance Search Legend|

4 Prob. Desc. Corrective

Work Type I:lJ ﬂ o I } Preventive

vorksaws [ ] [xd lereaxdown

Work Trade | £y PMo. | | BY|projects

Workorder No B¢ EMChikHoo | | #9|reimbursable

Requester L Date | To] |ﬂﬂ \rTsDectlign )

Est Start Date | || Manual Preventive

Assetlio I e . | | To| ICTET o

woprormy [ | ActClesenate | [P | |

Falre Code [ | .| PMTargetStartDate | | Tof Jwjwy Pl ]

I — T i L T

Figure 16: Work Order List
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The Current Work Order screen is shown below. To modify the data, just type

over the current data and upon closing the form the system will prompt user

whether you wish to save the changes. Click Yes to save the changes and Exit

or No to exit the screen without saving the changes.

Work Order

Work Order | Assign To | WO Closing | Labour | DirectIssue | Material | Work Order Cost | Job Plan | safety Instr. | Job Actual | Attachment|

Work Order No : 0000000008 Request No : 0000000003
Received Date/Time 11-Jan-2006 3:23:16 PI Work Status Employee/Requester Information
Problem Description Fressure relief valve leaking Emp/Req DAVID :l ¥|
Telephone No [675878563 |
Fax No [22900931 |
Required Date [ | &l ] Mobile No [F6576777 |
Work Type Corrective  [+] Work Priority [Normal [+ ]| E-Mail | |
PM No =l |
PM Chk Ho | =l |
Asset [ Location Information
Location No [Loun12 [+ ] [Other Inside Area | Asset T
Asset Ho [1115HWP [+] [Hot Water Pressure Washer | =] _
Asset Status Warranty/Contract | | B
Auth Employee DANNY Warranty End Date | | Print W02
Asset Locatio Print WO with PM
Note to Technician :-J :-J Attachment
Created By [Admin [=] Work Order Trade [Mechanical [+] Print WO with Attachment
Duplicate WO Hew WO Close

Figure 17: Sample Work Order
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2.9 How To Use Advance Search Function?

An Advance Search option is available in the Work Order List form. Its
function is to enable filtering of work orders by a combination of parameters
defined by the user. In the screenshot example below, work orders are

filtered by Work Type “Breakdown” and Work Status “Open.”

Advance Search | Legend

worktwe .| xi Proh.oesc \

e — e L

Work Trade | i PMtlo. Y

Workorder Ho .| 7| PM Chic Ho. | Y

Requester - | ﬂ Hersnetllae | ‘ To ‘ |M ﬂ

mssetho [ ] |yofEststrtbate | | 1o | ] %

e — T | 1o ]

e E— N v ] ] 79 |
Assign To J ﬂ S J J Search Reset

Figure 18: Advance Search

To select a parameter in a field, click _|. The available options for the
parameter will be displayed on the far right hand side of the screen (above
the search button). Select the parameter by clicking once on the text. More
than one parameter can be selected (example: Open & Closed) by just

clicking on another parameter text.
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2.10 What is Legend in WO List?

The Work Order list changes colour upon breaching the target date. This

applies to both planed and unplanned Work Orders. Detailed information can

be viewed from the legend tab on the Work Order List refer Figure 19. For

example PM work orders in the list would turn red when the “PM Target

Complete Date” is equal or exceeds current date. As for non-PM work order

the application refers the “"Required Date” field.

Work Order List

Work Order No Work Type ‘Work Status Asset No Asset Description Problem Description B
0000000026 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000025 Praventive Opan CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading:
0000000024 Preventive Completed CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading:...
0000000023 Preventive Open T8723JU01 Water Pump Water Pump

0000000022 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000021 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000020 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000019 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit B
0000000018 Praventive Open CARO1 Mercedez Benz Mercedez Benz(Tima Based Generation)

0000000017 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) E
0000000016 Preventive Open CAROM Mercedez Benz Mercedez Benz.(Last Reading : 5000 KM)

0000000015 Preventive COpen AFICIO1 Photocopier Photocopier.(Last Reading : 6010 Prints) |
0000000013 Praventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000008 Corrective Cpen 1115HWP Hot Water Pressure ... Pressure relief valve leaking o
1 = = x ] et PR R R R P .
New WorkOrder View All ] PM Materials Print WO in List Print WO by batch Export to Excel ] Close Mo, ofﬂeoords

Advance Search | Legend

For Non Preventive W0's
|- Required Date <= Today's Date
- Required Date > Today's Date
For Preventive WO's
|- Target Completion Date <= Today's Date

1- Target Completion Date > Today's Date

Figure 19: Work Order list - Exceeding Target Date
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2.11 How To Sort The Work Order List?

Data in the work order list form can be sorted in ascending or descending

order by clicking the relevant column header.

Click once on the column headers to sort

in descending or ascending order

Advance Search | Legend

A
Work Order List
Work Order No [ workType [ work status Asset No | Asset Description | Problem Description -
0000000026 Preventive Open ACS027 AR CONDITIONING... AirCond Split Unit
0000000025 Preventive Cpen CARO1 Mercedaz Benz Mercedaz Benz(Time Based Generation. Reading:...
0000000024 Freventive Completed CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading
0000000023 Freventive Cpen TET23JU01 Water Pump Water Pump
0000000022 Preventive Open ACS027 AR CONDITIONING...  Air Cond Split Unit
0000000021 Preventive Open ACS027 AR CONDITIONING...  Air Cond Split Unit
0000000020 Preventive Open ACS027 AR CONDITIONING... AirCond Split Unit
0000000019 Preventive Open ACS027 AR CONDITIONING... AirCond Split Unit F
0000000018 Freventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation)
0000000017 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) £
0000000016 Preventive Open CARO Mercedez Benz Mercedez Benz.(Last Reading : 5000 KM)
0000000015 Praventive Open AFICION Photocopier Photocopier.{Last Reading : 6010 Prints) |
0000000013 Preventive Open ACS027 AR CONDITIONING... AirCond Split Unit
0000000008 Corrective Open 1115HWP Hot Water Pressure Fressure relief valve leaking ol
1 = ; = | BT TS I T BT e "
New WorkOrder View All | PM Materials Print WO in List Print WO by batch Export to Excel | Close Mz mms

For Preventive WO's

For Non Preventive WO's

Regquired Date > Today's Date

i Required Date <= Today's Date

\- Target Completion Date < =Today's Date

ii Target Completion Date > Today's Date

Figure 20: Sorting Work Order List
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2.12 How To Close A Work Order?

When a job is completed, the work order in the system has to be closed.

To close a work order, click Work Order button on the Main Menu. Double-

click on the work order user wish to close from the list. Click on Work Order

Closing tab and change the Work Status to “Closed”.

Work Order

| Work Order | Assign T

ur Direct Issue | Material | Work Order Cost | Job Plan | Safety Instr. | Job Actual | Attachment

Work Status

Assessment
Start
End

Work Order No : 0000000008 Work Status : Closed

DateTime Details __Esfi L

@
ual : Date Time PM Target Start Date
L &) I:I L J=l 1 ]
[ JsI[ ][00 | g[ ] PTowet Comp.Date
sl | 7 | —
Calc. Actual Start-End Date

Failure Code

Cause
Description

Action Taken

Cost Center

Hondove Dterime || ][] Estmated wrtion

Prevention Taken ‘ ‘

Customer Feedback [~ | WO Closed by

Downtime (Hours)

[ P

ACCTO004

Fields

Duplicate WO | ‘ Close WO | |

Figure 21: Work Order - “WO Closing” Tab

Description

Work Status
Estimated:
Assessment Date/Time
Start Date/Time

End Date/Time
Actual:

Assessment Date/Time
Start Date/Time

End Date/Time

PM Target Start Date
PM Target Comp. Date

Upon completion of work order, set status to “Closed”

Estimated date and time the work order is assessed.
Estimated date and time work start.

Estimated date and time work completed.

Actual date and time that work was attended to.

Actual date and time of start work order. Mandatory field.
Actual date and time work order completed. Mandatory field.
Target start date of a preventive maintenance work order.

Target complete date of a preventive maintenance work order.
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Description

Accepted By
Handover Date/Time
Estimated Duration

Failure Code

Failure Description
Cause Description
Action Taken
Prevention Taken
Customer Feedback
WO Closed by

Cost Centre

Downtime

Close WO |

Requester who acknowledged the closed work order.

Specify a handover date for the work.

Estimated duration time for the work order to complete.

Choose from the list. A unique code can be assigned for each
breakdown work order. Failure codes are defined in the masters.
Default base on failure code data set in the masters.

Memo field to describe the cause of the problem.

Memo field to describe the action taken.

Memo field to describe the prevention taken.

A rating of services based on customer feedback (if applicable).
Name of the person who closed the work order in CWorks. The field
is locked and defaults to the user who logged on and closed the work
order.

Capture the Cost Centre to be used for the work order.

Asset or equipment downtime in hours. Clicking the “Calculate”
button next to the field will calculate the difference between the
Actual Start and End Date/Time. The field can be manually modified
if needed.

Click on this button to close the work order. You will be prompted
whether you wish to save the changes. Click Yes to save the changes
and exit or No to exit the screen without saving the changes. Note:

Users cannot modify a closed work order.
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2.13 How To Re-open Closed Work Order?

To re-open a closed work order, click on “"Re-Open This Work Order” button.
Only authorized user can re-open a work order. Authorization can be set in
ADMINISTRATION MODULE. To see audit trail for work order status click on
the icon next to the Work Status field.

Work Order.

Work Order .AssiunToE WO Closing ;Lahour Direct Issue | Material | Work Order Cost | Job Plan Safety Instr. | Job Actual | | ¢ *

‘ Work Order No : 0000000013 Work Status : Closed ‘
- -

Work Status &
Date/Time Details Estimated : Date Time Actual : Date Time PM Target Start Date
Assessment | |2l ] &[] |
Start | | & | [eranizond 60000 PM | &) | | PM Target Comp. Date
End | | & | [era0izond 1o:00:00 PM | &) | | [ |
Handover Date/Time | |J| | Estimated Duration Downtime (Hours)
Failure Code [Foo1 | [Wear & Tear | Accepted By |:| Q
Cause
Description
Action Taken Replaced vacuum pump ‘
Prevention Taken ‘ ‘
Customer Feedback [« | WO Closed by [£dmin ~|

< Re-Open This Work Or(lerp Duplicate WO ‘ Hew WO ‘ ‘ Close ‘

Figure 22: Work Order - “"Work Closing” Tab

Current Employee [ Requester

EmpiReq No ADO1 Hourly Salary
Emp/Req Name  |Admin OverTimeRate [ 011 _|[ oO12 |[ OT3 |
Address CWaorks Systems Berhad [ ooo ][ ooo |[ ooo |
Category | Employee [ Requester [ In-Active
Designation [CworksAdministrator | —
Telephone/Ext No [+5086569041 [[p042 L=t Authorisation |
Fax No Work Order Module
Mobile No. |:| Authorised To Issue Material
House Phone |—| : T fa WO[-S)
Department [roMIMNISTRATION -] 2
Location [£DmIN 1| O Limit View To Assigned WO(s) Only
Email [info@eworks com my | Authorised To Close WO{s)
[ Hide Cost
Purchase Order Module
Authorise PO PO Authorise Amount

Register For InviDeliver 4000.000000.00

Authorised To Re_Open PO(s)

Figure 23: Administration Module
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2.14 How To Add Labour In The Work Order?

Employee and man-hour details are entered in the Labour tab of the Work

Order form. Click on "Work Order — Labour” tab to enter labour details.

. Work Order

Work Order | Assign To | WO CI Issue | Material | Work Order Cost | Job Plan | Safety Instr. | Job Actual | /| ¢ *
Work Order No : 0000000255 Work Status : Closed ‘
Employee @@ b j Hours Total

- - T Marmal | oT1 [ oT2 | oT3 Hours | Cost Save

Start DaterTime  [5/14/2007 0§00 | | [500 ) — o oo | won [ am o0 | Tan00

End DatefTime  [5014/2007 12:00 | E|[1200 ] calcuiste calcuiste | caleuiste | Calouste

Comments [ |

Employes Start DatarTime [ End DaterTime [ Marmal [ oTt [oTz

< >
To delete recard please hit [Backspace] key Total Hours : l:l

Duplicate WO | | Close WO | |

Fields

Figure 24: Work Order - “Labour” Tab

Description

Employee

Start Date/Time
End Date/Time
Comments

Hours

Normal

OT1, OT2, OT3
Total

Hours

Cost

Choose from the list. Names of employees who executed the job.
Users can also add a new employee to the master database by
clicking on the Employee button, which is located to the right of
the field.

Date and time the employee started on the work order.

Date and time the employee finished on the work order

Any comment written by the employee.

Click “Calculate” button to calculate the hours automatically from
the date and time entered or key-in the hours manually.

Normal working hours

Over time hours
Total hours for each employee

Total Cost for each employee depending on the rates set in the

employee masters.
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Fields Description
Save Click on save button to save the record.
Delete To delete an erroneous entry, select the record by clicking once on

it and hit the “Backspace” key.

2.15 How To Add Direct Issue In The Work Order?

Parts or services without a part no assigned in the Materials Module and are
used in a work order can be defined in the Direct Issues tab. The Direct Issue

tab allows users to key in details and parts used or services used without any

pre-definitions. Click on the “"Work Order — Direct Issue” tab.

Work Order.

Work Order | Assign To | WO Closing | Labou erial | Work Order Cost | Job Plan | Safety Instr. | Job Actual | | ¢ *
‘ Work Order No : 0000000255 Work Status : Closed ‘
Date = Service ! Part Description PO Ma. Quantity Unit Price Total Price s

[ &naizon7 \@ [Power Supply | 087 [[ 1on ][ 4s00m ][ 4s00p ] -
Date [ Service f Part Description [ PO M0 [ Quantity | Unit Price [ Total Price |
To delete recard please hit [Backspace] key Total Cost : l:l
Duplicate WO | | Close WO | |

Figure 25: Work Order - “Direct Issue” Tab

Fields Description

Date Date when the transaction took place.

Service/Part Desc. Part used on the work order not from the Material module
PO No Purchase order number.

Quantity Quantity part used

Unit Price Price for the part
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Fields Description
Total Price Automatically calculated by the system.
Formula = Qty * Unit price
Save Click on the save button to save the record.
Delete To delete an erroneous entry, select the record by clicking once on
it and hit the “Backspace” key.
2.16 How To Issue and Return Material In The Work Order?

Work Order

For parts or items which are used in a work order and have a part no. defined
in the Materials Module, it can be issued directly from the work order Material
tab. Issuing and returning parts from the work order Material tab is the same

as an Issue and Return transaction in Materials Module and will

reduce/increase the stock balance of the part. Only authorized user can carry
out the transaction. The authorization can be set in ADMINISTRATION
Module. Click on “*Work Order - Material” tab.

Work Order | Assign To | WO Closing | Labour | Direct Isfue | Material | Work Order Cost | Job Plan | Safety Instr. | Job Actual | / ¢ *

‘ Work Order No : 0000000255 Work Status : Closed ‘

Date = Fart Mo Part Description GQuantity  Avg U Price Total i ‘
1 22007 M| mE| v o0 ][ oon ][ oo | 5™

Stock Balance :

Issued Part
Date [ Part No | Pan Description [ quantity [ avgunitPrice | TotalPrice |
Drate Part Mo Quantity  Avg U Price Total E
[ snaizo07 |ﬂ| ~|[ ooo J[ ooo [ o000 ] Save ‘
c t | |
Return Part
Date | Part Mo \ Part Description | Gluantity | Avg Unit Price | Total Price

Duplicate WO | | Close WO | |

Figure 26: Work Order - “Material” Tab
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Current Employee [ Requester

EmpiReq No
Emp/Req Name
Address

Designation

Fax No
Mobile No.
House Phone
Department
Location
Email

ADD1

Admin

CWorks Systems Berhad

Houry Satary

|C\.vorks.ﬁ.dmimstrator

OverTimeRate [ OT1_|[ o012 |[ 0OT3 |
[ ooo ][ ooo |[ ooo |
Category | Employee [ Requester [ In-Active

Telephone/Ext No [+3086569041

|[2042

+G6086569043

[FDMINISTRATION

ibility Authorisation I

Work Order Module
Authorised To Issue Material
Authorised To Return Material

¥ Authorised To Assign WO(s)

[LDomiN

I[N

[info@cworks.com.my

O Limit View To Assigned WO{s) Only
Authorised To Close WO{s)
[ Hide Cost

Purchase Order Module

4 Authorise PO PO Authorise Amount
Reagister For InviDeliver
Authorised To Re-Open PO(s)

Figure 27: Authorization

Fields Description
Date Date when the transaction took place.
Part No. Choose from the list. Part used on the work order from the

Part Description

Quantity
Average Price
Total

[son |

Material (Warehouse.)

Choose from the list. Part used on the work order from the

Material (Warehouse.)

Quantity part used

System calculates the price (from Material Module).

Automatically calculated by the system.

Formula = Qty * Average price

Click on the save button and the system will give you the total

parts used on a work order.

2.17 How to View Total Cost Of A Work Order?

This section displays the total cost of a work order in local currency. This
includes labour cost, direct issue cost and parts cost. Click on "Work Order -
Work Order Cost” tab. Cost of a Work Order could be blocked by user, refer

Figure 137.
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Work Order.
Work Order | Assion To | WO Closing | Labour | Direct Issue | Material{ Work Order Cost ) job Plan | Safety Instr. | Job Actual | ¢ ¢ *

Work Order No : 0000000255 Work Status: Open

Total Labour Cost 120.00
Total Direct Issue Cost 450.00
Total Part Cost 14436

Total Overall Cost T14.36

Du|)|icaleW0| Hew WO | | Close |

Figure 28: Work Order - “"Work Order Cost” Tab

Fields Description
Total Labour Cost The system will automatically display the total. The data is from
Labour tab.

