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1. GETTING STARTED WITH EASY

CWorks EASY is a feature-rich, web-based Computerized Maintenance Management System

(CMMS) that offers cost effective core functionalities and flexibility aim for maintenance of assets,

facilities, buildings, plants, factories, etc. A few of the features are listed below:

Management and registration of one master library of static information such as monetary unit
of currencies, parameters, failure codes, locations, sites, suppliers and more

Access to asset maintenance history and more

Setting up condition and meter -based preventive maintenance schedules

Management of spares purchasing, ordering ,tracking and site -to-site transfer

On-line form for sending  work request for maintenance and reporting breakdowns
Management and tracking of Work orders progress that depended on fulfiiment of purchase
request s and purchase order s

of spare parts

Manage employee s

Comprehensive Maintenance Reports and more

The benefits it brings to maintenance are:

organization, quality and control to facilities management

Access v ia internet 24/7  from anywhere in the world to your maintenance info  rmation
instant daily summaries at -a-glance on maintenance backlog, in -progress status and
activities

reduce most non -value added maintenance activities

tracks suppliers and contractors used by maintenance service s
access to preventive maintenance schedul es of any assets or equipment
control generation of pre ventive maintenance  work orders

control company & list of maintainable assets through asset register

schedule planned preventive maintenance routines (time -based schedules ,
m etered/condition based sch  edules)

control preventive maintenance procedures and documentation

control and document all  planned and unplanned maintenance work
provide maintenance b udgeting and costing statistics

monitor usage of man  -hours in maintenance

control maintenance  spares inventory (store & management, store items, requisition and
purchasing)

process condition monitoring inputs (meter readings, mileage, number of runs)
schedule calibration for plant machinery and instruments
Provide analysis to ols for maintenance performa nce

< <K<K <<L<LLKLK <LK <K<
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1.1 Intended Audience

This user manual is suitable for the following audience:

® Managers and Professionalsin  Hotels, Stadiums, Facilities Ma nagement , Assets
Management, Plant maintenance, manufacturing, public amenities services and

repairs, etc

® Mainten ance and Service Professionals I Managers, Engineers and technicians

® Maintenance Professionals and Personnel who have attended CWorks Sy stems
training

®  Facility Owners, Business Managers , consultants and contractors in maintenance

industry or interest  ed in maintenance

1.2 CWorks EASY System Requir ements

1. Access to internet

2. Alegally purchased copy of CWorks EASY
Your can host a copy of EASY onyourown private server. Alternatively, we can  host
your copy of EASY on our secured server  (call our sales and ask abo ut this option)

3. PC, laptop

Running Window s XP, VISTA , 2000/3 with sufficient speed, RAM and display. Set PC resolution

1024 x 768 pixels  or higher .

4. Internet Explorer 8 and higher

We recommend install ing Internet Explorer and setit to compatibility mod e for best performance .

5. |E browser Java Script option must be set to ON
CWorks EASY require s Javascript optionto  be set to ON.
6. Support for other browsers
This CMMS supports Google Chrome , Mozilla Firefox and  Internet Explorer (8 and higher).

However, Opera, Safari , etc . are not supported .

1.3 Website, Resources, Updates, User Forums and more

CWorks website is at www.cworks.com.my

Visit our website for full product range and services, contacting us, offices, FAQ, articles, updates,

resources, etc.


http://www.cworks.com.my/
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1.4 Basic Data Preparation

Data preparation is about collecting information pertaining to maintenance operation, assets and
equipment at a facilities or plant that hardly changes with times. Such information includes site names,
location names, work trades, local currency exchange rates, equipment failure terms, working
constants like total work hours per day and assumed total days in a month, and more. This information
rarely changes with times, during the lifespan of a facility under maintenance. For this reason, such

information is stored in the Master library.

To get some ideas, visit the Master screen of CWorks EASY where such information are stored under
several tabs i each holds a specific information. On the whole, the Master is a kind of central data
bank.

Note

You may need help at this stage of data preparation  but this is normal  when
looking at the bewildering amount of information available at a facility or  site
to maintain . This is where our support team will be a ble to assist you with this
complex task (subject to the terms and conditions of your agreements with

CWorks Systems ).

1.5 Some Guide line s , Conventions, Dos and Donodt s

CWorks EASY uses relational database for storing information. That means the designers
organize the information in the database into tables that are related by some relationships. However,
you do not need to know anything to use CWorks EASY. Suffice to say that a database consists of

many related tables.

In a database table, there may be one or more designated key fields (Primary keys and foreign keys)
that determined the uniqueness of the information stored at this field. Crucially, these key fields
establish the relationships of the data between the tables, as envisaged by the database designers.
Some named examples of key fields are Site Name, Employee Number, Work Request Number, Work
Order Number, Asset Number, purchase order Number, Task Number, Part No, Location Number and

many more.

For best practice, we recommend the following conventions below:
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e Use alphanumeric characters , space, underscore( ) and hyphen (i) for assets, site

names , descriptions , etc
e Avoid spaces in numbersand unique codes

e Avoid special reserved characters in name s

o T T |

Reserved character s have special meaning . Computers interpret these as command or

instruction to do something.

e Keep the same data length (number of characters ) in key fields asitwill affect the

aesthetic appearance of printed report s and data display .

e \When using a series of consecutive numbers for some input , start these numbers at
100, 1000 or 10,000 rather than 1, 2, 3. Inthisway, itiseasierto spot invalid numbers
quickly .

e Unlessyou have a well establish numbering system that work s very well in most
situations , we recommend that you do not attach too much logic and meanings to the
number s themselves . An example of such Code is i B0100208 whereithas the

following interpretation: Bin BO1, color index 002, located at storeroom 08.

e Be consistent in the use of Capital letter s, leadingcap ital s and lower case letters
For instance, you can  use all capital letter sin Key fields , leading capital letters in
descriptions , and k eep the body of the description in lower case. If you are trying to sell

to higher management, pres entation is important
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1.6 CWorks EASY Opening Screen or the Dashboard

DASHBOARD
Open Requests : 14 Change level :: Change password :: Change language :: Like «
%'E r : =l
site : [Clorks Systems Berhad | all Summary : |Work Trade
—r [
@ Assigned Today This month This year Outstanding Netifications
Assigned Work Orders
e Page 1 af 1 ) Displaying entries 1 - 1 of 1
Work Order Na Status Problem Description Wiork Type Date Received PM Target Start Date Sitecade
PMCHI 1 2009025 Assigned to PMBY GROUP Prevertive 05 47201 2 030472013 w1
~ |
[
E’ V\I
A
fm = =
Figure 1: CWorks EASY Opening Screen i Showing the DASHBOARD

Figure 1 above shows the opening screen that appears afterlogin . It is called the DASHBOARD

because various maintenance summary reports are presented to the user on this screen

Summary :IIJIDrk Trade

/

Summary Report by " Work Trade™ |

1s Berhad

Assigned Today M This year

Complete

ummary for This Month

Activities for This Month
Status

se / Complete Cancel

Tasks Total Open

Tasks Total Open Close / Complete Cancel Sta
3 1 1 1 A0.00 % A0.007% 100.00°%
4 4 1} 1} 100.00%
408 408 L1} L1}

Figure 2:Legends and their meanings
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For convenience, the  Summary Reports are broken down into  period s & fiToday 0 , Thid Month 0

and fiThis Year 0. Click on the appropriate tab as shownin Figure 2 above to access the period

you want . Further , the summary reports can be view either by Work Trade  or Work Type

The curr ent type is displayed by the Summary Type Selector as shown in Figure 3 below. Click
the Summary Type Selector to select a nother type.
Summary @ [Mork Trade ;I
TMark Trade

T|T' z Type

Figure 3: Summary Type Selector

An important point here is to make sure that you are looking at the summary reports for the
correct site . The current site name is displayed on the site selector as shown in Figu re 4

below. Ifitisnot, click the site selector to change it.

DASHBOARD

Site : | Cworks Malaysia -
Emerson Manjing

=

Cworks Malay=sia

Figu re 4: Site Selector

Note
The current site selector is a drop -down list  with the names of all the

sites accessible by the user. One oft he administrator 6 s$esponsibilities include
setting up a list of sites accessible by a user. The CMMS will display only  those

sites accessible by the user. Any o ther sites are hidden by CWorks EASY .

Assiqned Work Dutstanding Matifications
= Today Month Current Year Work Order S SLA KPI

Figure 5: Multi -Tab Dashboard Summary Reports

Arranged in multiple tabs, as in Figure 5 above, you can access each report  simply by clicking on
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its tab. In addition, you
can selectusing Summary type drop -down lis t as shown below

Welcorne Elias Ishak
onds before redirect: 11949

Change Level

can view the reports either by Work Trade  or by Work Type

-

Summary =|I|Inr]-: Type

Work Trade

Figure 6: Viewing Choices by Summary Type

1.6.1 CWorks EASY Top -Level Menu Icons

NETmain CMMS MENU

9
&

Home Material

N
<

Work Request Purchasing
-—
-— ! Ez
a—
=
Work Order Cleaning

¢
i

Aszet Reports

Preventive Administration

B8 | &

Employee Log Ourt

, which you

14
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Figure 7: CWorks EASY Top -Level Menu

Figure 7 above shows CWorks EASY Top-Level Menu icons in two columns, however, in reality they
are in a single column, situated on the left hand side of the CWorks EASY opening screen. It is always
in view for easy access to the user. However, you may need to scroll a little to get to some of the menu
icons.

For convenience, we will refer to this menu simply as the CWorks EASY Menu.

1.7 How to Login to CWorks EASY CMMS

Open Internet Explorer (Version 6 and above), type your CWorks EASY internet address into the
address box (this url address is unique and specific to each customers). Within a few seconds, you
should see the CWorks EASY login dialogue as shown below.

ey
CWORKSAE
R

Domain

Password

Mewcomer? Click here for a FREE demo.

Figure 8: Login Screen

To login, follow the steps below:

1. Enter UserID and Password into User name and Password fields respectively .
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2. Click i L o g i button .

3. Your login is successful, if you see the CWorks EASY opening screen.

Note: Just under thet opright hand corner, you will see the welcome message and

username, as shown below.

Admin

sz before rediract: 882
ange Lewel

Figure 9: Welcome Message after log ging

2. WORK REQUEST S

ACCESSING THE WORK REQUEST

Z You can access the Work Request on CWorks
EASY opening screen by clicking the icon on the
Work Request

left, which will open the Work Request Opening

Screen .

The Work Request module allows anyone to raise service requests, report faults and problems

to maintenance department, after a little training. Essentially, it allows the responsibility of
reporting to be shift ed to personnel who has been  adequately trai ned, thus freeing maintenance
personnel to focus their time and efforts more on demanding activities. With proper control in

place, maintenance team can quickly process and discounted any false work requests, etc. The
remainder can go through normal proces sing and finish off with appropriate work orders.

The diagram below shows a generic work request  and work order processing flow chart.

GENERIC WORK

MANAGEMENT FLOW

I Edit Work Request
& update

1 |

Problem/ Fault
Detected . Work Request

Create New
Work Request

16
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Figure 10 : Work Management System Processes and Information Flow

2.1 Work Request Opening Screen

Figure 11 below shows the WORK REQUEST opening screen. Every time you go to this screen, it
automatically lists all your Work Requests, if they are active. To help you locate any work order, there
is a fully featured Work Request search facility.



