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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  spa res 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 fulfilment 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: 

V organization, quality and control to facilities management  

V Access v ia internet 24/7 from anywhere  in the world  to your maintenance info rmation  

V instant daily summaries at -a-glance  on maintenance back log, in -progress status and 

activities  

V reduce most non -value added maintenance activities  

V tracks suppliers and contractors used by maintenance service s 

V access to preventive maintenance schedul es of any assets or equipment  

V control generation of  pre ventive maintenance work orders  

V control company ôs list of maintainable assets through asset register  

V schedule planned preventive maintenance routines  ( time -based schedules , 

m etered/condition based sch edules)   

V control preventive maintenance procedures and documentation  

V control and document all  planned and unplanned maintenance work  

V provide maintenance b udgeting and costing statistics  

V monitor usage of man -hours in maintenance  

V control maintenance spares inventory (store ôs management, store items, requisition and 

pu rchasing)  

V process condition monitoring inputs (meter readings, mileage, number of runs)  

V schedule calibration for plan t  machinery and instruments  

V Provide analysis to ols for maintenance performa nce  
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1.1  Intended Audience  

This user manual is suitable for the following audience: 

 Managers  and Professionals in  Hotels, Stadiums, Facilities Ma nagement , Assets 

Management, Plant maintenance, manufacturing, public amenities services and 

repairs, etc  

 Mainten ance and Service Professionals ï 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.  A legally purchased copy of CWorks EASY  

Your can host a copy of EASY on your own 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 to 

1024 x 768 pixels  or higher . 

4.  Internet Explorer 8  and  higher  

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

5.  IE browser Java Script option must be set to ON  

CWorks EASY  require s Javascript option to be set to ON.  

6.  Support for other browsers  

This CMMS supports  Google Chrome , Mozilla Firefox and I nternet 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 ï 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 Donôts 

 

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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 Use alphanumeric characters , space,  underscore( _)  and hyphen (ï)  for  assets, site 

names , descriptions , etc  

 Avoid spaces  in numbers and unique codes  

 Avoid special r eserved characters  in name s  

: / ! \  < > . , ; ô ò@#^*(),  

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

instruction to do something.  

 Keep the same data  length  (number of characters )  in key fields  as it will affect the 

aesthetic appearance of printed report s and  data display . 

 When using  a series of consecutive numbers  for some input , start these numbers at 

100, 1000 or 10,000 rather than 1,  2,  3. In this way, it is easier to  spot invalid numbers  

quickly . 

 Unless you 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 ï B0100208  where it has the 

following interpretation: Bin B01, color index 002, located at storeroom  08.  

 Be consistent in the use of Capital  letter s , leading cap ital s  and lower case  letters . 

For instance, you can use all cap ital letter s in Key fields , leading cap ital  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  

 

 

Figure 1 : CWorks EASY  Opening Screen ï Showing the DASHBOARD  

 

Figure 1  above shows  the  opening screen  that  appears afte r login . It is called the DASHBOARD  

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

 

 

Figure 2 : Legends and their meanings  
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For convenience, the Summary Reports  are broken down into  period s ð ñToday ò, ñThis Month ò 

and  ñThis Year ò. Click on  the appropriate tab  as shown in 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.  

 

 

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.  If it is not, click the site selector  to change it . 

 

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 of t he administrator ôs res ponsibilities  include  

set ting  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 . 

 

 

 

 

 

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 view the reports either by Work Trade  or  by Work Type , which you 

can select using Summary  type  drop -down lis t  as shown below . 

 

 

Figure 6 : Viewing Choices by Summary Type  

 

 

 

1.6.1  CWorks EASY  Top -Level Menu Icons  
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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.  

                          

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  ñLoginò button . 

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

 

Note: Just under the t op right hand corner , you will see the welcome message  and 

username, as shown below.  