Total Direct Issues Cost The system will automatically display the total. The data is from

direct issue tab.

Total Part Cost The system will automatically display the total. The data is from
Material tab.
Total Overall Cost Total cost for the particular work order. The system will

automatically display this figure.
Labour Cost + Direct Issues Cost + Part Cost = Overall cost
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2.18 How To Attach External Document to A Work Order?

The Attachment tab in the Work Order screen enables the user to attach a
hyperlink to an external document or file for viewing. Typical files which can
be attached include troubleshooting guide, picture and manual.

Work Order,

Assign To | WO Closing | Labour | Direct Issue | Material | Work Order Cost | Job Plan | Safety Instr. | Job Actual | Attachment | | < >

Work Order No : 0000000255 Work Status:  Open ‘

Attachment II:|ﬂE Description ‘ CIICk 4' to browse

and select a file to be
attached.

Click ‘B to view the

file.

Du|l|icnteW0| New WO | ‘ Close ‘

Figure 29: Attach Document to a Work Order

2.19 How To Print A Work Order?

A work order form can be printed out from the system for reporting and
operational purposes. There are 3 ways of printing Work orders.

1. Print individual work order. (Refer to Figure 31)
2. Print work order by batch. (Refer to Figure 35)

3. Print work order after filtering. (Figure 37)

Select by double clicking on work order the user wish to print.
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Work Order List
| ‘Work Order No | ‘Work Type | ‘Work Status | Asset No | Asset Description | Problem Description -
0000000049 Pre\rentlve Open Mercedez Benz Mercedez Benz(Time Based Generation)
0000000048 Mercedez Senz(Time Based Generation)
0000000047 Pre\rentwe Open CARD‘I Mercedez Benz Mercedez Benz(Time Based Generation) =
0000000046 Praventive Open CARO1 Mercedez Banz Mercedez Benz(Time Based Generation)
0000000045 Praventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit LS
0000000044 Praventive Open 78723JU01 Water Pump Water Pump
00000000432 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit
0000000042 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit
0000000041 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit
0000000040 Preventive COpen CARDOM Mercedez Benz Mercedez Benz(Time Based Generation)
0000000038 Preventive Open AFICION Photocopier Photocopier.(Last Reading : 12000 Prints)
0000000037 Preventive Open T8723JU01 Water Pump Water Pump
0000000036 Preventive COpen T8723JU01 Water Pump Water Pump
0000000035 Freventive ‘Waiting for Parts 78723JU01 Water Pump Water Pump |
: | : lI'lH - - | llllllllll o - o - 13
HNew WorkOrder View All | PM Materials Print WO in List Print WO by batch Export to Excel | Close Mo.of Records| 38 |
Advance Search | L egend
c cti
workype [ ]..| 3 Prob-Desc | ‘ ey
Work Status SlrE Biest | ‘ Breakdown
Work Trade | o o . Projects
Workorder Ho ﬂ PM Chk No. \_I __1 Reimbursable
_I.ﬂ Received Date | Tol |ﬂ1| Inspection
lanual Preventive
L e O — T
Assetlo |2y uy Mx Predictive
WO Priority Jm.ﬂc‘tﬂnmnﬂm [ | To| |ﬂﬂ
Falurecode [ | .| Ky PMTargetstartate | | ol Jwjzg Pl ]
N S— T = T

Figure 30: Selecting Work Order for printing
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The current work order form would pop-up. Refer to screenshot below.

Work Order
Work Order | Assign To | WO Closing | Labour | Direct Issue | Material | Work Order Cost | Job Plan | Safety Instr. | Job Actual | Attachment|

Work Order No : 0000000008 Request No : 0000000003

Received Date/Time 11-Jan-2006 3:23:16 P Work Status Employee/Requester Information

Problem Description  [Pressure reliefvalve leaking EmpiReq DAVID [=] =]
Telephone No 675878563
Fax No 23900931

Required Date T E ] Mobile No 76576777

Work Type [Correctve [+ Work Priority [Normal ||| E-Mail 1]

PM No = ]

PM Chk No = ]

Asset | Location Information

Location No Louni2 -] [Other Inside Area K|

Asset Ho [1115HWP [=] [Hot Water Pressure Washer K 1) "

Asset Status Warranty/Contract i [HLIEL o

Auth Employee DANMY Warranty End Date ] Print W02

Asset Location

Note to Technician

J J "~ Attachment
¥ ¥

Created By [2dmin [=] Work Order Trade [l1echanical [=] Print WO with Attachment
Duplicate WO ‘ Hew WO ‘ ( ‘ Close |

Figure 31: Printing a Work Order

Click the “Print WO1"” button to print preview the work order form without
Assigned To, Labour and Materials / Direct Issue Details. A print form in this

format is typically used when distributing new work orders to employees.

Click the “Print WO2" button to print preview the work order form with

Assigned To, Labour and Materials / Direct Issue Details.

In the print preview screen, the paper margins can be adjusted by clicking

the Page Setup button in the print toolbar.
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To print the work order, click the printer button on the toolbar.

Type a question for help

Work Order o : 0000000025 WorkTrade | Electrical
wark Type : Preventive
Work Order Status © Open

Work Priorty © Nommal

Received by Assigned to
8/31/12004

Received Date f Time
Required Date / Time
PM Target Start Date :

Requester
Fhone Murnber
FM Target End Date : 100242004

10/18/2004

Problem Desctiption : HT Transformer (11Kv) PM

Motes to Technician
({location)

Mates To Technician
(Asset)

Task Mo . E0D099
Location Mo . 05GFMMG
Lacation Mame : SYWATCH GEAR ROOM

Failure Code © -
Asset Mo : BB6000018
Asset Mame : HT TRANSFORMER {11kv)

Cause Description Action Taken Prevention Taken

Parts and Labour Details
| Fart Mo | Fart Description |Issue Type er|)| Ut | Qty Used ‘Qty Retumed|

| N | | | \ |
@@ 5| ALY ]

Page Setup Send to E-mails the Exports the Closes the

printer work order print to MS window

Excel or Word

Figure 32: Toolbar - Printing
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2.20 How To E-Mail Work Orders?

Work Orders (and reports) can be e-mailed from the Work Order Print

Preview screen. Select a work order from the work order list form and double

click the work order record in order to open the Current Work Order form.

Click any of the Print WO buttons. At the work order print preview window,

click the E-mail button on the toolbar (refer screenshots below.)

id_File_Links _Help

= IER= gluse!

Type aguestion For help = 2 & X

| WORK ORDER

Work Order INo : 0000000025
work Order Status © Open

‘WorkTrade : Electrical
Wark Type | Preventive
Work Priority . Normal

Received by
Received Date f Time . 8/31/2004

Assigned to

Requester

0 @)=

W lose

Figure 33: Toolbar - Email

The window below would pop-up upon clicking the e-mail button.

Select Format:

HTML
Text Files
Microsoft Excel 5-7

Snapshok Format

3
Cancel

Figure 34: Format of Work Order

Users can select the preferred format to e-mail the work order. It is

recommended that the “Snapshot Format” be selected as it preserves the

format work order print form the best. Click "OK” and the system will launch

the users default e-mail program’s Send Message window to dispatch the

work order format.
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2.21 How To Print A Batch Of Work Orders?

Work Order List

Work Order No Work Type Work Status Asset No Asset Description Problem Description I =
0000000026 Preventive Open ACS027 AR CONDITIONING... Air Cond Split Unit
0000000025 Praventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading
0000000024 Preventive Completed CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading
0000000023 Preventive Open T8723JU0I Water Pump Water Pump
0000000022 Preventive Open ACS027 AR CONDITIONING... Air Cond Split Unit
0000000021 Praventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit
0000000020 Preventive Open ACS027 AR CONDITIONING...  Air Cond Split Unit b
0000000019 Preventive Open ACS027 AR CONDITIONING... Air Cond Split Unit
0000000018 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation)
0000000017 Preventive Open CARD1 Mercedez Benz Mercedez Benz(Time Based Generalion) £
0000000016 Praventive Open CARO1 Mercedez Benz Mercedez Benz (Last Reading - 5000 KM)
0000000016 Preventive Open AFICIOT Photocopier Photocopier.(Last Reading : 6010 Prints) L&
0000000013 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit
0000000008 Corrective Open 1115HWP HotWater Pressure ... Pressure relief valve leaking .
7 1S > = R e = AT =
Hew WorkOrder View All | PM Materials Print W0 in List Qfml WO by bauQ Export to Excel | Close No. of l'““’“'5__38
Advance Search | Legend

C iy
worktype [ .|y Prob.Desc N b
Location De: L 1 “

workstatws [ ].|xY et | Breskdown

Work Trade .| Ky PMNo. | R projects

Workorder Ho | ¢ M ChRNe [ 1| ®Reimoursavee

P wedbste [ To[ | | X Inspecion

“¢al|Manual Preventive
stsarose [ ] o[ Ju|

Asset o ]| 2y 1o M e

Wopronty [ |z ActClsedste [ ] o u|xt

Failure Code —— | [y PMTeeetSatbate [ [ Ju|e Pl ]
Assign To _J?S! Search | Reset |

Figure 35: Printing Work Order By Batch

The screen below would pop-up and users can specify the range of work

order number to print.

Batch Printing

Work Order No

Click on

From |

v|to |

<

‘ Cancel ‘

Figure 36: Batch Printing
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2.22 How to Print Batch Work Order in List After Search?

Work Order List

‘Work Order No Work Type Work Status Asset No Asset Description Problem Description ] -
0000000026 Preventive Open ACS027 AIR CONDITIONING Air Cond Split Unit

0000000025 Fraventive Cpen CARO1 Mercedez Benz Mercedez Benz(Time Based Generation. Reading:..
0000000024 Preventive Cornplated CARDT Mercedez Benz Mercedez Benz(Time Based Generation. Reading:...
Q000000023 Praventive Open TET23JU01 Water Pump Water Pump

oooooooo22 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000021 Preventive Open ACS027 AIR CONDITIONING Air Cond Split Unit

Q000000020 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000019 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit 7]
0000000018 Preventive Open CARD1 Mercedez Benz Mercedez Benz(Time Based Generation)

0000000017 Preventive Open CARO1 Mercedez Benz Mercedez Benz(Time Based Generation) £
0000000016 Preventive Cpen CARO1 Mercedez Benz Mercedez Benz.{Last Reading : 5000 KM)

0000000015 Preventive Open AFICIO1 Photacopier Photacopier.(Last Reading © 6010 Prints) L
0000000013 Preventive Open ACS027 AIR CONDITIONING...  Air Cond Split Unit

0000000008 Corrective Open 1115HWP Hot Water Pressure .. Pressure relief valve leaking o
;| l"— = = i —— i = et = i 13
Hew WorkOrder I View All PM Materials Print WO in List Dprmt WO by batch Export to Excel | Close J Mu.oﬂlm:urds
Advance Search | Legend

Worktype [ .| Probbese l L [evene

sk ates [ ].|xy‘ecationDesc | | Breakdown

Work Trade |k EM e, | ] Ell projects

Workorder Ho .| 1| PM Chk Ho. ] | #Y|Reimbursable

| =1 ived Date | Tof |ﬂﬂ Inspection
—— | 71 st Start Date l - l‘j _?i'j :;IraendLi\;I;reuenme

e [ ] | ActCloseDate [ To | m| %y
ailure [ ].|%iPMTargetStartDate | To| Jwlge Pl ]
:slsign?:h 1. LI search | Reset |

Figure 37: Printing Work Orders from a refined search

Click on | to print Work Order form in the refined list of work orders.
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2.23 How To Export Work Order List To Microsoft Excel?

Work Order List
Work Order No ‘Work Type Work Status Asset No Asset Description Problem Description =
0000000026 Prev e Open ACS027 AIR CONDITIONING... Air Cend Split Unit
0000000025 e Open CARO1 Mercedez Benz M enz(Time Based Generation. Reading:.
0000000024 8 Completed CARO1 Mercedez Benz M z(Time Based Generation. Reading
0000000023 e Open 78723JU01 Water Pump Water Pump
0000000022 e Open ACS5027 AIR CONDITIONING... Air Cand Split Unit
0000000021 e Open ACS027 AIR CONDITIONING... Air Cond Split Unit
0000000020 ive Opan ACS027 AIR CONDITIONING...  Air Cand Split Unit
0000000019 e Opan ACS027 AIR CONDITIONING... Air Cond Split Unit
0000000018 e Open CARO1 Mercedez Benz Benz(Time Based Generati
0000000017 8 Open CARO1 Mercedez Benz ime Based Generati
0000000016 e Open CARD1 Mercedez Benz 1z.(Last Reading : 5000 |
0000000015 Y Open AFICIO1 Pl pier ier.(Last Reading : 6010 Prints) L8
0000000013 Preventive Open ACS027 AIR CONDITIONING... Air Cond Split Unit
0000000008 Corrective Open 11156HWP Hot Water Pressure Pressure relief valve leaking =
gl i = T T — v
New WorkOrder | View All ‘ PM Materials Print WO in List ‘ Print WO by bau:( Export to Excel ‘):-ﬁe Belathernt] GE ]
S —
Advance Search | egend
Corrective
Work Type
LCUEE L W Work Or der List
Work Trade
Workorder No ‘WorkOrderto | Work Status | Wark Type | Problem Desctiption AsgetNo Requester Actio &
Requester 0000000253 Open Breakdown test 886000012 Sister Ay Te
e ooosa0nass  open Eradkiown Py sompu s
i — nen reakdown Bz my camputer min
woeroriy [ loopononzsa  open Preventive HT Transfarmer (11K P
e 0000000253 Open Preventive Washer Preventive Maintenance B86000B7S
Assign To [ }|ooooonnzsa Open Freventive Washer Preventive Maintenance 886000675
0000000251 Qpen Preventive Washer Preventive Maintenance BBEOOOGETS
0000000250 Qpen Preventive Wasgher Preventive Maintenance BBEO000ETS
Q000000243 Open Preventive Washer Preventive Maintenance BBEDOOBTS
Q000000248 Qpen Preventive Washer Preventive Maintenance BEE000BTS
0000000247 Open Freventive Washer Preventive Maintenance BBEOOOGTS
0000000248 Qpen Preventive AirHandling Unit (AHU 2) Preventive Maintenance BEEOO0Z38
0000000245 Qpen Preventive AirHandling Unit (AHU 2) Preventive Maintenance 8BA000238
Q000000244 Open Preventive AirHandling Unit (AHU 2) Preventive Maintenance B8BEDO0Z38
Q000000243 Qpen Preventive Air Handling Unit (AHL 2) Prewentive Maintenance BEBE00023E
annannne?as MNhan Pravantiva Air Handlina | Init f&HI L7 Pravantive haintananca RARNMNT 2R V_
< | >
New Workorder | View All | PM Material primtwo by bateh | [Exoitto Excell | ciose |
== No. of Records
“Advance Search | Legend \
worktype [ J.|myPronvese. [ ]
Work Trade .| x| PM Ho. |
Workorder No [Eaf g PAEh e, |
Requester | y|Receivedbate [ ] o[ m| %Y
mssetdo [ ] [wffsstnowe [ [ o[ Jm| %Y
WO Priority |y ActClosebate [ ] o[ Jm| %
Assign To J ﬂ S artlate Search Reset

Figure 38: Export to Excel

Filter the work order list form to display the required output. To export data from
listing, click on “Export to Excel” and a progress bar would appear as it
populates the data into the excel sheet, see Figure 38.
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3. Assets

3.1 How To Add A New Asset?

Click on %icon on the Main Menu, see Figure 1. A listing would pop-up.

Asset List
Asset No Asset Description Location No Location Description Asset Slalus DeptNo | Deparimen +
1115HWP Hot Water Pressure Washer Lou012 Other Inside Area Active 008 COMMON 4|
1129HMS Hot Melt System Lou0os Production Line Active 017 ALINE
T134EW Electric Walk- Behind Floor Scru Lou012 Other Inside Area Active 008 COMMON 4|
11865A Semi-Automnatic Scale Filler Lou00s Production Line Active 018 BLINE
1161FN Fill Nozzles for Scale Filler Lou00s Producticn Line Active
1207AC Air Compressor Lou10 Mechanical Room Active 002 QUALITY
1231DG Daerator 600 Gallons Stainless Lou004 Mill Room Active E
1348CA Compressed Air Dryer Lou10 Mechanical Room Active
1386CA Compressed Air Dryer Lou010 Mechanical Room Active
1413DP Drum Pump Lou0os Production Line Active
73949 Air Compressor Lou010 Mechanical Room Active 015 MAINTENA|
74070LM B - Labeling Machine Lou00s Production Line Active
78723JU01 ‘Water Pump 01-BF-014 FIRE PUMP ROOM Active 015 MAINTENA|
AFICIOT Photocopier 01-01-024 Finance Active 001 ADMINISTF—
CARO1 Mercedez Benz 01-03-002 CORPORATE AFFAIRS Active 001 ADMINISTF
CM73935 B - Comitrel Mill Processor with Lou004 Mill Room Active
GB1 B - Gravity Bed Separator Lou0o1 Roaster Room Active ;
il ~ i ] »
(l New Asset ) Asset Tree | View All ] Asset Maint. History ] Export to Excel ‘ Close ] No. of Records 20
Advance Search
Asset No Serial No Y
Asset Desc. %Y Model No ®y
Lacation No K| Manufacturer Y
Location Desc. K Contractor k.
BOM o K Asset Status et
Department No | XY Warranty Exp. Date | To | %Y
Asset Category K Date Commi o i |
Auth. Employee .| %Y Date Disposed Te =1 Search Reset

Figure 39: Asset List

To add new assets, click  Hew asset | button. A New Asset screen would pop-up.

| Asset |pill of Material List | Additional Info | External Document

Asset No | Contractor [ ¥ =]

Asset Desc. I | || warrantyiContract [ v
Location [ v | || warranty Expiry Date [ |@
Department [ | | || warranty/Contract Notes
Asset Category | = |
Asset Status Active v
Criticality Maormal v Asset Notes
Auth. Employee | v =]
Notes To
Techni
Supp | o |
e | | Purchase Price [0.00 |
Serial [ | Dat_e . S| lﬂ
E Life [o.o0 |
turer ‘ |
Current Value [0.o0 |
Date Disposed [ |@

Save | Close |

Figure 40: New Asset
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Description

Asset No
Asset Description
Location

Department

Asset Category

Asset Status

Criticality

Auth. Employee

Notes to Technician

Model Number

Serial Number

Manufacturer

A unigue number assigned to an asset.