Cworks EASY | UserGuide

Work Raquerts  Work Raquerts

Site 1+ KNCINTERING |

« Adenin

WORK REQUEST LIST s o Soconds bofers redhec:

Page |1 "I First Previoss Newt Lt

Ve Roquact tn Work Ovder . Prablons Dasrrip tien Parg Status
RENCIONOO

RENGIOP0044

RENCIODOONZ

RENGIONOO W

RENCIOO0O Y

RENGIOOOO)Y

RENCIOO00 )4

RENCIOROON) | 32 wn st sidlandta
RENCIOO002Y

RENCIOR002S

Werk Status Hacowend llate

Facord(s) s 24 Page |1 -O‘ Fint Proviews Neat Lt

i Ctarta |Work Request Search Facility '

Week Rogueot a ;] ﬂ-.l
Woark Ovder Ne. ;l ch-l

Descrptisn

Week Roquest Ltatus all exe. Closed., Cancel .I u..l
Work Ovdas Status ol u..l

Marhanical

Figure 11: Work Request Opening Screen

D

18
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2.2 How to Open New Work Request

E

Mew
Wark Requests

Briefly, this function allows you to go to Work Request Opening screen , Where you can select

new work request icon above to create a new Work Request

NEW WORK REQUEST

o |4

List Mew
Work Requests  Work Requests

Site : ENGINEERING

Received Date / Time ZE Wovember 2010 17:17 @ Clear

Problem Description A|
-
Vork Type Corrective -
Work Trade Mechanical |
Wark Priority Hormal -
Requester Information
N |
ane EO0L - Adwin «. | Claar | Pending WR
Department 0000002 - Test Depart1
Contact Number 00030808000

Location / Asset Information

(¥ Location Number / Asset Number unavailable

" Location J ﬂl
{° Asset Jﬁl Aissek Tree

Asset Location

Asset Department

Figure 12 : New Work Request Blank Form

NEW WORK REQUEST FORM
FIELD DESCRIPTION

Received Date/Time INPUT FIELD

This field automatically generates t o d a gafesby default .
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However, if you want to set to some other date, click the

calendar icon, E] and s elect a different date.

Problem Description INPUT FIELD
Describe the nature of the problem requiring attention,

service or maintenance.

Work Type INPUT FIELD
Best describe the nature of the work type that is required to

eliminate or remedy the proble m. Example of work types are:

Coxxective

\

Work Trade Breakdowm

Work Priovity Deployment Projects
Yarranty
Inspections

Requester Information Predictive
Enviromental

Name
tast wtype

Note  Thislist of work types s created in:

Master 1 >Miscellaneous T >Work Type
Work Trade INPUT FIELD
Best describe the nature of the work trade  that is required to

eliminate or remedy the problem.

Work Type Correcrive

Hechanical

Waork Priority

Elactrical

Flumbing
Requester Information Concrals
Pest Control
Gravgads
Humarn Resource
test Wk

M A

Cepartment

Note This list of work trade is created in:

Master T >Miscellaneous i >Work Trade

Work Priority INPUT FIELD

Describe the urgency of this problem

Mormal
Requester Information Ur gant
Emergency
Routine

Mame

Bafety
Wery Urgent
Lry

Department

Contact Number
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Note  This list of work priorities is created in:
Master 1 >Miscellaneous 1 > PRIORITIES

REQUESTER INFORMATION

Name

INPUT FIELD
Inpu t the name of the person who mak es this request by

selecting from a pop -up list of names . Click the ellipse button

ﬂto display the pop-up list of names.

Clear
The clear button, —I allows yout o clear the name field

adjacent to it.

"“-“‘““'—‘_IWR BUTTON ALLOWS YOUTOVI  EWALL the

ACTIVE WORK REQUESTS RAISED BY THIS REQUESTER

di
When you click MI, it will pop  up the list of all

active Work Requests raised by this requester . From this
list, you can select any work request for viewing (you cannot
edit anything ) and the CMMS wil | load the details into the

Current Work Request form and display it.

Department

OUTPUT FIELD (for Display only)
Re g u e s tDepartinent Name if it exists and it is rela ted to
Requester Number . You will only see this information if it is

in the record.

Contact Number

OUTPUT FIELD (for Display only)
Requesterds telephone numb e rted itof
Requester Number . You will only see this information if it is

in the record.

LOCATION/ASSET INFORMATION

Location
Number/Asset

Number Unavailable

Input: Radio button
Select this radio button if you do not have location or asset

information for this work request.

Location

Input: Radio button

21
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Select this radio button if you want to associate this work

request with a location. Next you needto sele ct a location

To do this, click the ellipse button, J to pop -up a list of

locations and from which you can  select alocation as shown

below.
&3
Page |1 of |1 Firsl Presious Mest Last
Location Mo Location Description
LOCO14 Location 00001
LOCZ Location Tast
LOCA3 Location Tast 3
LOCd Locaticn Tait 4
LOCE Location Tait 5
32 BILIKE GURLY
& jumber r Descrpton
FHI
Asset INPUT: RADIO BUTTON
You select this  radio button if you want to associate this

work request witha nasset.

EMSNI-NOO0Zz10- HRET& | clearl Asset Treel

Asset Location

% Asset

EMR-1-A114-Electrical Room—&Ea R

Aszset

Department EMSNI-S5DX - FM-FM - Sodexho Team

Next, you must select an asset number from a list of assets ,

which you can pop -up by clicking J on the right of the text

field shown above

22
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X
Page |1 quZ First Previous Mext Laszt
Asset Mo Asset Descripton
ASTOO009 azset 0001
ASHI3S Asset 999
A Azzat A
AST-202000 Azzet H 2
HUAD0Z 1 Azzet H 2
HUADDS Azzet H 3
HUAD04 Azzet H 4
Jrada Azset 17819
AST Aszzet Satu-Satu
B0 pool
% Number C Description

From the pop -up list of assets, you need to click on one of the
asset numbers to make  the selection. This s election will
automatically fills in the information in the following fields

shown below:

588 L EE el LOC4-Location Test 4

Asset Department

Alternative ly, you can select an asset by using the assettree

button and it will display the assets as shown below

@ ENGINEERING

i @ LOCO1-1-Location 00001 [2]
(1 LOC13- Lacation Test 3 [5]
@ LOC2-Location Test 2 [5]
ﬁ LOC4-Location Test 4 [3]
[+ LOCS-Location Test 5 [3]

i . Asset Tree |
To activate the asset tree, you must click button.

If the asset entry is complete  with location and department

23
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information, then you should see information in the fields

below.

Asset Lacation LOC4-Location Test 4

Asset Department

Save Save new work request form details to new record

Here are the steps to create new work request

1. Atthe Work Request Opening screen shownin Figure 11, usethe -current site

selector to select the correct site. This will automatically refresh the work request listing.

Ef

Haw

2. Click Werk Requests open new work request form shown in Figure 12.

3. Setthe wor k requestds dat mtheffeldloeto at i on

30 Nowember Z010 12:09 B | Clear

Note: The clear button just clear the date field of any input

Received Dabe / Time

Input problem description into Problem Description field .
Set work type  using the drop down list provided
Set work trade using the drop down list provided .

Set work priority  using the drop down list provided .

© N o 0 &

Requestar Information

bz 000 - Aduin J Clear[ Pending WR[

You can pop -up the list of names by clicki  ng the ellipse button  to the right of the field.

Click onthe requester number to make a selection.

The selection will also fill in the Department and Contact Number field s (unless such

information has not been provided ).

Filinthe r equest er 6 $n theaNaree field by selecting froma pop-up list of names.

24
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10.

For Location/Asset Information shown below, y ou must select one of the three options

Location / Asset Information

(% Location Mumber / Asset Number unavailable

™ Location J |
we | Clear
™ Assat J r|.-..p| Aol Tree

Aszet Location

Asset Departent

By default, the CMMS will select the first option (top). However, if your work request
relates to a location then you can selectthe second option (from top) and use the ellipse
button (click onit) to select the appropriate  location number . On the other hand , if your

work request relates to asset then you need to select the third option

Click to save the new work request details

After saving, you will see the output the message below.
| Successfully added record 29 November 2010 13:07

At the same time, the CMMS will load the new work request details into the Work Request

editing form for further editing as shown below.

Site § ENGINEERING

m B

Cancel WR | Generale W0 | Update
Work Raquast No. RENG1000049
Work Raquast Status opan 5]
'l
Recalvad Daba / Tima 29 Nowember 2010 12:59 j (|r.|r|
Problem Description Repair leaks to pipe im boiler room. ‘|
|
Work Typa Corrective "]
Work Trade Mechanical j
Work Priarty Wormal |

Action Takan a |

Requester Infarmatian

S 0030 - Azui bin Ishar JM mml

Departrent

i

Contact Mumbar

Location [ Assat Infamiation

€ Lacation Humber | Assek Humber unavailable

O Location oo s
@ Assat Tio00 = drtic 0 4 o] clse | msset e

EAETT LOC4 - Lacation Test 4

Asset Department
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Cancel WR | Generate WO | Update

The presence of the three buttons means that
this work request is still edit able .

11. At this point, youcan continue to edit this work request details further and update it with

Updat
the ——cl putton.

12. Click the Attachment Tab @ to open the attachment form shown below. This

form will enable you to attach files to this work request.

Note: If you select  Location for Location/Asset Information , then thereis no attachment facility

in this option

General Attachments
Upload Files |

# File Name Option

Mo attachment.

. Uplaad files | )
13. Click to open the upload dialog as shown below.

&

Upload File

Select a file:

I Browse. .. I
Upload |

14. Click the ml button to browse your local folder s and select a file. After file selection,

you will see the file name as shown below.

Upload File

Select a file:
I DY careworks netmain', 2009-08-27_123931.png

Upload |

You can onl y select and upload one file at a time.
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. . o Upload | . S
15. You can begin uploading by clicking button and the CMMS will add the files into the
list as shown below.
Uplaad Filas |
# File Hame Opton
1 Carewor k= logo.gif Oelete
z 2009-08-27_123931.png Delete
16. Repeat the above upload steps as many times as necessary. Notice that corresponding to
each uploaded file, thereisa Delete link. This link allows you to delete the file if you need
to. Aclickon thislink will remove the file from the list
17. If for some reasons you decided not to proceed with this work request, you can abort this
L Cancel WR | . . .
work request, by clicking the button . This will terminate the work request
processing .
18. If the work request isin order and ready  to progress to the Work Order stage , you can
i Lo Generate WD |
generate the work order forit by clicki ng button .
One point  you should remember is that, once you gener ate the work order  for any
work request  , you will no longer be able to edit the work request.
o
19. Finally , you can exitto Work Request Opening screen by clicking THESSEES
20. Finish.
2.3 How to Open Existing Work Request For Viewing and Updating
Briefly, this function a  llows you to go to the Work Request Opening screen , Where you can
select any work request T regardless of its status T from the work request listing, and open it in
the Current Work Request form. Wheth er you can change and update a work request really
depe nds on it progress through the work request processing . The table below shows when can

you open a work request, change its details and update it.

27
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In general, you cannot change and update all Work Requests that have been closed or

cancelled

WHEN CAN YOU UPDATE WORK REQUEST S

WORK REQUEST WORK ORDER Can update
Status Status work request?

Open W YES

Cancelled [ e 0000 N0

** Cancelled * *Cancelled ** NO
** Closed **Closed . NO
Note 1
* In this situation, the CMMS will lo cked the Work Request and change its status to
Work Order Raised when you open the work order.