 

                                    

Figure 9 : Welcome Message after log ging  

 

2.  WORK REQUEST S 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

ACCESSING THE WORK REQUEST  

 

You can access the Work Request  on  CWorks 

EASY  opening screen  by clicking the icon  on the 

left, which will open the Work Request Opening 

Screen .  

Problem/ Fault 
Detected . 

Create New 
Work Request  

Work Request  

REQUESTERS 

 

Edit Work Request 
& update  

GENERIC WORK 
MANAGEMENT FLOW  
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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. 

 

Figure 10 : Work Management System Processes and Information Flow  
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Figure 11 :  Work Request Opening Screen  
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2.2  How to Open New Work Request  

 

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 .  

 

 

Figure 12 : New Work Request Blank Form  

 

 

NEW WORK REQUEST FORM  

FIELD  DESCRIPTION  
Received Date/Time  INPUT FIELD  

This field automatically generates todayôs date  by default . 



CWorks EASY | User Guide 20 

 

 

 

However, if you want to set to some other date, click the 

calendar icon, , a nd 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:  

 

 

Note  This list of work types  is created in:  

Master ï>Miscellaneous ï>Work Type  

 

Work Trade  INPUT FIELD  

Best describe the nature of the work trade  that is required to 

eliminate or remedy the problem.  

 

 

Note  This list of work  trade  is created in:  

Master ï>Miscellaneous ï>Work Trade  

 

 

Work Priority  INPUT FIELD  

Describe the urgency  of this problem .  
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Note  This list of work priorities  is created in:  

Master ï>Miscellaneous ï> 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 th e ellipse button 

 to display the pop -up list  of names.  

  

The clear button, , allows you t o clear the name field 

adjacent to it.  

 

 

 BUTTON ALLOWS YOU TO VI EW ALL the 

ACTIVE WORK REQUESTS RAISED BY THIS REQUESTER  

 

When you click , 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 l load the details into the  

Current Work Request form  and display  it.  

 

Department  OUTPUT FIELD  (for Display only)  

Requesterôs Department  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)  

Requesterôs telephone number if it exists and it is related  to 

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  
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Select this  radio button  if you want to associate this work 

request with a location.  Next you  need to  sele ct a location . 

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

locations and from which you can select a location as shown 

below.  

 

Asset  INPUT: RADIO BUTTON  

You select this radio button  if you want to associate this 

work request with a n asse t . 

 

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

which you can pop -up by click ing   on the right of the text 

field shown above .  
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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:  

 

 

 

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

button and it will display the assets as shown below .  

 

To activate the asset tree, you must click   button. 

If the asset entry is complete with location and department 
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information, then you should see information in the fields 

below.  

 

 

 

 
Save new work request  form details to new record . 

 

 

Here are the steps to create new work request :  

 

1.  At the Work  Request Opening screen  shown in Figure 11 ,  use the current site 

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

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

3.  Set the work requestôs date of creation in the field below  

 

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

 

4.  Input problem description  into Problem Description  field . 

5.  Set work type  usi ng the drop down list provided . 

6.  Set work trade  using the drop down list provided . 

7.  Set work priority  using the drop down list  provided . 

8.  Fill in the requesterôs name in the Name field  by  select ing  from a pop -up list of names.  

 

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

Click on the 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 ).  
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9.  For Location/Asset Information  sho wn below, y ou  must select one of  the three  options .  

 

By default,  the CMMS will select the first option  (top). However, if your work request 

relates to a location then you can select the second option  (from top) and use the ellipse 

button  (click on it)  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 .  

10.  Click  to save the new work request details .  

After saving, you will see the output the message below.   

 

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.  
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The presence of the three buttons  means that  

this work request  is still edit able .  

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

the  button.  

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 there is no attachment facility 

in this option .  

 

 

 

13.  Click  to open  the upload dialog as shown below.   

 

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

you will see the file name as shown below.  

 

You can onl y select and upload one file at a time.  
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15.  You can begin uploading by clicking  button and the CMMS will add the files into the 

list as shown below.  