Enter a description of the asset

Choose from the list. Code assigned to a location and its

description. This data is set in the masters.

Choose from the list. Code assigned to a department and its description.
This data is set in the masters.

Choose from the list. Different types of assets are grouped together
under an asset category. This enables easy management of asset data
and retrieval. This data is set in the masters.

Choose from the list. The current asset status describes which
operational state the asset is in. A code assigned to an asset status and
its description. This data is set in the masters.

Options are:

Active = an asset which is currently in service and on site

In-active = an asset which is not in service.

Disposed = an asset which has been taken out of service permanently.
Lost = an asset which cannot be accounted for in an audit, therefore no
disposable details.

In-storage = an asset which is currently in service but not kept on site.
Note : If there is any OPENED PM work order, system will prompt a
message when user wants to change the status.

Choose from the list. Defines the criticality depending on the usage of
the equipment. A code assigned to a criticality and its description. This
data is set in the masters.

Choose from the list. Authorised Employee is an employee which has
been given the rights and accountabilities for that particular asset. A
code assigned to an employee with its description. This data is set in the
masters. User can also add a new employee to the master database by
clicking on the button, which is located to the right of the field.

This field is used to describe additional important information pertaining
to the asset. User is allowed to update this field from the work order.
Enter the model number of the asset which can be obtained from the
warranty card or on the asset nameplate.

Enter the serial number of the asset which can be obtained from the
warranty card or on the asset nameplate.

Enter the manufacturer of the asset in this field.
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Description

Contractor

Warranty/Contract

Warranty Expiry Date
Warranty/Contract
Notes

Asset Notes

Supplier

Purchase Price
Date Commissioned
Estimated Life

Current Value

Date Disposed

Activate All PMs |
| Deactivate All PMs

5o |

Close I

Choose from the list. A contractor is an external company which is
authorized to service and maintain an equipment. A unique code
assigned to a contractor and its description. This data is set in the
masters.

Choose from the list. A unique code assigned to a warranty/contract and
its description. This data is set in the masters.

Options are:

Warranty = assets which are within the manufacturer warranty period.
Contract = assets which are under service contracts

Enter the date of the warranty expiry.

Enter additional notes on the warranty or contract, if applicable.

Enter additional notes on the warranty or contract, if applicable.
Choose from the list. A supplier is a company which supplier assets.
A unique code assigned to a supplier and its description. This data is set

in the masters. User can also add a new supplier to the master database

by clicking on the ﬂ button, which is located to the right of the field.
Enter the purchase price of the asset.

Enter the date the asset was commissioned.

Enter the estimated life of the asset in years.

Calculated field based on a linear depreciation rate.

Current Value = Purchase Price - [{(Todays Date) - (Date Acquired)}

/ Estimated Life]

Enter the date when the asset was disposed (if applicable)

This button will appear when user In-active an asset which has active
PMs.

This button will appear when user In-active an asset which has active
PMs.

Click on this button to save any changes

Click on this button to close the screen without saving the record

Note: Once an asset has been registered, the system would not allow

removal of the asset number. However, details on the asset can be modified.
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3.2 How To Add The Bill Of Material For A Particular Asset?

A Bill Of Material compiles a list of parts or items associated with the

particular asset.
Click on "Assets - Bill of Material List" tab,

Assft | Bill of Material List ‘A(I itional Info | External Document

AssetNo |

| |

Parts No

Parts Description Location  Quantity Store

Save Close

Fields

Figure 41: Asset - “Bill of Material” Tab

Description

Bill of Material No

Parts No

Parts Description
Quantity

Store Balance

Choose from the list. A unique code assigned to a bill of Material
no and its description. This data is set in the masters.

Choose from the list. A code assigned to a part no and its
description. This data is set in the masters

Data will be displayed as per parts number

Displays the quantity of the particular part within the asset as
defined in the BOM masters

Stock balance in the warehouse
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3.3 How To Add Additional Information For A Particular Asset?

Asset | Bill of Material Lis Bternal Document

AssetNo | Il |

Additional Info 1 Additional Info 11

Info 2 Info 12

Additional Info 3 Additional Info 13

Additional Info 4 Additional Info 14

Additional Info 5 Additional Info 15

Additional Info 7 Additional Info 17

Additional Info 8 Additional Info 18

Additional Info 9 Additional Info 19

Additional Info 10 Additional Info 20

[ | \ |
[ | \ |
[ | \ |
[ | \ |
[ | \ |
Additional Info 6 [ | || Additional info 16 | |
[ | \ |
[ | \ |
[ | \ |
[ | \ |

Save Close

Figure 42: Assets - “Additional Info” Tab

Click on "Assets - Additional Info tab. Using the fields Additional Info 1
through 20, enter any additional information regarding the particular asset
which the customer may require. These fields can be used for customizing the

information to be stored for your assets.

3.4 How To Attach An External Document To An Asset?

The External Document tab in the Asset screens enables the user to attach a
hyperlink to an external document or file for viewing. Typical files which can

be attached include troubleshooting guides, pictures and manuals.

Asset | Bill of Material List = Additionalinfo = External Document
: : Click | = |to browse

AssetNo | Il ]

semaifiet [ @ R || e | | and select a file to be

et [ | | attached.

External File 3 ,—| = @‘ Description ‘

External File 4 ,—| = @‘ Description ‘ . .

s [ | | ]| P | Click | [& | to view the
file.

Save Close

Figure 43: Assets - “"External Document” Tab
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To assign a hyperlink, click on the External Document tab.

Note: The hyperlink file application (e.g. MS Word for a Word document)

must be preinstalled on the client PC.

3.5 How To View and Modify Existing Assets?

CWorks allows the user to view existing assets in the system. If the user finds

any incorrect data or wishes to change any of the fields, they can actually

modify the data as required.

Click % icon on the main menu (see Figure 1). An asset listing would pop-

up. It will show the user a list of all the assets in the database.

Asset List
Asset No Asset Description Location No Location Description Asset Status ] DeptNo | Departmen ~
T115HWP Hot Water Pressure Washer Lou012 Other Inside Area Active oog COMMON 1 |
1129HMS Hot Melt System Lou005 Production Line Active 017 ALINE |
T14EW Electric Walk- Behind Floor Scru.. Lou012 Other Inside Area Active oo8 COMMON J
11565A Semi-Automalic Scale Filler Lou00s Production Line Active 018 BLINE
1161FN Fill Nozzles for Scale Filler Lou005 Production Line Active
1207AC Air Compressor Loud10 Mechanical Room Aclive 002 QUALITY
1231DG Daerator 800 Gallons Stainless ... Loul04 Mill Room Active ';i
1348CA Compressed Air Dryer Lou010 Mechanical Room Active
138BCA Compressed Air Dryer Lou010 Mechanical Room Active
1413DP Drum Pump Lou005 Production Line Active |
73949 Air Compressor Lou010 Mechanical Room Active 015 MAINTENA|
74070LM B - Labeling Machine Lou005 Production Line Active |
78723JU0I Water Pump 01-BF-014 FIRE PUMP ROOM Active 015 MAINTENA|
AFICIO1 Photocopier 01-01-024 Finance Active 001 ADMINISTF—]
CARD1 Mercedez Benz 01-03-002 CORPORATE AFFAIRS Active 001 ADMINISTF
CM73935 B - Comitrol Mill Processor with .. Lou004 Mill Room Active
GB1332 B - Gravity Be_d_@_g_;_:g@lor Loud1 Roaster Room Active o
4 m b
" New Asset J Asset Tree ‘ View All | Asset Maint. History 1 Export to Excel | Close ‘ HNo. of Records 20
Advance Search
Asset No [ ] seriaino 2y
Lacation o =y Xy
Location Desc. K1 Contractor oz
BOM No KY Asset Status .1 |
Department No | %8 warranty Exp. Date [To KL —
Asset Category Jﬂ Date Commisioned To xy Ll l:l
Auth. Employee _| %1 pate Disposed o F Search Reset

Figure 44: Asset List
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Double-click on any of the assets to view and modify details on the particular

asset. The screen below will appear, see Figure 45.

Asset | Bill of Material List | Relationship | Additional Info | Work Order History | External Document

Asset No. 886000669 Contractor ~| 3|
Asset Desc. [STANDEY GENERATOR | || warranty/Contract
Location [0300000 | [BEMERATOR ROOM Warranty ExpiryDate [ | =]
Department [10z v [Engineering | || warranty Status

Asset Category | =l | warrantyicontractiotes

Asset Status

Criticality

Auth. Ei

] 21 || Sesethotes
Notes To ‘ ‘

Technician

Model Number [WEco 82105R125.012581 ||| supplier | 1

Serial Number  [467286 || pate commisi A |
or [WECD 1] Esti Life oon ]

Date Di =

Duplic.meAsset‘ Asset Transfer ‘ Close |

Figure 45: Sample of Current Asset

To modify the fields in any tabs, simply put in the changes and click S

A message box would pop-up requesting confirmation. Click Yes to save the

changes or No to close without changes.

Current Asset allows user to create a duplicate record from the existing
record where information in is copied over to a new asset registration form.
Every data in the Asset and External Document tab except Asset No is copied

over. This feature comes in handy during registration of similar asset.

3.6 How To Add The Relationships Of A Particular Asset To
Other Assets?
Some assets may be part of a hierarchy, in that it is the child of one asset
and a sibling of another. This information is particularly important when an

equipment breaks down, it can be replaced by a similar asset in the

hierarchy. It can also be used to describe a system (refer to example below).

Following is an example of a Relationship tree and how it is handled in
CWorks.
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Parent Asset

EXAMPLE:
Fire Engine
001
Rescue Ladder Prime Water
System Mover Pump
002 003 004

Siblings Asset

Figure 46: Example of Asset Relationships

CWorks Screen Representation: Assets 002, 003 & 004 are saved as Siblings

to the Parent (001)

| Current Asset

| Asset | Bil of Material (jst | Relationship | addiy

bnal Info | Work Order History | External Document |

(286000863 +|[&IR CONDITIONER - SPLITAMALL

| [Active ]

|

AssetNo  [886000236 | [RIR. HANDLING UNIT (AHU 1) ]
parent [ ] | status | |

child <[ | status | | save
- o Descrition atus &
¥ | [sEEDO0ERZ + |[AIR CONDITIONER - SPLITAVALL | [mctive |

=]

Dlmlicntensset| Asset Transfer I Close |

Figure 47: Current Asset - Relationship

Asset No 001 - Fire Engine, will appear automatically as the “Parent” asset

when in any of the sibling Asset Forms. Note form below, see Figure 48. This
avoids erroneous assigning of Relationships.
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Note: To delete an entry, click the
Asset | Bill of Material List | Relationship | paditional nfo | Work Order History | External L |T . .
___icon and hit the “"Delete” key.

AssetNo  [386000236 | [AIR HANDLING UNIT (AHU 1)
Parent | ] | status [
child [ ~] | status |
—

¥ | [ghE000852 ~|[BIR CONDITIONER - SPLITAAALL | [Astive |

|| [ee6000863 ~|[&IR COMDITIONER - SPLITAWALL | [Rctive |

il Il I |

Figure 48: Deleting Relationship

Fields Description

Parent Automatically.

Sibling Choose from the list. A code assigned to an asset and its
description. This data is set in the masters. This asset is of parallel
relation to the asset picked.

Status Displays the status of the asset

3.6.1 How To View Child History?

When a work order is raised on a specific child asset, the system will
automatically display all work orders related to the child asset. This is very
useful when trying to generate a history of all work done on a child asset. A
list of all work orders raised on the child asset will be displayed. Among other
information displayed are work order status, received date, start date, end
date, Total Part Cost, Total Direct Issue Cost, Total Labor Cost, Grand Total

and Total Man Hrs. It can also be exported to Excel.

B frmSiblingHistory : Form

i AssetNo  [BB6000238 [WR HANDLING UNIT (AHU 2)
Current Asset Workorder No Stalus roblem Description [ ReceivedDaie | Start D}
Asset | Bill of Material List | Relationship | Additional Info | Work Order History | External Dol 00000000t Open Air Handing Uk (AHL 2) Preventive Mantenance, BA0R00
5 L . on0nn0z3 Closed it Handing Uit (AHU 2) Preventive Maintenance 81 2004 14782
000000016 open Replace worn V-Gets for &HLJ 2 8112004 1203
AssetNo  [886000236 | [AIR HANDLING UNIT {AHU 1)
Winrkarder Mo | Status Problem Description
0000000108 Open Alr Handling Unit (A4HU 1) Preventive bMaintg
0000000107 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000106 Open Alt Handling Unit (A4HU 1) Preventive bMaintg
0000000113 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000137 Open Alt Handling Unit (A4HU 1) Preventive bMaintg
0000000238 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000237 Open Alt Handling Unit (A4HU 1) Preventive bMaintg
0000000236 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000235 Open Alt Handling Unit (A4HU 1) Preventive bMaintg
0000000234 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000145 Open Air Handling Unit (A4HU 1) Preventive Maintg < 3
0000000144 Cpen Air Handling Unit (AHU 1) Preventive Maintdg
0000000143 open Alr Handling Unit (AHL 1) Preverntive Mainte] Dovble clck on vork order revordto vie detats ofthe work order Total Lahour Cost
nnnnAnn a7 Nnan Lir Handline | init fAH1 1) Pravantiva Maintd ASSet Total DI Cost
< TotalPart Cost
Doubie ciick on work order record to view details of the work order Grand Total
Export to Excel Close
Export to Excel TS T
—— |
Duplicate Asset | Asset Transfer | Close |

Figure 49: View Child History
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3.6.2 How To View And Modify Relationship On A Particular Asset?
Refer to 3.6 "How To Add The Relationships Of A Particular Asset To Other

Assets™

3.7 How To View And Modify Additional Info On A Particular
Asset?
From the Current Asset page (see Figure 50), select the Additional Info tab.
To modify any field in the page above, simply put in the changes and click

Close. A message box would pop-up requesting for confirmation. Click Yes to

save the changes or No to undo all changes.

3.8 How To View And Modify Bill Of Material List On A
Particular Asset?
From the Current Asset page (see Figure 50), select the Bill of Material List
tab. To modify any field in the page above, simply put in the changes and

click Close. A message box would pop-up requesting confirmation. Click Yes

to save the changes or No to undo all changes.

Tabs

| Asset |Bill of Material List | Relationship | Additional Info | Work Order History | External Document |

Asset No. 886000669 Contractor | v |ﬂ
Asset Desc. [5TAMDEY GEMERATOR | || Warranty/Contract [Mane v
Location [0200000 +|[GEMERATOR ROOM | || Warranty ExpiryDate [ | =]
Department [102 ~|[Engineeting | || warranty Status

Ais=el Category | | | Warranty/ContractNotes

Asset Status Active v

Criticality Critical w

(ST | # Asset Notes

Notes To
Technician

Model Numb [VECO 82105R125.01A581 | ppli | v] =l

Serial Number [467266 ||| pate commisioned [ar22i1987 | =l
Manufacturer [vECD || Estimated Life [z0.00 |

Date Disp | | =l

Duplicate Asset Asset Transfer | Close |

Figure 50: Current Asset
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3.9 How To View Work Order History On A Particular Asset?

When a work order is raised on a specific asset, the system will automatically
display all work orders related to the asset. This is very useful when trying to
generate a history of all work done on an asset. Click on any registered

assets and select the Work Order History tab (see Figure 51).

A list of all work orders raised on the asset will be displayed. Among other
information displayed are work order status, received date, start date, end
date, Total Part Cost, Total Direct Issue Cost, Total Labor Cost, Grand Total

and Total Man Hrs.

Asset Work Order history can also be obtained from Asset list form by clicking
the “Asset Maint History” button. This data can be exported to Excel by
clicking the “Export to Excel” button, see Figure 55.

Current Asset

Asset | Bill of Material List | Relationship | Additional Iifo | Work Order History Jexternal Document

AssetMo  [BBG000236 | MR HANDLING UNIT {&HU 1)
Status Froblem Description Received Date

Air Handling Unit (8HU 1) Preventive Maintenance 81302004

Open Air Handling Unit (AHU 1) Preventive Maintenance 81312004

< ¥
Double click on work order record to view details of the work order Total Part Cost 0.00
Total Direct Issue Cost 0.00
Total Labor Cost 0.00
Grand Total 0.00
Export to Excel Vfiew Child History Total Man Hrs 0.00
Asset Transfer | Close ‘

Figure 51: Work Order History
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How To Transfer An Asset?