Note 2

**

*k%

After you open ed the work order , you no longer have any control over the work

request. Instead, the work request will follow whatever your action is on the work
order. This means if you close the work order, you also close the work request. If
you cancel the work order, you also cancel the work request.

No work order

One Work Order  can only have one work request

28
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m AR

Cancel WR ﬂuiﬂliml Iu-hll|

Work Raquast Mo, REEMENIORSAS0E

Wark Raquast Status open 0 7|

Work Order No. EMSH DO0M005

Work Order Status Uosed O

Racoived Date / Time 15 July 2008 0B:05 _J T

Problem Descrigtion SRTHL-LADTNERR &M A Rrifibiso L SR, AFENDATAEREMN  *HAENT. DRTY U ROAIFE-EaS. =
W

Work Type Servies Reguest 0000 =

Work Trade Moves & Sevup OO _’_I

Work Prisrity Urgers 00 =

Aeton Taken

Requester Information

Hame

EHENI-C045 - Jusan Zhu J u".I Pending WR

Departrent EMENI-HR - Human Resource Departrnent

Cantact Mumbar (esxt: ®111)

Location / Asset Information

 Location Member / Asset Number unavsilable

 Asset

Assat Location

Assat Department

Cancel WR lmrd:lml w-l

Figure 13 : Current Work Request Form Loaded with
Details of Existing Work Request

Here are the steps to open an existing work request into Current Work Request Form

1.

At the Work Request Opening screen shown in Figure 11, use current site selector to
select the correct site. This will automatically refresh the work request listing.

Scroll the work request listing or use search to locate the work r  equest you want to open.
Click on work request number to openit for editingin the Current Work Request form .
Next, change the details on the form accordingly . Please refer to the previous section,

which already covers the editing.

Update

Save the changes using button.

See the previous section on how to generate the Work O rder .
Finish.
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In addition to editing and updating work request details, you can also:

a. Cancel work requests by clicking .

Generate WO ]

b. Generate work orders by clicking [

2.4 How to Generate Work Order from Work Request

Briefly, this function allows you to go to Work Request Opening screen , Where you can select
an active work request from the work request listing, open itin the Current Work Request

form as shown below, and generate the work order for it.

Site : Emarsen Manjing

m e

Caneal WR n-mmunl updml

Work Request Mo, REMSHII000BEF

Wark Request Status opan 0 x|

FRaceived Date / Time L Dacesber 2010 16:58 j Clear

Problem Deseription Piltration Unie Pequires Jafecy Indpection ‘|
|

Wk Type Zervice Raguest 0000 ﬂ

Wark Trada TH - Mechanical OO =

Worl: Prorty Uegane OO j

Action Talen .|

Risquastar Information

Hama BHMSNI-COS2 - Alex liw J Clear | Pending WR

Department EMEMI-IT - IT Department

Contact Mumber fext; B511)

Location / Asset Infarmation

i Llocation Mumber / Asset Mumber unavallable

EMP-1-A - EBwerson lst FlooeHSE—@ J I'.Ian
O’ Aroat J u.-..rl Assel Tree

Asset Location

& Location

Ansat Dopartment

Cancel WR M.m| u'-hn|

Figure 14 : Current Work Request
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Site : Emerson Nanjing

AssignTo | tlasing Labour  DirectIssue  Services  Maberials s":::” Job Plan Imﬂzfm Job Actual  Attachment
Work ODrder Number EMSNI10002 462
Work Status Assigned to
Wark Raquest Mumbar REMSNI1000007
Received Date / Time 1 December ZOLO 17:10
Problem Description Filtration Unit Requires Safety Inspection d
H
Work Type Corrective OO ﬂ
Work Priority Hormal OO |
Required Date

Requester Information

Requester

Dapartmant

Contact Mumber

Customer Type

EMZHI-CO5Z - Alex Liu ....| I:IMrl

EMSMI-IT - IT Dapartmant
(mxt: 8511)

# sodexho & Custormer

Location / Asset Information

 Location Number / Asset Number not available

® Location
Location's Department
 Assot
Asset's Location
Asset's Department
Asset's Status
Warranty / Contract

Warranty End Date

Work Drder Trade

Created By

Work Plan

Wark Plan Author

EAR-1-A - Emersonm lsc FleorBB2—B ...I crnarl l'endi-ngl'llﬂl

EMSNI-5DXK - FM - FM - Sodexho Team
d l:reirl Artel Tree

Panding WO |

TH - Hechanical OO =

EMSNI-A00L - Adsin

with PTP? [T Finished? [T

Sale Price

Figure 15: The Work Order Generated from the Work Request (see Prior figure)
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Here are the steps to generate the work order for a work request that is opened in the Current Work

Request form:

1.

Note:

Atthe Work Request Opening screen shown in Figure 11, use current site selector to
select the correct  site . This will automatically refresh the work request listing

Scroll the work request listing or use search to locate the work r  equest you want to open.
Click on work request number toopenitinthe  Current Work Request form as shown

in Figure 14.

Click MI button to generate the Work Order. Immediately, you will get a message

asking for confirmation of you r action as shown below.

Message from webpage 5[

:,.?/ Are you sure you wank bo raise waork order?

Ik I Cancel |

Click ok to continue and click cancel to abort .

When you click ok , the CMMS will report that the work order has been raised as shown

below.

Message from webpag x|

L] E Wark Order has been raised
L

Close this message by clicking ok.

Finally, the CMMS will  update the work request by adding the work order details.

Figure 15 Shows the generated work order.
Finish.

The resulting Work Order also contains Work Request Number it is from originally.

2.5 How to Close Work Request
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This section describes how to close a work order . This assumes that you have not generate any

work order forit yet.

Site : Emerson Nanjing

m At“thmenb

Cancel WR | Generate WO | Update

Work Request Ho. REMSHI11000 16

Work Request Status  gpen o ﬂ

Received Date / Tire

Problem Descrption

17 January 011 L6:44 l'.In*.'lrI

Equipment requires Engineering calibration due to a recent repair carried out ﬂ

on it
|
Work Type Breakdown OO Bl
Work Trade TH = Electrical OO0 ﬂ
Work Peodty Eunergency OO0 ﬂ
Action Taken ﬂ

Requester Information

Marme

EMENT=-A00L = Admin J Uill‘l Pending Nﬂl

Department EMSMI-ADM - Administration

Contact Murmber

Location / Asset Information

+ Location Number / Asset Number unavailable

{ Location
o || Clear
" Asset I l.Ip.wl Asset Teee I

Assel Location

AsFat Dapartmant

Cancel wR | Generate wo | update |

Figure 16 : Existing Work Request Opened for Editing

Here are the stepsto  close a work order:

1.

At the Work Request Opening screen shownin Figure 11, use current site selector to
select the correct site. This will automatically refresh the work request listing.
Scroll the work request listing or use search to locate the work r  equesty ou want to open.

Click on work request number to open it for editing in the Current Work Request form.
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4. Click on Work Request status as shown below and select

Work Request Mo. REMSMI1100016

ork Request Status

This will set the status as shown below.

Waork Request Mo. REMSMI1100016

Work Request Status Closed O j

5. Click Update button. The Edit screen will be
6. On Work Request listing on the WR Opening Screen

in the listing

7. Inorder to check, you need to use the Work Request Search facility

statusto closed and Run search. You should see the

below.

Site | Emersom Hm:l:l.nl;r_"'l

Wark Request Ha, Work Ovder o,  Problens Description

REMSHITIOODDZZ Froblermn 120

REMSHILIOODD IS Tast work order 122

REMSHILIDODLG Equipmant réguirdd Engindarnng calibraticr

dus to & recent repar camed out on it

REMSHILI00014 sysrtern chacking

8. Finish.

2.6 How to Print Work Request

=

Print
Wark Request

Briefly, this function allows you to go to
you can selectan  active work reques

Request form |, and print it.

closed.

Work Request Opening screen

t from the work request listing, open it in

34

Closed .

you will no longer see the work request

. Set the work request

work request in the listing as shown

Page |1 orl Firsk Previows Mol Last

Req. Status Work States Recaived Date
Slosed @ 1 February 2011 10:38
21 Jenuary 2011 13103
ad 0 17 deniasry 2011 16:44
17 denuary 2011 13151

in Figure 11, where

Current Work
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Here are the steps to open existing work request into Current Work Request Form and print
it:

1. Atthe Work Request Opening screen shown in Figure 11, use current site selector

select the correct site. This will automatically refresh the work request listing.

2. Scroll the work request listing oruse search to locate the workr equest you want to
open.
3. Click on work request number to openitin the Current Work Request form asif you

are going to edit it.

Print

Wark Request
4. Next click icon.

5. Finish.

2.7 How to Cancel Work Request

Briefly, this function allows you to go to Work Request Opening screen , Where you can select
an active work request from the work request listing ,openitin Current Work Request

form , and cancelit .

Notes:
1. Youcan cancelonly active work requests.

2. You have notyet generated work order s for them .

WHEN CAN YOU CANCEL WORK REQUESTS

WORK REQUEST WORK ORDER Safe to Cancel
Status Status work request?

No.

No Work Order for the Work

Request yet YES

1. || An open Work Request

NO
Cancelling-awork.request
Work Order generated for the |'after'you have generated
Work Request work ‘erderfarit, cangive
rise toscomplication:

2. || An open Work Request

35

to



Cworks EASY | UserGuide 36

Here are the steps to cancel active Work Request ~ which has no corresponding work order yet:
1. Atthe Work Request Opening screen shown in Figure 11, use current site selector to

select the correct site. This will automatically refresh the work request listing.

2. Scroll the work request listing oruse search to locate the workr equest you want to
cancel.
3. Click onthe work request number toopenitin  Current Work Request form asifyou

are going to edit it.

. Cancel WR | .
4. Next click icon.

5. Finish.

In situation where a work request has a corresponding work order, the only way you can cancel it

is to open the work order and cancel it. In another word, you must go to Work Order Section to
do this.
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3. WORK ORDERS

ACCESSI NG THE WORK ORDERS

You can access the Work Orders on CWorks

EASY opening screen by clicking the icon on the

Work Order

left, which will open the Work Order Opening

Screen .

The Work Order module allows you to manage maintenance work orders; an important component in
the CMMS. Through this module, you can create work orders for all kind of maintenance activities. The
work order is the single most important module as it controls all maintenance activities. Without a work

order, no activities can proceed. As a rule, work orders are mandatory.

Work orders are authorized job orders essential in order to carry out for instance corrective and
preventive maintenance activities, quality inspections, health, engineering and safety inspections, etc.
The work orders will have the names of personnel or contractors assigned to carry out these activities;
locations of these activities; the list of assets if any that are connected with these activities, and more.
In short, work orders capture aspects of maintenance such as where, when, how, who, what, cost,
duration and more. Upon receiving the work order request, the maintenance department can

generate the work order for it.

3.1 Work Order Opening Screen

Figure 17 below shows the Work Order Opening screen. Every time you go to this screen after
logging in, it automatically lists the work orders (except CLOSED or CANCELLED work orders) in the
work order listing area, for the site assigned to you. If you want to change to another site, use the

current site selector (a drop-down list just above the work order listing area).