 

 

16.  Repeat the above upload steps as many times as necessary.  Notice that corresponding to 

each uploaded file,  there is a Delete  link. This link allows you to delete the file if you need 

to. A click on this link 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 

work request, by click ing  th e  button . This will terminate the work request  

processing . 

 

18.  If the work request  is in order and ready  to progress to the Work Order stage , you can 

generate the work order  for it 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.  

19.  Finally , you can exit to Work Request Opening screen  by clicking .  

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 ï regardless of its status ï 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.  
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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  

Status  

WORK ORDER  

Status  

Can update  

work request?  

Open  ***None  YES  

Cancelled  ***None  NO  

*Work Order  

Raised  
* Open  * NO  

** 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.  

 **  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  

 

Note 2  

 One  Work Order  can only have one work request .  
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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.  

2.  Scroll  the work request listing or use search  to locate the work r equest you want to open.  

3.  Click on work request number  to open it  for editing in  the  Current Work Request  form . 

4.  Next ,  change the details on the form accordingly . Please refer to the previous section, 

which already covers the editing.  

5.  Save the changes using  button.  

6.  See the previous section on how to generate the Work O rder .  

7.  Finish.  
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In addition to editing and updating work request details, you can also:  

a.  Cancel work requests by clicking . 

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 it in  the  Current Work Request 

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

 

 

 

 

Figure 14 : Current Work Request  
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Figure 15 :  The Work Order Generated f r om  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.  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 .  

2.  Scroll  the work request listing or use search  to locate the work r equest you want to open.  

3.  Click on work request number  to open it in the Current Work Request  form  as shown 

in Figure 14 .  

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

asking for confirmation of you r action as shown below.  

 

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.  

 

Close this message by clicking ok.  

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

 

5.  Figure 15  Shows  the generated work order.  

6.  Finish.  

 

Note:  

 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  for it  yet .  

 

 

Figure 16 : Existing Work Request Opened for Editing  

 

 

Here are the steps to close  a work order:  

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.  

2.  Scroll  the work request listing or use search  to locate the work r equest y ou want to open.  

3.  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 Closed .  

 

This will set the status as shown below.  

 

5.  Click Update  button. The Edit screen will be closed.  

6.  On Work Request listing on the WR Opening Screen  you will no longer see the work request 

in the listing .  

7.  In order to check, you need to use the Work Request Search facility . Set the work request 

status to closed  and Run search. You should see the work request in the listing as shown 

below.  

 

8.  Finish.  

 

 

 

2.6  How to Print Work Request  

 

Briefly, this function allows you to go to Work Request Opening screen  in Figure 11 , where 

you can select an active work reques t  from the work request listing, open it in Current Work 

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

it:  

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.  

2.  Scroll  the work request listing  or use search  to locate the work r equest you want to 

open.  

3.  Click on work request number  to open it in  the  Current Work Request  form  as if you 

are going to edit it.  

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 , open it in Current Work Request 

form , and cancel it .   

 

Notes:   

1.  You can cancel only active  work requests.  

2.  You have not yet generated  work order s  for them . 

 

WHEN CAN YOU CANCEL WORK REQUESTS 

No. 
WORK REQUEST 

Status 
WORK ORDER 

Status 
Safe to Cancel 
work request? 

1.  An open Work Request 
No Work Order for the Work 
Request yet 

 

YES 

 

2.  An open Work Request 
Work Order generated for the 
Work Request 

NO 
Cancelling a work request 
after you have generated 
work order for it, can give 
rise to complication. 
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Here are the steps to cancel active Work Request  which  has no corresponding work order yet:  

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.  

2.  Scroll  the work request listing  or use search  to locate the work r equest you want to 

cancel.  

3.  Click on the work request number  to open it in Current Work Request  form  as if you 

are going to edit it.  

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  

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

ACCESSI NG THE WORK ORDERS  

 

You can access the Work Orders on  CWorks 

EASY  opening screen  by clicking the icon  on the 

left, which will open the Work Order Opening 

Screen .  
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Figure 17 :  The Work Order Opening Screen  

 

 

The table below describes the function of  each  menu icon  at the top of the Work Order Opening 

screen .  