When moving an asset, the Asset Transfer form is used. Assets can be

transferred to either a Location or to an asset as child asset. The transfer

history is also maintained in this screen.

Current Asset

Asset | Bill of Material List | Relationship |

Info | Work Order History | External Document |

Parent [

AssetNo (886000236 IAIR HANDLING UNIT (AHU 1)

| status [ ]

[ | status | | [gave)

Description

~|[AIR CONDITIONER - SPLITAMWALL ] [Active ]
[2e6000863 ~ |[AIR CONDITIONER - SPLITAHALL ] [active ]

[ I J

Duplicate Assﬁssel Tranﬂ?h Close J

E AssetfMachine Transfer

Asset: BG000Z36

| AIR HANDLING UNIT (AHU 1)

Current Location : (11GFO01

/ Transfer Date ‘PreviuusPar. |Frevi0usFar ‘Prewuusan. ‘Remarks

No. of Records |1

Asset

N———

Figure 52: Asset Transfer
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3.11 How to View Assets Represented as a Hierarchy?

To view the asset list in the form of a asset tree or hierarchy, click
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in the asset list form. The Asset Tree View form would pop-up.

Asset List

Asset Mo Asset Description Location No Location Description Assel Status Dept M
TT1SHWP Holvater Pressure Washer Loun12 Other Inside Area Active 008
1129HMS Hot Melt Systermn Lounos Production Line Active o7
1134EW Electric Walk- Behind Floar Scru.. LouD12 Other Inside Area Active oos
115654 Semi-Automatic Scale Filler Lounos Froduction Line Active 018
T161FN Fill Mozzles for Scale Filler Lounos Praduction Line Active

1207AC Alr Compressar Loun1o Mechanical Room Active 002
133106 Daerator 500 Gallons Stainless .. Loudo4 Wil Room Active

1348CA Gompressed Air Dryer Loun10 Wechanical Room Active

1386CA Compressed Air Dryer Loun10 Mechanical Room Active

1413DF Drum Pump Lounos Production Line Active

73949 Alr Gompressar Loun1o wechanical Room Active

74070LM B- Labeling Machine Lounos Froduction Line Active

78723JU01 Water Pump 01-BF-012 FIRE PUMP ROOM 015
AFICION Photacapiar 01-01-024 Finance Active 001
CARDT Mercedez Benz 01-03-002 Active 001
CM73935 B - Comitral Mill Processor with Lounod Active

GB1332 B- Gravity Bed Separator Lounol Active

JK1233 300 Gallons Stainless -Jacketed...  Loun0d Active o7
<

No. of Records

Adwance Search

View All

‘ Asset Maint. History ‘

Export to Excel

B fsset - Parent / Sibi

Hew Asset (gsset r} ‘

Asset Ho
Asset Desc.
Location No
Location Desc.
BOM Ho
Department No
Asset Category
Auth. Employee]|

x|
)| Find =>|

Search

X

01GFO01
/ BEA000789 FIRE EXTNGLISHER - CO2(MMGFO0T)
B f GHG000236 AIR HANDLING UMIT (AHU 1)(01 GFO01)
/ COMPOO01 AR COMPRESSOR(01GFO27)
/ BB6000235 AR HANDLING LINIT (AHU 2)(01GR001)
& moFo02
& (1GF003
& 11GF04
& (1GF005
& M1CFI08
& 01GFO07
& M1CF08
& (1GFO03
& MCF0o
& 01GFO11
& moFn2
& 01GFM3
& M1GF4
& 01GFMS
& MCFNE
& 01GFIT
& MoF0e
& 01GFMY
& MCF020
& 016F021
& 11GF02
& 016F023
& 11GF0H

AssetNo i w
Location No 2 w
Dept Code

Asset Desc.

Manufacturer

Close

Figure 53: Asset Tree

From this form, users are able to view the assets in relation to its parent

asset and location.

Upon selecting an asset in the tree, the basic details of

the asset will be displayed on the right hand corner of the form. To view

further details of the selected asset (via the current asset form) click on 44/,
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3.12 How To Do Advance Search On Asset Information?

An Advance Search option is available in the Asset List form. Its function is to

enable filtering of assets by a combination of parameters defined by the user.

Advance Search
Asset No | | %1 serial Ho | %Y
Asset Desc. | |ﬂ Model Ho |ﬂ
Location No K!| Manufacturer | ﬂ
Location Desc. ﬂ Contractor J ﬂ
BOM No | K| Asset status | |y
Department Ho _. | | warranty Exp. Date [ | To [ | =Y 4 2
Asset Category| _| K| Date Commiisioned To %y Find = |
Auth. Employee| _..| %! Date Disposed To = Search Reset

Figure 54: Advance Search

To select a parameter in a field, click _|. The available options for the
parameter will be displayed on the far right hand side of the screen (above
the search button). Select the parameter by clicking once on the text. More
than one parameter can be selected (example: open and closed) by just

clicking on another parameter text.

Click EI to clear all the selected parameter in the field. To clear all the filter

options, click the “"Reset” button.
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3.13 How To Export Data To Excel?

AssetNo Asset Description Location No. Loeation Description Asset Stalus. DeptNo | Departme & AssetNg AssetDescription Location No Location Description Asset Status DeptNo | Departme A
1115HWP Hot Water Pressure Washer Lou012 Other Inside Area Active 008 COMMON 1115HWP Hot Water Pressure Washer Loud12 Other Inside Area Active 008 COMMON
1120HMS Hot Melt Systern Lou0os Production Line Active 07 ALINE 1120HMS Hot Melt System Lou0os Production Line Active 07 ALINE
1138EW Electric Walk- Behind Floor Seru.. Lou012 Other Inside Area Active 008 COMMON 1134EW Electric Walk- Behind Floor Sery...  Lou012 Othet Inside Area Active o008 COMMON
115654 Semi-Automatic Scale Filler Lou0os Production Line Active 018 BLINE 11565A Semi-Autornatic Scale Filler Lou0os Production Line Active o018 B LINE
1161FN Fill Nozzles for Scale Filler Lou0os Produstion Ling Active 1181FN Fill Nozzles for Scale Filler Lou0os Production Line Active

12074 Air Compressor Louti0 Me charical Roorm Adtive 002 QUALITY. 12074 Air Compressor Lount0 Mechanical Room Active [l QUALITY
123106 Daerator 500 Gallons Stainless .. Lou004 Mill Roarn Active 123106 Daerator 600 Gallons Stainless .. Lou004 Hill Room Active

1348CA Cornpressed Air Dryer Lou010 Mechanical Room Active 1348CA Cornpressed Air Dryer Louo10 Mechanical Room Active

1386CA Cornpressed Air Dryer Lou010 Mechanical Room Active 1386CA Comnpressed Air Dryer Louo10 Mechanical Room Active

14130P Drum Pump Louoos Production Line Active 1413DP Drum Purnp Lounos Production Line Active

73040 A Compressor Loudi0 Me chanical Room Active 015 MAINTEN 73349 Air Compressor Lount0 Mechanical Room Active s MAINTEN
T4070LM B- Labeling Maching Lounos Production Line Autive T4070LM B- Labaling Machine Lounos Progustion Line Active

TETZIUOL  Water Pump 01-BF-014 FIRE PUNF ROOM Active 015 MAINTEN 78723JU01 Water Pump 01-BF-014 FIRE PUMF ROGM Active 05 MAINTEN
AFICION Photocopier 01-01-024 Finance Autive 001 ADMINIST AFICION Photocopier 01-01-024 nance Active o ADMINIST
CARTI Mersedez Benz 01-03-002 CORPORATE AFFAIRS Ative ot ADMINIZT CAROY Mercedez Benz 01-03-002 CORPORATE AFFAIRS Active aot ADMINIET
73935 8- Comitrol Wil Pracessorwith .. Lou004 Mill Room Active Chi73835 B- Cornitral Mill Processor with .. Loutio4 Mill Room Active

81331 8- Gravily Bed Separator Louont Roaster Room Active 681332 B - Gravity Bed Separator Lot Roaster Room Active

JK1233 300 Gallons Stainless -Jacketed.. Loud04 Mill Room Autive ALNE k1233 300 Gallans Stainless ~Jacketed.. LoutD4 Mill Room Active o7 ALNE &
< p - ~ > < >
No. of Records Mew Asset | Asset Tree View All Asset Maint, uusmy( Export to Excel D Close No. of Records New Asset | AssetTree | View All | Assettrain. Wistory | [Exoi io Excel Close

T i

Advance Search Advance Search

Asset o K| Serial o Assetlio # serial o =

Asset Desc. K| Modetio AssetDese. KModero [

Location o = Location tio x| |

Location Desc. | Contrastor I ET| Location Desc. P A I |

BOM o x| Asset status | ] 1%y BOMINo K| Asset Status ]

Department io ]| | Warranty Exp. ate. | o[ 1%l 2 T B I 2
Asset Categony ] .| X1 ate Commisioned [ 7o [ I [ 1 |xbatec Il s>
Auth. Employee] ] _|KY Date Disposed | ] To BT search | Reset Auth. Employee] 1 C el search | Reset |

Figure 55: Export to Excel

To export data from listing, click on “Export to Excel” and a progress bar

would appear as it populates the data into the excel sheet.
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4. LOCATION

4.1 How To Add A New Location?

Locations can be organised by assigning codes. This would help users locate
buildings, floors and rooms easily. Users can also use location codes to raise
service work order.

Click on @ icon in the Main Menu, see Figure 1. Location listing would pop-

up.
Location List
Location No Diescription Dept No J Department =
01-01-013 MALE TOILET 1 008 COMMON AREA
01-01-014 FEMALE TOILE 1 0os COMMON AREA
01-01-015 HOSE REEL ROOM oos COMMON AREA
01-01-020 AIC ROOM 015 MAINTENANCE E
01-01-024 Finance 010 FINANCE
01-01-L01 LIFT LOBBY 1 008 COMMON AREA
01-01-L02 LIFT LOBBY 2 008 COMMON AREA
01-02-003 Sales & Marketing 039 REGIOMAL OFFICE b
01-02-007 LV SWITCHROOM 016 REGULATION & FCL
01-03-002 CORPORATE AFFAIRS 009 CORPORATE AFFAIRS
01-09-006 ADMIN 001 ADMINISTRATION
01-09-020 Asset Management 015 MAINTENANCE
01-BF-000 BASEMEMT FLOOR oos COMMON AREA
01-BF-014 FIRE PUMF ROOM 0os COMMON AREA
01-BF-015 HEAT EXCHANGER ROOM 008 COMMON AREA
01-BF-017 GYMNASIUM 039 REGIOMNAL CFFICE
01-BF-019 MALE CHANGING ROOM 008 COMMON AREA S
| — ll) B
" New Location ‘?) View All Export to Excel I Close No. of Records 36
Location No [ %y
Location Desc. | ﬁ
Department No | “_.J _?(_H
Dept. Desc. [ %y
Search ‘ Reset | Find =

Figure 56: Location List
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button. A New

Location screen would pop-up.

New Location

LocationNo [ |

Description | |
Department | [=]| |
crticaity [ o]

Note To

Technician

Save Close

Figure 57: New Location

Fields Description

Location No Assign a unique number to the new location you wish to register.

Description Enter a description of the location.

Department Choose from the list. User could assigned a department to a
location. This data is set in the department - masters.

Criticality Select the Criticality (Normal or Critical) of the location from the

Notes To Technician

s |

Close |

drop down list.

This field is used to describe additional important information
pertaining to the location.

Click on this button to save any changes.

Click on this button to close the screen without saving the record.
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4.2 How To View And Modify A Location?

Click Q icon on the main menu, a Location List would pop-up. It will
show you a list of all the locations in your database. Once a location has been
registered, the system would not allow removal of the location number.

However, details on the location can be modified.

Location List
Location No Description Diept No Department =
01-01-013 MALE TOILET 1 008 COMMON AREA
01-01-014 FEMALE TOILE 1 ooe COMMON AREA
01-01-015 HOSE REEL ROOM ooe COMMON AREA
01-01-020 AIC ROCM 015 MAINTENANCE =
01-01-024 Finance 010 FINANCE
01-01-L01 LIFT LOBBY 1 o008 COMMON AREA
01-01-L02 LIFT LOBBY 2 ooe COMMON AREA
01-02-003 Sales & Marketing 039 REGIONAL OFFICE Till
01-02-007 LV SWITCHROOM 016 REGULATION & FCL
01-03-002 CORPORATE AFFAIRS oog CORPORATE AFFAIRS
01-09-006 ADMIN 001 ADMINISTRATION
01-09-020 Asset Management 015 MAINTEMAMNCE
01-BF-000 BASEMENT FLOOR ooe COMMON AREA
01-BF-014 FIRE PUMF ROOM ooe COMMON AREA
01-BF-018 HEAT EXCHANGER ROOM ooe COMMON AREA
01-BF-017 GYMNASIUM 039 REGICNAL OFFICE
01-BF-019 MALE CHANGING ROCM 008 COMMON AREA S
4 | [} | 2
| Mew Location 3| View All Export to Excel I Close Ho. of Records 36
[ Advance searcn |
Location No ]
Location Desc. | ﬂ
Department No | “J _E]
Dept. Desc. ‘ Kﬂ
Search ] Reset | Fnd=>[ ]

Figure 58: Location List
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Double-click on any of the locations and you are able to view and modify
details on the particular location. The Current Location screen, see Figure 59,
would pop-up. Modify the fields in the form and click Close. You will be
prompted whether you wish to save the changes. Click Yes to save the
changes and exit or No to exit the screen without saving the changes.

Current Location

Location Details | WO History | Assets | Employees

Location No 01GFO01

Location Description [ARIIsIel |
Department No [1o4 v |[accidents & Emergencies |
Criticality Mormal W

Notes To Technician
Repainting will be carried out from 11102002 - 180272002

Duplicate Location ‘ Close |

Figure 59: Current Location

Users are able to view the WO History, Asset and Employees that are
attached to a particular location. The list of employees attached to the
location can be set in the employee module (Refer to 6.1 “"How To Add A New
Employee/Requester”).

The Duplicate Location button allows to user to reuse the information of a
current location for a new location registration. All the information in The
Location tab will be copied over to the New Location Registration form except
for Location No.
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4.3 How To Filter Out Location Information?

Advance Search

Location No | | Search Reset
Location Desc. | |ﬂ
Department No | %y
Dept. Desc. B
Find ==|

Figure 60: Search Options

To select a parameter in a field, click—l. The available options for the
parameter will be displayed on the far right hand side of the screen (above
the search button). Select the parameter by clicking once on the text. More
than one parameter can be selected (example: open and closed) by just

clicking on another parameter text.

Click EI to clear all the selected parameter in the field. To clear all the filter

options, click the “"Reset” button.

To do a search, click on the field of choice, enter the field contents and click

on the Search | button.

Location List
Location No Description Dept No Department
01-01-020 AC ROOM s MAINTENANCE
01-09-020 Asset Management s MAINTENANCE
03-GF-001 GEN SET ROCM s MAINTENANCE
03-GF-002 LV SWITCH ROOM s MAINTENANCE
Loul06 Maintenance Deparment s MAINTENANCE
Lou010 Mechanical Room 015 MAINTENANCE
4 m (2
New Location ‘ View All ‘ Export to Excel | Close Mo.ofRecords [ & |
Advance Search
Location No 7y
Location Desc. ﬂ 016 REGULATION & FCU B
Department No 015 TR ALINE
= 2 n4m BIINE o
Dept. Desc. Ky | v
] Reset Fnd>[ ]

Figure 61: Search Results

User can also sort a search results, ascending or descending order, by

clicking on the column headers.
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5. Preventive Maintenance

Preventive Maintenance activities in CWorks can be scheduled either by fixed
time intervals or by meters / condition monitoring. The following components

are available in the Preventive Maintenance Screen.

e PM Task List — Displays the PM Task List master. New PM Tasks can be

added and existing PM Tasks can be viewed or modified in this section.

e PM Schedule (Time) - Displays the master list of fixed time based PM
Schedules. New PM schedules can be added or existing PM schedules can be
viewed or modified in this section. There are 3 types of scheduling :-

a) Fixed Time Interval

b) Fixed Day And Week

c) Fixed Date / By Month

e PM Schedule (Meters) - Displays the master list of metered PM Schedules.
Metered PMs can be scheduled either by incremental or threshold type
meters. New PM schedules can be added or existing PM schedules can be

viewed or modified in this section.

e PM Generation - Automatic generation of fixed time based PM Work

Orders is accomplished via this screen.

e PM Man Hours - To view the entire year PM man hours base on the man

hours set in the checklist.

Preventive Maintenance

| PM Schedule {Meters) |
PM Task List | PM Generation |
PM Man Hours | Close |

Figure 62: PM Main Menu
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5.1 How To Register a New PM Task?

Click on the Preventive icon in the main menu, see Figure 1. Click on
in the PM main-menu, see Figure 62. The PM Task screen (as seen below)
would pop-up.

P Task Mo | PM Task Marne | Est Lahour Hours
AHUOOM AHUS Contolf BIRDref Cif Monthly 3
AHUOOZ AHUIC onto liBItDnC Quarterly 3
EDODT GeneratonDieselieekly 2
EQ002 GeneratonDieselvonthly o
EQ098 HT Transtarmer 11k (010 [ Annually 4
00z sdfsd o
M50001 M50001 o
£ >
List of Records
Pul Task Name Search New PM Checklist
Status —
| | View All Close ‘

Figure 63: PM Task List

Click on  New PM checklist the PM Task List screen to activate the New PM Task

screen.