In order to help you search for a work order, you will find a Work Order search facility provided at the

bottom of the screen. It also supports the ability to export search results to Excel.
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as Ishak

WORK ORDER LIST re redirect: 892

B B e

Lizt Mew First Line Fix
Waork Orders Waork Order

Site : Emerson Nanjing;l

Page |1 of IZ25 First Previous MNext Last

‘Workorderio Wiork Status Problem Description Wiork Type Date Received Date Required
PMEMSMJ11010... Open O oooo Preventive 00 A7 January 2011 15:44
PMEMSN11010...  Open O Test Preventive OO A7 January 2011 15:44
PMEMSMJ10M0...  Open O Jia, JIAHS, HIAHA, HIS Prevertive OO A7 January 2011 15:44
PMEMSMJ11010... Open O TEST GEN Preventive 0O A7 January 2011 15:44
PMEMSMJ11010...  Open O test Preventive 00 A7 January 2011 15:44
PMEMSMN11010...  InProgress...  PM Event Cleaning Preventive OO 11 January 2011 16:02
PMEMSMJ11010... Open O P Event Cleaning Preventive 0O 11 January 2011 16:02
PMEMSMJ11010... Open O Fixed dated and manth Preventive 00 11 January 2011 16:02
PMEMSN11010...  Open O Fixed dated and manth Preventive OO 11 January 2011 16:02
PMEMSM1010... Open O oooooooo Preventive OO 11 January 2011 16:02
PMEMSMJ11010... Open O PM Clening 2 Preventive 0O 11 January 2011 16:02
PMEMSMJ11010...  Open O TRY Cleaning Preventive 00 11 January 2011 16:02
PMEMSN11010...  Open O PMFCAGO01 Preventive OO 11 January 2011 11:40
PMEMSMJ1010... Open O PMFOWVAC001 Preventive OO 11 January 2011 11:40
PMEMSMJ11010... Open O PMFCAO Preventive 0O 11 January 2011 11:40
PMEMSN11010...  Open O PMFDTM Preventive OO 11 January 2011 11:40
PMEMSMNJ1010... OpenO P Clening 2 Preventive OO 11 January 2011 11:40
Search Critaria Export ta Excal | Prilll Resat | Search |

wWork Order Mo [...]

Worke Order No. j Clear |
Requestor No. J Clear |

Vork Type :I Clear
Waork Status (a1l exc.Cl., Ce.} -| Clear
Description

Date Received From To

Work: Trade -'l Clear |
Target 5. Date From To

Required Date From To

Est. 5. Date From B To =

PC Cade 1-| uu..l
Failure Code x| Clear
Remedy Code j Elnrl
Asset No. e | Clear

Location Mo. s | Clear

Worl: Priovity j _Idw
Assign To J Clear |

Custormer Type = Both (O Sodexhe (O Customer
Compliant Type & Both (T Mon-Compliant (& Compliant
Sort By Workorder Number v|pescending (z-ra) 7|

Export to Excel | Drilll Raszet | Search |
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Figure 17:

The Work Order  Opening Screen

The table below describes the function of each menuicon atthetop of the Work Order Opening

screen
No Menu Icon Description
]
|| Anytime thisiconis  click ed, from anywhere in this module , the CMMS will
1.
List open the WORK ORDER LIST ING screen.
Wark Orders
Click thisiconto  open a new work order  form . It allows the user to create
a new work order.
Note:
The ®REVENTIVE owork type is exclusively reserved for schedul ed preventive
maintenance work orders . Therefore, it cannot be selected by the user for a new
work order. Such attempt will cause the warning message shown below.
Preventive Maintenance work order s are generated by an operator or
— administrator manually w  hen the service due event triggers the preventive
E-I maintenance schedule to send an alert to the CMMS screen
2 7
Mew .
Work Srder Wark Type lPrevenL:.ve j
Work Priority ﬂ
i Message from webpage ] i]
(5LA)
SLE ! "_" Yiou cannok select Preventive Work type. This selection is reserved by the system
Require
R que e r=—rrrrerr e
This facility holds a library of standard faults /problems , their possible
causes and the troubleshooting instructions that could either clear or
confirm that the problem persists . The instruction  will allow a support
% staff to walk a user through the troubleshooting  procedure s.
3.

First Line Fix

Upon receiptofa  reported problem,a maintenance support staff can
reference the problem  inthe library and runthro ugh the troubleshooting

instructions with the client on the phone.
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3.2 How to Search for Work Order s

Search Critaria Export to Excel | Print | Reset | Search |

Work Order No. [...]

Work Order No. Jﬂ_wl
Requestor No. ﬂﬂl
Work Type jai’
Work Status {all exe.Cl., Ca.} _'|d;“.|

Dascription
Date Received From EM To EM

Work Trade =l dil
Target 5. Date From ﬂﬂ[ To EJM

Required Date From = ﬂ[ To | M

Est. 5. Date From ﬂﬂ To ﬂﬂ

PC Code =l d_un-l
Failure Code =l cl_nrl
Remedy Code j I:I;wl
Assat Mo, Jﬂ_w,

Location Mo. J cl_un-l

Work Priority =l cl_nrl
Assign To JM

Customer Type = Both (O Sodexho ¢ Customer
Compliant Type & Both (C Mon-Compliant (C Compliant
Sort By Workorder Humber 7| Descending (z-xa) ¥

Export to Excel | Frinll Resat | Snﬂk|

Figure 18: Work Order  Search Facility

You can run a search using one or more combinations of the criteria on the form shown in Figure 18
above and have the search output sorted in any combination of the sort options (Work Order No., Work

Type, Work Status, Description, Date Received, etc).
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3.3 New Work Order S

3.3.1 SLA Message

Message from webpage

In order ko calculate SLA, wvou will need to set the site's working days.,

LY Please cantack your syskem adminiskrakar,

x|

Why doyou  getthe message above on the screen ?

e The CMMS output s the message above if the site Service Level Agreement

(SLA) O6Res ol ubparameterlvaluae isnot set.

This parameter need to be set according to your service level agreement.

Once itis set, thism essage will stop appearing on the screen

Wheredo | setthe SLA parameter s?

Importan  ce:

If you do not understand how to set these parameters
please ask for technical assistance from maintenance  to help you.

See your administrator if you do not have access
parameters or to the Master Module

privlege to set these

e These parameters are in the Master Module  :one isfound underthe Holiday Tab

and the other is under the SLA Resolution Time Tab

. In order to set these parameters

, first goto the

Master Module and selectthe Holiday Tab . Underthistab, set by marking the holiday days thatare

excluded in the SLA agreement . Once that is done, finally

,gotothe SLA Resolution Time Tab to

setthe dimeresolution 6 p ar a met eThatshadldu stop the above message appearing further.

Where are the SLA parameters used?

e These parameters are  used only by the Corrective work type form

41
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3.3.2 Closing Parent Work Orders closes its Children Work Orders

When a Parent Work Order is closed by an authoriz ed user, the CMMS by default will also closes
the Children Work Orders  belonging to the parent . Therefore, before executing this action, itis
crucial that you understand the implication of  what you are doing at this point , as any mistake will

be difficult to rectify after such action

3.3.3 Reviewof Work Order  Form and its Variations by Work Type

When the user first opened a new work order form (using the new work ordericon) , the CMMS will
display the generic form without any s peciHoweter, 6agsoorkas tthe pusebset the
Work Type , the form will automatically  change s to display additional fields, accordingly . The table
below summarizes the additional fields that will appear in the work order form according to work

type (when applicable).

WORK TYPE EXTRA FIELDS ON THE FORM

1 | Blank . Generic new work order  form
In the n ew Work Order
Form, this is left as blank,
initially. It is left to the user
to select the type.

2 | Manual Preventive Two extra fields  appear on the form:
PM Number
PM Task Numbe r

3 | Preventive Two extra fields  appear on the form:

(PM generated work order ) PM Number

PM Task Number

In Amanual preventive 0 a n dpreftentive 0 work type,t he fields that appear onthe work order

form are indicated by the red box below :
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Work Type

Worl: Priority -

l
Required Date ﬂ] Clear |

P Humber

P Task Number J Clear

Please note, for @reventive ©6and fiManual Preventive 0 work type s, the work order form is the
same in every respect . In addition, there willbe extratabs onthese forms that are not found in
cases of other work type s. The most obvious example ofthis differences can be clearly seen when

fiManual Preventive 0 and fApreventive 0O work type formsare compared to fic or r e c tworke O

type form .

At present, the total number of work types is shown below.

Work Type
Work Priority Corrective
Prewventiwve
Service Level Agreement Service Regquest
(SLA) Berwice - Out of Scope

Serwvice — Reimbursahbhle
Marmal Preventiwve
Breakdowmn

New Project

5LA Resolution Time

Required Date
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3.3.4 How to Create a New Work Order

NMEW WORK ORDER

Hias Ishak

before

redirect; 892

8 B e

Ligt Haw Firze Line Fix
Wark Orders Work Cirder

Site ; Cworks Malaysia

m —

Work Status Dpaen
i ¢
Received Date / Time 17 Jasmary 2011 17:03

Problam Descrption

Work Type
Work Priority

Required Date

Reguester Information

Requester

Department

Contact Mumber

* Sodexho (& Custoner

Customer Type

Location / Asset Information
{* Location Mumber / Asset Mumber not available

" Location
Location's Department
O Asset
Asset's Location
Asset's Department
Asset's Status
Warranty / Contract

Warranty End Date

Work Order Trade

Craated By ELIZ01)l = Elims Ishak

Figure 19: A Generic

=]

o i | Per g Wi
LII"'.‘WI Azzel Tree

Pending WO I

New Work Order Form
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Here are the steps to create a new work order:

1. Goto the Work Order Opening screen shown in Figure 17 above.

Select the site  using the current site selector

2. Click the New Work Ord  er icon on the rightin order to open the =
new Work Order form as shownin Figure 19.

MHew
Waork Crder
3. Inthe Received Date/Time field as shown below ,
set a different  date if the current date shown is not suitable
Received Date / Time 2% February 20l1 10:5E EI .;h,arl
4. In the Problem Description field as shown below , type the clearest description of the
issuet o be address ed by this work order
Problen Description -
5. Fromthe drop -down list selector as shown below , select a worktype . Note, t his
parameter will determine if any additional fiel ds will be displayed in the work form .

Worke Priority \jnrrective oo

Prewentiwve 00O
Required Date Serwice Request O0O0O0
Service - Out of Scope O0OO00O
Serwice - Reimbursable 0000
Marnaal Prewventiwve

Requester EBreakdown OO0

New Project

Requester Information

If work type is fiManual Preventive 0, the work order form will display

two extra fields : PM Number , PM Task Number , as shown below.



Cworks EASY | UserGuide

Waork Type Harual Preven

Worke Priority -[

Required Date ﬂ] Clear |
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PM Humber

P Task Number

Fill in these fields if you select this work type.
For worktype  fiCor r e c t jthesedields will not be present on the form

6. Select Work Priority from a drop -down list selector as shown below.

e

Required Date

Normal OO

Trgent OO0
Emergency OO0
Very Emergency OO0

Requester Information

7. Set the datein the Required Date field.

8. Under Requester Information , fillin Requester field with the name of the requester. To
select the name of the requester , click the ellipsis button J which will  pop-up the list of
requesters as below.  Select a requester by clicking on the Requester No. from this list.