No  Menu Icon  Description  

1.   

 

Anytime this icon is click ed,  from anywhere in this module , the CMMS will 

open the WORK ORDER LIST ING  screen.  

2.   

 

Click this icon to open a new work order  form . It allows the user to  create 

a new work order.  

Note:  

The óPREVENTIVE ô work 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 
maintenance schedule  to send an alert to the CMMS screen . 
 

 

3.   

 

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.  

 

Upon receipt of a reported problem, a  maintenance support staff can 

reference the problem  in the library  and run thro ugh the  troubleshooting 

instructions  with the client on the phone.   

 

 

 



CWorks EASY | User Guide 40 

 

 

 

3.2  How to Search for Work Order s 

 

 

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  

 

  

 

Why do you get the message above  on the screen ? 

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

(SLA) óResolution Timeô parameter/value is not  set.  

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

Once it is set, this m essage  will stop appearing on the screen . 

 

Where do I  set the  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 no t have access privilege to set th ese  
   parameters or to the Master Module . 

 

 These parameters are in the Master Module : one is found under the Holiday Tab   

and the other is under the SLA  Resolution Time Tab . In order to set these parameters , first go to  the  

Master Module  and select the Holiday Tab . Under this tab, set by marking the holiday  day s that are 

excluded in the SLA  agreement . Once that is done, finally , go to the SLA  Resolution Time Tab  to  

set the ótime resolution ô parameter/value. That should  stop the above message appearing further.  

  

 

Where are the SLA parameters used?  

 These parameters are  used only by  the Corrective work type form .  
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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, it is 

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  Review of Work Order  Form and its Variations by  Work Type  

 

When the  user first opened a new work order form  (using the new work order icon) , the CMMS will 

display the generic form  without any specific ówork typeô. However, as soon as the  user set 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 .  

In the n ew Work Order 

Form , this is left as blank, 

initially. It is left to the user 

to select the type.  

Generic new work order form  

2 Manual Preventive  Two extra fields  appear on the form:   

PM Number   

PM Task Numbe r  

3 Preventive  

(PM generated work order )  

Two extra fields  appear on the form:   

PM Number   

PM Task Number  

   

 

In  ñmanual preventive ò and ñpreventive ò work type, t he fields that appear  on the work order 

form are indicated by the red box below :  
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Please  not e,  for ópreventive ô and ñManual Preventive ò work type s, the  work order form  is the 

same  in every respect . In addition, there will be extra tabs  on these forms  that are not found in 

cases of other work type s.  The most obvious example of this differences  can be clear ly  seen when 

ñManual Preventive ò and  ñpreventive ò work type forms are compared  to  ñcorrectiveò work 

type  form . 

 

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

 

 



CWorks EASY | User Guide 44 

 

 

 

3.3.4  How to Create a New Work Order  

 

Figure 19 :  A Generic New Work Order Form  
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Here are the steps to create a new work order: 

 

1.  Go to  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 right in order to open  the    

new  Work Order form as shown in  Figure 19 .   

  

 

3.  In the Received Date/Time  field as shown below ,  

set a different  date  if the current date shown is not suitable . 

  

 

4.  In  th e Problem Description  field  as shown below , type the clearest description of the 

issue t o be address ed by this work order .  

  

 

5.  From the drop -down list selector as shown below , s elect  a work type .  Note, t his  

 parameter will determine if any additional fiel ds will be displayed in the work form .  

 

  

 

 If work type is ñManual Preventive ò, the work order form will display   

 two  extra fields :  PM Number , PM Task Number , as shown below.  
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 Fill in these fields if you select this work type.  

 

  For  work type  ñCorrectiveò, these fields will not be present  on the form . 