New PM Checklist

Checklist Details | Assign To | Materials | Safety Instruction

PMChecklistNo [ | Estimated Labour Hours

PM Checklist Desc |

File Link \ | ﬂ E e
Seq No |:|

Task Desc | | Add ‘ Cancel

Seq Mo | TaskDesc |

To delete record please hit [Backspace] key

Close

Figure 64: New PM Task

Fields Description
PM Task No Identifier of the PM Task master record.
PM Task Name Description of the PM Task master.

Page 74



CWorks Plus User Guide

Fields Description

Estimated Labour Hours The estimated labour hours to complete the PM Task.
File Link Create a hyperlink to an external document to a PM Task. Click on

the Browse @ button, choose the file to hyperlink. To view the
file click on & bputton to view the file. To delete the hyperlink

click on | = button to clear.

5.1.1 How To Enter PM Task Line Items?

PM Tasks are entered and saved in sequential order in this form. Users have
to enter a sequence no (Seq No) and a description of the task. The Seq no of
the tasks are automatically sorted by the system. To add an entry to the list,
click the “Add” button, see Figure 64.

To amend a Task entry in the list, just double click on the task record. The
contents of the task will be carried over to the data entry fields. Make the

necessary amendments and click the “"Add” button to save the changes.

Fields Description
Seq No Task sequence number
Task Description Description of the PM task to be carried out
Save | Click on this button to save any changes
Close | Click on this button to close the screen without saving the record
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5.1.2 How To View And Modify An Existing PM Task?

Click on “Preventive” button on the CWorks main menu, a PM main menu

would pop-up.

Click on i

you a list of all the PM Tasks in your database.

. The PM Task screen would pop-up. It will show

Note: Once a PM Task has been registered, the system would not allow

removal of the PM Task number. However, details on the PM Task can be

modified.

Pl Task No | Pl Task Mame \ Est Labour Hours |
AHLIODT AHL Cantolf BRD G S Monthily 2

AHLIOOZ AHLIC o olfBIRD rdCWIGUaterly 3

E000t GeneratorDieselieekly 2

EDO0Z2 Generator/DieseliManthly a

EN099 HT Transforrmer 11kY (i T Annually 4

iluk} sdfsd 0

mM350001 MS0001

Double click on the required
record to view and modify
details of the PM Task

List of Records

iE PM Task Name
Estimated Labor Hour Status

Search

Mew PM Checklist |

View All

Close

Figure 65: PM Task List

To modify an existing PM Task, double click on the required record in the PM

Task List screen. The Current PM Task screen will appear, see Figure 66.

Modify the fields in the form and click Close.
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5.1.3 How To Modify PM Tasks?

To modify the task descriptions, double click on the record to be amended,

see Figure 66. The contents of the record will be displayed in fields above the

list. Make the necessary modifications in the Seq No or Job Description fields

and click the “Save” button. Clicking the “"Cancel” button will clear the Seq No

and Job Desc. fields.

Current PM Task

Checklist Details | Assign To | Materials | Safety Instruction

PM Checklist No

SeqMo | Task Dest

PM Checklist Desc |Generator/Dieseliveakly | Estimated Labor Hours 2.00
Remarks

File Link | =@l
Seq No 7

Task Desc |Checkfor any leaks in fuel oil, lube il and water. Save Cancel |

Funthe engine for one hour.
Checkfor any leaks in fuel oil, luhe oil and water.
Checkthe exhaust smoke conditions.

T o e k=

Checkthe diesel level, lube oil level, coolant water level. Correct low levels ifnee..
Checkthe battery voltage, electrolyte level and specific gravity.
Startthe engine ifthe duty selector switch is turned to 'No Load Test' mode.

«— ||

To delete record please hit [Backspace] key

2) The contents of the task
will be displayed here. Make
the necessary amendments

and click “Save”

| | 1)Toamend a

Copy Close

Figure 66: Current PM Task

5.1.4 How To Enter Additional PM Tasks?

task, double click

the required

To enter additional PM Tasks, simply key in the new Seq no and Job Desc,

and click the “Save” button. The Tasks will be automatically sorted according

to the Seq no field.

Note: The Seq No field cannot be amended. Users are advised to use Seq nos
which allow for additions. Example (10, 20, 30 so if a task needs to be added
between 10 & 20, Seq no 15 can be entered).
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5.1.5 How To Delete A PM Task?

"

Select the PM Task to be deleted by clicking once on it. Hit the “Backspace
key to delete the Task.

5.2 How To Assign PM Tasks To Specific Employees?

Employees can be assigned to a Task in a PM Task master. At the New or

Current PM Task forms, click on the “Assign To” tab.

New PM Checlclifr \

| checkiist Detdfls | Assign To | Mgterials | Safety Instruction|
b~ -

Employee No = .
Employee Name [ [=] -

Employee No Name |

To delete record please hit [Backspace] key

Assign To Contractor/Supplier |:| ﬂ ﬂ

Supplier/Contractor Name [ |

Save ‘ Close

Figure 67: PM Task - “Assign To” Tab

Select an Employee to assign to the Task and click the “"Add” button (in New
PM Task form, see Figure 64) or the “"Save” button (in the Current PM Task
Form, see Figure 66) under the Employee Name field. An unlimited number of

employees can be assigned per PM Task

To delete a saved employee, select the employee record to be deleted by

clicking on it once. Hit the "Backspace” key.
When preventive maintenance work orders are generated using a PM Task

with employees assigned, the assigned employees names will be saved in the

work order “Assigned To"” tab, see Figure 67.
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5.3 How To Add Materials To A PM Task?

Materials can be assigned to a PM Task in order to forecast material
requirements based on PM work orders. At the New or Current PM Task

forms, click on the “Materials” tab.

New PM Checklist

Part No -

Part Description =] Add
Quantity 0

Part No | Part Description [ aty [

To delete record please hit [Backspace] key

Save Close

Figure 68: PM Task - “Materials” Tab

Select a Part to assign to PM Task, specify the quantity required for the PM
Task and click the “Add” button (in New PM Task form) or the “Save” button
(in the Current PM Task Form) under the Part Description field. An unlimited

no of Parts can be assigned per PM Task.
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5.4 How to Add Safety Instruction?

Safety Instruction can be assigned to a PM Task in order to add a safety

instruction based on PM work orders. At the New or Current PM Task forms,

click on the “Safety Instruction” tab.

Current PM Task
Checklist Details | Assign To | Materials

Safety Instruction

Safety Instruction No  |EENEMW SIS afety Instuction [2HL Safety Inst

1. Remowve Lockoutf tagout
2. Start air handler check for vibration or unusual noise
3. Inspect all valves for conditionfoperation

Copy | Close ‘

Figure 69: Safety Instruction
Select a Safety Instruction to assign to PM Task a warning message

prompting you click “Yes” to add the safety Instruction.
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5.5 How To View Material Requirements For PM Work Orders?

PM materials requirements for PM type work orders can be viewed via the
Work Order List form. At the Work Order List form, click the “"PM Materials”
button. The PM Material List form would pop-up. The List displays a summary
of materials required for generated PM work orders. Items highlighted in red

indicate that there is a shortage.

Work Order List

WorkOrderNo_| Work Type Work Status WorkPriority | Problem Descripion Requester Recei]
0000000010 Freventive Open Normal Autoclave PM R
0000000004 Preventive pen Normal Air Conditioner PM maii B fomPMMaterialsList : Form: - EJ§|
0000000002 Breakdown  WaitingforParls  Normal Roof leaking John Edwards 7502
0000000007 Preventive Open Normal Autoclave M Tiar201
0000000006 Preventive open Nomnal Autoclave PM 709120 PartNo ‘ Part Description | Req. Guan. | CurrentBa... ‘ Variance ‘ Gty Orderet
0000000005 Preventive Open Normal Autociave M Ti620 [Tl Air intake filter 1% 12 ETE] 1]
0000000004 Preventive pen Normal Autoslave P 76201
0000000003 Breakdown  WaitingforParls  Normal Light bulb fused TiB20) 02 Bacterial filler 0.03 micron = 32 13 3
0000000002 Breakdown  Open Normal Autoclave not working 6120 0022 Primary fiter - AC - York- 1 Hp 1 o - 0
000000001 Breakdewn  Completed Narmal BP Setnotworking Jdohn Edwards 718120
< >
Mo. of Records Mews WorkoOrder ‘ View nlll‘ PM Materials ‘I Print WO by batch | Export to Excel | Close |
=
x|
=
=
=
[
S e < k3
bt Reset The Table above displays the material requirements based on generated Preventive Maintenance
Work Orders only. To view forecast PM material requirements, please click the "Material
Requirement by Work Orders" button
Material Requirement E: 1
xport To Excel iClose
By Work Orders s lakne

Figure 70 : PM Materials

To view the PM material requirement list by PM No. for a defined PM Target
Start Date Range, click the “Materials Requirement by Work Orders” button.

The form below would pop-up.
B frmPmforecastreport : Form g@]g|

To [ 12/31/2004 |

Wiew Report Close |

Target Date | 7952004

Figure 71: Report Range

Enter the Target Start Date Range and click “View Report”. A report detailing
the material requirement by the PM No and target start date will be

generated.
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5.6 How To Filter A PM Task?

= =
PM Task Name Search New PM Checklist |

Estimated Labor Hour Status
| | View All Close |

Figure 72: Search Options

Below the PM Task listing screen, there is a bar which will allow users to filter
or narrow down the search result. The options are:

e PM Checklist No

e PM Task Name

e Estimated Labour Hours
To do a search, click on the field of choice, enter the field contents and click

on the | Search | button. User can also sort a search results, ascending or
descending order, by clicking on the header in the list form.

5.7 How To View PM Man Hours?

To view the entire year PM man hours, click on ‘ P Man Hours button in the
PM main Menu. Enter the year and click on  View I to view the PM man hours
for that particular year. These man hours are set in PM checklist and assigned

to the PM schedule.

PM Man Hours
Preventive Maintenance Man Hours Distribution By Week
Year )
Week Start Date / (Week No) [ 2008 | View
Jan-01-2008 (1) | Jan-06-2008 (2) | Jan-13-2008 (3) | Jan-20-2008 (4) | Jan-27-2008 (5) | Feb-03-2008 (6) | Feb-10-2008 (7)

SINOH uep

Progress: [ Close

Figure 73: PM Man Hours
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5.8 Preventive Maintenance — Time Based

5.8.1 How To Create A PM Fixed Time Interval Schedule Master?

PM Schedule List

Click on ' PMSchedule (Time) |in the main PM menu, see Figure 62, to select fixed

time interval based PMs. A sub-PM menu screen would pop-up.

i Mo [ P Mame [ P Active [ Taskro [ Assetro [ Phy
P01 Auloclave PM Yes PMO029 1111
< »
No. of Raﬂﬂé_l_W—‘
PM No PMName [E Asset No PM Task No search | Annual P Schecuidl] | Hew P Schedule!

View All

PM Schedule Type

Select a PM Type from the list and click ok to proceed
1, Fixed Time Interval

2, Fixed Day and Week
3, Fixed Datz | By Month

0K Cancel

Figure 74: Selecting PM Type

Select Fixed Time Interval PM Type and click "OK". This will activate new PM

Schedule screen as below.

New PM Schedule

Pit Schedule | multiple Task

PMNo [ [PMName |

| work Type

WorkTrade [ -]

Multiple PM ‘

PM by Asset
Asset [] Location ‘ Asset No [ -] |
Location Mo | | [ |
Physical Location
| [ |
Hext PM Generation Type Task No [ -]
Schedule [ Actual ‘ Frequency Unit l:l Target Start Date @
froency [ | TargetCompleteDate [ |
Days [0 | NewStartoate [ |

Work Period Days

View PM Schedule

Save Close

Figure 75: New PM Schedule
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Fixed time interval based PM Schedules for assets or physical locations are

created in the New PM Schedule screen. Upon completing all fields in the

screen, click on Save to save the record or Close to exit without saving the

record.

Fields Description

PM No Identifier of the PM Schedule master record.

PM Task Name Description of the PM Schedule master record.

Work Type Classification of type of work order. Defaults to Preventive. Read
only field.

Work Trade The trade or section that is primarily responsible for the work
(obtained from the Work Trade Master)

PM by - Asset or Selection option of whether the PM Schedule is to be scheduled by

Location Assets or Physical Locations.

Asset - Asset No & Defines the asset on which the preventive maintenance is to be

Description, Location No

& Description

Location No &
Description
Next Generation Type

(tick boxes)

Multiple PM (tick box)

Task No

Frequency Unit

Frequency

done. The Location No identifies the location of the asset as
defined in the Asset Master. The asset must be registered in the
Asset Master for preventive maintenance scheduling. The Asset &
Location Descriptions are displayed from the Asset & Location
masters respectively. Select the asset no from the drop down list.
Defines the physical location on which the preventive maintenance
is to be done. The physical location must be registered in the
Location master for preventive maintenance scheduling. Select the
location no from the drop down list.

the the

maintenance work order shall be by the scheduled date or by

Defines whether next generation of preventive
actual work order completion date.

A tick box to indicate whether the PM consists of multiple tasks.
Selecting this will activate the Multiple PM feature.

Defines the first preventive maintenance task to be assigned for
the schedule. The tasks are selected from the drop down list which
displays all registered tasks in the PM Task master.

Defines the frequency unit of the PM. Available units are Day (1
day), Week (7 days) and Month (28 days).

Defines the factor for which the Frequency Unit is multiplied to
provide the number of days that should elapse between generation

of PM work orders.

Page 84



Fields

CWorks Plus User Guide

Description

Days

Work Period Days

Target Start Date

Target Complete Date

Next Start Date

The number of days that should elapse between generation of PM
work orders. This is a read only field and is automatically
calculated.

Formula:

Days = Frequency Unit (in Days) x Frequency

Defines the number of days, which shall be taken to complete the
PM Task. Defaults to 1 day.

Defines the first Target Start Date of the PM record. The date
defined by the user must be greater than the last PM Generation
date.

This is a read only field, which is automatically calculated. It
displays the target completion date of the PM work order.

Target Complete Date = Target Start Date + (Work Period Days -
1 day)

This is a read only field, which is automatically calculated. It
displays the next target start date for the PM schedule.

For first generation

Next Start Date = Target Start Date + Days
For subsequent generation (in the Current PM Schedule Form)
for Next PM Generation by Scheduled Date;
Next Start Date = Target Start Date + Days

for Next PM Generation by Actual Date;

Next Start Date = Last PM WO Complete Date + Days
(Note: No Next Start Date will be displayed until the concerned PM
work order is closed)

5.8.1.1 Next PM Generation Types

Hext PM Generation Type

Schedule [ Actual

Figure 76: Next PM Generation Type

The Next PM Generation Type option allows users to specify the criteria for

the Next PM Start Date. Two options are available;
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1. Schedule - the Next Start date will be based on the last PM work order
Target Start Date, irrespective of the work order status (Target Start Date +
Frequency in Days).

2. Actual - the Next Start date will be based on the last PM work order
Actual End Date. No PM work orders can be generated until the last PM work
order is closed. The Next Start Date = Last PM WO Complete Date +

Frequency in Days.

The default Next PM Generation Type is “"Schedule”. To select Actual type,
just click on the Actual tick box in the New PM Schedule form. Once Actual
type PM is selected, users will note that no other Next Start Date will be given
in the form. The Next Start Date will be calculated and displayed only after

the last PM work order for the schedule is closed.

Note that the Next PM Generation Type cannot be amended once a PM
schedule has been saved. It can only be defined when a new PM schedule is

created.

How To Create Multiple PM Tasks?

Multiple PM Tasks enable more than one PM Task to be scheduled per asset or
physical location. It allows the creation of PM Tasks of a higher frequency to
take precedence in the PM work order generation when the conditions set for
generation are met. By assigning multiple PMs to each PM Schedule, you can
indicate to the system which PM Task to select during the work order
generation process.

To create Multiple PM Tasks for a PM Schedule master, tick on “Multiple PM”

on PM schedule.
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Current P# Schedule

PP Scheduie ] Multiple Task |

PMHNo [ACOO1 PM Name [Air Conditioner PM | work Type
Work Trade
PM by Asset
Asset  [] Location ‘ AssetNo  [2222 _~] [~ir Conditianer - Split Unit |
Location No [01GFD0Z | [cesD |
Physical Location
| = |
Hext PM Generation Type Task Ho |MO02 v| Air-conditioner P - Monthly
‘ T — ‘ Frequency Unit [ Weeks | Target Start Date 1211372004
Frequency [ 4 | Target Complete Date Tznoruns | &
) [ 28 |
| & muttiple P ‘ Days[ 28 | MNextStartDate 11 0r2005
[ Work Period Days
‘ PM Status ‘ View PM Schedule

Close

Figure 77: Create Multiple PM Task

Click on the Multiple PM tab in the New PM Schedule screen.

Note: The Target
Start, Target
Complete and Next
Dates displayed in
this form shows the
next set of
generation dates.
For details, please
refer to the field
descriptions in the
“How to Create a
New PM Schedule

Master” section.