LX)
Page |1 nf|1 First Prewious Mest Last
Requestor Mo Hanme Ext.Mo
EMSH.1-A001 Adrnin
benz Ben Haolson 36
ELIZ011 Elias Ishak 26
Joo Jins
ooz John Baker 2
004 Mural Huda Mat vonus
EMSN.J-A002 williarm Shi
EMSN.J-A004 oo-Clara Liu BEEE
EhdSH - AD000E ooo
The CMMS will response by filling inthe Department and Contact Number fields as

below. This presumes all details are available with the requester name.
Requester ELIZ011 - Elias Ishak
Department EMSNI-QD - Quality Department

Contact Number 60386569041 (ext: 36)
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In addition, the CMMS wiill output any Pending Work Orders  in the panel as below.

Pending Work Orders for

# Work Order Mo  Description Received Date Status

Click close to clear this panel

9. Under Location/Asset Informatio n, select one
of the three options below:
a. Location Number/Asset Number not available
b. Location

c. Asset

Location / Asset Information

(¥ Location Number / Asset Number not available

(" Location —I l,lmrl Pending '.'Jlll

Location's Department

" Asset
s | Clear | Asset Tree | Pending WD

Asset's Location

Asset's Department
Asset's Status
Warranty / Contract

Warranty End Date

Notes on this input

i. The f i r s tLocatiprt Nuraber/Aéset Number not available 0 does not
require any input
ii.. The secondopt i o rLocdétion 0 wi | | inpatqas shoven below .

{* Location

LO0l - Location 1 Clear

Pending WO

Location's Department D001 - Department 1

Click the ellipsis button, J to display a pop -up list of location s as below .
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&

Page |1 of |1 First Previous Mext Last
Location Mo Locaton Descripton
Lo Location 1
oo Locationl
Laoz Store room
FLDCEtiDI‘l Mo 1!'-‘.Lcuf:.slticun Crescription

Then, make a selection by clicking on a location number . The CMMS responded by filling in the Location
and the Departm ent of this Location.

iii. The thirdAssepd i winl i inpetdqou the Asset field as below .

@ Asset A1Z1 - Asset 121 J Clear | Asset Tree
Pending WO
Asset's Location LO0Z - Store room
Asset's Department D002 - ASdmin
Asset's Status Active

Warranty / Conbract Warranty

Warranty End Date

Click the ellipsis button, J to display a pop -up list of Assets as shown below.

(]
Page i1 of|3 First Previous Mest Last
Asset Mo Asset Description
ElISHJ-HOO0040 s#000O00
Ad20 Aszset 120
Atz Arzek 121
AAZ2 Aszset 122
A123 Asset 123
Alzd Aszset 124
A1zZ5 Arcet 125
ASSd Azzat 4
Ad1T Azrzet A117
t‘:iﬁxsse'c Ha f-‘l.&ssna-t Description
Find
Then, click an asset number, the CMMS will respond by filling inth e Asset field

and display the other details below the field. This presumes that the other details
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have been fully provided in

Alternatively, select an asset using the

10. Selecta Work Order Trade

Location's Department

" Asset

Asset's Location
Asset's Department
Aszet's Status

Warranty / Contract

Worle Order Trade

11. Under the Work Plan

clicking the drop -down list as shown below

the Asset details  previously .

Asset Tree |
button

using the drop

™ -
H -

Mechanical OO0
Electrical OO

TM - Ciwil OO

TM - Life and Safety 00000
Landscaping O0

Cleaning Serwvice OO

Mowves & Setup OO

Meeting Boom Management OO0
Customer ServicedD

Sub-Con Drinking Water O0OO0O
(Sub-Con Pest Comtrol 000000
Sub-Con Uniform Laundry OO0
Beception OO
123456789012 34 567830
Beception OO

SA

section , setthe Work Plan Author

left corresponding to the Author on the right

[=]
¥

-down list shown below.

field. You can set this field by

and then clicking on one of the numbers on the

Hurwl Huda Mat Tunus

Locatian / Assat Info - - - e
BB i0is 0 h e Ei B8 R RS B R B8 B R SRS 5 John Ealtar
5 Locabion Munibmr | BLL . .uuu.seeesassorsnsssssnssesssssssssnsesssnssnssns A e
. L fiiiiiiiasamaaa s nnamaaaa s EEEAsaa G B s EEE A s s s R e e Ea Jajm
€ Location bend e e e eaeaeeeiaaaaieiemeaiaisiece-n.... Ben Holson
S |
L o e ] P 1 1 e e B S e S S S Elims Ishalk
EEFNT=RODD0T .auvassnsmssssnnanannaassnnanaansnnnnnesns aoo
™ Assat ERSHI=A00L .. ... ... iiiiiaaaieaaaaaaananeaaaa. . Admin
EMEMI-RODZ . e aieaaa... William Shi
Assat's Location o - e e T OO0-Hatlars Hu
EMSHI=ADDY s.ivnunnvvnnmnnnnnns TP saaasennnnaass DE=-Claze Linv
Assets Departmd s hong Lo Lo L o e
= = o T P R 2 [ |
L [ - T - e wang, ODO
EHSHI=A00® | ..o iicanaasrnnnnnaaisnnnaassisonaanssss Zhw, DOO
Warranty / Conbrd BHSHI=A0L0 .. .. ... . . ... ...iiiiiaiiiiinanaaaianaaaa... QI, DOO
EASHI-ROLL . ...ttt i - - ... WaNmg, OO0
Warranty End DafEMSHI-R0LE . ... ... ... cccuerrrrnnaassnrrmaassronnonansss wang, 00
Li. DOOQ
Zhu, DOO
Work Drder Trade E:::: EEE
Jiang, Alina Ha
Created By EEFRT=RONN 55555 5 & 5305050 & & SiEGEEEE & & HEEEHHE 8 aRHEEE 653 Chen, DOO
ENSE=ROLY -::cc:czczccsszzssassssasssssanaasasssnaassaas GERon Talls
e EMSMI-ROZ0 .. ... iiiieeaiieieaiieiien--.... Bas, DOO
o b e T T T T Ti, OO0 i
-
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. Closing . .
12. Click the . When the CMMS display this tab, you should see that the

the Work StOpehds @as B8Bhown bel ow.

Save |

Work -
Status Open O J

Save |

13. Click the save button ﬂl

The screen will change to Work Order Editing screen as shown below.

50
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Assign Ta Closing Labour  Direct Issue  Services Materials

51

Waork Order Number
Work Status
Waork Request Number

Received Date / Time

Problen Descrption

Work Type

Work Priority

Required Dabe
Requester Information
Requester
Department

Contact Number

Customer Type

500111000009

Open O

22 February 2011 13:53 ﬁ ml

Clean the air conditioning wmit,

Service Reguest ODOO

Hormal OO

3 March 2011 14:37

BLIZ0LL - Elias Ishak

|
|
=]

EMSNI-QD - Quality Department

GO3B6E5E9041 (ext: 26)

 Sodexho & Customer

Location / Asset Information

{" Location Number / Asset Mumber not available

" Location

Location's Department

(¥ Asset

Asset's Location
Asset's Department
Asset's Status
Warranty / Contract

Warranty End Date
Work Order Trade

traated By

Work Plan

Work Plan Author BMENT-ROLA

AlZZ = Asset 122

LO0Z - Store room

DO0Z - ASdrmin

Active

Warranty

TH - Electrical OO0

ELIZ0Ll = Blims Ishak

with PTP? [T Finished? [©

Sale Price

Cost Safety
Eanaaary Job Plan Instructions Job Actual  Attachment
Update
|
=] o
J Elparl Pending '.I'JI'.'I|

............................................ Jason Walls Ll
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14. Atthis point, the CMMS has opened the Work Order  editing form

Now, the useris can continue to add details to the present tab, and

d .
15. Click ﬂl to save any changes or additions
16. Finish.

other tabs too.
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3.4 Howt o View , Edit or Modify

Existing Work Orders

CURRENT WORK ORDER
B & & e =
List Maw Print Pring Firgt Ling Fis Prine Wo Print WO Email
Work Crders Work Order Wark Crder 1 Work Order 2 with with P Work Order
Ammachmant Attachmant
Site : Cvrarks Malaysia
Assign To Clasing Labour (e Services Materials Eak Job Plan S'h—t}' Job Actual  Attachment
Tsaue Fmnunasry Instractions
Updalte
Work Drder Mumber S0011000000:2
Work Status Opan O
Waork Reguest Humber RE0011000002
Racelvad Date / Fne 13 December 2010 17:29 | [ clear
Problem Descrption Feplace or Repair squipment ar required. Huse -
coaply with health regulation a: stated in health
handbock .
El
Waork Type Corractcive OO
Wark: Prosity Heormal OO
Pequired Date
Raguaster Information
Fom et poor - Jiva | Clear
Department
Contact Numbes
Customer Type % Sodexho (& Customer
Location / Aszet Information
* Location Mumber / Aszet Number not available
' Location o Clear I Pending 100
Location's Departmnent
O Asset wvw | [ Clear | Asset Tree I Pending WO
Assat's Location
Azset's Department
Asset's Status
Wiarranty / Contract
Warranty End Date
Work Order Trade TH - Mechanical OO =|
Craated By JOOL = Jiva
Update
Figure 20:Work Order i Edit ing an Existing  Work Order  (Corrective work type)
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Menu & Buttons

DESCRIPTION

&

List
Wark Orders

Go tothe WORK ORDER opening screen and list all
work orders for the first site.

Wark Order

Create New Work Order. It opens a blank work order
form.

@
Print
Work Order 1

Print the work order  in the f ormat suitable for  service
personnel to take to ajob site . It will print the detall

of the work requested.

A preview is provided before printing.

@

Print
Waork Order 2

Print the completed  work order
A preview is provided before printing.

<

First Line Fixn

Access the list of fixesto ma  intenance problems

Print Wi

with
attachrant

Print the work order and attachments

Attachrment

Print the work order and PM attachments

=]
Ernail

Wark Ordar

Email the Work Order

Update |

click this button tou  pdate the work order.

Here are the steps to select and open an existing work order:

1.

Go tothe Work Or der Opening screen

order listing is. Changeto the correct site containing the target work order

using the current site selector (drop -down list ) as shown belo w.

Note: The CMMS will refresh the work order listing

every time the site

is changed .

shown in Figure 17 above, wherethe work

if necessary,
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WORK ORDER LIST

B B

List New First Line Fix
Work Orders Work Order

Site : | Enerson Nanjing ¥

Emerson Nanjing
Japan
s

Cworks Malaysia
o A e -

S STTE i Problem Description
PMEMSNJ11010... OpenO kiki lada
PMEMSNM1010... Open O Jiva test

2. After selecting the  site , the CMMS will refresh  the work order listing . Select the work

order for editing by clicking the  work order number as shown below .

WORK ORDER LIST

List New First Line Fix
Work Orders Work Order

Click the work order to
open it for editing and

Site : Cworks u.u‘:’sull viewing

us  Problem Description
S00110000003 o Examine the state of this equipment and replace part if ne ..
S00110000002 Open O Replace or Repar equipment as required. Must comply wi....

The CMMS will open it in the editing form  as shownin Figure 20.

Note: Alternatively, you can use search facility to locate the work order  , and open it for editing.

Updat

3. When you make changes tothe work order on any of the tabs, click gl to save the
changes.

4. Finish.
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3.5 How to Assign Employees to a Work Order

Site : Cworks Malaysia

i - [

Direct
Issue

Cost

Services Materials

Summary

Safety

Jeb Plan Instructions

Job Actual Attachment

Work Order Number S00110000002

Work Status Open O

Employee

Start Date / Time

Add into list ¥ | View Available Work Orders |

End Date / Time

o] ]

Workorder Employee Assign Listing

Employee

" Number StartDa

Employee Name

Assign to Supplier / Contractor

Figure 21: The Assign Tab i for Assign ing Employe

End Date /Time

o) o]

te /Time

es to Work Order
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For each work order, you can assign one or more employees to it, and specify the start and end dates

for each employee. Here are the steps to assign each employee:

1. Gotothe Work Order Opening screen
find the work order listing . Change to the
order if necessary, using the current site se

below.

shown in Figure 17 above, where you will
correct site containing the target work

lector (drop -down list) as shown
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Note: The CMMS will refresh the work order listing every time you change the site.