 

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

 

7.  Set the date in the Required Date  field.  

8.  Under Requester Information , fill in Requester  field with the name of the requester. To  

select the name of the requester , click the ellipsis button , , which will  pop -up the list of 

requesters as below. Select a requester by clicking on the Requester No.  from this list.  

 

The CMMS will response by fill ing  in the Department  and Contact Number  fields as 

below.  This presumes all details are available with the requester name.  
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In addition, the CMMS will output any Pending Work Orders in the panel as below.  

 

Click close  to clear  this panel . 

 

9.  Under Location/Asset Informatio n , select one  

of the th ree options below:  

 a.  Location Number/Asset Number not available   

 b.  Location  

 c.  Asset  

 

 

 

Notes  on this input  

i.  The first option ñLocation Number/Asset Number not available ò does not 

 require any input . 

ii .  The second opt ion ñLocation ò will require input as shown below . 

  

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



CWorks EASY | User Guide 48 

 

 

 

  

 

 Then , make a selection by clicking on a location number . The CMMS responded by fill ing  in the Location 

 and the Departm ent  of this Location.  

iii.  The third option ñAsset ò will require input to the Asset  field  as below . 

  

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

  

 Then, click an asset number, the CMMS will respond by fi lling  in th 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 the Asset details  previously . 

 

 Alternatively, select an asset using the  button  

 

 

10.  Select a Work Order Trade  using the drop -down list shown below.  

 

11.  Under  the  Work Plan  section , set the Work Plan Author  field. You can set this field by 

clicking the  drop -down list as shown below  and then clicking on one of the numbers on the 

left corresponding to the Author on the right . 
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12.  Click the . When the CMMS display this tab, you should see that the  

the Work Status is ñOpen ò, as shown below. 

 

13.  Click the save  button  .  

The screen will change to Work Order Editing screen as shown below.  
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14.  At this point,  the CMMS has opened  the  Work Order  editing form .  

Now, the user is  can continue to add details  to the present tab, and other tabs  too . 

15.  Click  to save any changes or additions . 

16.  Finish.  
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3.4  How t o View , Edit or Modify  Existing Work Orders  

 

Figure 20 : Work Order ï Edit ing an Existing Work Order  (Corrective work type)  
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Menu & Buttons  DESCRIPTION  

 

Go to the WORK ORDER  opening screen  and list all 

work orders for the first site.  

 

Create New Work Order. It opens a blank work order 

form.  

 

Print the work order in the f ormat suitable for service 

personnel to take  to a job site . It will print the detail 

of the work requested.  

A preview is provided before printing.  

 

Print the completed  work order .  

A preview is provided before printing.  

 

Access the list of fixes to ma intenance problems  

 

Print the work order  and attachments  

 

Print the work order and PM attachments  

 

Email the Work Order  

 
 

click this button to u pdate the work order.  

 

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

1.  Go to the Work Or der Opening screen  shown in  Figure 17  above , where the work 

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

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

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

 

  

 

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.  When you make changes  to the work order  on any of  the tab s, click  to save the 

changes.  

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

 

 

Figure 21 : The Assign Tab ï for Assign ing  Employees to Work Order  

 

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.  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) as shown 

below.  
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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 select and open the target 

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

  

 

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 Assign to Tab  to display  the form as shown in Figure 21  above. 

Alternatively, you can u se Search  to find and open a specific work orde r for editing . 
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4.  Select an employee  from the list of employees as shown below (via a drop -down 

list).  

 

5.  Add  start date  and end date  for this employee.  

 

Note: if you want you can view the employeeôs workload by clicking  the 

 button.  

 



CWorks EASY | User Guide 59 

 

 

 

6.  Click . The CMMS wil l add the name to the list as shown below.  

Also, notice that the Work Status  has changed to ñAssigned to ò. 

 

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

8.  Click  to save the details to this work order.  

9.  Finish.  
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3.6  How t o Close Work Order  

 

 

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 clicking .  
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Note: You cannot modify a closed work order, therefore make sure that you enter all the necessary details 

accurately before closing by clicking button . 