Current PM Sgjwefile
[P e Tecs)
PM No [aHU |[4ir Cond Split Unit
Task No :l | | View/Change |
Task Sequence [0 ] startatDatelSeqNo 0
Remarks [ | Save ‘
Task No [ Task seq | start Date Start Seq | Remarks
AHUZ 3 17-Dec-2007 3
AHL4 5] 17-Mar-2008 5]
AHUS 12 22-5ep-2008 12
4| 1 3
Delete Multiple PM
Close
Figure 78: Multiple PM Task Details
Fields Description
PM No & Description Identifier of the PM Schedule record carried over from the PM
Schedule tab.
Task No & Description Defines the multiple PM task. The Task No. is selected from the

drop down list.
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Description

Task Sequence

Start at Date / Seq. No

Remarks

save | |

: at Multiple PM
Task details

Save |

L at bottom of
screen

Close |

Defines the PM count at which the defined task will be used.
Example, 2 means that the Task will be generated 2 times the PM
is generated, 12 means every 12 times etc.

Defines the start date / PM count no. of the PM Task. The date
field is read only. The start PM count can be amended by either

changing the Seq No. or by clicking on the WI button to

activate the PM Plan Forecast screen and double clicking on the
required PM count.
A remarks field to log any comments regarding the multiple tasks.

Upon completing the Multiple PM Task details (Task No,
Task Sequence, Start at Date / Seq. No fields) click Save
button at the multiple task details. The record will be saved
as a multiple PM for this PM No.

Click on this button (at the bottom of the screen) to save
the PM record.

Click on this button to close the screen without saving the

PM record.

5.8.3 How To Delete A PM Task?

To delete a saved multiple task in the New PM Schedule screen, click on the
“Deleted Multiple PM”.

Current PM Schedule

PM No

PM Schedule | Muftiple Task |

[aHU | [air Cond Split Unit |

Task No
Task Sequence

Remarks

[ [~] [

[t ] sanmouaseano
[

‘ ViewiChange |

I—IE‘

Save ‘

Task No

| Task Seq | Start Date Start Seq [ Remaris

AHU3Z
AHU4
AHUS

3 17-Dec-2007 3
3] 17-Mar-2008 5]
12 22-Sep-2008 12

N +

Delete Multiple PM

Close

Figure 79: Deleting A PM Task No
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5.8.4 How To Delete Multiple PM Task?

Current PM Schedule

PM Schedule | Multiple Task |

PM No [aHU | [air Cond Split Unit |
Task No I [=] [ | viewiChange |
ToskSoquence [ 7] strtatDateiSeqto ]

Remarks [ | Save ‘
Task No | Task Seq | start Date | start seq | Remaris

AHU3 3 17-Dec-2007 3

AHU4 6 17-Mar-2008 6

AHUS 12 22-Sep-2008 12

« | I 2

Qlete Multiple PM j>

Figure 80: Deleting Multiple PM Task

Close

Click on the Delete Multiple PM button The Multiple PM records will
be deleted upon user confirmation.
Note: All the saved multiple PM records will be deleted when this

function is selected.

5.8.5 How To View PM Plan Forecast Screen?

Click on PM Schedule - Multiple Task tab and click on ViewiChange | button.

Current PM Schedule

PM Schedule | Muftiple Task |

PM No [aHU | [air Cond Split Unit P |
'/

Task No || El | \ ‘ ViewiChange

skSomence [ 0] sanmowerseate [

Remarks [ | Save ‘

Task No | Task Seq | Start Date Start Seq [ Remaris

AHUZ a 17-Dec-2007 2

AHU4 6 17-Mar-2008 6

AHUS 12 22-Sep-2008 12

4 1 »

Delete Multiple PM

Close

Figure 81: Accessing PM Plan Forecast
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The PM plan forecast would pop-up as below.

PM Plan Forecast - Schedule

PMNo | PMO002 _ |[Air Handling Unit {(AHU 1) Preventive Maintenanc]
P Sch Date [P Seq [PMTaskl |PMTask2 |PMTask2  |PMTask4 |PMTas ~
1118/2004 3 EAUGEA EAUGHZ
11/9/2004 i
0
0
]
0
0
0
0
0
]
0
0
0
0
0
]
]
0
1271 0
11/28/2004 0
11/29/2004 0 v
< /\ >
k Show more u Close
— —_

Figure 82: PM Plan Forecast

The PM Plan Forecast screen displays the forecast PM work order Target Start
Dates for the PM plan for all tasks (for a period of 1 year). In the above
example, at PMCount 2 (PM Target Start Date 30/09/2002), two tasks
coincide. However, only the work order for the larger task (PMTask2) will be
generated by the system.

Note: If the complete 1 year schedule does not display in the form, click on

Show more

the button.

5.8.6 How To Filter Preventive Maintenance Schedules?

PMNo E PMName [ AssetNo PM Task No Search | Annual PM Schedule |

[ | Viiew All | Close

Figure 83: Search Options

Below the PM Schedule listing screen, there is a bar which will allow users to
filter or narrow down the search result. The options are:

e PMNo

e PM Name

e Asset No

e PM Task No
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To do a search, click on the field of choice, enter the field contents and click

on the | Search |button. User can also sort a search results, ascending or
descending order, by clicking on the header of the column.

5.8.7 How To Modify An Existing PM Schedule?

P ho [ PM Marme [ PM Active [ Task Mo | Asset o [ Phy
EIT] Adtoclave Pl Yes FM00Za 1111

| b4
No. of Records

Search nnnualPMSchedulE‘

PM No PM Name Asset No PM Task No

| | View All |

Figure 84: PM Schedule List

In the PM Schedule List screen as above, double click on the PM record to be

amended. The Current PM Schedule screen, see Figure 85 will be activated.

Current PM Scheduls

[P Scheduls | mumpie Task |

PM Mo [ACD01 | PMMame [2i Condiioner P | Work Type | Frevanlive |
Work Trade
P by Assed
EE T =] [ condmorer- o UmL ]
Location Na [315F002 | EEER ]

Praesical Localin

|:.:.,..,.:.| =] ||
Mesd P Generalion Type Tagk Mo (%012 =] [Aircoadiioner PM - Monnly ]
Bl Schedule [ Actual | Fraquency Unit [ Wesks =] rarget StartDate ﬂ
Frequency | 2 | Target CompleteDate | 1216004 |
] raudtiple P Days[ 28 | Wewt StartDate

Work Perind Days | 7
(EEEE (v pm schouie )
\ / E——

Figure 85: Current PM Schedule
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5.8.7.1 How To Disable An Existing PM Schedule?

To disable an existing PM schedule, click the PM Status tick box

P status to remove the tick. This will disable the PM schedule from

further work order generation.

5.8.7.2 Amending The PM Schedule And Task

Make the necessary amendments to the Asset/Location No, Task No,
Frequency fields and the work period. To amend or shift the next PM work

order generation date, the following fields need to be edited;

5.8.7.2.1 For Scheduled Completion Date Type PM Generation:

Change the Target Start Date. The next PM work order will be generated
according to the edited Target Start Date.

5.8.7.2.2 For Actual Completion Date Type PM Generation:

Change the Next Start Date. The next PM work order will be generated
according to the edited Next Start Date. The last PM work order for the
particular PM Schedule must first be closed before amendments to the Next

Start Date can be made.

Notes:
1. The amended dates must be larger than the last PM Generation “To”
date.
2. An existing PM Schedule next PM generation type (scheduled or actual
completion dates) cannot be amended in the Current PM Screen. To
change the generation type, the existing PM schedule shall have to be

disabled and a new PM schedule created.
Click Close to exit the form. You will be prompted whether you wish to save

the changes. Click Yes to save the changes and exit or No to exit the screen

without saving the changes.
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5.8.7.3 Viewing The PM Schedule

. View PM Schedule
Click on —/—————

schedule forecast from the last PM work order generation date.

in the PM Schedule tab, see Figure 85 to view the PM

5.8.8 How To Generate Fixed Time Interval Based PM WO?

To generate PM work orders, click on PM Generation | button in the PM Main

Menu. The PM Generation screen will be activated.

Last PM Generated Date 7192004 Date Range for PM to be generated View PM! Open PM WO |
Last Date Range of PM WO Generated 100262004 | To [ 11/30/2004 |
| | | |ﬂ Export PM Forecast to Excel |
953012004 | To [ 10252004 |

PM No |Ph Name |TaskMo  |AssetNo |Physical Loc [ Inii
FMO01 Autoclave PM FMO0Z3 11111 TIE
< i
PM based on Actual Complete Date Export To Excel | No. of Records
PM No |PM Narne |TaskMo  |AssetMNo |Physical Loc | Init
Kl o]
Export To Excel No. of Records lIl
| Close |

Figure 86: PM Generation

Fields Description

Last PM Generation Date Displays the last PM work order generation date (read only field).
Last Date Range of PM WO Displays the Target Start Date range of the last PM work order
Generation (From - To) generation (read only field)

Date Range for PM to be Fields to input the next range of Target Start Dates. Any PM
generated (From - To) record which next PM Target Start Date falls within this range will

be identified for generation

Enter a date range and click on [ Vo | 6 view the PMs which next Target

Start Dates fall within the defined range. Click on openpuwo to generate the work
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orders. The PM list will be updated with the work order number displayed for
reference. To print hardcopies of the generated PM work orders, click the
button. The view list of PM records can be exported to MS Excel by clicking
the “Export to Excel” button below the respective view list. Click Close to exit
from the screen.

Note: Before PM generation is done, the system will automatically backup the
current database. The folder name is "DBBACKUP”. These files can be deleted

every month.

How To View PM Work Order Forecasts?

5.8.9

In the PM Main Menu, click on the PM Generation button. Key in a date range
of the forecast to be viewed and click the “View PM” button. A of preventive
maintenance list will be generated by the system. To view the forecast table,
click on the “Export PM Forecast to Excel” button.

CWorks will export the PM list to Microsoft Excel and formats the data into a

pivot table. Refer to the sample screenshot below;

P I 5 4 5 o s ) =5 T o = T 11

-8 X

Ed Microsoft Excel - PMForecastList xls
File Edit Wiew Insert Format Tools  Data  Window  Help
-0 - B IUEEER Y%, RS EE B DA %
DEHan SaY bR = -4 &l @)se -,
179 - #x
| E | [ 8] | e e e P e R e [ e e e A

7 E E
CWORKS PREVENTIVE MAINTENANCE WORK ORDERS FORECAST LIST

Count of PMRG Target Stﬂ
2 Date =

Asset PMNo TaskNo PM Frequency in <]
Days

Type a question for help

Arial

. st
i o
g e
W, angs
ugmaﬂ‘%‘aos
12y, -
3y, g
iy, -
u’fﬂﬁﬁq ™
Srang r,, "

- - - -

0603301 (Almagamater)

FI0012 [Amalgamatar
Lubricatian]

MYPEF1-0001

FR0013
[Amalgamator_Safety
Switch Checking)

MYFSF1-0003

P00 14 [Amalgamator
Discharg Serew Cony_
Lubrication]

MYPSF1-0005

PRAD0 15 (Amalgamator
Dissharge Soren Cony_
Chain & Sprocket]

MYPSF1-0002

008302 (Refiner)

PRAD0ZE (Rfiner
Lubrication]

MYPEF1-0011

PII0025 (Fiefiner_Moodie
Cutter Pin Servising)

MYPSF1-0017

0B0&303 (Yacuum Plodder]

PRD0Z3 [Vacuum
Flodder_ozzle Heater
Seruizing]

MYPSF1-0018

PRADOE0 (¥ acuum Plodder
Lubrication)

MYPSF1-0021

PRAD0Z (¥ acuum Plodder
Safety Switch Checking)

MYPEF1-0022

PRA00Z2 [ acuum
Plodder_Moodle Cutter Pin
Servicing]

MYPSF1-0024

PRD03E [Yacuum
Flodder_Belt System
Servicing]

MYPSF1-0025

UBD3304 [TV Cutter)

PRADDE [TW Cutter
Lubrication

MYPSF1-0024

FRADDI7 [TY Cutter_Safery

MYPSF1-0033

W 4 » m[y Sheetz Sheet1 / PMForecastThl /

Draw~ [ AdtoShapes= . w [ 4[ H

Ready
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Figure 87
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5.9 Fixed Day And Week -Preventive Maintenance

In addition to scheduling PMs by a fixed time interval, the following
scheduling methods have are available in CWorks;
1. Scheduling by specific week and day of the week for each month.

2. Scheduling by a specific date of each month.

5.9.1 New PM Scheduling By Specific Day And Week

Select PM Schedule (Time) in the main PM menu and click New PM Schedule
in the PM Schedule List form. A sub-PM menu screen would pop-up (refer
screenshots below).

PM Schedule List

i Mo [ P Mame [ P Active [ Taskro [ Assetro [ Phy

P00 Buloclave P Yes PMO028 111
PK Schedule Type

Select a PM Type from the list and click ok to proceed
1, Fixed Time Interval

2. Fived Day and Week
- 3. Fixed Date [ By Manth

OK Cancel

< ¥

PM No PM Name Asset No PM Task No Search Annual PM Scheddfe

[ View All

Figure 88: Selecting PM Type

Select Fixed Day and Week Type and click “"OK"”. This will activate New PM
Schedule screen, see Figure 89.
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| New PM Schedule |

| PM Schedule | uttiple Task

PuNo [ JpmName |

| Wor Type
Work Trade

PM by

Asset

Asset

[] Location ‘ Asset No [ v [ |
Location No | | [

Physical Location

Muitiple PM Freguency

Task No [ v |
[ ] startMonth v | Year |
Work Period Days Target Start Date

Week of Month Target Complete Date

Day of Week Next Date

View PM Schedule

Save Close

Figure 89: New PM Schedule

The changes are in the scheduling procedure of the PM schedule master. The

table below lists the functions of the modified fields;

Fields

Description

Frequency

Work Period Days

Week of the Month

Day of the Week

Start Month and Year

Target Start Date

Target Complete Date

Defines the frequency of the Preventive Maintenance (PM) work
order generation in number of months.

Defines the number of days, which shall be taken to complete the
PM Task. Defaults to 1 day.

Select the specific week (first, second, third, fourth or last week)
of the month for the PM work order to be generated.

Select the specific day of the week (Monday - Sunday) for the PM
work order to be generated.

Specify the starting month and year of the PM schedule. Note: The
combination of Start Month, Week of Month and Day of Week must
be larger than the current date and the last PM Generation date.
This is a read only field which is automatically calculated. It
displays the target start date of the PM work order based on the
selected combination of week, day and start month and year.

Target Complete Date = Target Start Date + (Work Period Days -
1).
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Fields Description

Next Start Date This is a read only field which is automatically calculated. It
displays the next target start date for the PM schedule based on
the scheduling criteria.

Multiple PM Click the Multiple PM tick box to activate the Multiple PM tab. The
method of scheduling Multiple PMs is the same as doing it in the

conventional PM schedule screens.

5.10 Fixed Date / By Month -Preventive Maintenance

Select PM Schedule (Time) in the main PM menu and click New PM Schedule
in the PM Schedule List form. A sub-PM menu screen would pop-up (refer

screenshots below).

PM Schedule List

i Mo [ P Mame [ P Active [ Taskro [ Assetro [ Phy
PO Autoclave PM Yes PMO029 111
PH Schedule Type
Select a PM Type from the list and click ok to proceed
1., Fixed Time Interval
2, Fixed Day and ‘Week
- 3, Fixed Date | By Morth
OK Cancel
< »
Mo, of Re
PM No PMName [ Asset No PM Task No search | Annual PM Scheduid
[ View All

Figure 90: Selecting PM Type

Select Fixed Day Type and click "OK”. This will activate New PM Schedule

screen, see Figure 91.
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5.10.1 New PM Scheduling By Specific Day

PM Schedule | pultiple Task

PMNo | | M Name | | Work Type

Work Trade

PM by

Asset

Asset [] Location

Asset No [ v [ ]
Location o | | [

Physical Location

Task No w [ |
Multiple PM Frequency (Month) Target Complete Date

Work Period Days 1 O Monthly MNextDate [ |
TargetStartbate [ ]3|

View PM Schedule

Fields

Save Close

Figure 91: New PM Schedule

Description

Frequency

Work Period Days

Target Start Date

Target Complete Date

Next Start Date

Multiple PM

Defines the frequency of the Preventive Maintenance (PM) work
order generation in humber of months.

Defines the number of days, which shall be taken to complete the
PM Task. Defaults to 1 day.

Click on the command button and select a target start date from
the calendar. Note: The selected target start date must be larger
than the current date and the last PM Generation date. The PM
work orders will be generated on the selected date of each month
in accordance to the preset frequency.

Target Complete Date = Target Start Date + (Work Period Days -
1).

This is a read only field which is automatically calculated. It
displays the next target start date for the PM schedule based on
the scheduling criteria.

Click the Multiple PM tick box to activate the Multiple PM tab. The
method of scheduling Multiple PMs is the same as doing it in the

conventional PM schedule screens.

Note: Fixed Day / Week and Fixed Date type Preventive Maintenance work

orders are generated simultaneously with the Fixed Time Interval type PM

work orders in the PM Generation form.
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5.11 Metered / Condition Monitoring Based -Preventive

Maintenance

5.11.1 Introduction

Preventive maintenance masters based on metered readings and time on a
which ever comes first basis are created in this module. Metered preventive
maintenance work orders can be generated based on a combination of

metered and time based conditions.

5.11.2 How To Create A Metered PM Schedule Master?

Click on Wl the main PM menu to select Metered Preventive

Maintenance schedules. A Meter List screen would pop-up as below.