WORK ORDER LIST

List New First Line Fix
Work Orders Work Order

Problem Description

PMEMSNJ11010... OpenO kiki lada
PMEMSNJ11010...  Open O Jiva test
2. After selecting the  site , from the work order listing, you select and open the target
work order for editing by clicking on the work order number as shown below.

WORK ORDER LIST

B B e

List New First Line Fix
Work Orders Work Order

Click the work order to

. open it for editing and
Site : Cworks Hnlnysxn:] P B

viewing
us Problem Description
S00110000003 o Examine the state of this equipment and replace part if ne ..
S00110000002

Open O Replace or Repar equipment as required. Must comply wi....

The CMMS will open it in the editing form as shown in Figure 20.
Note: Alternatively, you ca n use search facility to locate the work order, and open
it for editing.

3. Click Assignto Tab  to display the form as shownin  Figure 21 above.

Alternatively, you canu  se Search to find and open a specific  work orde r for editing
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4. Selectan employee from the list of employees as shown below (viaadrop -down
list).
L%
Page |1 of I‘l First Praviows Hest Last
Employee Mo Mame
ELIZO11 Elias Ishak
Jo0 divs
0o Hurul Huda Mat Yunus
MHODE Shashal
JPO0A Tiramitzu
EMSHN L AN0S po-Zoe Fang
ﬁEmplﬂyee Ha  Hame
Find |

5. Add startdate and end date for this employee.

Employee Shashal J El
Start Date / Time 8 February z011 14:14 @ Clearl

End Date / Time 11 February 2011 14:15 @ |3|ear|

Add into list ¥ | Yiew Available Work Drders

Not e: if you want you can vVvi ew ctickig tkempl oyeeds w

Yiew Available Work Orders
button.
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Add into list ¥ |
6. Click . The CMMS wil | add the name to the list as shown below.

Also, notice thatthe ~ Work Status has changhfsgignedm o .

Work Order Number PHSO0Z11000023

Work Status Assigned to

Employes J ﬂnrl
Start Date / Time D Clear |
End Date / Time EJ Clear |

Add inko list ¥ ‘ View Available Wark Orders [

Workorder Employes Assign Listing

Employes

g Employes Nama Start Date,/ Tima End Data/ Time
Numbar

1 KHOO9 Shashal B February 2011 14:14 11 February 2011 14:15
Assign to Supplier / Contractor . J |

7. Repeat step ( 4) to assign more employees to this work order.

. Update | . .
8. Click to save the detailsto this work order.
9. Finish.

S5¢
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3.6 How to Close Work Order

Site 1 Cworks Malaysia

. m Direct . Cost Safety
Waork Order  Assign To Labour ica Serviies Materials ey Jab Plan Tacbacticns Jab Actsal  Attachment

Update
Wark Order Humber 500110000002
Work Status |
“ Open O :I Stabus Trail
Date / Tione Detalls Estimated Actual
Asspssment E
Clear Clear
Start
E Cloar
Enl -
B2l clear
Hamd Owver Date = |
Tirvviz ﬂ] Clear
[E] i H =]
owntne [Hours il
Additional Information
Compliant Type * Mon-Compliant (& Compliant
P Code ﬂ
Failure Code j
Remedy Code j
Cost Centre j
Accepted By J
= s I:'hlrl
Cause DescHption d
Action Taken j
|
Preventon Taken ﬂ
E
C5R Notes <]
=
Customer Feedback Fair ﬂ
Update

Figure 22 :Work Order Opened for Editing Prior to Closing

When a job is completed, you must complete a few final details in the work order, set work status to

Closed and then close it by clickingml.
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Note: You cannot modify a closed work order, therefore make sure that you enter all the necessary details

. L. Update |
accurately before closing by clicking button .

To close a work order, follow the steps below,

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work orde r listing every time you change the site.

2. After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number
The CMMS will open it in the editing form as shown in Figure 20.
Note: Alternatively, you can use search facility to locate the work order, and open it for
editing.

3. Clickthe Closing Tab to access the closing form asin Figure 22.

4. Set Work Status field to Closed viathe drop -down list asshown below .

Work Order Number 500111000009

Date/ Time Details  Estig

Status Trail

Actual

Cancelled OO0
Wairing for Macerials 000
Waicing for Approval OO0

Assessmant

] |

N =N

Start Waiting for Access 0000
Completed OO
Assignmed to

End Waiting for Work Permit OO0
PR Assigned LI

PO Assigned
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5. The CMMS immediately display the additional fields associated with closing a work order as

shown below in the red box area

Work Direct Cost Safety

Order  PEsion To Labour Toae Services  Materials Summary Job Plan Tiratins Job Actual Attachment
Close WO ’
e’

Work Order Number 500111000009

Work Status

Clozed O j Status Trail
Date/ Time Details Estimated Actual

Aszessment Clear [:Iurl
Start Clair l:lurl

End EJM EJM

Caleulate Actual Dabef Time |

HandOwver Date /
Time Clear |

Downtime (Hours) o
a

Additional Information

Compliant Type # Mon-Compliant (" Compliant

PC Code |
Failure Code |
Remedy Code |
Cost Centre |

Accepted By
- J Clear

Cause Description

Action Taken *I
7]
Prevention Taken ﬂ
[/
C5R Notes ﬂ
H
Fecdback EET |

Cim'd'lﬂ

6. Fillin those two fields for the Actual Start and End dat es, which are necessary before you
can close this work order.

7. Fillin any other fields if needed .

Close WO
8. Click LI to close the work order . The CMMS will update and change the screen to

Reopen

that shown below. Notice that the update button has changed to Reopen button,
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Work - Direct - Cost Safety
Order HAssign To Labaur renn Services  Materals e Job Plan I tans Job Actual Attachment
Fepe
Work Order Number S00111000008
Waork Status |
Cloged O ﬂ Statuz Trail
Date/ Time Details  Estimated Actual

Assessment
ﬁ Clearl Clearl
SEaet @ :mrl 23 February 2011 11:21 @] .3|M,|

e @ c|e,,.| 23 February 2011 11:21 @] .:|w|
Hand Over Date |
Time d ﬂ Clear
Downtime (Hours)
Calc

Additional Information
Compliant Type {¥ Mon-Compliant ¢ Compliant

PC Code
Failure Code
Remedy Code

Cost Cenbre

Accepted By |
v | | Clear,

Cause Description
Action Taken
Prevention Taken

CSR Notes

e e

Customer =]
Feedback J

Closed By EMSNI-A001 - Admin

. Reopen |
9. Ifyou click , you can re -open the work order.
10. Finish.

Note on setting other work order status
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When ajobis cancelled , or held back for some reason, you should always set the j o bwosk

: . Updat
order status accordingly and save the work order via gl button .

3.7 How to Add Labor to Work Order

Site ; Cworks Malaysia

Work Drder  Assign Te Clasing Dirtl:l: Pisme  Sesvices Matesials Eu:nnr::ng lab Plan

Safety
Instruc tions

Job Actual  Attachment

Waork Order Mumber 500110000002
Work Status Dpen O
Employes

Start Date [/ Tinee [
£ ] Clear |
End Date /Tinne j |
Clear

Commuznts

Cost Calculation Hours

Tatal

rormal ori ot

ors

Hours

Ovarall Cost

Caleulate | L’:dtdml Caleulate | Calculate
Add inte list ¥ I
Workorder Employes Listing
# Employes Name  Start Date /Time End Duate/ Time sl oT1 T2 oT3 TR E Commaents Option
Lt v ¥ . Hours Costs L

Total Hours

Total Cost

Figure 23: Entering Labor Details into Work Order

In order to help your organization manage manpower resources and overtime

torecord each wor k tobalnibe r -hhaurs

efficiently , you need

1. Go tothe Work Order Opening screen shown in Figure 17 above, where you will find

the work order listing . Change to the correct  site containing the target work order if

necessary, using the  current site selector (dro p-down list).
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Note: The CMMS will refresh the work order listing every time you change the site.

After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number

The CM MS will open it in the editing form as shown in Figure 20.

Note: Alternatively, you can use search facility to locate the work order, and open it for

editing.

Labour
Click the Labour Tab toopen upthe form asin Figure 23.

Enter the man -hour s details and save .
Finish.

65



Cworks EASY | UserGuide

3.8 How to Add Direct Issue Parts to Work Order

Site 1 Cworks Malaysia

Fat
Werk Order  Assign Te Clesing Labour [sT{4 93T Services Matarials Cant Job Plan Exfaly Jeb Actwal  Attachment

Sumimary Instructions
Update |

Waork Order Humber Soniiooononz
Work Status Open 0
Dok J__I
Clear
Service and Part / Descrption

Purchase Order Number

Quantity
Unit Price
Total Price
Add into list ¥
Direct Issue Listing
Dranbe Service  Part Desc. PO Mo. Quantiby Unit Price Total Price Dption

Update

Figure 24 : Entering Direct Issue Details into Work Order

66

For some works, the parts or items needed to complete the work may not be in stock. In this case, the

engineer has to purchase the parts on an ad-hoc basis and have it dispatched to the site. This is what

is called Direct Issue.

Here are the steps to add direct issue parts to work order:

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct site containing the target work order if
necessary, using the  current site sel ector (drop -down list).

Note: The CMMS will refresh the work order listing every time you change the site.
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After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order numbe r.

The CMMS will open it in the editing form as shown in Figure 20.

Note: Alternatively, you can use search facility to locate the work order, and open it for

editing.

Click the Direct Issue Tab toopenupth e form asin Figure 24 above.

Enter the direct issue details as shown below.

Waork Order Number S00110000002

Work Status Open O

Date 18 January 2011 Clear |

Service and Part / Description  Deplace faulty component with this part

Purchase Order Number PO-EE
Quantity 7

Unit Price 5400
Total Price 108.00

Add into list ¥ |

Direct Issue Listing

Date Service / Part Desc. PO No. Quantity Unit Price Total Price Option

Update |
. . L. Add into list ¥ |
Add the part to the Direct Issue Listing by clicking .

Repeat the above steps as required if you have more parts to issue.

. Update |
Click to save.

Finish.
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3.9 How to Add Services ( as Direct Issue) to Work Order

Site : Cworks Malaysia

Work Order  Assign To Closing Labour  Direct Issus Materials sl Job Plan Safﬂ."‘ Job Actual  Attachment
Suninary Instructions
Update |
Supplier Service Rate Quantity Total Options
Craft Metal Works j ﬂ Add

Grand Total

Submit to Direct Issue |

Update |

Figure 25 : Adding Services

Here are the stepsto  add services  as directissue to work order

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct  site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work order list ing every time you change the site.

2. After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number
The CMMS will open it in the editing form as shown in Figure 20.

Note: Alternatively, you can use search facility to locate the work order, and open it for
editing.

3. Click the Tab to openupthe services form asin Figure 25 above.
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4. Select supplier using the drop

Supplier

-down list as shown below.