 

To close a work order, follow the steps below,  

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 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.  Click the Closing  Tab  to access the closing form  as in Figure 22 .  

4.  Set  Work Status  field  to Closed  via the drop -down list  as shown  below .  
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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 . 

 

6.  Fill in  those two fields for the Actual Start  and End dat es , which are necessary before you 

can close this work order.  

7.  Fill in any other fields  if needed . 

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

that shown below. Notice that the update button has changed to Reopen  button, .  
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9.  If you click , you can re -open the work order.  

10.  Finish.  

 

Note on setting other work order status  
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When a job is cancelled , or held back for some reason, you should always set the jobôs work 

order status accordingly and save the work order via  button . 

 

3.7  How t o Add Labor  to  Work Order  

 

 

Figure 23 :  Entering Labor  Details into Work Order  

 

In order to help your organization manage manpower resources and overtime efficiently , you need 

to record each work orderôs total man - hours .  

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  (dro p-down list).  
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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 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.   

3.  Click the Labour  Tab   to open up the form  as in Figure 23 .  

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

5.  Finish.  
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3.8  How to Add Direct Issue  Parts  to Work Order  

 

 

Figure 24 :  Entering Direct Issue  Details into Work Order  

 

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.  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 sel ector  (drop -down list).  

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

3.  Click the Direct Issue Tab  to open up th e form  as in  Figure 24  above . 

4.  Enter the direct issue  details as shown below.  

 

5.  Add the part to the Direct Issue Listing by clicking . 

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

7.  Click  to save.  

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

 

   Figure 25 : Adding Services  

 

Here are the steps to add services  as direct issue  to work order :  

 

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 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 open up the services  form  as in  Figure 25  above . 



CWorks EASY | User Guide 69 

 

 

 

4.  Sele ct supplier using the drop -down list as shown below.  

 

5.  Select service from the drop -down list as shown below.  

 

 

6.  After you select a service, the CMMS will display the rate  for this service as shown below.  

 

 

7.  Enter the quantity  of the service in the Quantit y  column  and click . 

The CMMS will update the display as shown below. Notice the CMMS has added the service 

to the list.  

 

 

Note: You can set supplierôs service s and its rate in the Master  under Supplier Tab .  

8.  Continue adding service if you have more to ad d.  
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9.  You can  delete a ny service s that you entered  by  click ing  the  link corresponding the 

that service.  

 

 

10.  Finally, a dd the 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.  

 

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  How t o Issue Material  Parts  to Work Order  

 

This section describes  how an administrator can grant/ deny an employee the permission to issue 

material parts to work order s  in the Material Section/module . As for regular users, it describes  

how to issue material parts to  work orders.  

 

 

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 óAllow Material Issue  From WOô. Both 

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  under the Material Tab related to óAllow 

Material Issue from WOô or not . 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:  
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1.  CASE  1ï Permission Denied  

 

From the diagram above  (circled in red) , whic h can be found in the  Administration  section 

(see Chapter 13 )  under  the  Additional Permission Tab , the administrator denies  

permission  to  this user (by not checking the box  circled in red above ) to óAllow Material 

Issue from WO ô. As a result , this user will not see an additional form segment  for issuing 

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

  

2.  Case  2 ï Permission Granted  
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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 the box) to óAllow Material Issue from WOô. As a 

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.  

 

 

Figure 26 :  Additional Form under Material Tab for  

   Issuing Material to Work Orders  
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Figure 27 : Work Order Material Tab Form ï showing additional form s for  

 Issuing and Returning Materials from Work Orders  

 

To issue material parts  to a work order, the steps are:  

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

editing.  

3.  Click the Materials  Tab   to display the material details form as in  Figure 27 .  

4.  Select the 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 .  

 

Click on the part  number to select  it.  

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

6.  Select  the issue date  .  

7.  Type a number in the 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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8.  Click . This will enter the  part into Issued Part  listing.  