Meter List

Meter Mo | Meter Description | Asset Mo | Asset Descri... | Location Mo | Location Des...
COMPA Alrcompressor 1 run hours 9599 Aircompressor 09GFO0 Mechanical 5.
< ¥
No. of Records 1
Meter Description Asset Ho Asset Description Meter Readings | View m'( New )
Location Ho [ Location Description | | Close

Figure 92: Meter List

Click on| New |, the New PM by Meters screen would pop-up (refer to

screenshot below).
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New PM by Meters

Meter | Time Based | Multiple

Meter No
Work Trade
Asset No

Location No

—
[ =] workType
Activate Time
= | Based PM

Type of Meter

Meter Units

Frequency
PM Due at

Incremental Meter

Start Meter Reading 0.00) PM Chk Ho

[ Threshold Meter

(=) Actual PM O scheduled PM

[_ooq | =]

Save Close

Figure 93: New PM by Meters

5.11.3 Types Of Metered Preventive Maintenance

Metered PMs in CWorks CMMS can be established according to;

1. Threshold meters (upper and lower limits).

Incremental meters (fixed meter interval)

2
3. Incremental meter (Multiple meter task)
4. Incremental meters and time based (which ever comes first basis).

Metered PM schedules for assets are created in the New PM by Meters screen.

The type of meter, its PM Tasks and time interval for generation (if

applicable) is saved in this screen. The list fields to be entered and their

description are listed below. Upon completing all fields in the screen, click on

Save to save the record or Close to exit without saving the record.

Fields

Description

Meter No

Meter Description

Work Trade

Work Type

A unique number to identify of the meter. Duplicate meter
numbers are not allowed.

A description of the meter.
The trade or section that is primarily responsible for the work

(obtained from the Work Trade Master)

Defaults to type Preventive
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Description

Asset No & Description

Location No

Description

Activate Time Based PM

Meter Units
Type of meter
Threshold

Lower Limit

Upper Limit

PM Task No (Lower

Limit)

PM Task No (Higher

Limit)
Type of meter

Incremental

Start Meter Reading

Frequency

PM Due at

PM Task

(Incremental)

No

Select the asset number which the meter is associated to and
which the PM Task shall be generated against.

Displays the location of the asset. Default data based on the
selected asset

Tick box. Activates the Time Based PM tab for scheduling of by
time intervals. Time based PMs can only be activated for
Incremental type meters.

Enter the meter units. Alphanumeric field up to 50 characters.
Threshold type metered PMs are typically used in condition
monitoring. PM Tasks are generated when the meter value
exceeds or is below the set upper and lower limits defined in this
record. Tick threshold type meters to activate Upper and Lower
Limit fields.

Specify the lower limit of the meter. Any logged meter reading
below the lower limit will flag for a PM work order to be generated.
Specify the upper limit of the meter. Any logged meter reading
above the upper limit will flag for a PM work order to be
generated.

Specifies the PM Task to be generated when the logged meter
reading is below the Lower Limit defined in this record.

Specifies the PM Task to be generated when the logged meter
reading is above the Higher Limit defined in this record.

Tick Incremental type meters to activate the start meter reading
and frequency fields. Incremental type PMs are PMs which are
generated based on meter readings reaching a preset increment
from the last meter reading for which a PM work order is flagged
for generation (such as a standby generator run hours). Multiple
PM tasks can be scheduled, for example; Task No 001 every 150
hours / 30 days and Task No 002 every 450 hours / 90 days.

Enter the last PM meter reading. The next PM Due reading is

calculated based on this reading.

Enter the meter interval which the PM work order is to be flagged
for generation.

Calculated field - Start Meter Reading + Frequency. Indicated
when the PM work order will be flagged for generation.

Specifies the PM Task to be generated when the logged meter

reading is equal or higher than the calculated PM Due at field.
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Description

Actual PM / Scheduled
PM

Defaults to Actual PM. It determines the way the next PM work
order is generated for Incremental Type meters. For Actual PM
type (default type), the next PM work order is based on the work
order actual end date and meter reading entered when closing the
work order.

Next PM Due = Meter Reading After PM (at current work order
screen) + meter frequency

Next Target Start Date = WO Actual End Date (when closed) +

Frequency in days.

For Scheduled type PM, the PM Work Order will based on the
following;

Next PM Due = Meter Reading at PM Generation + meter
frequency

Next Target Start Date = PM WO Generation Date + Frequency in
days.

Select Activate Time Based PM, see Figure 93, to enable Incremental type meter PMs

to be scheduled by both meter readings and fixed time intervals. Ticking the Activate

Time Based PM tick box will enable the Time Based tab as seen below.

New PM by Meters

Meter | Time Based | Multiple

Frequency Unit Target StartDate[ | |
Frequency [ targetCompieteDate[ |
Days o ] NextStartDate |
Work Period Days

Save Close

Fields

Figure 94: Time Based PM

Description

Frequency Unit

Defines the frequency unit of the PM. Available units are Day (1
day), Week (7 days) and Month (28 days).
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Description

Frequency

Days

Work Period Days

Target Start Date

Target Complete Date

Next Start Date

Close

Defines the factor for which the Frequency Unit is multiplied to
provide the number of days that should elapse between generation
of PM work orders.

The number of days that should elapse between generation of PM
work orders. This is a read only field and is automatically
calculated.

Formula:

Days = Frequency Unit (in Days) x Frequency

Defines the number of days, which shall be taken to complete the
PM Task. Defaults to 1 day.

Defines the date that the first PM work order is scheduled to be
generated. Use the calendar to select a date.

This is a read only field, which is automatically calculated. It
displays the target completion date of the PM work order.

Target Complete Date = Target Start Date + (Work Period Days -
1)

This is a read only field, which is automatically calculated. It
displays the next target start date for the PM schedule.
Next Start Date = Target Complete Date + Days

Click Save to save the record.

Click Close to exit the screen without saving the record.

5.11.4 How To Add Multiple Tasks?

Multiple PM Tasks can be specified for metered PMs. The PM tasks are

specified by task sequences. For example, if a metered PM task is specified to

be generated every 150 hours, then entering a multiple PM task of sequence

4 will result in the multiple PM task being generated every 600 hours

(150 x 4).

To specify multiple PM tasks, click the Mutliple tab in the New or Current PM

by Meters form (refer to screenshot below).
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Current PM by Meters

Meter | Time Based Mu\t\ple|

PM No. [moo1 | [Photocopier ]
Chk No = [
Sequence 0 | NextDate | 0 Save
Remarks
Checklist No Sequence | NextDate [ Remaris
‘< n 3
Delete Multiple P
Close

Figure 95: Current PM by Meters

Fields Description

Task No Defines the multiple PM task. Select a Task No from the list. This is a
mandatory field

Task Sequence Defines the PM count at which the defined task will be generated.
Example, 2 means that the Task will be generated every 2 times the
PM is generated, 12 means every 12 times etc. Hence if the first PM
task frequency is every 100 hours, then if a Multiple Task No of Task
Sequence of 4 is specified, the Multiple Task will be generated every
400 hours. This is a mandatory field.

Remarks A remarks field to log any comments regarding the multiple tasks.

Next Date The Next Date field displays the next PM date for the multiple PM Task
based on the Target Start Date defined in the Time Based tab. A date
will be displayed only if the Time Based PM is activated. This is a read
only field.

Save | To save a multiple task record, click the “Save” button next to

the Next Date field.

Delete Multiple PM To Delete the saved schedule, click the “Delete Multiple PM”
button.
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5.11.5 How To Log Meter Readings And Generate PM Work Orders?

Select PM Schedule (Meters) from the Preventive Maintenance main menu,

see Figure 62 . A meter list screen would pop-up (refer below).

Meter List

hieter Mo | Meter Description | Asset bo | Asset Descri ‘ Location Mo | Location Des |
COMPA Air campressar 1 run hours 95445 Aircompressor 09GFO001 hechanical 5
< >
No. of Records
Meter Description Asset Ho Asset Description< Meter Readings D Wiew Al Hew
Location Mo [ Location Description | ] Search | Close

Figure 96: Meter List

Select Meter Readings | . The Meter Readings screen would pop-up.

Meter Readings

Meter No Meter Description Reading Date Current Reading
- Save Close
001 [+ |[Phetocopier | [ 04-dun-2002 | & [ 0.00]
Asset No [ aFicior |[Pnotocopier | Meter Type
PM Type Scheduled
Lower Limit  Upper Limit Frequency Start Meter Last Entered PM Due Hext Start Date Frequency
- : : Reading .
[ 000 [ 0.00 I[ 5000 Il 1000 Il 17000 [ 22000 || il | days
Reading Date/Time Weter No Type Current Reading| Last Reading  |PM Due | PM Status |PM Active Status
04-Jun-2008 9:39:00 PM | MOO2 Incremental 5000 5000 10000 Daone Yes
Meter History Ho. of Records
Reading Date/Time IMeter Mo Current Reading| Last Reading PI Generate Status PM Active Status | Generate Date
18-Jul-2007 2:00:00 PM | MOO1 17000 12000 Done Yes 18-Jul-2007
18-Jul-2007 10:00:00 AM | MO0 12000 G010 Done Yes 18-Jul-2007
13-Jan-2006 4:00:00 PM | MO0 6010 3000 Done Yes 13-Jan-2006
13-Jan-2006 9:00:00 AM | MO0 3000 1000 Mo Yes
No. of Records
View PM to be Generated Export to Excel

Figure 97: Meter Readings

Logged meter readings are keyed into the system via this screen. PM work

orders for metered PMs are also generated here.
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Description

Meter No

Meter Description
Reading Date / Time
Current Reading

Asset No & Description
Meter Type

PM Type

Lower & Upper Limit

Start Meter

Frequency

Last Reading
PM Due

Next Start Date

Frequency

s |

Close |

Key-in the meter no or select from the list the meter which the
reading was logged from the field for input into the system.
Description of the Meter from the Meter master record.

The date and time the meter reading was logged from the field.
Enter the logged meter reading in this field.

Read only field. Displays the Asset No & Description of the asset
for which the PM work order shall be raised. The data is carried
over from the registered Meter master.

Read only field. Describes the type of meter, ie. Incremental or
Threshold.

Indicates whether the PM type is Actual or Scheduled. This is only
applicable for Incremental type meters.

Read only field. Lower and Upper Limit values for Threshold type
meter. Values are carried forward from the registered Meter
master.

The initial meter reading as registered in the Meter master (for
Incremental type meters only).

The difference between the last PM meter reading and current
reading which will result in a PM work order being flagged for
generation (for Incremental type meters only).

The last reading which was logged into the system for the selected
meter (for Incremental meters only)

The meter reading at which a PM work order will be flagged for
generation.

Read only field. Displays the next PM due date.

Read only field. Displays the frequency in days for generation of
each time interval based PM work order.

To save a meter reading.

To exit the screen or to exit without saving the a meter

reading.
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Meter Readings

Meter No Meter Description Reading Date Current Reading
Save Close
Moot [=][Pnotocapier | [04-un-2008 | [ il 0.00]
Asset No [_AFiCiO1_|[Photocopier ] Meter Type
PM Type Scheduled
Lower Limit Upper Limit Frequency Start Meter Last Entered PM Due Next Start Date Frequency
Reading
[ 000 ][ 000 —soate— oo U il ] days
Reading Date/Time Meter No Type Current Reading Last Reading PM Due PM Status | PM Active Status
04-Jun-2008 9:39:00 PM  M002 Incremental 5000 5000 10000 Dane Yes
\ /
Meter History Mo. of Records
Reading Date/Time Meter No Current Reading Last Reading PM Generate Status | PM Active Status  Generate Date
18-Jul-2007 2:00:00 PM MO0 17000 12000 Done Yes 18-Jul-2007
18-Jul-2007 10:00:00 AM MO0 12000 6010 Done Yes 18-Jul-2007
13-Jan-2006 4:00:00 PM MO0 6010 2000 Dane Yes 13-Jan-2006
13-Jan-2006 9:00:00 AM | M0OO1 3000 1000 No Yes
Ho. of Records
View PM to be Generated Export to Excel

Figure 98: Meter Readings

The table highlighted in the above screenshot displays the list of meter
readings keyed into the system at the current system date. In the above
example, the system date is 12" November 2002, hence all meter readings
entered on this date will be displayed in the table. If the form is opened on
the following day, ie 13" November 2002, the table will be empty unless

more meter readings are keyed into the system on the 13 Nov.

The Meter History table displays the logged meter reading history of the
selected meter. This history can be exported to excel by clicking “Export to

Excel” button.

5.11.5.1 Generating Metered PM Work Order

A preventive maintenance (PM) work order is flagged for generation when the
logged meter reading meets the preset condition for work order generation. A
“Yes” at the PM Status field indicates that the conditions for a work order
generation has been met (refer below). Upon work order generation the PM

Status will change to “Done”.
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l Meter Readings

Meter No Meter Description Reading Date Current Reading - - |
| g ] Y —] oog) 2% | Close
assetMo | | [ |Meter Type
Last Entered PM Type
Lower Limit Upper Limit Start Meter  Frequency Reading PM Due Next Start Date  Frequency
[ om0 [ ooo ][ ooo [ ooo || 0.00 [ om0 ] | | days
Reading DatefTime [Meter Mo [Type [Current Reading] Last Reading  [PMDue  |PM Status | PM Active Sta
TIA0F2004 5:00:00 Ahkd b3 Incremental G800 E700 11000 Mo Yes
£ >
Meter Hist: A H
s . PM Status field. Indicates
Reading DateTime [Meter Mo [Curent Reading]Last Reading  [PM Generate Status]PM Ad
97152004 9:00:00 A b3 G700 G000 o es . .
8172004 W3 5200 5200 Done vws | when a PM generation is
TIA0F2004 5:00:00 Ahkd b3 BE00 G700 Mo HT
TI292004 9:00:00 Ahd b3 5200 100 Done es due and Whether |t has
been generated.
View PM to be Generated I

Figure 99: PM Status

To generate due PM work orders, click on View PM to be Generated | The PM

Meter Generation screen would pop-up.

5 PM Hober Buneiation

Threshold

Pl Wit Mo | Desciplion |Az=al M | v Litrst Lo Task b [Reading |

4 ¥

Incremental

PM Mofes Ho [Descriplion [fszel Mo [Task Mo [Last Reading  [Current Reading] P

HETERON Yehkle Preseninm Barrdenanoe R ] [TRTITE 12800 17000 EE
]

L b

Prit B WO ] Gmarlkl Chose |

Figure 100: PM Meter Generation

To generate the work orders, click = Generate |

To print the generated work orders click Print PM WO |
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5.11.5.2 Closing Incremental Based Actual Type PM WO'’s

When closing a PM work order which Incremental based and Actual Type, a
Meter Reading After PM field has to be specified. This reading and the work
order Actual End Date will be used as the basis of the next PM Due reading
and Next Target Start date respectively. No next PM Due or Next Target Start
Date can be given until the work order is closed.

5.11.6 How To Amend The Meter Master?

Open the Meter List screen (select PM Schedule (Meters) from the Preventive
Maintenance main menu). Double click on the meter to be amended from the
list and the Current PM by Meters would pop-up.

Meter Mo | Meter Description \AssetNu |AssetDescri. | Location hNa ‘ Location Des.. |
COMPA Aircompressar 1 run hours 4598 Aircompressor 09GF0O01 Mechanical S
Meter List Screen: Select
from the meter listing the
meter to be amended and
double click on the record.
< >
No. of Records
[ Meter Ho [ Meter Description [ AssetHo [H Asset Description _Meter Readings ‘ Miew All | Hew ‘
[ Location Ho [ Location Description | ] Close

Current PM by Meters

I Meter ﬁEBased _M_um

Meter No 1002 Work Trade Mechanical ||

Meter Description  [Mercedez Benz |

Asset No [caro1 [=][Mercedez Benz | i Activate Time
Based PM

Location No [01-03-002 [CORPORATE AFFAIRS |

Meter Units o o} . PM Active

Incremental Meter

PM Chk Ho

Frequency [ 5,000.00] [CARDA [=][Mercedez Benz
T 5,000.00]
PM Due at
[ Threshold Meter
' \ | |
\ I |

= Q |°59 =

Figure 101: Amends To Meter Master
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The meter details can be amended in this screen. The available amendments

are as follows (all other fields are locked).

Meter Description — Text field to change the meter description

Meter Units — Text field to change the meter units

Threshold Meter - The Lower & Upper Limits and the corresponding PM
Task Nos can be amended here.

Incremental Meter - The Frequency, PM Task No and PM Due At fields can
be amended here. All others fields are locked.

To inactivate a particular metered PM, click the PM Active tick box to
remove the tick. No PM work orders will be flagged for generation when
the tick at the PM Active tick box is removed. However, meter readings
can still be keyed in at the Meter Readings screen.

Actual / Scheduled PM - this option cannot be modified.

To inactivate the time based PM, click the Activate Time Based PM tick box
to remove the tick. This will remove the time based PM schedules.

To amend the time based PM, select the PM by Time Based tab (refer
above screenshot) on the Current PM by Meters screen. The schedule can
be amended by changing the Frequency Units, Frequency, Work Period
Days and the Next Start Date fields.

Note : Upon login, the system will automatically check for PM by meters for

time based. If there are PMs due based on the time based criteria, the system

would pop-up a reminder to generate PM work orders for meter.
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6. Employee

6.1 How To Add A New Employee/Requester?

Click on Employee icon @ on the Main Menu, see Figure 1. An employee
listing would pop-up.