Dptidns
Add

Seiie Rate Quantity Tokal

Craft Hetal Works

MHE Capital Berhad

Grand Total

5. Select service from

Supplier

Crafe Hets]l Works

6. After you select a service, the CMMS will display the

Supplier

Submit to Direct Issue |

the drop -down list as shown below.

Rate Quantity Total Dptions
g Add

Service

[

Submit to Direct Issue

Rate Quantity Total Options

.| 1.00 I Add

Crate Hetal Werks v| Service 1
Grand Total
Submit to Direct Issue |
) ) ) ) ) Add
7. Enterthe quantity of the serviceinthe  Quantit y column and click
The CMMS will update the display as shown below. Notice the CMMS has added
to the list.
;"T:':" AssignTo  Closing  Labowr e @ Materials m“nﬁ 16b Plan ]n:’;:f::.';m Job Actual Attachment
Update
Supplier Service Rate Quantity Total Options
- | s
Craft Metal Works Semice 1 1.00 5,00 5 Delete
Grand Total 5
Submit to Direct Issue
Note: You can s et sance pdnd isrrdtesinthe Master under Supplier Tab

8. Continue adding service if you

have moretoad d.

rate for this service as shown below.

69

the service
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Delete

9. Youcan delete a ny service s that you entered by clicking the link corresponding  the

that service.

Site : Dworks Malaysia
Work Order  Assign To Clasing Labour  Direct Issue Materials ast Job Plan hht."' Job Actwal  Attachment
Sumimary Instructions

Supplier Service Rate Quantity Total Options
g g na
Craft Metal Weorks Sarvice 1 1.00 Z.00 7 Delete

Grand Total

Submit to Direct Issue |

Submit to Direct Issue

10. Finally, a ddthe service as Direct Issue by clicking
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11. The CMMS added the service as direct issue under the Direct Issue tab as shown below.

Wark

. . y y . Cost Safety
Order Assign To  Closing Labnm@ﬁmwms Materials - Jab Plan Instructions Jaob Actual Attachment
Update |

Waorle Ordar Mumber S00111000009

Work Status Open O

Date DJ E,
Service and Part / Description

Purchase Order Number

Quantity

Unit Price

Total Price

Add into list ¥

!

Direct Issue Listing
Date Service /[ Part Desc. PD Mo, Quantity Unit Price Total Price Option

24 February 2011 Craft Metal Works -- Service 1 3 1.0000 .00 DELETE

l.lpditll [
. Update |
12. Click to save.

13. Finish.

3.10 How to Issue and Return Material Parts From Work Orders

This section describes  how to issue and return material parts from work orders. Although you will

see only one form, it is actually composed of two separate forms combined toget her. Further,
whether you will see one, both or none of these forms, really depends on your accessibility needs.
Your administrator will decide whether you need this access or not and set this permission up

accordingly (see corresponding sub -section below how this is set up).
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3.10.1 Howt o Issue Material Parts to Work Order

This section describes  how an administrator can grant/ deny an employee the permissionto issue
material partsto  work order s inthe Material Section/module . As for regular users, it describes

how to issue material parts to work orders.

Employee Login & Accessible Details

Modules M User Account Site Work Trade
Permissions

Administrators can set regular users permission to this option via Administration menu ,
, under Additional Permission Tab as shown above
Note
After you saved the Material record, you will not be able to delete

or undo it. Therefore, it is important that you enter the details

correctly, check its correctness and then save it

There are two cases you need to know with regard to 6Al | ow Malssaer iFalo m WG@®8dth
cases depend on whether you have the permi ssion to access this option or not. Consequently, i t
determines whether  you can see the form segment underthe MaterialTab r el at eAdowt o
Material Issue f r om WOdot . If your administrator grants you this permission then you will

be able to issue ma terials to work orders, and this form segment will be visible to you for data

entry. Otherwise, you will not see this form segment.

Here is a brief description of these two cases:

6
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1.

2.

CASE 11 Permission Denied

Employas Lagin & Accessible Datadls

radules p&"{‘:ﬁﬂ.ﬂ. User Accomnt Site Wtk Trade
Workorder Purchase Reqguest Purchase Order
O allow Re-opean W O Allow Te Create PR | allow To Create PO
I allew Adgigh WO I allow Te Ré-opan PR I allew To Ra-apan PO
™ allow close wo ™ sliow To Cancel PR I™ allow To Authorized PO
™ allow To view WO Cost ™ allow To Approvaed PR 7 allow To Cancel PO
[] W fo I allew To prist po
O dllow Material Issue From W O Register Invoice To
I can view Azsign WO Only :::f:tm vl

O allew PM Ganaration

Fiaterial Remote Web Request

r Allow Adjustrnant l_ Lirnit ‘Wab Raguast
From the diagram above (circled inred) , whic h can be found inthe  Administration section
(see Chapter 13) under the Additional Permission Tab , the administrator ~ denies

permission  to thisuser (bynot checking the box circledinred above ) t oAlladw Material
Issue from WO G Asaresult , this user will not see an additional form  segment  for issuing

material from work orders because the CMMS will hide it from view

Case 2 1 Permission Granted
Employee Login % Accessible Details

Additional

Modules Permissions User Account 5it
Workorder Purchase Request
= Allow Re-open Wo ¥ Allow To Create PR
= Allow Assign wWo ¥ Allow To Re-open PR
M allow close wo W allaw T cancel PR
= Allow To View WO Cost ¥ Allow To Approved PR

ow Material Return From

¥ Allow Material Issue Frorm W

r Can View Assign WO Only

3 Allow PM Generation
Materal Remote Web Request

¥ Allow Adjustrment r Lirmit Wweb Request
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From the diagram above (circled in green ), which can be found in the Administ ration
section (see Chapter 13) under the Additional Permission Tab , the administrator has
grante d permission (by ticking AhkoWwokat eni al |l ssAsa from WO
result, this user will see an additional form for issuin g material from work orders because

the CMMS will display it on view as shown below , enabling the user to issue material to this
Work order.

Site = Cwodis Malaysia

Cast Job Plam Safaty

Work Order  Assign To Closing Labowr Direct Issue  Services Furmnay IRty

Job Actwal  Attachment

Select part number to adi to this
Waork Order here -via the ellipsis
Butten on the right “ e
ork Drder Number SA0110000003
- Sub Store 'I

Work Status Opaen O

.| |

Part Description Part Balance

0

Awvg. Unit Price
List of materials added

to this Wark Orden will Total Price
appear beneath this R
lieadiing

Tasied Parts

& Date \ Part Numther Part Descrpton Oty P'v;Jr'.“L:_:“t Total Prce

Figure 26: Additional Form under Material Tab for

Issuing Material to Work Orders
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Site 1 Cworks Malaysia

- - - - Cost Safaty
Work Order  Assign To Clasing Labour  Direct Issue  Services m e Job Plam Tasrbractions Job Actual  Attachment
Update
Work Order Number So0110000002
Sub Store ﬂ
Work Status Open O

Part Mumber J Clear

Part Description Part Balance

# Dabe Part Mumber Part Descriplion (115"

Quantity

Avqg. Unit Price

Total Price
Issue Part ¥

Issued Parts

Avg. Uit

? Total Price
Price

Date u| Part Number ﬂ
tl Average Unit Price
Duiantily
Balance
Total Price
Sub Store
Commient
Reburn Part ¥
Returned Parts
# Dabe Part Number Part Descripton Oy, .H.w:r.hl:ril Total Price
Update
Figure 27 : Work Order Material Tab Form I showing additional form s for
Issuing and Returning Materials from Work Orders
To issue material parts to a work order, the steps are:
1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct  site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh th e work order listing every time you change the site.

After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number

The CMMS will open it in the editing form as shown in Figure 20.
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Note: Alternatively, you can use search facility to locate the work order, and open it for
editing.
3. Clickthe Materials Tab to display the material details form as in Figure 27.
4. Selectthe Sub Store  you will be issuing from.
5. Click the ellipsis next to the Part Number field to select a part from a pop -up window as

shown below .

k3
Page |1 n-l"E First Pravious Mesi Last :
Parts Mo Parts Manne
P30 Bmaring
JPA0q Crock=-1
d d
POaud Gaskat
BG-0001 Hammmear
PO Hardened Steel Bearings
SPO3 Jaram
POOT Jus Apple
M133552 Machanical Shock Damper
PO il Seal
®parts Ho T parts Hamna

Click onthe part numberto select it.

This will be the part that you will issue to this Work Order.

6. Select the issue date E]
7. Type anumberinthe  Quantity field (cannot be more than the balance in the store)

This is the quantity to issue to this Work Order.
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i Issue Part T | . . . -
8. Click . This will enter the  part into Issued Part listing.

L Update |
9. Save the whole work order by ¢ licking Update .
10. Finish.

See to the next section ~ on how to return material parts from work orders.

3.10.2 Howt o Return Material Parts From Work Order

This section descri bes granting and denying permission to return material parts from work
order s through Material Section/module for administrators . As for regular users, it describes

how to return material parts from work orders.

Employee Login & Accessible Details

Modules M User Account Site Work Trade
Permissions

Administrators  can set regular users permission to this option via Administration menu ,

under Additional Permission Tab as shown above .

Note
After you saved the Material record, you will not be able to delete or undo it.

Therefore, it is important that you enter the details accurately.

There are two cases you need to know with regardto 6 Al | ow NRattre FroamaWO 6Both cases
depend on whether you have the permission to access this option or not. Consequently, it determines
whether you can see the form segment under the Material Tabr e | a t Aldw MateriabReturn

f r o m AW If your administrator grants you this permission then you will be able to return
materials from work orders, and this form segment will be visible to you for data entry. Otherwise, you

will not see this form segment.
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Here is a brief description of these two cases:
1. CASE 11 Permission Denied

In Administration menu , under Additional Permission Tab , the administrator
denied permission  to llow Material Return from WO&G That i s thi

is unchecked as shown below.

Employee Login & Accessible Details

Modules E User Account Site
Workorder Purchase Request
I Allow Re-open WO | Allow To Create PR
™ allow Assign WO I Allow To Re-open PR
r Allow Close WO [ Allow To Cancel PR
| Allow To View WO Cost r Allow To Approved PR

< ! Allow Material Return From WO >

r Allow Material Issue From WO

r Can View Assign WO Only

has

S

78

optiono.

Consequently, the  form under the Material Tab (current Work  Order) , will not display the

additional form  segment related to this option. Thus, the user cannot return material

this Work order.

2. CASE 2 i Permission Granted
In Administration menu , under Additional Permissions Tab , the administrator

from

has

grant ed the p er mi s s iAdlow Material6 Return from WO 6to the user as shown below

inredcircle . That isthe o pt i aheéksox has a checkmarkin it
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Employee Login & Accessible Details

Modules P%::;L User Account Sit
Workorder Purchase Request
R Allow Re-open Wo 3 Allow To Create PR
¥ Allow Assign WO ¥ Allow To Re-open PR
v Allow Close WO v Allow To Cancel PR
3 Allow Ta Wiew WO Cost ¥ Allaw Ta Approved PR

@Inw Material Return From @

™ Allaw Material Issue Fram Wo
[ can view Assign WO Only

¥ Allow PM Generation
Material Remote Web Request

v Allow Adjustrnent r Lirnit Web Regquest

Consequently, the  form underthe Material Tab  (current Work Order) , will display the
additional form  segmen t related to this option. Thus, the user can return material from

this Work order.  The figure below shows this form segment .