9.  Save the whole work order by c licking Update .  

10.  Finish.  

 

 

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

 

 

 

 

3.10.2  How t o Return  Material  Parts  Fr om  Work Order  

 

This section descri bes  granting and denying permission to return material  parts fr om  work 

order s  through  Material Section/module  for administrators . As for regular users, it describes 

how to return material parts from work orders.  

 

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

 under Additional Permission Tab  as s hown 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 regard to óAllow Material Return From WOô. Both 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 Tab related to óAllow Material Return 

from WOô or not. 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. 

 



CWorks EASY | User Guide 78 

 

 

 

Here is a brief description of these two cases: 

1.  CASE 1 ï Permission Denied  

 

I n Administration  menu ,  under Additional Permission Tab ,  the administrator has 

denied permission  to  óAllow Material Return from WOô. That is this optionôs checkbox 

is unchecked  as shown below.  

 

 

 

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 from  

this Work order.  

 

2.  CASE 2 ï Permission Granted  

In Administration  menu , under Additional Permissions Tab ,  the administrator has 

grant ed th e permission to óAl low Material Return from WOô to the user as shown below  

in red circle . That is the  optionôs checkbox has a check mark in it . 

 



CWorks EASY | User Guide 79 

 

 

 

   

 

Consequently, the  form  under the 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 f igure below shows this form segment .  

 

 

Figure 28 : Additional Form Segment under the  Material Tab for Returning Material  

from Work Order s 
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Figure 29 : Work  Order  Material Tab  Form ï showing additional form segments f o r  

 Issuing and Returning Materials from Work Order s 

 

To return  material parts  from  a work order, the steps are:  

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 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 shown in Figure 20 .  

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

editing.  

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

4.  Select the return date .  

5.  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 on the part  number to select  return  it from  this Work Order.  

6.  Type the return  quantity in the Quantity  field.  

7.  Click  and it will appear in the Returned Part  listing.  

8.  Save the work order by  clicking Update .  

9.  Finish.  
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3.11  How to View Purchase Order  

 

 

Figure 30 : Work Order PO Tab  

 

Here are the step to open the PO Tab:  

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.  

 

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

This tab shows the  all the parts  that are 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 t o View Cost Summary o f Work Order s 

 

 

Figure 31 :  Work Order ï 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.  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.  

 

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.  

3.  Click the Cost Summary Tab  to  open the summary screen as in Figure 31 .  

4.  Finish.  
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3.13  How to View Work Orderôs PM Checklist 

 

This section describes the  work order  PM Checkl ist Tab .  However, please note that you 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.  

 

 

Figure 32 : Work Order Listing on tehe Work  Order Opening Screen  
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Figure 33 : Work Order's PM Checklist Tab Display  

 

 

Here are the steps to open this tab: 

1.  Go to the Work Order Opening screen  shown in  Figure 17  above, where you wi ll 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.  Click the PM Checklist Tab   to display this  tab as shown in 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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To save the remark, click Update  and to or click cancel to abort.  

 

5.  Finish.  

 

 

 

3.14  How to Add, View  or Change Work Orderôs Job Plan  

 

This section displays work orderôs Job Plan Tab  and described how you can add , vie w or modify 

work orderôs job plan. However, the most important point to note is that: y ou will only see this tab 

when the work order is type Corrective .  The figure below  shows the work order type . 
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   Figure 34 : Work Order ôs Job 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  con taining 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.  Click the Job Plan  Tab   to display this tab as shown in  Figure 34 .  

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

type the job plan details as sh own below and click the Save button  .  
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After you clicked the Save button, the form will change to that shown below.  

 

 

Another way you can add a job plan is to s elect from a collection of  job plan s prepared  

previously,  using the drop down list shown bel ow.  
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When  you click on a job plan  on the list , the CMMS will load its details as shown below.  

 

5.  You can continue to edit further and update it with  button.  Or, you can remove the 

plan using Remove button   if you have made a mistake . 

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

make sure that you save the record.  




















































































































































































































































































































































































































































































































































































































































































