Employee / Requester List

Emp/Req No Emp/Req Name Designation Category Office Phone House Phone Mobi
004 JAMES Electrical Technic... Employee 757134778 35456767 6636
005 DANNY Electrical Technic. Employee 755556478 98439384 8567]
006 JEFFERY Maintenance Ma... Employee 556678346 030-2-312 1234
007 SCHMIDT Quality Control Employee TISTETTT 9639283 3565
o008 GONZALEZ Maintenance Sup. Employee 674576767 23444455 8576
009 TERESA Shipping/Receivi... Employee 645334345 93390394 7567]
010 DAVID Purchasing Employee 675878563 30903499 7657]
011 BEROWNE Engineer Employee 777878889 98829289 4667|
012 KATHLEEN Controller Employee 745768788 02930900 6787
013 FREEMAN Storeman Employee 667677765 98390300 899
014 KELLY Mechanical Tech Employee B77676456 10990900 3764
015 KERRY Mechanical Tech... Employee 563452455 9230090 6656(
ADD1 Admin CworksAdministr... Employee +6086669041

. | k

Emp/Req ) View All | Export to Excel ] Close ] No. of Records 13

Emp Lien Mo | |7(!! Search
EmpiReq Hame [ |2y

Department No %y Reset
Designation [ |

Category [ 1=y Find =>

Figure 102: Employee/Requester List

To add a new employee / requester, M button. A New

Employee/Requester screen will be displayed.

New Employee/Requester

EwpRogho [ Houl Salary
Emp/Red Name | Cwer Time Rate oT1 012 T3
Address oo J[ ooo J[ ooo |

Category ‘ ¥ Employee [ Customer [ In-Active

Designation [ |
T Ext No [ il |

Fax No. L ]
R —
HousePhone [ ]
Department [ v
Location [ v
Email [ |

tg

S Close

Figure 103: New Employee/Requester
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Description

Employee No

Name

Address
Designation
Telephone Ext No

Fax No
Mobile No.
House Phone

Department

Office Location
Email

Hourly Salary
Over Time 1-3
Category

Employee [ Customer

so |

Close |

O In-Active

Assign a unique number to the new employee or requester you
wish to register.

Enter the name of the employee or requester

Enter the address of the employee or requester

Enter the job or work designation of the employee or requester
Enter the office phone number and phone extension where
employee or requester can be contacted

Enter the facsimile number of the employee or requester

Enter the mobile phone number of the employee or requester
Enter the home phone number of the employee or requester
Choose from the list. A unique code assigned to a department and
its description. This data is set in the masters.

Enter the office location of the employee or requester

Enter the email address of the employee or requester

Enter the wage rates per hour for the employee or requester

Enter the overtime rates for the employee or requester

When user ticks on “"Employee” means that he/she is part of the
maintenance organisation / department.

When user ticks on “Customer” means that he/she is not part of
the maintenance organisation / department and functions as a
customer to the maintenance organisation. The person could also
be an employee of the organisation or a customer to the
organisation.

The “In-Active” field means the Emp/Req is not attached with
organization anymore.

Click on this button to save any changes

Click on this button to close the screen without saving the record

Note: Once an employee has been registered, the system would not allow

removal of the employee number.
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6.2 How To View And Modify An Employee/Requester Data?

Click the Employee button on the main menu, an Employee / Requester List
would pop-up, see Figure 104. It will show you a list of all the employees or
requesters in your database. Double-click on any of the employees/
requesters and the Current Employee/Requester screen would pop-up. The
user will be able to view and modify the Employee/Requester details in this

screen.

| Employee / Requester List

Emp/Req No | Emp/Req Name | Designation Category | Office Phone House Phone Mobi
004 JAMES Electrical Technic... Employee 757134778 35456767 6535
005 DANNY Electrical Technic... Employee 755556478 98439384 6567
006 JEFFERY Maintenance Ma... Employee 556578346 030-2-312 1234
ooy SCHMIDT GQuality Control Employee T345T67T7 9839283 3565
008 GONZALEZ Maintenance Sup... Employee 674576767 23444455 6576
009 TERESA Shipping/Receivi.. Employee 645334345 93390394 7567
010 DAVID Purchasing Employee 675878563 30903499 7657
011 BROWNE Engineer Employee T77873389 98829289 4667
012 KATHLEEN Controller Employee 745768788 02930900 6747|
013 FREEMAN Storeman Employee 657677765 98390:300 899
014 KELLY Mechanical Tech... Employee 677676456 10990900 3768
015 KERRY Mechanical Tech... Employee 563452455 9230080 6656
AR Admin CworksAdministr..  Employee +6086569041

4 m | 3
| New EmplReq § View All | Export to Excel | Close | No. of Records

Advance Search

Emp / Req No.
Emp/Req Name

|21 earch
2 [ ]
‘.._lx'.l Reset |

ES
=17y N

Department Ho
Designation
Category

Figure 104: Employee/Requester List
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Apart from the employee data, you are able to view the assets assigned to
the employee, see Figure 105, as defined in the Asset Register. Modify the
fields in the form and click Close. You will be prompted whether you wish to
save the changes. Click “Yes” to save the changes and exit or "No” to exit the

screen without saving the changes.

Current Employee / Requester

Emp/Req No A001
EmpReqName  |[Admin
Address

Category | Employee [ Customer [ In-Active
Designation CwworksAdministrator
Telephone Ext No Il |
Fax No

Mobile No.
House Phone

Department ~|
Location [ |
Email [ |

Assets Assigned to this Employee

Asset Number Rsset Description Location No Serial Number

(26000010 |[AUTOCLAVE - (0900000 J[ag124 |

Figure 105: Current Employee/Requester Records
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6.3 How To Filter Out Employee Information?

Advance Search

Emp /ReqHo. | ] Search Reset
Emp/Req Name | |ﬁ

Department Ho |—| J K!|

Designation | | %1 < )

Category [ v | &Y Find =2 |

Figure 106: Search Options

To select a parameter in a field, clickl. The available options for the
parameter will be displayed on the far right hand side of the screen (beside
the search button). Select the parameter by clicking once on the text. More
than one parameter can be selected by just clicking on another parameter
text. The find column below the list allows user to find for the closest match
in the list to ease browsing, for example Department No that contains the

letter E the list will list all Department No that contains the letter E.

Click EI to clear all the selected parameter in the field. To clear all the filter
options, click the “"Reset” button.

To do a search, click on the field of choice, enter the field contents and click

on the  Search | button.

Employee f Requester List
EmpiReg Mo ‘ EmpiReqg Marme ‘ Designation ‘ Category ‘ Waork Phone | House Phone | Mahile Phone | 0
Ll Ay A e LG
ADDZ Person 2 In-Active A
com Ahrmad B. Abu Clerk In-Active 03-745665955  03-292-02000  012-9809980
conz2 Siti Hajar Bt Bakar Secretary Employee 03-75556545 03-782398828 012-9209300 A
cnn3 Dr. John Adams Dactar Customer 021033021430 7E217678432 2137TH17E7R7 |
coo4 Sister Amy Teoh Sister Customer 2319020219 123456744 2345678902
coog SisterJune Tan SISTER Customer 876443 87644322 345678888
EOD1 Hastina Abd. Halil CMMS Execut..  In-Active 03-89458041 012-3107474 |
EODZ M. Jivaraja Technician Employee 03-85453041 012-5634472
EOD3 Jamal Ali B. Jamal Mahd Engineer Employee 03-89453041
EOD4 James Sloan Employee
EODS Danny Pedrosa Boiler Charg Employee %
EODR Tiffany Employee
Emp001 Jamal Ali B. Jamal Mahd1 Employee
Emp002 Sai Sidharth Employee
no Iny Sue-MNo Inv Employee
Susheel Susheel Employee 1
< >
No. of Records 17 Export to Excel | New Emp/Req ‘ View All! | Close
Advance Search
Emp / Req No. ] [ Search Reset
EmpReq Hame Bl
Department Ho Jﬂ
ignati x| £ >
Category [ v | Y| Find =>[ |

Figure 107

Users can also sort a search results, ascending or descending order, by

clicking on the column header description.
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7. Material

7.1 What is the purpose of a Material module?

The primary purpose is to track parts as they move in and out of the
warehouse and to improve material accuracy, manage costs and reduce “out
of stock” delays. Tracking of parts and equipment issues, transfers and
returns are critical to a productive maintenance organization. Two major

aspects of Material management are :-

e Physical Management which involves controlling and administering the
movement of stock during receiving, issuing, transfer & returns.
e Material Valuation Management which involves managing of stock value

changes during stock movement through the operational processes.
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7.2 How To Search For Parts And View The Details?

Cworks - Material

Search Part tem Total Rocenve o o
Total Issue 0.00 m
pdate Pal
Part No Total Re?urn 0.00
Part Description Max LVL 0.00 Total Adjustment 0.00 - Nev:
Reorder LVL 0.00 Total Balance 7
Attribute Group Reorder OTY 0.00 Oty On Order At(t;nhute
Toup
vom MinLvL [ 0.00 L
Part Location Standard Price [ 0.00 Part History On Order il
Lead Time BAverage Price 0.00 Search By Location Receive PO
Manufacturer | | - Receive
Transactions Bulk
Specification | | ul
Reports Close
Receive |lgsue | Return Adjustment | Purchase Proposal

Figure 108: Material Main Menu

Click on #4] to activate the Search by Part form. Double click on the part to

carry out the transaction.

PartNo | Part Desc | Balance | Group | Part Location | Specification Manufacturer =
#001 PUMP OIL & WaterP... R1L1 HotWater Pressure ... NerthStar

#002 COLD WATER SUPPLY 1885 Water P. RIL1 Hot Water Pressure NorthStar

#003 HOSE 37 Water P. RIL1 Hot Water Pressure NorthStar

#004 WAND k) Water P. RIL1 Hot Water Pressure Noristar

#005 NOZZLE 9 WaterP... | R1L1 Hot Water Pressure Northstar

#006 WATER FILTER 99 WaterP... | RIL1 Hot Water Pressure ... | Sioux Steam Cl
#007 ENGINE FUEL 22 WaterP... | R1B3 Hot Water Pressure ... | Sioux Steam Cl_|
#008 ENGINE OIL 9 WaterP... | RIL1 Hot Water Pressure ... | Sioux Steam Cl
#009 BURNER FUEL 4 WaterP... | R1B3 Hot Water Pressure ... | Sioux Steam Cl
039489FGT Starting Device For Compressor 0 AirCon... | R1L1 Peake Industrie
2364098HGT Evaporator Fan 1 AirCon... | R1L1 Peake Industrie
238774 Hardware Bag 0 Air Con. R1B2 Peake Industrie
2830KJH Expansicn Valve 0 Air Con. R1L1 Peake Industrie
374783HJU sealing Gasket 1] Air Con R1B4 Tey Sdn Bhd
6742TRE Mounting Template 1] Air Con R1L1 Tey Sdn Bhd
8773HGR Condenser Fan 0 AirCon... | RIL1 Tey Sdn Bhd
9489489JH Compressor 1] AirCon... | R1B4 TopTherm -
« | |‘I
Export to Excel No. of Records
Part No [ |#1  Group [ [

Part Description | Status. \_;I F|

Manufacturer |

Specification El Clear Search Search
Location Ed| View All &I
Supplier B —_

Figure 109 : Searching For Parts.

The selected part would populate all information associated to the part.

Search for a part can be done using the search function on the bottom.
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Cworks - Material

Search Part item i Total Receive 0.00 e G
Total Issue 0.00 —
Part No Total Return 0.00 Update Part
Part Description Max LVL [ 0.00 Total Adj 0.00 _New

Reorder LVL | 0.00 Total Balance —
Attribute Group ] Attribute
Reor(le_r ary 0.00 Oty On Order E
uom Min LVL 0.00
Part Location Standard Price [__0.00 Part History On Order [ Le
Lead Time Average Price 0.00 Search By Location Receive PO
Manufacturer | | e ——— Receive
Specification | | Bulk
Reports Close
Fields Description
Part No. Part no. is a unique code assigned to a part. This filed will

Part Description

Status

Attribute Group

UoM

Part Location

Lead Time

Manufacturer

Specification

Max Level

Reorder Level

Reorder Quantity

Min Level

Standard Price

display the part no after the user chooses from the top bar. This
data is set in the masters for parts.

Default based on data set in part master. This field describes the
part description.

Displays the status of the part whether Active or Inactive. No
transaction would be allowed if status of the part is “Inactive”
Default based on data set in part master. This field describes the
part group.

Default base on data set in part masters. This field describes the
unit of measurement.

Default base on data set in part masters. This field describes the
location of the part in the warehouse.

Default base on data set in part masters. This field describes the
time frame for the new stock to be supplied.

Default base on data set in part masters. This field describes the
manufacturer of the part.

Default base on data set in part masters. This field describes the
specification of the part.

Default base on data set in part masters. This field describes the
maximum stock level in the store/warehouse.

Default base on data set in part masters. This field describes the
stock level when the user should reorder.

Default based on data set in part masters. This field describes
the stock quantity the user preferred quantity of order.

Default base on data set in part masters. This field describes the
minimum stock level in the store/warehouse.

This is the initial price set in the parts master.
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Fields Description

Average Price Automatically calculated based on;
(Avg Price*Total Balance) + (Total Tran.)
(Total Balance) + (Quantity)

Total Received, Total

Issue, Total Return,
Total Adjustment, Automatically updated by the system after a transaction

Total Balance, Qty On
Order

7.3 How To Register A New Part?

When a part or item is received into the store for the first time, it has to be

registered into the system by assigning a unique code to it.

New Part

Part #
Part Description

Specification

Manufacturer | |

vom[ ] Max level [0.00

Standard Price Reorder level |0.00

Locaton[ [+]¥| Reorder Qty [0.00

AttributeGroup [ [+] =] Min level [0.00
Notes Lead Time (Days)

[ Allow Negative Balance
[ Mot included in Purchase Proposal

Default Supplier [ =] |
Supplier & aid |
Supplier No | Supplier Name |

[Press [Backspace] to delete] Save Close

Figure 110: New Part

Hew Part

Click on button, the above screen would pop-up.
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Description

Part No.

Part Description
Specification
Manufacturer
UoM

Attribute Group

Standard Price
Notes

Location

Max Level
Reorder Level
Reorder QTY
Min Level

Lead time (Days)

Allow Negative Balance

Not Included in Purchase

Proposal
Default Supplier

Supplier

Add |

s |

Close |

A unigue number assigned to a part.

A name for the parts

Part specification.

The part manufacturer.

Unit of measurement

A category assigned to a part. Click on this _*| button to see a list
of attribute groups or to add new group.

Initial price set for this part.

Any extra remarks.

Location where the part were kept in the warehouse. Click on *l
button to view list of part Location or register new ones.
Maximum level to keep in the store / warehouse.

Stock level when the user should reorder.

Quantity the user prefers to reorder

Minimum level to have in the store / warehouse.

Time frame for the new stock to be supplied.

Tick on, means user allows negative balance in the store for this
stock item. Un-tick means user do not allow negative balance in
the store.

Tick the check box if user prefer not to list the part in the
Purchase Proposal List.

Create a Default Supplier primarily supplying the part. This default
supplier will shown in the Purchase Proposal list. User can filter
supplier names when doing “Receive”.

Assigned multiple suppliers who can supply these parts. User can
filter supplier names when doing “Receive”.

Click on the button to save the supplier

Click on button to save the record.

Click on button exit without saving.

Once a part has been registered, the system would not allow removal of the

part number. However, details on the part can be modified.
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7.4 How To Modify Parts Information?

Update Part

Part Description |PLUMP QIL

Specification [Hot Water Pressure Washer

Manufacturer [NorhStar |

UOM [unit Max Level

Attribute Group [Water Pressure  [+] * | Reorder Level
Location ﬂ Reorder Qty
Standard Price Min Level
AveragePrice [9725 | Lead Time (days)

Notes |use only oil prepared for use in oil bath drive plunger & piston
high pressure pumps

Allow Negative Balance

[ mot included in Purchase Proposal

Default Supplier [ =] |
Suppier R aca
Supplier No | supplier Name |

[Press [Backspace] to delete]
Close

Figure 111: Update Part

Click on update Part |  this button and the above screen would pop-up.
Modify the fields in the Update Part form and click Close. You will be
prompted whether you wish to save the changes.
Click “Yes"” to save the changes and exit or "No” to exit the screen without
saving the changes.
Status of part in the warehouse.

A = Active

N = Not Active
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7.5 How To Receive Parts In Material Module?

Upon purchase of goods, these items are received into the warehouse. During
this time, this transaction is performed to record incoming goods and

quantity. Click on % icon, the screen below would pop-up.

Cworks - Material

Search Part ttem & Total Receive 0.00 New Part
Total Issue 0.00 ﬁ
pdate Part
Part No :l Total Re?ll[ll 0.00
Part Description Max LVL 0.00 Total Adjustment 0.00 . Nev:_
upplier
Reorder LVL 0.00 Total Balance el
Antribute Group 0.00 Attribute
Reor(lgr ary Qty On Order e
Uom Min LVL 0.00
= N - Part Loc
Part Location Standard Price 0.00 Part History On Order fab e
Lead Time Average Price 0.00 Search By Location Receive PO
Manufacturer | | g Receive
Transactions Bulk
Specification | |
Reports Close
Receive ||sgue | Return | Adjustment | Purchase Proposal
Date PO No i Quantity  Unit Price Total s
[ snsmo07 || I ~]#|[ooo ][ ooo [ woo | ™
Remarks | ‘
Date ‘ PORD | “endar | ity | Price | THl Price | Remark:
< »
View All Receive | Total Receive

Il oot e i,

Figure 112: Receive Parts

Select the part no from the “Search Part” bar.

Fiel