Date \ BT Part Number _I
cinrl Return Date | —=
Avacaguilnit Prica Select Part Number of pant
Quantity - to return via the ellipsis
.~ ey butten above
Total Price
Return Guantity | el
Comment Click to return
T'l—' the part
. Return Part ¥
Every returned part will be added to the ‘
listing helow e [
- Awvg. Unit ;
# Da Part Humber Part Description Oty. Price Total Price

Figure 28 : Additional Form Segment underthe Material Tab  for Returning Material
from Work  Order s
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Site 1 Cworks Malaysia

- - = 5 Cost Safety
Work Order  Assign To Clasing Labouwr  Direct Issue  Services m e Job Plam Tnebractions Job Actual Attachment

Sub Store ﬂ

Date
Part Number J Clesr

Part Description Part Balance

Work Drder Mumnber 500110000002

Work Status Open O

Quantity

Avg. Unit Price

Total PrHce
Issue Part ¥

Issued Parts

Awig. Uit

A Total Price
Price

] Date Part Mumbers Part Descrption Ny,

Date J-_ll Part Mumbar |
Clear
_I Average Unit Price

Quiantity
Balance
Total Price
Sub Store
Cormmuent
Raturn Part ¥
Returmned Parts
F Dot Part Mumber Part Descripbion [1]:TH A";':_'."-l:'il Total Price
Update
Figure 29: Work Order Material Tab Form 7 showing additional form segments for
Issuing and Returning Materials  from Work Order S
To return  material parts from a work order, the steps are:
1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will re fresh the work order listing every time you change the site.

2. After selecting the  site , from the work order listing, you can select and open the target

work order  for editing by clicking on the work order number
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The CMMS will open it in the editing form as shownin Figure 20.
Note: Alternatively, you can use search facility to locate the work order, and open it for
editing.

3. Clickthe Materials Tab to display the material details form as in Figure 29.

4. Select the return date E]
Click the ellipsis next to the Part Number field to select a part from a pop -up.
Important Note :
There will be parts to return if you have issued parts to this work order previously.

Otherwise, you will see no parts listed in this pop -up listing of parts.

Click onthe part numberto select return itfrom this Work Order.

6. Type the return quantity inthe Quantity field.

i Return Part ¥ | . . . ..
7. Click and it will appearinthe Returned Part listing.

C Update |
8. Save the work order by clicking Update .
9. Finish.
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3.11 How to View Purchase Order

Site : Emerson Manjing

Work  Assign . Direct . . Cost Job Safety Job
Order To Closing | Labour Issue Services | Materials E Summary Plan  Instructions Actual

82

Attachment

Update |

Work Order Number EMSNI10001248
Work Status PO Assigned

Part Mo Part DescHpbon PO Mo PO Status Duantity Price
FO20 Bearing POEMSHI1I000008 Mot Authorized 1&.00 [MY¥R] 26,0000
BG-0001 Harmrmrnarl POEMSHI1IO00007 Mot Authorized F.00 [USD] 35,0000

Figure 30 : Work Order PO Tab

Here are the step to open the PO Tab:

Update |

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct  site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work order listing every time you change the site.

2. After selecting the  site , from the work order listing, you can select and open the target

work order  for editing by clicking on the work order number

The CMMS will open it in the editing form as shown in Figure 20.

Note: Alternatively, you can use search facility to locate the work order, and open it for

editing.

3. Clickthe PO Tab “ to gain access to it as shown in Figure 30.

This tab shows the allthe parts thatare on order for this work order. It also shows which

purchase order numbers are associated with the ordered part.
4. Finish.
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3.12 How toView Cost Summaryo fWorkOrder s

Site 1 Cworks Malaysia

i afet
Waork Order  Assign To Clasing Labouwr  DirectIssue  Services Materials Lost Job Plan z ¥ Job Actual  Attachment
Sumimiary Instructions

Waork Order Humber S00110000002

Work Status Open O

Total Labour Cost 0.0

Total Direct Issue Cost 0.00

Total Material Cost a.00

Overall Cost 0.0

Update |
Figure 31 : Work Order T Cost Summary

This section displays total cost of a work order in local currency. Here are the steps to view cost

summary for a work order:

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work order listing every time you change the site.

2. After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number
The CMMS will open it in the editing form as shown in Figure 20.
Note: Alternatively, you can use search facility to lo cate the work order, and open it for
editing.
Cost
Click the Cost Summary Tab 2 IEL B8 to open the summary screen as in Figure 31.

4. Finish.
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313 Howto Vi ew Wor k Order 6s PM Checkl i st

This section describes the work order PM Checkl ist Tab . However, please note thatyou will only
see this tab when the work order is type Preventive . Otherwise, the tab will not be present. The

figure below shows the work order type.

WORK ORDER LIST

- =
e
List New First Line Fix The tab changes to 'PM CHECKLIST" if

Work Ord Work Ord : .
SO W the work order type is Preventive. You
will not see "Job Plans Tab' in this case.

Site : Japan :j
Page |1 of [ First Previous Next Last

WorkorderNo Work Status  Problem Description Date Received Date Required
PMS00211000029 Open D CLEANING SERVICE 22 January 2011 10:53
PMS00211000028 Open D CLEANING SERVICE 22 January 2011 10:53

Figure 32 : Work Order Listing on tehe Work Order Opening Screen
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Work . . Direct s : Cost PM Safety Job
Order Assign To  Closing Labour Yoo Services  Materials Summary TSR Instuctions  Actual Attachment
Upddcl
Work Order Number PMEMSNI11010492
Work Status Open O
PM Task Number EMSNI-NSP-WT/001
Task Attachment
bytes
Task List 2 EE?
equence Task Description rask(%'i;‘::;mon Remarks Option
10 Check whether machine DOODODDODD, OO, O Edit
apperance is dirty, if pooo
necessary clean it.
20 Check whether Dooooooooooo Edit
electrical source
pressure is normal,
30 Check whether machine DOO0ODOODOO, DO Edit
plumbing is jamed or
leak.
40 Replace drinking water 03000000000, DOO Edit
machine filter element FF-500
and pure water machine
FF-5 filter element
every three months.
Figure 33 : Work Order's PM Checklist Tab Display
Here are the steps to open this tab:

1. Gotothe Work Order Opening screen shown in Figure 17 above, where you wi |l find
the work order listing . Change to the correct site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work order listing every time you change the site.

2. After selecting the site , from the work order listing, you can select and open the target
work order for editing by clicking on the work order number
The CMMS will open it in the editing form as shown in Figure 20.

Note: Altern atively, you can use  search facility to locate the work order, and open it for
editing.

3. Clickthe PM Checklist Tab to display this tab as shownin Figure 33.

4. In the checklist, you can add or edit the remark s as shown below task by clicking the edit

link .
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Work Order Number PMEMSNI11010492
Work Status Open 0
PM Task Number EMSNI-NSP-WT/001

Task Attachment

bytes
T
SayLiat Sequence Yask Description Task Description (Other) Remarks Option

10 theck whether machine 0000000000, 00, 00000 P"' cleaning agent| I Update |
apperance is dirty, if Cancal
necessary clean it,

20 Chack whether electrical poopponooooo Edit
source pressure is normal.

30 Check whether machine 00oopooooon, oo Edit
plumbing is jamed or leak.

40 Replace drinking water 03000000000, OOOFF-500 Edit
machine filter element and
pure water machine FF-5
filter element every three
months,

50 Replace pure water 06000000DCROD Edit
machine's RO film every six
months.

To save the remark, click Update and to or click cancel to abort.

5. Finish.

3.14 Howto Add, View orChange Wor k Or dJolb Ran

This section di splJebplan Tam r &nd desaliked bW you can add , vie w or modify

wor k or der 6.sHoweweb thgnrhoat mportant point to note is that: y ou will only see this tab

when the work order istype  Corrective . The figure below shows the work order type

ome Elias Iebale
SIEELEEE Open Requast

WORK ORDER LIST

7é

- =)
3 e ‘
List Netw First Line Fix The tab changes to JOB PLANS if the work order

Work Orders  Work Order has work type corrective. You will not see 'PM

Checklist Tab" in this case.

Site : Cworks Halaysia_ﬂ

ofll First Previous Next Last

Date Received Date Required
13 December 2010 17:31
13 December 2010 17:29

WorkorderNo Work Status  Problem Description
S00110000003 Open O Examine the state of this equipment and replace part if ne

Work Type
Corrective 00

S00110000002 Open O Replace or Repair equipment as required, Must comply wi... Y Corrective 00
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Site : Cworks Malaysia

Cast
Sumamany

Safaty

Work Order  Assign To Clasing Labowr  Direct Issue  Services Materials .
Instructions

Jab Plan

Job Actwal  Attachment

Work Order Mumber SO0110000002
Work Status Dpaen O

Add an Existing Job Plan

Job Plan vI

Create [/ Modify a Job Plan Ttem

Dntails

(ko go to tha Noks, if aoy,
hold Ctrl and double click on

4]

Figure 34 :Work Order 6 slob Plan Tab Display

Here are the steps to open this tab and add a job plan:

1.

Go to the Work Order Opening screen shown in Figure 17 above, where you will find
the work order listing . Change to the correct  site containing the target work order if
necessary, using the  current site selector (drop -down list).

Note: The CMMS will refresh the work order listing every time you change the site.

After selecting the  site , from the work order listing, you can select and open the target
work order  for editing by clicking on the work order number

The CMMS will open it in the editing form as shown in Figure 20.

Note: Alternatively, you can use search facility to locate the work order, and open it for
editing.

Clickthe Job Plan Tab to display this tab as shown in Figure 34.

There are two ways you can add a job plan. One way you can add a job plan is for you to

5
type the job plan details as sh own below and click the Save button il
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- - - _ - Cost Safety
Work Order  Assign To Closing Labour DirectIssue Services Materials Smary Job Plan ity
Work Order Mumber Sooliooooon2
Work Status Open O

Add an Existing Job Plan

Job Plan

Create / Modify a Job Plan Item
Details
{to go ko bhe finks, if anp,

hold Ctrl and double click on
it)

=

El

Replace all rubber sealantz on the equipment cover when the level
of vibration becornes noticeable to the touch.|

After you clicked the Save button, the form will change to that shown below.

Work Order Assign Te Clasing Labour  Direct Issue

: Cost Safaty
Services Materials Sumimary @ Instuctans

Work Order Number 500110000002

Waork Status Open O

Add an Existing Job Plan

Job Plan

Create / Modify a Job Plan Ttem

D tails
(ke go bo the ks, if anp,

hold Ctrl and double click on
it)

Update | Remove I Print |

Another way you can  add a job plan

previously, using the drop down list shown bel

isto s elect from a collection of

El

Replace all rubber sealants on the squipment cover when the level
of vibration becormnes noticeable to the touch.

job plan s prepared

ow.
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Work Order Number 5001100000032
Work Status Open O

Add an Existing Job Plan

Job Plan

Create / Modify a Job Plan I&{JP001 - Job Plan 001
JPLNOOlz - CLEAMING ATER FILT

Details = — Inspect the bearings on

(to go to the finks, if any,
hold CErl and douwble click on

it)

When you click on a job plan on the list , the CMMS will load its details as shown below.

Update
5. Youcan continue to edit further and update it with p—l button. Or, you can remove the

plan using Remove button if you have made a mistake

Updat
Finally, c lick upda te button ﬁl (the one on the outside of the panel as shown below) to

make sure that you save the record.














































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































